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Policy Title:   Americans with Disabilities Act (ADA) Statement 

 

Guild Program: Youth  Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC, DESE   Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: Section 504 of the 

Rehabilitation Act of 1973 and the Americans with 

Disabilities Act 

It is the policy of The Guild to provide universal design wherever possible for students, 

staff, and visitors to access facilities, curriculum, instruction, and employment.   

 

In addition, it is the policy of The Guild to identify accessibility features in advance that 

benefit students with intellectual disabilities and concomitant disorders in our services 

and programming. (See “Admissions Policy” for more detail.)  

 

Furthermore, it is the policy of The Guild to provide reasonable accommodation for 

specific individuals with disabilities in employment, its services, programs, and activities.  
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Policy Title: Student Admissions Procedures 

Guild Program: Youth Services Date Approved by 

CEO: 6/7/19 

Date Approved by 

Board: 6/11/19 

Licensing Agencies: DEEC, DCF, DESE Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 28.09(9); 102 

CMR 3.05 

 

The Purpose of the Student Admission Procedures is to clearly state the process for 

referral, admissions and intake for students who may attend the Guild’s Youth 

Programs. 

 

Students Served 

 

The Guild School serves students with intellectual disabilities and is known for its 

community-based programming for students with complex needs including autism, 

mental health diagnoses, and other behavioral challenges. The Guild’s population 

benefits from an extended year of academic instruction and/or year round residential 

services.  The Guild provides trauma-informed care based upon empirically validated 

behavior support practices to promote independence and enhance quality of life for 

all individuals served. These practices are based on the principles of Applied Behavior 

Analysis (ABA) and use the Positive Behavior Interventions and Supports (PBIS) 

framework to support the academic, social, emotional and behavioral competence 

of all students. Other modalities may include Cognitive Behavioral Therapy (CBT) and 

Expressive Therapies. 

 

Populations Served 

 

 Females and Males ages 6 to 22 

 

Eligibility Characteristics 

 

 Individuals with intellectual disabilities (ID) – mild to severe 

 Individuals with co-occurring diagnoses of ID and Autism Spectrum Disorder and 

other neurological and genetic disorders like Down syndrome, Fragile X, and Cri-

du-Chat 
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 Individuals with co-occurring diagnoses of ID and behavioral and/or mental 

health disorders 

 

Exclusionary Characteristics (May Preclude Admission) 

 

 Total vision loss 

 Total hearing loss 

 Prader-Willi Syndrome 

 Non-ambulatory 

 Juvenile offender 

 Sexual aggressor/offender  

 Pattern of substance abuse 

 Diagnosed fire setter 

 Severe pica 

 Severe bolting behavior 

 

The Guild admits students of any sex, race, color, sexual orientation or national and 

ethnic origin.  All students are afforded the rights, privileges, programs and activities 

generally made available to The Guild’s student population.  All programming is 

secular and non-denominational in nature.  While a majority of students served are 

from Massachusetts, The Guild welcomes referrals from any state.   

 

Guild Programs for School-Aged Students 

 

 Day School – 234 school days per year 

 Residential Services – 365 days per year 

 Short-Term Extended Evaluations– offered when space and staffing are 

available 

 

Information, Orientation and Tours 

 

With a rolling-admissions process, The Guild welcomes inquiries regarding The Guild’s 

programs and services at any time.  Questions may be directed to the Admissions & 

Outreach Team by phone, mail, email or through a website form.  

 

The Guild actively encourages parents, guardians, education surrogates, school 

district representatives and staff from state agencies to visit The Guild and meet with 

Admissions & Outreach Department member(s). Tours of The Guild may occur at any 

point in the referral process. In its student-centered approach, The Guild believes that 

all individuals should have the opportunity to explore the nature and content of Guild 

programming, the range of students served and The Guild’s policies and procedures 

before making an enrollment decision. While interested individuals, families, and 

stakeholders are encouraged to visit during the school day to get the best 
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understanding of programming and students serviced, The Guild’s Admissions team is 

flexible and will make reasonable accommodations for all visits. 

 

Written materials about The Guild are provided to interested parties before and/or 

during the referral process.  Individuals may also access robust information about The 

Guild on our website: www.guildhumanservices.org. 

 

Referral Process 

 

Referrals are accepted throughout the year from funding sources including school 

districts and state agencies. Referrals may be postal mailed, emailed or faxed to the 

attention of the Admissions & Outreach Department. The Guild makes prompt 

enrollment decisions determining if we can meet a student’s needs and if an 

appropriate placement is available. 

 

When a referral is received, the Admissions & Outreach Team thoroughly reviews all 

documentation to determine if The Guild may be able to appropriately meet the 

student’s needs while considering current vacancies. If referral documentation 

indicates the student may be eligible, the originating referral source is notified and 

invited to proceed with the Intake Process. If The Guild is unable to serve the student 

at the time of referral, the referral source is notified. 

 

Referral sources typically send a student’s most current Individualized Education Plan 

(IEP) and a student’s most current school and independent assessments. The Guild 

may request further documentation; for instance, we may request current behavioral 

data and information from previous/current hospitalizations.  Also, The Guild may 

request parent’s/guardian’s permission to speak to current services provider(s). 

 

During the referral process, interested parents and guardians are given the opportunity 

to speak to parents of current students and to attend parent group meetings to further 

their knowledge and understanding of The Guild. 

 

Intake Process 

 

The Intake Process includes an evaluation by a multidisciplinary team of staff 

representing divisions that provide direct services including Education, Clinical, Health 

and Residential services.  Representatives from these divisions stay apprised and 

maintain in-depth knowledge of students currently served by The Guild, which informs 

whether a referred student can be appropriately served in a given classroom, 

residence, or amongst a designated peer group. 

 

Intake Observations 
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During the intake process, a date is arranged for the team to meet the 

prospective student and his or her care team. These visits are scheduled to 

garner additional insight into the student’s strengths and needs. In most cases, 

The Guild team will meet the student, their parents/guardians, and their care 

team at the place where services are being provided. If preferred, 

parents/guardians may bring their student to The Guild to meet with the Intake 

team.   

 

During the Intake Process, parents/guardians will receive an Admissions 

Handbook, materials describing The Guild’s programming, Admissions Checklist, 

consent forms, and are offered a tour. The handbook briefly describes policies 

and procedures that impact students and parents.  The Admissions Handbook 

includes a statement that The Guild’s Policy Manual is maintained on site and is 

available for review upon request.  The checklist provides a one-page synopsis 

of the steps in the admissions process and a list of needed admissions 

documentation including the need for a physical completed within the last 12 

months. 

 

Parents/Guardian Consent and Required Notification 

 

The Guild’s consent packet provides parents/guardians with information on 

current Guild policies/practices.  The forms provided permit parents the ability to 

determine how their student will participate in various Guild programs and 

consent to certain agreements. 

 

Parents/guardians are provided the opportunity to discuss health or medical 

concerns with the member of the Health Services team. The Guild will obtain a 

health history, pertinent medical records, and other information on medical 

care and procedures. Staff will also review all medical related consent forms 

including a consent for emergency medical treatment and medication 

administration (when applicable).  The Health Services staff is responsible for 

annual medical reviews and consents after a student is enrolled. 

 

Parents/guardians may ask any questions during the review of consents and 

may choose to sign consents and releases at the time of the intake meeting or 

may take the consent packet with them to complete forms at a later date.  The 

consent process reviews authorization for fundraising, marketing and publicity, 

photo releases, observation, and other considerations. 

 

Intake Decision Meetings 

 

A designated leadership team from Education, Clinical, Health, Services, and 

Residential services (if applicable) will make the final decision on if The Guild is 

capable of serving a student and consensus must be reached. For enrollment, 
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the team will identify an agreed upon date and the decision will be 

communicated to referral sources and parents/guardians in writing.  If the offer 

of enrollment is accepted, the process will continue for pre-enrollment.  

 

Pre-Enrollment 

 

In accordance with state regulation and to ensure a smooth process for all, several 

steps must be completed in advance of student enrollment.  

 

Health Documentation 

 

The Health Services division obtain updated health information and necessary 

health consents prior to student enrollment.  If a student requires an emergency 

placement, Health Services has contracted with a Primary Care Physician as 

well as local health service providers to ensure needed immunizations may be 

completed immediately as well as an updated physical is able to be completed 

within 30 days of admission.   

 

Admissions Documentation 

 

Admissions team members work with parents/guardians, school district and 

other agency professionals to ensure that all required documentation and 

processes are completed prior to the student’s arrival. In advance of a start 

date, there may be arrangements for a classroom observation, visit(s) to the 

residence, or other family engagement activities.  

 

Pre-Enrollment Activities 

 

Admissions team members ensure records are prepared for enrollment and 

begin official record keeping processes for The Guild. Admissions team members 

will review final pre-enrollment information and outstanding requests with 

Student Services prior to the enrollment date. 

 

Transition Activities 

 

For all incoming students, the Behavior department will prepare a new behavior 

plan and work to train appropriate staff on the plan. Related transition activities 

are individualized and tailored to the specific set of circumstances per student.  

Other activities may include the following: preparation of social stories for the 

incoming student; scheduled visits with the student in a hospital setting; having a 

student participate in an activity with peers and staff; a meeting with the 

Director of Wellness and Nutrition to plan a specialized diet; and/or calls and 

meetings with a Residential Manager to learn residence routines and to plan the 

logistics of moving in.  
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Contracts 

 

The Guild signs and executes individual school district contracts for each day and 

day/residential student enrolled at The Guild. School districts, upon advice of their 

legal counsel, may choose to use their own contracts in lieu of contracts generated 

by The Guild.  School district contracts are maintained by the Business Office.   

 

Additionally, The Guild is under contract with the Massachusetts Department of 

Children and Families and Department of Mental Health to provide Caring Together 

Services.  This contract is also maintained in Business Office files. 

 

Assignments per Admissions Task by Staff Member/Department 

 

Student Recruitment 

 

Chief Admissions & Outreach Officer and Admissions & Outreach Team Members 

 

 Shares program information with referral sources, potential referral sources and 

interested parties 

 Reviews referral packets for completeness and accuracy 

 Completes initial screening of referred students to determine a possible match 

 Provides tours (virtual and onsite) of school and homes to parents, referral 

sources and other interested parties.  

 

Intake 

 

Chief Admissions & Outreach Officer and Admissions & Outreach Team Members 

 

 Schedules and coordinates Intake Process  

 Sends out referral packet to admissions team members 

 Meets with parents/guardians to obtain information regarding student during 

the Intake 

 Explains the program’s mission, educational and therapeutic services; reviews 

Admissions Handbook and consent packet 

 Schedules and chairs the Intake Acceptance meeting to discuss results of Intake  

 Notifies referral sources and parents of results of Intake (this includes requesting 

additional information) 

 

Director of Health Services 

 

 Reviews student's referral packet  

 Meets with parents/guardians to obtain information regarding student’s medical 

history 
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 Explains the program’s health program and emergency health care procedures 

to parents/guardians 

 Ensures that any non-standard medical information is obtained 

 Attends Intake Acceptance Meeting 

 Completes Intake form or assigns designee to sign Intake form  

 

 

Behavior Specialist and/or Clinical Representative / Residential Supervisor or 

Manager / Chief Education Officer or Manager 

 

 Reviews student's referral packet  

 Participates in Intake as needed  

 Takes student for tour of program’s school and/or selected home 

 Shares information learned through intake with their Chief for presentation at the 

Intake Acceptance meeting. 

 

Chief Program Officer/Chief Education Officer/ Chief Clinical Officer 

 

 Reviews student's referral packet  

 Ensures that Intake is conducted by appropriate personnel in their Division; assists 

staff when necessary 

 Confers with their staff members after intake is completed 

 Attends Intake Acceptance meeting to discuss results of Intake  

 Completes Intake form or assigns designee to sign Intake form, which records 

the Intake decision, whether The Guild has an appropriate vacancy and a 

proposed start date 

 

After Acceptance 

 

 Chief Admissions & Outreach Officer or Admissions & Outreach Team Member 

 

 Notifies referral parties and parents/guardians, in writing, of admissions decision.  

If an enrollment offer is given, the letter to the referral source includes a 

proposed start date and financial obligations.  

 Notifies Chiefs, Business Office and Service Providers of student’s entrance date 

when student enrollment is confirmed 

 Provides student's records to Front Office Staff to establish the student’s record 

books 

 Attends Pre-Admission Planning Meeting  

 Works with parents and referral sources to collect required enrollment 

documentation 

 Sends contact sheet and school calendar to parents 

 Assists in scheduling transition activities 
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Student Services Coordinator 

 

 Schedules and chairs Pre-Admission Planning Meeting  

 Assists in scheduling transition activities 

 Determines parent contact schedule 

 Sets up a Team Meeting during the student’s first week to discuss the student’s 

transition 

 

Chief Financial Officer and Business Office Staff 

 

 Receives and returns contracts to Local Education Agencies 

 Manages contracts with the Department of Children and Families and the 

Department of Mental Health 

 Contacts and speaks to funding agencies as needed 

 

Chief Education Officer or Education Coordinator/Manager 

 

 Speaks with LEA regarding the status of student's IEP 

 Coordinates IEP meeting with funding source(s) 

 Attends Pre-Admission Planning Meeting 

 Assists in scheduling transition activities 

 

Residential Director and/or Residential Manager 

 

 Attends Pre-Admission Planning Meeting 

 Meets with parents/guardians/current placement staff to learn about student 

routines and daily living skills 

 Assists in scheduling transition activities 

 Shares information on student with staff 

 Informs other students of new student through the use of social stories and/or 

house meetings 

 

Education Coordinator/Manager/Residential Manager 

 

 Reviews student's file 

 Sets up student's file for classroom/residence 

 Prepares activity schedule based on student's current IEP 

 Informs staff of relevant information regarding student 

 Assists in transition planning 

 Attends Pre-Admission Planning Meeting  

 Reviews student's information with teacher/house staff 

 Works with teacher to inform current students of new student’s arrival 
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Specialists 

 

 Attends Pre-Admission Planning Meeting 

 Assists in transition planning 

 With Residential Manager/Educational Coordinator determines appropriate 

groups and scheduling 

 Sets up student's file (for specific service area) 

 

Behavior Coordinator/Behavior Specialist 

 

 Attends Pre-Admission Planning Meeting 

 Assists in transition planning 

 Prepares behavior plan and trains all staff on its implementation 

 

Nurse 

 

 Answers any questions parents/guardians have about medical consent forms 

and The Guild’s medical and nursing services 

 Confirms that all medical documentation and supplies are complete and 

available for start date 

 Attends Pre-Admission Planning Meeting 

 Assists in transition planning 

 

Student’s First Day 

 

Chief Admissions & Outreach Officer or Admissions & Outreach Team Member 

 

 Along with teacher or other education representative, greets student and 

parents/guardians and/or agency representatives 

 Arranges for student photo to be taken by Front Office for Emergency Fact 

Sheet  

 

Nurse 

 

 Brief medical assessment, including height and weight 

 In-service staff working with the student based on medical needs 

 Ensures medications are present and on site for administration 

 Sets up medication book for proper documentation for medication 

administration 

 Ensures medical records are in order 

 

Chief Education Officer/Chief Residential Officer 

 

 Assist Educational Manager/ Residential Manager in ensuring a smooth transition 
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Education Coordinator/Manager 

 

 Assigns additional staff to support student’s new classroom  

 Completes periodic check-ins to monitor student performance and to provide 

staff guidance 

 

Residential Manager 

 

 Arranges with parents/guardians and/or agency representatives for drop off of 

student’s belongings at home or school 

 Takes inventory of student's belongings 

 Helps student unpack and settle in residence (in many cases, the 

parents/guardians will arrange student’s belongings in room) 

 Reviews student's schedule and behavior program with student 

 Assigns staff person or self to student to help student get acclimated to 

environment 

 Schedules activity at which other students help to welcome new student 

 

Teacher/Classroom Staff/Residential Staff 

 

 Welcomes student 

 Gives student a tour  

 Reviews student schedule and daily routines 

 Implements behavior plan and schedule as planned 

 

Behavior Coordinator/Behavior Specialist 

 

 Reviews behavior plan with student 

 Monitors student in day and residential setting 
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Policy Title: Student Suspension 

Guild Program: Youth Services Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 18.05(6); 102 

CMR 305.7 

 

Policy  

 

It is the policy of The Guild to provide each student with an optimal learning 

environment while attending the program. In the event a student’s behavior warrants 

suspension The Guild will ensure that the following procedures are followed to ensure 

clear communication with the students’ guardian and appropriate partner agencies. 

 

Procedure 

 

1. In the event a student is suspended, The Guild shall immediately notify the 

parents and the public school system and/or human service agency responsible 

for the student’s placement.  Within 24 hours of the suspension notice, the Chief 

Education Officer shall send a written statement explaining the reason(s) for 

suspension to the parents/guardians, the public school system and/or the 

appropriate human service agency, and the Department of Elementary and 

Secondary Education. 

 

2. No Student will be sent home following suspension unless it has been determined 

that a responsible adult is home. 

 

3. Should a student warrant suspension for three (3) consecutive days or five (5) 

non-consecutive school days in a school year, the Chief Education Officer will 

request an IEP Team meeting with the public school liaison, human service 

agency and the parent/guardians within five (5) school days of the final 

suspension.  At this Team meeting, the parties should conduct a manifestation 

determination and consider alternative measures (including modifying 

programs), possible resolutions to those issues or changes concerning the 

student, and the possibility of alternative placement.  If it is determined that 

alternative placement is necessary, The Guild will, if possible, agree to maintain 

the student in the program for thirty (30) school days while an alternative 

placement is being sought.  A Guild student over age fourteen (14) has the right 

to be present and participate at this meeting and will be so informed by the 

Chief Education Officer. 
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4. Duration and frequency of suspensions, including suspensions from any part of 

the student’s IEP program, will be tracked and documented in the student’s 

confidential file. 

5. If a student suspension should exceed 10 consecutive school days, a request will 

be made of the student’s responsible school district to convene an IEP Team 

meeting, which will include representation from The Guild, prior to a suspension 

that constitutes a change in placement. 

 

a. The Guild participates in the Team meeting to develop/review functional 

behavioral assessments of the student’s behavior and to develop/modify 

an Individualized Behavior Treatment Plan. 

b. The Guild assists in identifying alternative educational setting(s). 

 

6. During the Team meeting, a manifestation determination will be conducted.  

The following guidelines will be implemented: 

i. Is the IEP appropriate? 

ii. Is the placement appropriate? 

iii. Is the Individualized Behavior Treatment Plan being implemented? 

iv. Does the student understand the consequences of his/her 

behavior? 

v. Can the student control his/her behavior? 

 

7. If the Team determines that the behavior is not a manifestation of the disability, 

The Guild may choose to suspend or terminate the student.  The responsible 

school district must offer an appropriate education program to the student in 

another setting.        

 

8. If the Team determines that the behavior is a manifestation of the disability, the 

placing district, in coordination with The Guild, takes steps (with the consent of 

the parent/guardian) to modify the IEP, the Individualized Behavior Treatment 

Plan, and/or the placement. 
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Policy 

  

It is the policy of The Guild to provide each student with an optimal learning 

environment for the duration of enrollment in the program.  Their progress is carefully  

monitored to ensure movement toward greater independence and the ability to  

function in the least restrictive environment. Except in emergency situations,  

discharges will be planned and coordinated with parents or guardians and the  

appropriate human service agencies 

 

Procedure 

 

Planned discharges are usually related to movement to a less restrictive environment.  

They may be initiated by The Guild, the funding or referral source(s), parent or 

guardian or the individual student. 

1. Criteria for discharge may be related to age, acquisition of skills/behaviors 

targeted through the IEP/ITP and/or the availability of a more suitable next step 

program 

2. The Guild staff will meet with the funding or referral agency, parent/guardian 

and the receiving organization to review the student progress and next step 

placement needs and outline a transition plan.  

3. Receiving agency staff will visit The Guild and observe the student in placement 

and ask the staff any questions regarding programming needs. 

4. The Guild staff will meet with the next step placement and train new staff on the 

student’s programming needs and review their behavior management 

programs. 

5. A formal written discharge summary report and recommendations are 

submitted to parents or guardians, funding or referral source(s) and the next 

step agency. 

 

 

 

 

 

Policy Title:   Planned Discharge Policy 

Guild Program: Youth 

Services 

Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by Licensing:  

DESE 2016, DEEC 2017 

 

Internal Procedure 

Reference: 

Legal Authority References:102 CMR 3.05(7), 603 CMR 

18.08 7) 
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Follow Up/Outtake 

 

 Most Guild students will have a “placement agency person” (such as a DDS 

Service Coordinator) responsible for securing, referring and monitoring the 

student’s next placement. 

 If a student is discharged into the custody of their parent/guardian or 

independent living, The Guild will provide six months of aftercare support that 

may include, in home consultation, referral to other agencies, or site based 

supports. 

 The Student Services Coordinator will ensure that a 688 referral is made prior 

to the student’s 22nd birthday requesting services. 

 The Student Services Coordinator or designee will make telephone contact 

with the next responsible placement agency, the next provider of 

day/residential services and/or the parent/guardian within thirty (30) days of 

the student’s termination from the Guild program to see how the student is 

handling the transition and to answer any further questions. 

 The Student Services Coordinator will make additional telephone contacts on 

a six-month and one-year schedule. 
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Policy Title: Student Unplanned Termination- Emergency Discharge 

Guild Program: Youth  Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: Department of Elementary 

and Secondary Education (DESE): Department of 

Elementary Education and Care (DEEC):  

Date(s) Approved by Licensing: 

DESE 2016,  

DEEC 2017 

Internal Procedure 

Reference: 

Legal Authority References: 603 CMR 18.05(7), 102 CMR 

305.7 

 

Policy 

  

It is the policy of the Guild to provide each student with an optimal learning 

environment while attending the Guild.  In the event a student’s behavior warrants 

emergency termination, the following procedures will be implemented. 

 

Definitions 

 

Termination: Defined as a “discharge which interrupts a previously agreed-upon stay”. 

 

Emergency Circumstances: Defined as when a student’s behavior presents as a clear 

and present threat to the health and safety of themselves or others.  This includes 

when a student presents such a clear and present danger to themselves and/or  others 

or where they engage in unlawful or other behavior which endangers themselves, 

others in the program or in the community and immediate removal from The Guild 

may be necessary to ensure safety. 

 

Procedures 

 

Emergency Termination: If the Guild determines that “Emergency Circumstances” exist 

which warrant an emergency termination of the student, the Guild shall implement the 

following steps: 

 

1. The Chief Education Officer or designee will immediately notify parents, the local 

Administrator of Special Education of the sending school district, any state agency 

involved in the student care or placement, and the Department of Elementary and 

Secondary Education by phone and letter of the “Emergency Circumstances” which 

the Guild believes warrant an emergency termination. 

 

2. With the public school system, the Chief Education Officer or designee will arrange 

for a Team Meeting with the appropriate parties to provide information and assistance 

necessary for the public school officials to implement their responsibilities under Special 

Education Regulations in terminating the student’s placement at The Guild. 
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3. At the request of the public school district, The Guild will make every attempt to 

delay termination of the student for up to 10 school days to allow the public school 

district the opportunity to convene an emergency Team meeting or to conduct 

appropriate planning discussions prior to the student’s termination.   

 

Planned Termination: In the event the Guild discusses the termination of the student 

due to behavior, the following procedures will be implemented: 

 

1. The Guild’s Chief Education Officer or designee will immediately notify the parents, 

local Administrator of Special Education of the sending school district, any state 

agency involved in the student care or placement, and the Department of 

Elementary and Secondary Education of the planned termination. 

 

2. The Guild will work with the sending school district to arrange an IEP review meeting 

to plan and develop a written termination plan for the student.   This plan should 

include specific program needs for the student as well as a transition plan. 

 

3. The district should notice of this meeting to all parties 10 days in advance of the 

intended date of the meeting. The purpose of the meeting will be to develop a clear 

and specific termination plan for the student that shall be implemented in no less than 

30 days unless all parties agree to an earlier termination date.  

 

a. The Guild shall, at the time of admission, make a commitment to the 

public school system or appropriate human service agency that it will try 

every available means to maintain the student’s placement. 

 

b. In order to attempt to manage serious student behaviors (other than 

those which require immediate termination) in a consistent and effective 

manner, the following procedure will be implemented. 

 

Following the occurrence of:  

 

 A pattern of two or more incidents of significant escalated behavior by a 

student within a period of time which results in: a. significant injury to staff or 

other student or, b. extensive property damages or, c. where 

supervisors/clinicians feel that the safety of the student(s), staff or others or the 

continued existence of the program within the community is in jeopardy or, d. 

the student requires physical restraint and/or exclusionary time-out or one-to-

one staffing over an extended period of time in order to control the behavior. 

 Continued bolting behavior by a student which a. endangers the student or 

others, b. requires constant one-to-one staff monitoring or, c. negatively affects 

the program’s relation with other community/regulatory agencies (e.g., fire, 

police, building inspector, etc.). 
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 Other specific behaviors (e.g., not sleeping, inappropriate use of food, 

incontinence which can’t be controlled under our existing medical 

staffing/consultation system or which requires one-to-one staff-to-student 

coverage. 

 Any other specific behaviors which endanger the student, other students, or 

staff (use of unlawful drugs/alcohol, fire setting, unlawful use of a motor vehicle, 

etc. 

The following steps (appropriate to the specific situation) will be implemented 

immediately. 

 The Chief Clinical Officer or designee will review the 

Individualized Behavior Treatment Plan. 

 The Chief Education Officer or designee will notify by telephone the 

parents/guardians and referral agencies of the problem and its immediate 

impact, and will advise them of the next steps to be taken to alleviate the 

problem and to maintain the student in the program. 

 The School Nurse will schedule a physical examination to investigate any 

possible medical causation and notify the    student’s physician.  

 The Chief Clinical Officer will arrange for a behavioral evaluation consultation if 

warranted. 

 The Chief Clinical Officer/Chief Education Officer will contact other outside 

consultants as deemed necessary for additional input. 

 The Chief Education Officer will notify in writing the parents/guardians and 

funding/referral agencies of the problem and outline its ramifications for the 

student/program. 

 If these steps or other specific interventions do not result in the problem behavior 

being brought under control, the procedures for suspension/termination will be 

discussed.  The Chief Education Officer or designee will notify the LEA of the 

need for a Team meeting.  Notice of this meeting shall be given (10) days in 

advance of the intended date of the meeting and shall be sent to the 

parent/guardian, the Administrator of Special Education, and the appropriate 

human service agency.  The meeting shall be held for the purpose of planning 

and developing a written termination plan for the student.  If a student is over 

the age of 14, the Chief Education Officer will inform them of the meeting. 

 The termination plan shall describe the student’s specific program needs and 

the short and long-term educational goal of the student, and shall include 

recommendations for follow-up and/or transitional services.  The Student 

Services Coordinator will develop the plan. 

 The Guild’s Chief Education Officer shall explain the termination procedures to 

the student, the parents, the Administrator of Special Education, and the 

appropriate human service agency. 
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 The written termination plan shall be implemented in no less than (30) days 

unless all parties agree to an earlier termination date. 

 The Student Services Coordinator will insure the termination checklist is 

completed. 
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Policy Title: Student Records: Retention, Access and Disposal Policy 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 23 

 

Definitions 

  

Student: any person enrolled or formerly enrolled in The Guild School programs. 

 

Parent: a student’s parent, guardian, person or agency legally authorized to act on 

behalf of the child in place of, or in conjunction with, the parent, or guardian. 

 

Student record: shall consist of the temporary record and transcript, including all 

materials, regardless of physical form or characteristics, concerning a student that is 

organized based on the student’s name or in a way that such student may be 

individually identified, and that is kept by The Guild.  The term as used in these 

regulations shall mean all such information and materials regardless of where they are 

located, except for the information and materials specifically exempted by section 

“Personal Files of GHS Guild School Employees.” 

 

Transcript: shall contain original administrative records that constitute the minimum 

data necessary to reflect the student’s educational progress and to operate the 

educational system. 

 

Temporary record: shall consist of all the original information in the student record 

which is not contained in the transcript. 

 

Dissemination: the written release, divulgence, transfer, inspection or copying of a 

student record, in whole or in part, in any manner or form, except as required for 

internal program use by authorized Guild School personnel to insure continuation and 

quality of service. 

 

Third party: any person, private or public agency, authority, or organization other than 

the eligible student, his/her parent, or authorized school personnel. 

 

Authorized Guild personnel: shall consist of the following: administrative, clerical, 

educational, clinical, para-educational, residential staff and student interns. 
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Policy 

 

The Purpose of the Guild Student records Retention and Disposal policy is to ensure 

that necessary Student records are adequately maintained, available for access to 

those who have a right to access, and that these records are disposed of at the 

appropriate time. This policy is developed to follow the laws established by the 

Commonwealth of Massachusetts.  

 

The Guild for Human Services will provide access to student records to students and 

their guardians. Parents and Guardians have access to student records at any time. If 

a student is aged between 14 and 17 years of age, both the student and his/her 

parent, or either one acting alone, shall exercise these rights.  If a student is 18 years of 

age or older, he/she alone shall exercise these rights.  However, the parent may 

continue to exercise the rights until expressly limited by such student. The parent 

always retains the right to inspect the student record. Authorized Guild personnel shall 

have access to the student records for whom they are providing services or when such 

access is required in the performance of their official duties.   

 

The Guild will ensure destruction of temporary school records no later than seven years 

after the student transfers, graduates, or withdraws from the school system. The Guild 

will ensure destruction of medical records 10 years after the student transfers, 

withdraws, or graduates. The Guild will provide written notice to the eligible student 

and his/her parent of the approximate date of destruction of the record and their right 

to receive the information in whole or in part, at the time of the student’s transfer, 

graduation, or withdrawal. Please see Records Retention Schedule below: 

 

Procedures 

 

Collection of Data: Limitations and Requirements 

 

All information and data contained in or added to the student record shall be limited 

to information relevant to the educational needs of the student 

  

Personal Files of School Employees 

 

Notes, memory aids, copies of IEP’s, quarterlies, and other progress notes and reports 

and other similar information concerning a student which is maintained in the personal 

or departmental files of any authorized school employee shall be only for the program 

use of such employee.  This information may be shared with the student and his/her 

parent/guardian but shall not be released to unauthorized school personnel or to any 

third party.  Such information may be included in or added to the permanent student 

record and is then subject to all of the provisions of these policies/procedures. 
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Privacy and Security of Student Records 

 

The Chief Education Officer or his/her designee shall be responsible for the privacy 

and security of all student records.  The Chief Education Officer or his/her designee will: 

ensure that student records under their supervision are kept physically secure; that 

authorized school personnel are informed of the provisions of these 

policies/procedures and are educated as to the importance of information privacy 

and confidentiality; and that any computerized systems employed are electronically 

secure. 

 

Destruction of Student Records 

 

Student records shall be maintained by The Guild School and may only be destroyed 

seven years following his/her graduation, transfer, or withdrawal from The Guild.  

During the time a student is enrolled in The Guild School, the Chief Education Officer 

may periodically review and destroy misleading, outdated, or irrelevant information 

contained in the temporary record provided that the eligible student and his/her 

parent are notified in writing and are given opportunity to receive the information or a 

copy of it prior to its destruction.  A copy of such notice shall be retained in the 

temporary record. 

 

Access to and Dissemination of Student Records 

 

A permanent log shall be kept as part of each student’s original temporary record.  If 

parts of the original temporary record are separately located, a separate log shall be 

kept with each part.  Each person disseminating information contained within the 

temporary record, in whole or in part, shall upon each instance of dissemination enter 

into the log the following: his/her name, signature, position, the date, the portions of 

the record that were disseminated, and the purpose of such dissemination.  If a third 

party is to receive information from the student record, the name and affiliation of 

such third party and persons authorizing such access shall be included in the log.  A list 

of such access shall be made available upon written request to the student, legal 

guardian, or authorized representative and the Human Rights Officer.   

 

Access of Eligible Students and Parents 

 

The eligible student and his/her parent, or either one, as applicable under these 

policies and procedures shall have access to the student record.  Access will be 

provided as soon as practicable and within ten days after the original request.   

 

Upon request, copies of any information contained in the student record shall be 

furnished to the eligible student or his/her parent, as applicable under these policies 

and procedures.  A reasonable fee not to exceed the cost of reproduction may be 
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charged.  Any student, regardless of age, shall have the right pursuant to Chapter 71 

Section 34A to receive a copy of his/her transcript. 

 

The eligible student and his/her parent, or either one, as applicable under these 

policies and procedures shall have the right upon their request to meet with Guild 

personnel and to have any of the contents of the student record interpreted.  The 

eligible student and his/her parent, or either one, as applicable under these policies 

and procedures may have the student record inspected or interpreted by a third 

party of their choice.  (i.e.: attorney, advocate, or other designated individuals).  Such 

third party shall present specific written consent of such student or his/her parent, as 

applicable under these policies and procedures, prior to gaining access to the student 

record.   

 

Access of Authorized Guild Personnel  

 

Subject to these policies and procedures, including the log requirements, authorized 

Guild personnel shall have access to the student records for whom they are providing 

services, when such access is required in the performance of their official duties.  The 

consent of the eligible student or his/her parent shall not be necessary.  The Chief 

Education Officer or his/her designee may specify the person who may inspect the 

record, duration of inspection, uses of the record, and other restrictions to access as 

he/she deems appropriate.   

 

Access of Third Parties 

 

No information in a student record shall be disseminated to a third party without the 

specific, informed written consent of the eligible student and his/her parent/guardian, 

or either one, as applicable under these policies/procedures.  When granting consent, 

the eligible student and his/her parent/guardian, or either one, as applicable, shall 

have the right to designate which portions of the student record shall be disseminated 

to any third party.  A copy of such consent shall be retained by the parent and the 

student and a duplicate placed in the temporary record.  The following provisions are 

exceptions in which consent by the student or parent/guardian is not required in the 

dissemination of information to a third party: 

   

Upon receipt of a court order or subpoena, or upon receipt of a request from a Justice 

of any court under the provision of Chapter 119, Section 69 of the General Laws for 

information regarding a student, the appropriate school official shall comply, upon 

condition that the student and his/her parent/guardian, or either one, as applicable 

under these policies and procedures are notified of all such orders, subpoenas, and 

requests in advance of such compliance and of the students, parents/or guardians 

rights to question or challenge the subpoena on the ground that it is unreasonable or 

oppressive.   
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The Chief Education Officer or his/her designee shall provide to the Massachusetts 

Department of Education such anonymous, statistical information or anonymous data 

derived from student records as the Department shall from time to time require, 

provided the identity of any individual cannot be determined from such data.   

 

Subject to the approval of The Chief Executive Officer, Chief Operating Officer or 

his/her designee, the program may provide anonymous statistical information or 

anonymous data from student records to independent researchers engaged in 

analysis of programs and policies, provided the identity of any individual cannot be 

determined from such data. 

 

The Division of Special Education of the Department of Elementary and Secondary 

Education may have access to and the right to copy the student record of a school-

age child who has been referred to a CET for an evaluation or of a school-age child 

with special needs, without the consent of such student or his/her parent, provided 

that: (1) such access is required in the performance of official duties; (2) a written 

statement for such access, signed by the Project Director for Special Education in the 

Regional Education Center, is presented to the appropriate school official responsible 

for student records; and (3) the eligible student and his/her parent/guardian receive 

written notice containing the reason for such access not less than 10 days or more 

than 30 days prior to the access; The Chief Education Officer or his/her designee shall 

send such notice upon receipt of the written statement from the Project Director for 

Special Education in the Regional Education Center. 

 

The Division shall not disseminate the student record or any of its parts to any third 

party other than (1) the Regional Review Board if consultation is sought by the Division 

and (2) the State Advisory Commission if any appeal is taken to that Commission from 

the decision of the Division. 

 

When considering an appeal of a CET finding for a student, the SAC and the State 

Review Board shall be allowed to have access to and to copy the student record of 

such student.  The consent of the student or his/her parent shall not be necessary. 

 

Access of School Health Personnel and Local and State Health Department Personnel  

  

Subject to these regulations, school health department personnel shall have access to 

all student health records, including but not limited to immunization records, without 

the consent of the eligible student or his/her parent, provided that such access is 

mandated by statute or regulation and is required in the performance of official 

duties. 
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Specific Others Who May Have Access to Student Records 

 

 A physician who requests said records in the treatment of a medical emergency 

provided the student, parent, or guardian shall be given notice of said access 

upon termination of the emergency. 

 Agencies, Insurers, trustees, and other persons through whom financial or legal 

assistance is, or may be, available for the student’s care, treatment, training, or 

supervision provide all other applicable policies/procedures governing access 

are in force (e.g., representatives of the Department of Children and Families, 

Department of Public Welfare Group Care Unit, Social Security Administration, 

etc.).  

 Department of Children and Families, a Probation Officer, a Justice of any court 

and The Department of Youth Services under the provisions of MGLC 119, 

sections 51B, 57, 69 and 69A respectively. 

 Federal, State and local education officials in connection with the audit, 

evaluation or enforcement of Federal, State education laws, or programs 

subject to be provisions of 603 CMR 23.07 (4) (d). 

 Appropriate parties in connection with a health or safety emergency if 

knowledge of the information is necessary to protect the health or safety of the 

student or other individuals (e.g. local or state police, Department of Children 

and Families, Mobile Crisis Team) subject to the provisions of MGLC 71, section 

37L and MGLC 119, section 51A. 

 Upon receipt of notification that a student or former student is missing, 

notification of any request concerning the records of said child to the 

appropriate law enforcement authority CMGL c.22p, section 9. 

 Authorized school personnel of the school or adult agency or organization to 

which a student seeks or intends to transfer, provided a notice of transfer 

procedures is made available to the student and/or parent/guardian (routine 

information letter required under 603 CMR 23.10). 

 Local and state health department personnel when such access is required in 

the performance of their official duties. 

 

Confidentiality of Records 

 

 Parents/guardians have the right to review all information in their child’s school 

records. 

 Parents/guardians have the right to receive reasonable “lay interpretation” of all 

information in their child’s records. 

 Parents/guardians have the right to obtain copies of all information concerning 

their child. 

 The school will amend any inaccurate information in a child’s record.  If the 

school and parents disagree about the accuracy of any information, a formal 

hearing will be held.  If the parents and school still disagree about the 
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information after the hearing, the parents may file a non-agreement statement 

in the child’s record. 

 Parental consent must be obtained before any personal data on the child can 

be disclosed to anyone other than school officials. 

 

Challenges to Decisions Authorizing Record Inspection 

 

Students’ parents/guardian may challenge the decision of the Head of the Program 

(Chief Executive Officer, Chief Education Officer and/or their designee) as to the 

inspection of the student’s records.  A grievance may be filed with the Human Rights 

Officer.  Once a grievance is filed, no records which are the subject of the grievance 

shall be disclosed to other persons except upon order of a court.   

 

Amending the Student Record 

 

The eligible student and his/her parent/guardian, or either one, as applicable under 

these policies and procedures shall have the right to add information, comments, 

data, or any other relevant written material to the student record. 

 

The eligible student and his/her parent/guardian, or either one, as applicable under 

these policies and procedures shall have the right to request deletion or amendment 

of any information contained in the student record.   

 

If such student and his/her parent/guardian, or either one, as applicable, are of the 

opinion that adding information is not sufficient to explain, clarify or correct 

objectionable material in the student record, they shall have the right to have a 

conference with The Chief Education Officer and make their objections known.  The 

Chief Education Officer shall within one week after the conference render to such 

student and his/her parent/guardian, or either one, as applicable, a decision in 

writing, stating the reason or reasons for the decision.  If the decision is in favor of the 

student and his/her parent/guardian, such steps as may be necessary to put the 

decision into effect shall be promptly taken.   

 

If a student, parent, or legal guardian believes that the record contains inaccurate or 

misleading information, s/he may prepare a statement of disagreement, with 

assistance if requested, which shall be entered into the record.  

 

Appeals-Decisions of the Chief Education Officer or Designee 

 

In the event that any decision regarding any of the provisions contained in these 

policies/ procedures is not satisfactory in whole or in part to the eligible student and 

his/her parent/guardian, or either, one, as applicable under these policies and 

procedures they shall have the right of appeal to The Chief Education Officer; requests 

for such an appeal shall be in writing. 
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The Chief Education Officer or his/her designee shall, within two weeks after being 

notified of such appeal (longer should the appellant request a delay), review the 

issues presented and render a written decision.  If the decision is in favor of the 

appellant, the Chief Education Officer or his/her designee shall promptly take such 

steps as may be necessary to put the decision into effect. 

 

If a student, parent, or legal guardian believes that the record contains inaccurate or 

misleading information, or objects to the collection of the information or its use, s/he 

may file a complaint with the head of the agency.  If the student, parent, or legal 

guardian seeks to challenge the decision made at this level, a grievance may be filed 

with the Human Rights Committee, whose final written decision will be binding.  

 

Notification 

 

The appropriate school official shall, within 90 days of their effective date, notify all 

students and their parents/guardians of the general provisions of these 

policies/procedures and that copies of these policies/procedures are available to 

them for their inspection. 

In addition, access to the policies/procedures shall be made available to all staff and 

their review made a condition of employment and subject of pre-and in-service 

training. 

 

Severance Clause 

 

The provisions of these policies/procedures are severable and should any section be 

found upon judicial review to exceed the authority of the Law or regulations, the 

remaining sections shall not be affected.  In addition, these policies/procedures shall 

be reviewed and modified or updated as required on a regular basis but at least 

yearly.  

 

 

 

Record Retention Schedule 

 

Record Description Retention 

Transcript Administrative records 

that constitute the 

minimum data 

necessary to reflect 

student’s educational 

progress: data shall be 

limited to: name, 

 60 years from date of discharge 
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address, phone number 

of student as well as 

parent guardian; 

birthdate, name; course 

title and grades or 

equivalent, course 

credit, grade level 

completed; and year 

completed 

Temporary Record All the information in the 

student record that is 

not contained in the 

transcript. This includes 

any nursing forms, i.e. 

body checks and 

medication logs that are 

part of the nursing 

department 

7 years from date of discharge 

Student Health Records Any medical records 

including school 

physician or psychiatrist 

records as well as 

immunization records. 

10 years from date of discharge 
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Policy 

  

The Guild will ensure that when in the best interests of the student, that family voice 

and participation will be a part of the student’s treatment planning. The Guild will 

facilitate family participation in student’s treatment program (if in student’s best 

interest), facilitate consistent family outreach, document efforts for outreach, and 

maintain contact information for the student’s family members. When in the student’s 

best interests, the role of the family including siblings will be integrated into the 

treatment process. 

 

The Guild will provide a variety of support services to the families of Guild students 

because their involvement and assistance is seen as essential to the student’s success. 

Much of this work is accomplished through parent groups designed to provide 

support, information and social contact. In addition, crisis counseling may be provided 

to families, as well as longer term counseling designed to assist families with 

relationship building and/or behavior management techniques. When circumstances 

allow for it, The Guild will facilitate regularly scheduled visits for each student and 

his/her family. Routine and professional program contact and involvement for parents 

(or in the absence of a family, the legal guardian, advocate or other designated 

contact person) is integral to supporting successful family engagement. 

 

The Guild Parents Advisory Group exists to create a regularly scheduled meeting with 

parents and Guild leadership to focus on matters such as education, safety, federal 

and state regulation, behavior management and other topics as needed. 

 

Student Services 

 

The Student Services Coordinator is the primary contact person with the family or 

guardian and other external student contacts. The Student Services Coordinator serves 

as the overall programmatic liaison between The Guild program and parents and 

other external agencies. 

 

 She/he is responsible for communicating overall student status on a regular basis 

 Ongoing communication will be done by telephone, email, letter, use of logs, or 

by individual and/or group meetings. 

 Support family/guardian in any student transitions by phone contact, team 

meetings, parent advisory groups, visiting new placements and any case 

management responsibilities surrounding a transition, contact with necessary 

collateral and supporting child and family in separation issues. 

 

The Student Services Coordinator will also provide family assistance in such areas as 

securing additional outside services (e.g., advocates, volunteers, visiting resource), SSI 

or SSDI, Medicaid, educate families with regard to facilitating the guardianship 

process, or initiating and maintaining contact with the necessary next step 
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placements (e.g., Department of Developmental Services (DDS); Department of 

Mental Health (DMH); Massachusetts Rehabilitation Commission (MRC)).  

The Student Services Coordinator and other staff are available to talk to or meet with 

family members at conveniently arranged times. 

 

Home Visitation 

 

 Whenever possible, the home visitation schedule is established as part of the 

placement agreement prior to the student's enrollment at The Guild. 

 It is the Residential Manager's responsibility to contact parents on a weekly basis 

to determine if there are any changes in the visitation schedule. 

 Parents may take students home for holidays and other regularly scheduled 

Guild vacation periods. 

 

Regular Telephone Contact 

 

 Students and/or parents can initiate phone contact at the residence.   Since 

many students in each home like to call or receive calls from their families each 

night we ask calls be limited to 10 minutes to allow all students and families the 

opportunity for contact. 

 The Residential Manager will follow up with parents on weekly basis by email or 

phone based on parent preference to provide parents an update on the 

student’s weekly activities at the residence, answer any questions and respond 

to any parent questions or concerns. 

 A parent contact record is maintained in both the day and residential program 

for the purpose of documenting contact for coordination of communication. 

 

Contact with The Guild for Human Services Specialists 

 

 Classroom Teachers and The Guild’s Specialists such as the Nurse Case 

Managers, Mental Health Clinicians, Occupational Therapist, Communication 

Specialists, Behavior Clinicians, Leisure Recreation Specialist, and the Teaching 

staff also maintain contact with the parents of students receiving their specific 

services and are available for meetings upon request.  

 The Student Services Coordinator will ensure a smooth transition to the day and 

residential programs upon a new student's arrival into the program.  She/he is 

available from the time of enrollment to answer any question the family may 

have about the placement.  She/he is also available to assist in any external 

placement process and will track the student during the 6-month follow-up 

period once they leave The Guild.   

 The Nurse Case Manager maintains regular telephone and email contact with 

all parents of students on her/his caseload regarding medications and/or with 

chronic or emergency medical conditions, or other health-related issues. 
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 The Behavior Clinicians are available to provide Behavior Support Plan 

consultations/trainings to parents on a regular basis.   

 The Communication Specialists and the Leisure Recreation Coordinator are 

available to discuss their programs with the families to ensure generalization of 

acquired skills in the home or other community environments.  

 Physical education Teacher is available to discuss Physical Education programs 

with families to assist with developing/implementing students’ Sport and fitness 

programs.  

 

Program Visitation 

The Guild encourages visitation by parents, guardians, advocates and other visitors to 

both the day and/or residential component of the program and has developed 

specific guidelines to facilitate this process. 

 

Other Opportunities for Involvement 

 

Parents are offered a variety of ways to interact in a more structured manner with The 

Guild for Human Services. 

 Open House - all parents are invited on an annual basis to visit the program and 

meet with teachers, specialists and residential staff to see what their child has 

been doing during the year.  The parents have an opportunity to see some of 

the programming in which their child participates and to review some of the 

products. 

 Parents may also serve as members of the Board of Trustees of The Guild Human 

Services, Inc.  

 Annual Awards Ceremony - parents are encouraged to attend the annual 

awards ceremony in which their children are recognized in both the day and 

residential settings. 

 Recreation and Leisure Activities- parents are invited to participate as 

chaperones on a variety of recreation activities or to assist during a class.  

Parents are invited to attend the end of summer Field Day.  

 Parents Groups – parents are encouraged to participate in the monthly Parent 

Group. All parents have an opportunity to meet with other parents, staff and 

invited speakers and ask their questions/discus issues in supportive environment. 

Family Group content includes: education, support around parent/child 

interactions, parent to parent interactions, and sibling interactions. Family 

support may include family to family interactions with shared lived experiences.  

 In addition to the Parents Groups, the CEO established a Parents’ Advisory 

Group which will meet every quarter and advise the CEO and the Board of 

Trustees on various student-related matters.  
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Policy Title: Provision of Social, Psychological and Psychiatric Services 

Guild Program: Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC Date(s) Approved by 

Licensing: 2017 

Internal Procedure Reference: Legal Authority References: 102CMR 3.06(3) 

 

Policy 

  

The Guild will arrange for the provision of a range of appropriate social, psychological 

and 

Psychiatric services for students. 

 

Services 

 

The Guild has a team of licensed or licensed eligible mental health clinicians who 

provide counseling and individual and group therapy to students. The Guild can also 

arrange for professional consultation in the area of evaluation and assessment; 

therapy and/or counseling for individuals and groups; psychiatric services; clinical 

consultation with residents, parents or guardians and staff; crisis intervention; and staff 

development geared to the specific needs of the students served.  Some services are 

reimbursed by “third party” payers. 

 

Counseling services are provided to students on-site. These services are provided by 

either Clinical Team members or external licensed practitioners coordinated through 

the program. These counseling services include individual and group counseling. 

Counseling services are typically provided on a weekly basis but may vary depending 

on the individual needs of the student and/or their family.  

 

Psychiatric services are provided by two consulting psychiatrists who are on call at all 

times and can be accessed through nursing on call and senior administrators.  The 

psychiatrists observe students, reviews behavioral data and meet with the student’s 

team, including behavior, clinical, health services, residential and family, to monitor 

the progress of students on psychotropic and anti-psychotic medications. 

 

Crisis Intervention: The Guild will work diligently with all the members of the Clinical 

Team to make every effort to avoid a hospitalization.  If the need to hospitalize a 

student occurs, the Clinical Team will coordinate this with medical personnel, the 

consulting psychiatrist, consulting therapists and other ancillary local and state 

agencies such as local crisis teams which will provide assessment and crisis intervention 

service to the individual up to and including hospitalization.  
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Evaluation and assessment is coordinated through the Clinical Team of The Guild.  The 

Guild can arrange for psychological evaluations to be completed. 

 

Staff training and development is a formal and ongoing process for each staff.  

Program staff are trained in prevention techniques which assist in recognizing 

antecedents to specific target behaviors and/or psychiatric emergencies which may 

contribute to the escalation of maladaptive behaviors or a Mental Health crisis. 
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Policy Title: Medication Administration 

Guild Program: Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: Date(s) Approved by 

Licensing: 

Internal Procedure Reference: Legal Authority References: EEC 102 CMR 3.06(4) 

 

 

Residential Medication Administration 

 

Many students at The Guild receive regularly scheduled prescribed medications, 

which are crucial to their well-being. Timely and correct administration of medication 

is a fundamental program priority and should be recognized by all staff. 

The nurse leader may assign medication administration to residential staff that have 

passed Medication Administration Program (MAP) certification and have been 

authorized to administer medications by a registered nurse employed by The Guild for 

Human Services.  

 

Authorization for Medication Administration 

 

 No medication is administered to a student without written authorization from a 

parent/guardian or the student, if the student is over 18 and has not been 

adjudicated incompetent. Such authorization shall be renewed annually. 

 No prescription or over-the-counter medication shall be administered to a 

student without the written order from a practitioner with authority to prescribe 

medications (health care provider). 

 Any change in medication or dosage must be authorized by a new written 

order from the health care provider. 

 Staff will be trained on monitoring and reporting side effects of medication. 

Significant side effects of medications will be recorded and reported to the 

nurse on call and/or physician immediately. 

 

Medication Administration Documentation 

 

 Each residence shall maintain a medication book that will be stored in the 

designated medication room/area. This book will contain physician orders for 

medications and medication administration records for each individual student. 

 Each monthly medication administration record will include the student's name, 

allergies, medication with dosage, specific number of pills and times to be 
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administered. Each staff person who administers medications will sign off on the 

appropriate medication at the appropriate time with his/her initials.  

 At the end of each month, nursing will remove these sheets from the residences 

and file them at The Guild’s headquarters.  Archived documents may be stored 

at a secure location outside of The Guild’s headquarters. 

 Countable controlled substances will be tracked in a controlled substance book 

and counted prior to and after medication administration. 

 

Staff Training 

 

Residential staff must pass MAP certification training and be authorized by the Health 

Services Department as a medication administrator prior to giving any medications or 

treatments to Guild students. 

 Once MAP training and certification is complete, residential employees 

assigned to administer medications are required to demonstrate successfully the 

medication administration procedure at their assigned residence with a Guild 

registered nurse. Following a positive demonstration of the procedure, the 

residential manager and residential administrators will be notified in writing that 

this person is considered a designated medication administrator. 

 In addition to MAP training, all employees will receive a health training during 

The Guild’s pre-service training. The health training includes instruction on 

medications, specifically psychoactive medications, their potential side effects 

and monitoring precautions. The health training should not be confused with the 

medication administration training. 

 Staff must remain current with MAP certification to continue administering 

medications in the residence. 

 Medication systems and medication administration will be reviewed in each 

residences annually with any staff authorized by the Health Services Department 

as a medication administrator. 

 

Staff Responsibility 

 

 Only one staff person per residence should administer medications/treatments 

at any given time. 

 The medication administrator is designated with the word “med” on the staff 

schedule in switchboard for every residential shift. 

 Medications and treatments are delegated for administration daily in the 

morning (prior to 8:30 a.m.) and after 3:30 p.m. Monday through Friday. On 

weekends, a medication administrator will be designated to administer all daily 

medications. At the beginning of their shift, the medication administrator should 

check to see that medications have been given by the previous shift. 

 A nurse is available 24 hours a day, seven days per week for consultation. There 

is a nurse on-call schedule posted in each site. 
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Medication Storage 

 

 All medications and treatment supplies are stored in a locked medication 

cabinet in the designated medication room or area. Keys should be secured in 

the locked key box at all times when they are not in use.  

 The medicine room/area will be clearly divided and marked to define and 

separate consumable and non-consumable items (i.e., drugs taken internally 

separated from drugs or medical preparations for external usage).  

 Each residence has a set of medication keys. 

 All medications to be administered in the residential group homes will be first 

reviewed by nursing to ensure they match the health care provider order and 

the medication administration record. 

 Nursing will remove from the program any medications in need of disposal. Any 

medication to be discarded (i.e., outdated medication, unused or defective, 

etc.) shall be disposed of via a bio-hazard management system. No 

medications shall be disposed of in trash bins or other receptacles where 

students may find and ingest them. 

 

Medication Packaging for a Student Leave of Absence 

 

 If a student is going to be out of the residence during the time in which 

medications are to be administered, then the medications should be identified 

using the medication administration protocol and held by a designated 

medication administrator to be administered at the proper time.  Medications 

will only be packed by staff who have completed the medication administration 

training. This protocol also applies when a student is going home to visit family.  

 A leave of absence (LOA) form needs to be completed and signed off by the 

person packaging medication, the person giving the medications to the parents 

and the parents. 

 All medications for a home visit should be packaged, including frequently used, 

as needed (“PRN”) medications. 

 Medications packaged for a leave of absence (LOA) will be documented in the 

medications administration record by the person preparing the medications 

with “LOA” for leave of absence. 
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Policy Title: Human Rights -- Youth Programs 

Guild Program: Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: Date(s) Approved by 

Licensing: 

Internal Procedure Reference: Legal Authority References: 

 

Policy 

 

The Guild respects the human rights of all people. The Guild will promote and protect 

the human dignity, rights, and liberties of students by implementing training for all 

employees and students, provide resources and training for families and by 

designating at least one Human Rights Officer for Youth Services. Whereas some 

Human Rights apply to students who have reached the age of 18, The Guild for 

Human Services maintains that all students have the right to: 

 be treated with dignity and respect 

 be free of discrimination because of race, creed, citizenship, national origin, 

gender, age, religion, sexual orientation or handicap 

 participate in a barrier-free program 

 be taught in the least restrictive environment 

 practice a religion 

 vote (provided they are at least 18 years of age and are registered) 

 be provided with a sound diet, appropriate recreation and exercise 

 receive instruction that increases academic and independent living skills 

 participate in writing their own individual education/service plan 

 possess and store their own personal belongings 

 manage and spend their own funds unless a conservator/guardian has been 

appointed or an evaluation has proved the student incapable of doing so 

 be free from restraint unless it is the only way in which serious injury can be 

prevented 

 not be given medications to control behavior in quantities that interfere with 

learning or as punishment, or for the convenience of staff 

 be paid for vocational work shifts 

 have access to their program records, and to know who has seen their record 

and the reason why 

 file a complaint with if they feel their rights have been violated  

o a student may file a human rights complaint with any Guild staff who will 

report the complaint to the Human Rights Officer 
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Procedures 

 

All Guild employees are trained on Basic Human Rights. Upon admission, Guild staff 

shall inform students of their rights and provide training on self-advocacy. Upon 

admission to The Guild School and upon request at any time thereafter, The Guild shall 

provide students and/or guardians with the names, addresses and telephone numbers 

of the following organizations:  

  

a. Disability Law Center (Massachusetts Mental Health Protection and Advocacy 

Project); b. Mental Health Legal Advisors Committee; c. Committee for Public Counsel 

Services; and d. Any other legal service agencies funded by the Massachusetts Legal 

Assistance Corporation, under the provisions of chapter 221A, to provide free legal 

services.   

  

Role of Human Rights Officer(s) 

 

The Human Rights Officer(s) shall be appointed by the Chief Operating Officer or Chief 

Executive Officer. At least one Human Rights Officer will be part of the Quality 

Assurance department. The Human Rights Officer is responsible for human rights 

training and support for individuals and their families.  The Human Rights Officer will 

offer advice, information and guidance to direct support staff on human rights issues. 

They also must seek out opportunities for individuals to exercise their rights.  Overall, 

officers are trained to support the fulfillment of rights wherever individuals live, work or 

play. 

 

Responsibilities of the Human Rights Officer include: 

 

 being an expert in the area Human Rights and the developmentally disabled 

 being an advocate for students’ rights 

 providing training for staff and students in the area of Human Rights 

 Ensure that ongoing QA site visits include: 

 

o whether students have the opportunity to live and receive services in the 

least restrictive and most normal setting possible 

o whether students are provided adequate, appropriate and humane care 

and treatment which recognize students’ human dignity and enables 

them to exercise self-determination and freedom of choice to their fullest 

capabilities. 

o Remain informed on both current issues and new developments related 

to human rights, particularly as they apply to Residential Schools in the 

Commonwealth of Massachusetts. 

o Evaluate if any Human Rights issue for students aged 18-22 should be 

reviewed by the Guild Human Rights Committee. 
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Policy Title: Student Personal Possessions 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 

 

Policy 

 

It is the policy of The Guild for Human Services that students are allowed to acquire, 

retain and dispose of personal possessions provided: 

 

 That the parent, guardian, or student (if their own guardian) sign the “Disclaimer 

of Responsibility for Personal Possessions” form. 

 The Guild prohibits the use, possession, sale, distribution, or manufacture of non-

prescribed controlled substances or alcohol on Guild Youth property. 

 That no possessions will be allowed which are considered to present a threat of 

physical harm to the individual or other persons. This includes, possession of 

ammunition, firearms or other weapons, including, but not limited to, guns, BB 

guns, bows, arrows, knives, brass knuckles, or other devices used as a weapon. 

 

a. If the student has already acquired such possessions, they will be kept in custody 

by the program for the student, given to the parent or guardian, or disposed of 

appropriately by the student. 

b. Police or other safety agencies may be notified when appropriate. 

c. The Human Rights Officer should be notified of any restriction or removal. 

d. If it appears that further training would remove the threat of physical harm by 

the possession, and if such training is appropriate, available and in the best 

interest of the student, such training will be initiated and documented in the 

student’s record. 

 

 

 

 

 

 

 

 

 

 

 

 



The Guild for Human Services  Adult Residential Services 

 

Revised June 2019  42 

 

Policy Title: Student Allowance and Saving 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC Date(s) Approved by Licensing: 

2017 

Internal Procedure 

Reference: 

Legal Authority References:102 CMR 3.07(8)(b) 

 

Policy 

 

It is the policy of the Guild that, to the extent feasible, students will have access to and 

control of their own funds.   

 

For the purpose of this policy student specific funds and allowances emanate from 

four (4) major sources: 

 

Student Paychecks: Money earned by students for work performed as part of their 

employment training.  This money is paid bi-weekly by individual checks. 

 

Supplemental Security Income (SSI): Checks are received monthly by students who 

are their own payee and deposited in their individual bank accounts.  The Guild does 

not act as a representative payee for any student. 

 

Department of Children and Families (DCF): provides quarterly clothing allowances for 

students in their care.  These monies are received by The Guild business office in a 

check with an accompanying student invoice.  The money is then re-allocated by 

issuing individual student checks for the invoiced amount and the check is given to 

the student’s Student Services Coordinator for deposit by the student into his/her 

account. 

 

Parent Guardian: gifts of monies received by student from parents, guardians, relatives 

or involved others. 

 

Procedure 

 

The Guild shall facilitate students cashing their paycheck on a regular basis. 

 Students are provided assistance and training.  This includes functional money 

management (money discrimination, making change, banking, cashing checks, 

budgeting money, etc.). 

 With assistance and training, students determine how and when to spend their 

earned and unearned funds (gifts from family, clothing allowances, etc.).  

 Such training is part of the educational component of the day program and is 

documented in the student’s IEP.   



The Guild for Human Services  Adult Residential Services 

 

Revised June 2019  43 

 

 A guardian conservator or representative payee may provide the student 

assistance with how to use his/her funds.  

 Students may elect to deposit funds into a bank account. 

 A receipt will be given for amounts deposited; this will be used as the record for 

the transaction. 

 Receipts will be kept for purchased items. 

 Any interest is accrued in the individual student’s account 

 

The Guild will participate with other involved agencies or parties, on the student’s 

behalf, on determining eligibility for financial benefits. 

 

All transactions (debits and credits) will be recorded in an individual student financial 

ledger. 
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Policy Title: Visitation Policy and Procedures 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC, DESE Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 102 CMR 3.07 (9), 603 

CMR 18.03 (9)(a). 

 

Policy 

 

It is the policy of The Guild to allow students to entertain visitors at both the day 

program and in their residences.  The Guild encourages and supports students who 

wish to visit with family and friends. Maintaining connection with family and members 

of their home community highlight a consistent value of community engagement and 

connection. 

 

Procedures 

 

All visitors should arrange their visits through the Student Services Coordinator or 

designated Education Coordinator in order to coordinate date, time, anticipated 

length of visit and any necessary arrangements for privacy. 

 

Family members, a student’s attorney, advocate, clergyman and personal physician 

may visit a student at any reasonable time between the regular student program 

hours of 8:30 a.m. to 3:30 p.m., Monday through Friday for the day program and 

4:00pm to 9:00pm, weekdays and 9:00am-9:00pm on Saturday and Sunday for the 

residences.  It is asked that regular weekday family visits occur after 7:30pm to allow all 

students at the residences to participate in their daily IEP programming A phone call to 

the Student Services Coordinator or Education Coordinator/Residential Manager prior 

to the visit is strongly encouraged to ensure that the student will be available for the 

visit. 

 

Staff may reasonably restrict the time and place of a visit in order to meet the needs 

and insure the rights of the other students. 

 

Students will be provided with a place to visit that will allow for confidentiality. 

 

Students may invite visitors other than those listed above with permission of parent or 

guardian.  However, students must ask their Education Coordinator/Residential 

Manager in advance.  The Education Coordinator/Residential Manager may limit the 

number or frequency of guests or restrict visits if they interfere with the student’s 

behavior or the planned activities. 
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All visitors must conform to existing Guild policies and procedures. 

 

Students are allowed to visit outside the Guild within the following guidelines:  

 

The visitor contacts the Student Services Coordinator to make arrangements for the 

visit.  

When the visitor has been notified that arrangements are cleared with Guild 

administrators and parent/guardian, the visitor may contact the student about visiting 

plans. 

Upon arrival, the visitor should see the Student Services Coordinator, Education 

Coordinator/Residential Manager or designated staff before leaving the grounds. The 

visitor will also be asked to sign-out giving the following information: 

 Identifying themselves 

 place of destination 

 estimated time of returning 

 contacting telephone number, if this is possible 

 estimated time of return 

 

The staff will record this information in the residential log and inform their supervisor that 

the student is off Guild grounds.   

 

A telephone call is requested while on visit if there will be more than a fifteen-minute 

anticipated delayed return.  An administrator will be informed of all tardy arrivals 

immediately and subsequent notification will be provided to the Chief 

Program/Education Officer or the designee. 

The visitor when returning the student is requested to give a summary of the visit to the 

receiving staff and any relevant medical or behavioral information pertinent for the 

staff at the residence to provide a successful transition for the student. All provided 

information will be logged in the residential log book or day program logs.    

 

Students will not be restricted from visiting with family or other persons unless such 

opportunities are restricted by a court order or by a behavior plan for therapeutic 

reasons. 
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Policy Title: Communication via Phone and Mail  

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC, DESE Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 102 CMR 3.07 (9), 603 

CMR 18.03 (9)(a) 

 

Subject 

    

To establish guidelines for students communication via phone and mail. 

 

Policy 

 

It is the policy of The Guild to allow and support students to use mail and telephonic 

communication with family members and key people in their lives. Maintaining 

connection with family and members of their home community highlight a consistent 

value of community engagement and connection. Phone and mail communication 

should be confidential unless there are specific therapeutic limitations in place. 

 

Procedures 

 

Mail 

 

Students at The Guild receive and send unopened mail as well as receive and make 

confidential telephone calls. Staff can assist students (i.e., read letters to them, etc.) 

who are unable to communicate through these means independently.  

 

Phone calls 

 

Most phone calls to and from families occur in the residential program. Phone calls to 

family generally occur nightly; students may receive calls during all awake hours.  Due 

to the need to have each residence accessible by phone, each call is generally 

limited to ten (10) minutes with family members and five (5) minutes with non-family 

members.  After all of the students have contacted their families or friends, 

conversations may be extended to resolve an issue or to finish a conversation. Please 

inform the residential staff of the need to continue the conversation. 
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Policy Title: Behavior Management and Support (9.1 Behavior Support) 

 

Guild Program: Youth  Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

 

Licensing Agencies: DEEC, DESE Date(s) Approved by Licensing: 

DESE 2016,  

DEEC 2017 

 

Internal Procedure 

Reference: 

Legal Authority References: 603 CMR 46.00, 102 CMR 

3.07(7) 

 

Purpose 

 

The Guild for Human Services shall have a written policy to establish guidelines for the 

use of behavior management procedures in accordance with the requirements of 603 

CMR 46.00.  The following guidelines are established to provide direction to Guild staff 

regarding the use of behavioral management procedures for the purpose of 

producing positive changes in individual student behavior. 

 

The term “Behavior Management Procedures” refers to the systematic application of 

behavior change strategies and interventions that are based upon the principles of 

Applied Behavior Analysis (ABA).  These empirically validated procedures encompass 

all types of programming including: 

 Antecedent Prevention: arranging and adjusting the learning environment prior 

to the occurrence of problem behavior and clearly identifying and prompting 

appropriate and expected behaviors. 

 Skills Training: explicitly teaching new behaviors to individuals to improve 

independent functioning and quality of life. 

 Behavior Reduction: altering the consequence following problem behavior to 

reinforce alternative and desired behaviors while decreasing the frequency, 

duration, and intensity of behaviors that may result in injury to self and others, 

destruction of property, or interfere with skill acquisition. 

 

Basic Human Rights and Informed Consent 

 

Individuals have the right to enjoy certain goods and services that may not be 

interfered with through behavioral programming.  Under no circumstances will 

individuals at The Guild be:  

 Subjected to cruel, hazardous, or abusive treatment 

 Subjected to corporal punishment or verbal abuse 

 Deprived of food as a form of punishment.  No student shall be denied or 

unreasonably delayed a meal for any reason other than medical prescriptions. 
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 Secluded in a locked room 

 Subjected to physical restraint as a form of punishment 

 Deprived of sleep, shelter, or bathroom facilities as a form of punishment. 

 

All behavior management procedures shall be for the benefit of the individual and not 

to accommodate staff.  Behavior management procedures shall be a part of the 

Individual Education Plan (IEP) and, wherever possible, shall adhere to the start of 

each IEP year to reflect changes in progress toward goals. 

 

Whenever possible, individuals will be given the opportunity to participate in and/or 

consent to behavior management procedures.  Parents/Guardians will be informed of 

and asked to provide consent to behavior management procedures both in the initial 

Guild’s Placement Agreement and during annual Individual Education Plan (IEP) 

review.  Additionally, if significant changes are made to a behavior support plan, a 

behavior clinician will review these changes with parents/guardians and obtain 

consent prior to implementation. 

 

1. Methods for preventing student violence. 

 

The Guild utilizes behavior management procedures to help each individual served 

realize his/her full potential by acquiring the skills and behaviors necessary to live and 

work in the community.  This is accomplished by creating a positive, structured 

environment with staff trained and motivated to provide immediate positive 

reinforcement for appropriate behaviors in both group and individual settings.   

 

Behavior Clinicians at The Guild complete comprehensive Functional Behavior 

Assessments (FBA’s) to achieve three main goals: 

1. To identify antecedent and setting events that may be precursors to targeted 

problem behaviors. 

2. To identify new skills and replacement behaviors that need to be taught to the 

individual and reinforced across environments. 

3. To identify the behavioral function of targeted problem behaviors and 

recommend function based interventions. 

 

Behavior Support Plans (BSP’s) are developed to include antecedent strategies that 

arrange and adjust learning environments to prevent problem behaviors before they 

occur and to prompt and reinforce appropriate, alternative behaviors in challenging 

settings.  BSP’s also include guidelines for teaching specific, functionally equivalent 

replacement behaviors and outline individualized procedures for de-escalation and 

crisis response to potentially dangerous behavior. 

 

The occurrence of maladaptive or problematic behavior should immediately prompt 

a complete examination of the individual’s environment to determine if positive 

reinforcement is available to support more appropriate behavior.  Generally, reducing 
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problem behavior is accomplished by eliminating and/or controlling antecedents and 

teaching the individual new adaptive skills. 

Behavior Clinicians review and chart data that is collected daily on individual’s target 

problem behaviors and employ data-based decision making when meeting with 

individuals, educational teams, and parents/guardians.  This data review may result in 

modifications to individual BSP’s, additional training in behavior management 

procedures for Guild staff, and/or additional behavior assessment. 

 

2. Methods for preventing self-injurious behavior and suicide 

 

When the behavior of an individual endangers his/her own health and safety, either in 

the form of self-injurious behavior or suicidal or self-harm statements, Guild staff will 

follow specific behavior management procedures. 

 

Self-Injury: Behavior Clinicians at The Guild complete comprehensive Functional 

Behavior Assessments (FBA’s) for all individuals who engage in self-injurious behaviors 

to identify the functional relationship and environmental factors that contribute to the 

behavior and to develop an effective, function-based Behavior Support Plan (BSP).  

Staff members will be trained to implement preventative, antecedent interventions as 

well as protective, consequence-based interventions when an individual engages in 

self-injurious behaviors. 

 

If an individual demonstrates a new or different topography of self-injurious behavior, 

or if an individual engages in self-injury with no prior history of the behavior, Guild staff 

should immediately examine the individual’s environment to determine if positive 

reinforcement is available to support an alternative behavior.  A Behavior Clinician 

and/or the Chief Clinical Officer should be notified immediately, and the Behavior 

Clinician should conduct an assessment of the behavior and modify the Behavior 

Support Plan as necessary. 

 

Suicide: All Guild staff shall respond to statements or threats related to suicidal 

behavior with the highest degree of seriousness.  A Mental Health Clinician, the 

Director of Mental Health Services, and/or the Chief Clinical Officer shall be notified 

immediately of all threats and attempts of suicidal behavior.  The clinical team will 

assess the individual’s level of risk and instruct Guild staff to implement specific safety 

precautions based on their assessment (e.g., increased supervision, removal of items 

from environment, coping/calming routines).  Generally, Mental Health Clinicals will 

assess for the individual’s ability to develop and implement a plan both immediately in 

the context of the threat and on an on-going basis during counseling sessions and 

regular clinical practice. 

 

For individual’s that may engage in suicide related behaviors on a frequent basis, the 

Behavior and Mental Health Clinicians will work collaboratively to develop a function-

based intervention plan that addresses the mental health needs of the individual and 
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creates a learning plan for coping/calming strategies and positive replacement 

behaviors.  For these individuals, specific, evidence-based procedures will be included 

in the Behavior Support Plan. 

 

3. A description and explanation of the program’s alternatives to physical restraint. 

 

The Guild utilizes a system of intervention for behavior change that implements the 

least restrictive procedure necessary to produce the desired behavior change. 

Physical restraints are NOT used as a behavior management procedure.  Behavior 

Clinicians are responsible for developing function-based Behavior Support Plans (BSP’s) 

that identify the appropriate, evidence-based, behavior change procedures for 

specific problem behaviors. 

 

A variety of behavioral management procedures, with increasing levels of 

intrusiveness, are clearly defined and considered when developing individual BSP’s.  

These procedures, outlined in the table below, are assigned to one of four categories 

based on the following criteria: 

 Degree of intrusiveness into the normal daily functioning of the individual 

 Potential for abuse 

 Degree of staff training required to implement the procedure 

 Resources required to implement the procedure to improve the changes of 

attaining a successful outcome. 

 

Basic Non-

Restrictive 

Procedures 

Methods that teach 

and reinforce positive 

behaviors as an 

alternative to problem 

behavior.  

 Continuous and intermittent schedules of 

positive reinforcement 

 Differential reinforcement procedures 

(DRO, DRI, DRL, DRH) 

 Reinforced practice 

 Vicarious reinforcement 

 Instructional Control 

 Response Prompting and Redirection 

 Modeling, Shaping, and Chaining 

 Teaching by exclusion 

 Fading 

 Relaxation Training 

 Disregarding 

 Restitution 

Category I 

Procedures 

Methods that are mildly 

restrictive.  Require 

approval by the 

Behavioral Services 

Coordinator, Director 

of Behavioral Services, 

 Response Cost 

 Social Disapproval 

 Ignoring 

 Non-exclusionary time-out, without 

physical assistance/blocking 

 Work Requirement 
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or Chief Clinical 

Officer. 

 Physical Assistance I 

Category II 

Procedures 

Methods that are 

restrictive and require 

approval, review, and 

monitoring by an 

internal Behavior 

Program Review 

Committee (BPRC). 

 Extinction 

 Stimulus satiation 

 Systematic desensitization 

 Non-exclusionary time-out, with physical 

assistance/blocking 

 Overcorrection 

 Contingent, non-preferred activities 

 Work requirement with physical assistance 

 Required Relaxation 

 Negative practice (response satiation) 

 Monetary fines 

 Response interruption 

 Loss of community experiences 

 Physical assistance 

Category 

III 

Procedures 

Methods that are the 

most restrictive and are 

not employed at The 

Guild. 

 Exclusionary Time Out 

 Seclusion Time Out 

 Mechanical Restraint 

 Chemical Restraint 

 

 

Note: Meals shall not be withheld as a form of punishment or behavior management.  

No student shall be denied or unreasonably delayed a meal for any reason other than 

medical prescriptions. 

 

Note:  The Guild teaches Nonviolent Physical Crisis Intervention which includes safe, 

non-harmful restraint positions developed by CPI (Crisis Prevention Institute.)  CPI brings 

a focus on prevention skills to avoid physical interventions as much as possible. 

Physical restraint shall be used only in emergency situations of last resort, after other 

lawful and less intrusive alternatives have failed or been deemed inappropriate, and 

with extreme caution. Guild personnel shall use physical restraint with two goals in 

mind: 

 

 To administer a physical restraint only when needed to protect a student and/or 

a member of the school community from assault or imminent, serious, physical 

harm; and 

 To prevent or minimize any harm to the student as a result of the use of physical 

restraint.”    

For more information on Physical Restraint, please see the “Physical Restraint Policies 

and Procedures” document. 

 

4. A description of the program’s training requirements for staff. 
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It is the policy and practice of The Guild to assure that all staff who provide direct 

services shall be trained in behavior management procedures.  Training on behavior 

management procedures and behavior support plans is competency based and 

utilizes the Behavioral Skills Training model (i.e., instructions, modeling, rehearsal, and 

feedback).  Behavior Clinicians and skilled trainers are responsible for facilitating these 

trainings. 

 

 Pre-Service: New staff shall receive 8 hours of behavior management training 

within one month of their hire date or in the first month of the school year AND 

before they begin working independently with individuals.  This training includes 

a review of the Guild restraint prevention and behavior management 

procedure policies as well as instruction regarding documentation and reporting 

requirements and investigation of injuries and complaints. 

 Annual Training: Veteran staff shall receive a minimum of 2 hours of refresher 

training on behavior management each year during regularly scheduled staff 

professional development days. This training includes a refresher of the Guild 

restraint prevention and behavior management procedure policies as well as 

instruction regarding documentation and reporting requirements and 

investigation of injuries and complaints. 

 Individual Plan Training: All staff will receive in-service training on the behavior 

support plans for the specific individual’s that they are regularly assigned to work 

with.  Individual plan training may occur individually or in small groups as 

needed.  These trainings will occur when: 

1. The staff member begins working with an individual 

2. The staff member or supervisor requests additional training 

3. The behavior clinician observes procedural drift when monitoring the 

fidelity of behavior support plan implementation 

4. The behavior clinician makes a change to the individual’s behavior 

support plan.   

 

Note: Behavior support training must be provided to all program staff within the first 

month of the school year regarding the behavior support policies and the 

requirements when such procedures are implemented OR for employees hired after 

the school year begins, behavior support training must be provided and completed 

within one month of the date of hire of the employee. 

 

5. A description of the program’s reporting requirements and follow-up 

procedures. 

 

Per Guild Policy, all serious incidents are documented on the Incident/Accident (IA) 

form. By definition, restraint procedures are serious incidents. Each incident is reviewed 

by the Residential Manager, Chief Education Officer and the Restraint Coordinator(s). 
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The reporting procedures for restraints are as follows: 

 

 Verbal report to Chief Education Officer/principal or designee as soon as 

possible; 

 Written report to Chief Education Officer/principal no later than next school 

working day; If the Chief Education Officer/principal is involved in the restraint, 

the Chief Executive Officer or Chief Operating Officer will receive the written 

report.  

 Inform Parents/guardians within 24 hours of restraint event;  

 Written documentation (the IA copy) within three school working days (SWDs) of 

the restraint, either by email or by regular mail and post-marked no later than 

three SWDs, in native language of parent, where appropriate. Included in the 

written documentation will be an invitation for Parents or Guardians to request a 

conference with Quality Assurance personnel, the Chief Education Officer 

and/or other members of the individual’s team should they have any concerns, 

questions or input. 

 Any injuries to individuals that occur as the result of the administration of a 

restraint are documented and reported to DESE using the Restraint Injury Form 

with a copy of the principal’s record of physical restraints for 30-day period prior 

within three working days of administration of the restraint.  

 Report all physical restraints to the Department annually, in the manner and 

form as directed by the Department.  

 

6. A description including timelines of the program’s procedure for receiving and 

investigating complaints regarding behavior support policies. 

 

The Guild for Human Services recognizes and respects the rights of parents and 

students and encourages them to voice their concerns regarding the use of behavior 

management strategies and behavior support plans.  The Chief Executive Officer 

maintains open communication with parents/guardians and students and wants to 

hear about any concerns or complaints. 

 

Concerns or complaints may be presented either verbally or in writing.  Once a 

concern or complaint is made, the Guild personnel who received it will immediately 

notify the Chief Education officer, Director of Residential Services, Chief Clinical 

Officer, or the Chief Operating Officer depending on the nature of the grievance.  

Guild staff have been trained to also immediately notify their supervisor or a director of 

any student or parent/guardian grievance or complaint. 

 

The Chief Executive Officer will be notified of the complaint. 

 

Complaints about potential or suspected abuse or neglect are immediately referred 

to the Internal Abuse Investigation Committee (IAIC).  IAIC meets within 24 hours of the 

complaint and determines what follow-up is necessary (e.g., internal investigation, 
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filing of a 51-A or DPPC complaint, notification to DESE, parents and LEA).  (Note: 

please see the Student Abuse and Neglect Policy). 

 

After a complaint is reviewed it will be responded to within five (5) working days of 

receipt.  The response may be by telephone or a meeting with a following written 

response.  The parent/guardian can request a conference with the Quality Assurance, 

the Chief Education Officer and/or other members of the individual’s team should 

they have any concerns, questions, or input. 

 

The Guild’s Human Rights Officer and Internal Abuse Investigation Committee may be 

petitioned for an appeal of a grievance falling under their purview.  A student or 

parent/guardian will always have a right to appeal to the Chief Executive Officer and 

ultimately to the Board of Trustees should they not be satisfied with the process of 

investigation into their complaint.  Appeals will be requested and responded to in 

writing. 

 

7. A description of the procedures to be followed for implementing the behavior 

support reporting requirements. 

 

All Guild staff are responsible for collecting data related to problem behaviors 

identified in Functional Behavior Assessments (FBA’s) and included in Behavior Support 

Plans (BSP’s).  Behavior Clinicians develop data tracking forms and train Guild staff to 

accurately enter information into the form during in-service training.  This data is then 

collected by the Behavior Clinician and charted on a weekly basis.  Data and charts 

related to an individual’s behavior shall be used by the Behavior Clinician when 

reporting to the individual’s parents/guardians and educational team. 

 

For all behavior management procedures included as part of the Individual Education 

Plan (IEP), the IEP Team will reconvene every twelve months.  During this meeting, the 

Behavior Clinicians will review current behavior data and informal and formal behavior 

assessments.  Goals and objectives for behavior management procedures will be 

developed and included in the IEP and reviewed by the individual’s school district and 

parents/guardian. 

 

In addition to the IEP annual review, quarterly Progress Review Meetings and written 

Progress Reports will include a review of current behavioral data and report progress 

toward IEP goals and objectives. 

 

8. A description of the program’s procedure for making both oral and written 

notification to the parent. 

 

The reporting procedures for parents/guardians are as follows: 

 

 Inform Parents/guardians within 24 hours of restraint event;  
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 Written documentation (the IA copy) within three school working days (SWDs) of 

the restraint, either by email or by regular mail and post-marked no later than 

three SWDs, in native language of parent, where appropriate. Included in the 

written documentation will be an invitation for Parents or Guardians to request a 

conference with Quality Assurance personnel, the Chief Education Officer 

and/or other members of the individual’s team should they have any concerns, 

questions or input. 

 

9. A procedure for the use of time-out 

 

To support the safety and learning of each student at the Guild and to assist with the 

de-escalation and calming of unsafe behaviors, “Time-out”/Separation procedures 

may be implemented.  “Time-out” shall mean a behavioral support strategy 

developed pursuant to 603 CMR 46.04(1) in which a student temporarily separates 

from the learning activity or the classroom, either by choice or by direction from staff, 

for the purpose of calming.” 

 

During a time-out/separation procedure, a student must be continuously observed by 

a trained staff member. Staff shall be with the student or immediately available to the 

student at all times. The door/exit should never be locked, held or blocked. If a student 

wishes to close a break room door, staff shall remain immediately available to that 

student and maintain continuous observation. 

Seclusion is defined as “the involuntary confinement of a student alone in a room or 

area from which the student is physically prevented from leaving.” 603 CMR 46.02 

Seclusion is prohibited in public and private education programs, including The Guild 

School.  

For more information on the use of Time-out, please see the “Student Separation 

Resulting from Behavior Support” document. 
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The mission of The Guild for Human Services is to educate, encourage and empower 

individuals with intellectual disabilities so they may achieve their full potential to lead 

high-quality lives and participate meaningfully in society.  The Guild for Human 

Services Bullying Prevention and Intervention Plan is a comprehensive approach to 

addressing bullying, cyber-bullying and retaliation.  The Guild for Human Services is 

committed to working with students, staff, families and law enforcement to prevent 

issues of bullying behavior.   

 

All students who are part of the Guild for Human Services are supported by behavior 

support plans that support positive behaviors.  Challenging behaviors such as 

aggression, inappropriate verbal comments, teasing and property destruction are 

outlined in the student’s individualized plans with specific staff interventions to these 

target behaviors. These behaviors are addressed throughout the student’s day and 

team members are constantly evaluating progress in these areas and adding 

additional interventions if needed.  

 

The Guild for Human Services Bullying Prevention and Intervention Plan applies to 

students and members of a school staff, including, but not limited to educators, 

administrators, school nurses, cafeteria workers, custodians, bus drivers, athletic 

coaches, advisors to an extracurricular activity and paraprofessionals. 

 

Leadership 

 

Leadership at all levels of the Guild for Human Services administrative team will play a 

critical role in developing and implementing Bullying Prevention and Intervention Plan 

in the context of other whole school and community efforts to promote positive school 

climate. The Chief Officers and Directors at The Guild have a significant role in 

teaching students to be civil to one another and promoting understanding of and 

respect for diversity and difference. Through such structures as our employee code of 

conduct and agency wide Diversity Plan, The Guild has established expectations 

around respectful conduct. By implementing Positive Behavioral Interventions and 

supports, respect is operationalized and taught in all settings. Guild leadership will 

continue to set priorities by using data and staying current with best practices around 

bullying prevention. These individuals are responsible for setting priorities and for 

staying up-to-date with current research on ways to prevent and effectively respond 
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to bullying. It is also the responsibility of leaders to involve representatives from the 

greater school and local community in developing and implementing the Plan.  

 

A. Involvement in Developing the Plan: The Guild will seek out public involvement in 

developing the Plan. As required by M.G.L. c. 71, § 37O, the Plan must be 

developed in consultation with teachers, school staff, professional support 

personnel, school volunteers, administrators, community representatives, local 

law enforcement agencies, students, parents and guardians.  The plan will be 

shared with students, staff and parents and guardians as well as outside 

agencies as seen fit for feedback.  Input from these individuals will be taken and 

implemented into the plan as appropriate. 

B. Assessing needs and resources: The Guild for Human Services has a bullying 

curriculum that students participate in.  If a report of bullying is submitted the 

Guild leadership reviews the incident and determines what follow up is 

necessary. 

 

Annually Guild leadership will assess the adequacy of current programs; review current 

policies and procedures; and review available data on bullying and behavioral 

incidents; and assess available resources including curricula, training programs, and 

behavioral health services. 

In addition to looking at the above information at least once every four years 

beginning with 2015/16 school year, The Guild for Human Services will administer a 

Department of Elementary and Secondary-developed student survey to assess school 

climate and the prevalence, nature, and severity of bullying at The Guild for Human 

Services.  Additionally, The Guild School for Human Services will annually report bullying 

incident data to the Department.   

The Guild for Human Services will also review bullying reports periodically to help to 

identify patterns of behaviors and areas of concern, and will inform decision-making 

for prevention strategies including, but not limited to, adult supervision, professional 

development, age-appropriate curricula, and in-school support services. 

 

C. Planning and Oversight: The Chief Education Officer or designee is responsible 

for the oversight of the plan.  Specific oversight responsibilities may include: 

 

 Receiving reports on bullying 

 Maintaining data on bullying and assessing procedures to reduce incidences 

of bullying 

 Planning on-going professional development  

 Planning supports for aggressor and target 

 Developing or revising the Bullying Prevention and Intervention Plan 

 Reviewing and updating the plan yearly 

 Ensuring staff are trained on the plan 

 Coordinate parent awareness of the Bullying Prevention and Intervention 

Plan 
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 Assessing additional resources, the agency may need surrounding this topic. 

 

D. Developing priority statements and Guild for Human Services Philosophy: 

The Guild for Human Services Bullying Prevention and Intervention Plan (“Plan”) is a 

comprehensive approach to addressing bullying and cyberbullying, and is committed 

to working with students, staff, families, law enforcement agencies, and the 

community to prevent issues of violence.  The Guild for Human Services has developed 

priority statements regarding the school’s philosophy on bullying.  

  

 The Guild for Human Service expects that all members of the school community 

will treat each other in a civil manner and with respect for differences.  

 The Guild for Human Services is committed to providing all students with a safe 

learning environment that is free from bullying and cyberbullying. This 

commitment is an integral part of our comprehensive efforts to promote 

learning, and to prevent and eliminate all forms of bullying and other harmful 

and disruptive behavior that can impede the learning process.  

 The Guild for Human Services recognizes that certain students may be more 

vulnerable to become targets of bullying, harassment, or teasing based on 

actual or perceived characteristics, including race, color, religion, ancestry, 

national origin, sex, socioeconomic, status, homelessness, academic status, 

gender identity or expression, physical appearance, or sensory, disability, or by 

association with a person who has or is perceived to have one or more of these 

characteristics. The Guild for Human Services will identify specific steps it will take 

to create a safe, supportive environment for vulnerable populations in the 

school community, and provide all students with the skills, knowledge, and 

strategies to prevent or respond to bullying, harassment, or teasing.  

 The Guild for Human Services will not tolerate any unlawful or disruptive 

behavior, including any form of bullying, cyberbullying, or retaliation, in our 

school buildings, on school grounds, or in school-related activities. We will 

investigate promptly all reports and complaints of bullying, cyberbullying, and 

retaliation, and take prompt action to end that behavior and restore the 

target’s sense of safety. We will support this commitment in all aspects of our 

school community, including curricula, instructional programs, staff 

development, extracurricular activities, and parent or guardian involvement.  

 The philosophy of The Guild for Human Services is based on the belief that all 

students have the right to access a diverse array of services that will help them 

acquire the skills and behaviors necessary to live and work as independently as 

possible in the community 

 The Guild for Human Services expects that all community members will treat 

each other with respect at all times 
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Training and Professional Development 

 

Professional development will take place yearly and staff will be trained on their roles 

and responsibilities under the law and teach them to prevent, identify and respond to 

bullying. 

Training will include an overview of the steps that the Chief Education Officer or 

designee will follow upon receipt of a report of bullying or retaliation and an overview 

of the bullying curriculum that is offered at The Guild for Human Services. In addition 

professional development will be based on research and include the following 

information on: 

 

(i) developmentally appropriate strategies to prevent bullying 

(ii) developmentally appropriate strategies for immediate, effective interventions to 

stop bullying incidents; 

(iii) information regarding the complex interaction and power differential that can 

take place between and among an aggressor, target, and witnesses to the 

bullying; 

(iv) research findings on bullying, including information about specific categories of 

students who have been shown to be at particular risk for bullying; 

(v) information on the incidence and nature of cyber bullying and 

(vi) internet safety issues as they relate to cyber bullying 

 

Additional areas that The Guild for Human Services identified for professional 

development include: 

 promoting and modeling use of respectful language 

 fostering an understanding of respect for diversity and difference 

 building relationships and communicating with families 

 managing classroom behavior 

 using positive behavioral intervention strategies 

 teaching students skills including positive communication, anger management, 

and empathy for others 

 engaging students in behavior plan management and decision making 

 maintaining a safe environment for everyone 

 

Training Plan: All staff will receive a copy of the bullying prevention plan as part of their 

orientation when hired.   

 

All staff will be in-serviced on the plan annually. 

 

The training will include staff duties and responsibilities under the plan and an overview 

of the steps followed upon receipt of a bullying or retaliation report as well as an 

overview of the bullying curriculum offered.  Professional development will address 
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ways to prevent or respond to bullying or retaliation for students with disabilities that 

must be considered when developing students Individualized Education Plans. In 

addition, staff will be trained on specific vocabulary related to bullying.  

 

As required by M.G.L. c. 71B 3 as amended by Chapter 92 of the Acts of 2010, when 

the IEP team determines the student may participate in or is vulnerable to bullying, 

harassment, or teasing because of his/her disability the IEP team will consider what 

should be included in the IEP to develop student’s skills and proficiencies to avoid and 

respond to bullying, harassment, or teasing.  

 

Access to Resources and Services 

 

The Guild for Human Services wants to ensure that the needs of targets, student 

aggressors, families and others are addressed.  Students at The Guild for Human 

Services will participate in a bullying curriculum and if a bullying related issue arises 

they will address the specific incident with a counselor. 

 

Identifying Counseling and other resources: The Guild for Human Services has mental 

health clinicians and behavior clinicians on staff.  As part of the needs assessment the 

Guild will determine if the current staffing is sufficient to address the number of bullying 

related incidents that take place.   

 

 

Students with Disabilities: As required by M.G.L. c. 71B, § 3, as amended by Chapter 92 

of the Acts of 2010, when the IEP Team determines the student has a disability that 

affects social skills development or the student may participate in or is vulnerable to 

bullying, harassment, or teasing because of his/her disability, the Team will consider 

what should be included in the IEP to develop the student's skills and proficiencies to 

avoid and respond to bullying, harassment, or teasing.   

 

Academic and Non-Academic Activities 

 

Specific bullying prevention approaches- Bullying prevention curricula will be informed 

by current research and among other things emphasize the following approaches: 

 

 Using scripts and role plays to develop skills 

 Empowering students to take action by knowing what to do when they witness 

other students engaged in acts of bullying or retaliation, including seeking adult 

assistance; 

 Helping students understand the dynamics of bullying and cyber bullying, 

including the underlying power imbalance 

 Emphasizing cyber safety, including safe and appropriate use of electronic 

communication technologies 
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 Enhancing students’ skills for engaging in healthy relationships and respectful 

communications; and 

 Engaging students in safe, supportive school environment that is respectful of 

diversity and difference 

 Differentiate between types of bullying and be shown examples 

 

General teaching approaches that support bullying prevention efforts- The following 

approaches are integral to establishing a safe and supportive school environment. 

 Setting clear expectations for students and establishing school and classroom 

routines through the use of behavior treatment plans and daily schedules 

 Creating safe school and classroom environments for all students, including for 

students with disabilities, lesbian, gay, bisexual, transgender students, and 

homeless students 

 Using appropriate and positive responses and reinforcement, even when 

students require discipline; 

 Using positive behavioral supports; 

 Encouraging adults to develop positive relationships with students 

 Modeling, teaching and rewarding pro-social, healthy and respectful behaviors 

 Using positive approaches to behavioral health, including collaborative problem 

solving, conflict resolution training, teamwork, and positive behavioral supports 

that aid in social and emotional development; 

 Using the internet safely; and 

 Supporting students’ interests and participation in non-academic and 

extracurricular activities, particularly in their areas of strength  

 

Students at The Guild for Human Services will be provided age appropriate curriculum 

on what bullying means and what to look for as well as the procedure for responding 

to bullying. Materials will be modified for student understanding.   

 

Policies and Procedures for Reporting Incidents of Bullying and Retaliation 

 

Reports of bullying or retaliation may be made by the student, staff, parent, guardian 

or any other individual that witnesses the incident and may be oral or written.  Oral 

reports made by a staff member must be then recorded in writing. The reports should 

immediately be reported to the Chief Education Officer or designee.   A report made 

by students, parents or guardians, or other individuals who are not school staff, may be 

made anonymously.  All Guild for Human Services staff are mandated to report an 

incident. 

 

Responding to a report of bullying or retaliation 

 

Before an investigation into an allegation of bullying or retaliation the Chief Education 

Officer or designee will take steps to assess the need to restore safety to the alleged 

target and/or to protect the alleged target from possible further incidents. Responses 



The Guild for Human Services  Adult Residential Services 

 

Revised June 2019  62 

 

may include but are not limited to, developing an individual safety plan, pre-

determined classroom seating arrangements for the target and aggressor, pre-

determined classroom residential arrangements for the target and aggressor, lunch 

assignments for the target and aggressor and seating arrangements in vehicles for 

target and aggressor. In addition, the target will work with a clinician on processing 

the incident and if necessary the schedule of the target and/or aggressor may be 

altered.  

 

The Guild for Human Services will implement appropriate strategies for protecting from 

bullying or retaliation a student who has reported bullying of retaliation, a student who 

has witnessed bullying or retaliation; a student who provides information during an 

investigation; or a student who has reliable information about a reported act of 

bullying or retaliation. 

 

Obligations to notify others 

1. Upon determination that bullying has occurred the Chief Education or designee 

will notify the parent/guardian of both the target and the aggressor of the 

incident and the procedures for responding to the incident.  The Guild for 

Human Services may contact parents or guardians prior to or during the 

investigation.  Notice will be consistent with state regulations at 603 CMR 49.00. 

2. If the reported incident involves student(s) from another school or district The 

Guild for Human Services will promptly notify by telephone the principal or 

designee of that school(s) of the incident so each school may take appropriate 

action. All communication will be in accordance with state and federal privacy 

laws and regulations, and 603 CMR 49.00. In addition once the Guild determines 

that bullying has occurred the Chief Education Officer or designee will notify the 

LEA of the sending district of both the target and aggressor.  

3. At any point after receiving a report of bullying or retaliation, including after an 

investigation, if the Chief Education Officer or designee has a reasonable basis 

to believe that criminal charges may be pursued against the aggressor, the 

principal will notify the local law enforcement agency. Notice will be consistent 

with the requirements of 603 CMR 49.00.  Also if an incident occurs on school 

grounds and involves a (former student under the age 21) visitors or volunteers 

who is no longer enrolled in the school, the Chief Education Director or designee 

shall contact the local law enforcement agency if s/he has a reasonable basis 

to believe that criminal charges may be pursued against the aggressor. 

 

Investigation 

 

The Chief Education Director or designee will promptly investigate all reports of bullying 

and retaliation.  In completing the investigation all known information will be 

thoroughly reviewed.  The anti-bullying committee will be advised of the investigation 

and assist as needed. 
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During the investigation, The Chief Education Officer or designee may, among other 

things, interview students, staff, witnesses, parents/guardians and others as necessary.  

During interviews the Chief Education Officer or designee will remind the alleged 

aggressor, target and witnesses that retaliation is strictly prohibited and will result in 

disciplinary action.  

Interviews may be conducted a member of the Clinical Department as appropriate.  

To the extent practicable; and given his/her obligation to investigate and address the 

matter, the Chief Education Officer or designee will maintain confidentiality during the 

investigation.  In addition, a written record will be maintained of the investigation and 

results.  

Procedures for investigating reports of bullying and retaliation will be consistent with 

the school policies and procedures for investigations.  If necessary, the Chief 

Education Officer or designee may consult with legal counsel about the investigations.  

 

Determinations 

The Chief Education Officer or designee will make a determination based upon all of 

the facts and circumstances.  After a complete investigation if bullying or retaliation is 

substantiated, the Chief Education Officer or designee will take steps to prevent 

recurrence and to ensure that the target is not restricted from participating in all 

school, after-school and residential activities. The Chief Education or designee will 

1(determine what remedial action is required, if any, and 2) determine what 

responsive actions and/or disciplinary action is necessary.  

 

Depending on the circumstances, the Chief Education Officer or designee may 

consult with the students’ teacher, counselor and the target or aggressors parents or 

guardians, to identify any underlying social or emotional issue(s) that may have 

contributed to the bullying incident and to assess the level of need for additional 

social skills development.  

 

A designated team member will notify the parents/guardians of both the target and 

aggressor regarding the results of the investigation and, if bullying or retaliation is 

found, what action is being taken to prevent further acts of bullying and retaliation. All 

notice to parents must comply with applicable state and federal privacy laws and 

regulations.  Due to legal requirements regarding confidentiality of student records, 

the Chief Education Officer or designee cannot report specific information to the 

target’s parents or guardian about disciplinary action taken unless it involves a “stay 

away” order or other directive that the target must be aware of in order to report 

violations. 

 

The Chief Education Officer or designee will inform the parent or guardian of the 

target about the Department of Elementary and Secondary Education’s problem 

resolution system and the process for accessing that system, regardless of the 

outcome of the bullying determination.  
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Responses to bullying 

The Guild for Human Services Bullying Prevention and Intervention Plan details 

strategies for building students’ skills and awareness of bullying and retaliation. The 

Guild utilizes a wide range of strategies that are individualized for student 

understanding.  

 

Teaching appropriate behavior through skills building- Upon the determination that 

bullying or retaliation has occurred The Guild for Humans Services will use a range of 

responses that balance the need for accountability with the need to teach 

appropriate behavior. These may include: 

 Offering individual or small group skill building sessions based upon the anti-

bullying curriculum 

 Implement positive behavioral supports to help students understand pro-social 

ways to achieve their goals 

 Provide relevant teaching for students, in consultation with a clinician and other 

appropriate staff 

 Modify individual behavior treatment plans to include a focus on developing 

appropriate social skills 

 

Taking Disciplinary Action-If it is determined that disciplinary action is appropriate, the 

disciplinary action will be determined on the basis of facts that are found during the 

investigation, including the nature of the conduct, the age of the student(s) involved, 

and the need to balance accountability with the teaching of appropriate behavior. 

Discipline will be consistent with the Guild for Human Services Bullying Prevention and 

Intervention policy and The Guild for Human Services behavior management policies. 

Discipline procedures for students with disabilities follow the guidelines set forth by the 

federal individuals with Disabilities Education Act (IDEA). 

 

Promoting Safety for the Target and Others- 

The Chief Education Officer or designee will determine if any changes need to be 

made to the school environment to enhance the targets sense of safety and that of 

others. Strategies that could be implemented include change of classroom or 

residence. 

Within a reasonable period of time following the determination and the ordering of 

remedial and or disciplinary action, the principal or designee will contact the target 

and determine whether there has been a recurrence of the prohibited contact and 

whether additional supportive measures are needed. If so, the Chief Education Officer 

or designee will work with the appropriate school staff to implement appropriate 

measures.  

 

Collaboration with Families 

 

The Guild for Human Services will make an effort to collaborate with students’ families 

in order to increase the capacity of the school to prevent and respond to bullying.  
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Parent Education and Resources-The Guild for Human Services will offer information for 

parents and guardians on the parental components of the anti-bullying curriculum 

offered.  Bullying and Retaliation is a topic that may be addressed in Monthly Parent 

groups.  

 

Notification Requirements-Each year The Guild for Human Services will inform the 

parents and guardians of enrolled students about the anti-bullying curricula being 

used.  This notice will include information about the dynamics of bullying, cyber-

bullying and online safety. The plan will be located on the website. 

 

Prohibition against Bullying and Retaliation 

 

The Guild for Human Services prohibits bullying, cyber bullying and retaliation as 

defined above.   

 

Acts of bullying, which include cyber bullying are prohibited: 

 

(i) on Guild school property and all Guild for Human Services residential property 

and property immediately adjacent to school grounds, at Guild sponsored 

events and related activities whether on Guild grounds or off Guild grounds 

on Guild owned or leased vehicles or used by a school district; or through the 

use of technology or an electronic device owned, leased or used by a 

school district or school, and  

(ii) at a location, activity, function, or program that is not school related through 

the use of technology or an electronic device that is not owned, leased, or 

used by a school district or school, if the acts create a hostile environment at 

school, or materially and substantially disrupt the education process or the 

orderly operation of a school 

 

Retaliation against a person, who reports bullying, provides information during an 

investigation of bullying is also prohibited.  

 

 

VIII. Problem Resolution System:  

Chapter 86 of the Acts of 2014 amended Section 37O of chapter 71 of the General 

Laws to include (g) (v): The Plan shall inform parents or guardians of the target about 

the Department’s problem resolution system and the process for seeking assistance or 

filing a claim through the problem resolution system. This information will be made 

available in both hard copy and electronic formats:  

Any parent wishing to file a claim/concern or seeking assistance outside of the district 

may do so with the Department of Elementary and Secondary Education Program 

Resolution System (PRS). That information can be found at: 
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http://www.doe.mass.edu/pqa, emails can be sent to compliance@doe.mass.edu or 

individuals can 

 

 

Definitions 

 

Bullying, as defined in M.G.L. c.71, 370, is the repeated use by one or more students of 

a written, verbal, or electronic expression or a physical act or gesture or any 

combination thereof, directed at a target that: 

i. causes physical or emotional harm to the target or damage to the 

target’s property; 

ii. places the target in reasonable fear of harm to himself or herself or of 

damage to his or her property; 

iii. creates a hostile environment at school for the target 

iv. infringes on the rights of the target at school; or 

v. materially and substantially disrupts the education process or the orderly 

operation of a school 

 

Aggressor is a student who engages in bullying, cyber-bullying or retaliation. 

 

Cyber bullying is bullying through the use of technology or electronic devices such as 

telephones, cell phones, computers, and the internet. It includes but is not limited to, 

email, instant messages, text messages, and internet postings.  

 

Hostile environment is a situation in which bullying causes the school environment to 

be permeated with intimidation, ridicule, or insult that is sufficiently severe or pervasive 

to alter the conditions of a student’s education 

 

Retaliation is any form of intimidation, reprisal, or harassment directed against a person 

who reports bullying, who provides information during an investigation of bullying or, 

who witnesses or has reliable information about bullying 

 

Target is a student whom bullying, cyber-bullying, or retaliation has been perpetrated.  

 

X. Relationship to Other Laws 

Consistent with state and federal laws, and the policies of the school or district, no 

person shall be discriminated against in admission to a public school of any town or in 

obtaining the advantages, privilege and courses of study of such public school on 

account of race, color, religion, ancestry, national origin, sex, socioeconomic status, 

academic status, gender identity or expression, physical appearance, sexual 

orientation, or mental, physical, developmental, or sensory disability, or by association 

with a person who has or is perceived to have one or more of these characteristics. 

Nothing in the Plan prevents the school or district from taking action to remediate 
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discrimination or harassment based on a person’s membership in a legally protected 

category under local, state, or federal law, or school or district policies.  

 

In addition, nothing in the Plan is designed or intended to limit the authority of the 

school or district to take disciplinary action or other action under M.G.L. c. 71, §§ 37H 

or 37H½, M.G.L. c. 71, §§41 and 42, M.G.L.c 76 § 5, or other applicable laws, or local 

school or district policies, or collective bargaining agreements, in response to violent, 

harmful, or disruptive behavior, regardless of whether the Plan covers the behavior. 
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Policy Title:  Anti-Hazing Policy 

Guild Program: Youth  Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE Date(s) Approved by 

Licensing: January 2019 

Internal Procedure Reference: Legal Authority References: Massachusetts General 

Laws Chapter 269, Sections 17-19 and 603 CMR 33.00 

 

Policy 

 

The Guild for Human services will provide a safe environment that is free from any 

hazing behavior. Hazing means any act which willfully or recklessly endangers the 

physical or mental health of any student or other person. Hazing is a crime in the 

Commonwealth of Massachusetts.   

 

Procedures 

 

Under Massachusetts General Laws Chapter 269, Sections 17-19 and 603 CMR 33.00, 

The Guild for Human Services youth program will adopt anti-hazing policies as part of 

our disciplinary policies, and distribute copies of the anti-hazing law to all students 

enrolled full-time; to all student groups, teams, and organizations that are part of or 

are recognized by the school, or are permitted by the school to use its name and 

facilities; and to all known unaffiliated student groups, teams, or organizations.  

 

Every year, the Chief Education officer or designee must collect a signed 

acknowledgement from a contact person for each student organization regarding 

distribution of information and agreement to comply with the law, and submit a report 

to the Department of Elementary and Secondary Education (“the Department’) 

certifying that the school has complied with the law.  The reports must be filed with the 

Department on or before October 1.  By November 1, the Department must notify the 

Attorney General of any school that has not filed a report. 

 

In order to ensure that The Guild School is in compliance with the law, all students 

assigned to grades 9-12 will receive a copy of the anti-hazing law yearly.  This law will 

be reviewed with all students in grades 9-12 and each student will sign off that they 

received the law.  These signatures will be kept on file at The Guild School.  Due to the 

cognitive level of the students who are served at The Guild School, the way which the 

law is presented will be modified for each student’s understanding.  Each student at 

The Guild School is treated with an Individual Behavior Treatment Plan that outlines 

target behaviors and staff responses.  In a majority of cases, the students are 

monitored at all times by staff members and provided high rates of reinforcement for 

appropriate behavior outlined in each students Individualized Behavior Treatment 
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Plan.  If a crisis situation occurs, a team meets to discuss how to handle each individual 

case.   

 

If an incident of hazing is reported, it will be investigated by an internal review 

committee and discipline will be determined based on the student’s Individualized 

Behavior Treatment Plan in accordance with the 2004 amendments to IDEA, 

specifically 20 U.S.C. § 1415(k). 

 

The Guild School is a private residential school and does not have any teams to which 

this anti-hazing policy distribution.  In the future, if The Guild School establishes any 

teams or organizations, the leaders of those organizations will be provided with copies 

of this policy and the signatures will be kept on file at The Guild School.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.wrightslaw.com/idea/law/section1415.pdf
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Policy Title: Student Separation Resulting from Behavior Support 

Guild Program: Youth Day 

Program  

Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References:   603 CMR 46.00, 102 CMR 

3.07(7) 

 

Policy 

 

In order to support the safety and learning of each student at the Guild, there are 

“Time-out” or separation procedures to support students deescalate and become 

calm. 

 “Time-out shall mean a behavioral support strategy developed pursuant to 603 CMR 

46.04(1) in which a student temporarily separates from the learning activity or the 

classroom, from staff, for the purpose of calming.” either by choice or by direction 

 Students are only separated from the group or programmed activities if one of the 

following occur:  

 The procedures are written into a student’s formal Behavior Support Plan.  

 The situation is deemed unsafe due to severe aggressive and/or disruptive 

behaviors that compromise the safety of other students. 

 Other students’ learning and programming is impeded by the severity of 

the student’s behaviors.  

The persons responsible for implementing separation procedures are staff members 

who have been trained on the procedures written in the student’s Behavior Support 

Plan.  

 

During time-out, a student must be continuously observed by a staff member. Staff 

shall be with the student or immediately available to the student at all times. The 

door/exit should never be locked, held or blocked. If a student wishes to close a break 

room door, staff shall remain immediately available to that student and with ability for 

continuous observation. 

 

The space used for time-out must be clean, safe, sanitary, and appropriate for the 

purpose of calming. At The Guild, this can include: 

 any of the break rooms designated for student calming 

 any classroom space that is clear of other students 

 

1. Any Time-out or separation procedure lasting longer than thirty minutes must be 

approved by the Chief Education Officer, Chief Program Officer, Chief Operating 

Officer or designee.  

 Staff shall contact the authorizing Chief or designee  
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 Staff shall make request for extending separation for more than 30 minutes  

 Staff shall give context of situation  

 The Chief officer or designee may review next steps including but not limited to 

contacting a member of the clinical team for increased support  

 

2. As soon as a student has returned to a baseline level of calm behavior, the Time-

out or separation should end.  

 

Staff support and behavior plans should be designed toward supporting return to the 

classroom or learning activity.     

Prohibited Practice Seclusion is defined as “the involuntary confinement of a student 

alone in a room or area from which the student is physically prevented from leaving.” 

603 CMR 46.02 Seclusion is prohibited in public education programs.  
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Policy Title: Physical Restraint Policies and Procedures 

 

Guild Program: Youth Services Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC, DESE Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 46.00, 102 CMR 

3.07(7) 

 

Purpose 

 

The Guild for Humans Services shall have a written policy on the use of physical 

restraint and administer physical restraint in accordance with the requirements of  

603 CMR 46.00 and 102 CMR 3.07(7) 

 

Policy 

 

The Guild For Human Services maintains that Physical restraint shall be used only in 

emergency situations of last resort, after other lawful and less intrusive alternatives 

have failed or been deemed inappropriate, and with extreme caution. 

 

Methods for engaging parents and students in discussions about restraint prevention 

and use 

 

The Guild for Human Services recognizes the immense responsibility it assumes when a 

decision is made to employ physical restraint. Communication with parents and 

students about responding to emergency situations should begin during the 

admissions process. Prospective students and families and guardians learn about the 

Nonviolent Physical Intervention model and review the steps within the de-escalation 

process. This review includes understanding other aspects of the behavior 

management system and ways that Guild staff support positive behaviors. Parents and 

guardians may also receive an overview of how the Guild utilizes Nonviolent Physical 

Crisis Intervention via the Crisis Prevention Institute (CPI).  

 

Ongoing communication about behavior support, crisis prevention and physical 

restraint will continue to be part of updates to parents’ guardians by members of the 

student’s team. As leaders of a student’s care, teachers and residence managers will 

be in contact with parents and guardians about and crisis prevention and when 

physical restraint is employed. It is Guild policy that parents and guardians are notified 

verbally within 24 hours of physical restraint and that they receive the written report 

within three school days.  
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Behavior Clinicians and Mental Health Clinicians work with and support each student 

at the Guild. These professionals provide clinical supports to students and their 

educational team, including families and guardians., This support includes debriefing 

events before, during, and after a physical restraint was utilized, additional training for 

staff related behavior support plans, revising behavior support plans when necessary, 

and attending to any potential impact related to past trauma. 

 

A description and explanation of the method of physical restraint used by the program 

in an emergency situation 

 

The Guild teaches Nonviolent Physical Crisis Intervention which includes safe, non-

harmful restraint positions developed by CPI (Crisis Prevention Institute.)  CPI brings a 

focus on prevention skills to avoid physical interventions as much as possible. Physical 

restraint shall be used only in emergency situations of last resort, after other lawful and 

less intrusive alternatives have failed or been deemed inappropriate, and with 

extreme caution. Guild personnel shall use physical restraint with two goals in mind: 

 (a) To administer a physical restraint only when needed to protect a student and/or a 

member of the school community from assault or imminent, serious, physical harm; 

and 

 (b) To prevent or minimize any harm to the student as a result of the use of physical 

restraint.”    

 

Physical Methods of Response 

 

a) Disengagement 

The Guild teaches escape and evasion as a part of the CPI Certification and Refresher 

trainings. There are low, medium and high level disengagement techniques. 

Specifically, the following Disengagement Techniques are taught: 

 The Supportive Stance 

 Punch and kick blocks 

 Avoiding the Power Area 

 One and two handed wrist grab releases 

 One and two handed hair pull releases 

 Front and back choke releases 

 Clothing grab releases 

 Hug releases  

 Bite releases 

 

b) Transports and Escorts 

The Guild differentiates between an escort and a transport.  An escort is taught as a 

non-invasive support to walk with individuals to a designated location with only light 

guiding touch or no touch.  A transport implies physical holds to reduce the likelihood 

that an individual can break free from staff, thereby, creating an unsafe situation for 

the individual, other individual’s or for staff.  As indicated in the Restraint Curriculum *, 
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staff are taught to transport individuals utilizing a variety possible safe holds. Because 

transports restrict range of motion and freedom of movement they shall be 

documented as restraints. 

 CPI medium or high level standing hold  

 Traditional CPI transport position 

 Reverse transport position= 

c) Physical Restraint Holds – Standing Restraints, Seated Restraints, Moves to 

the floor and Floor Restraints. 

Staff are trained to assess each individual behavior and to always employ the least 

restrictive restraint procedure. Effective January 1, 2016, legislation in the 

Commonwealth of Massachusetts prohibits the use of prone restraints except with 

special permissions due to the increased risk of restraint related positional asphyxia. 

The Guild provides training in non-floor restraint procedures as safer restraint 

alternatives to floor procedures.  Specifically, trainers are emphasizing positive 

behavioral supports, and flexible use of non-floor procedures such as the seated and 

standing low, medium and high level standing holds, Team Control (standing) and the 

seated Team Control procedures.  The Guild will continue to work closely with CPI to 

enhance training for all staff in less intrusive restraint and non-restraint procedures. 

(Please see the Physical Restraint Curriculum * for details about the physical restraint 

holds.) 

 

During restraints monitoring the individual for signs of distress is the responsibility of all 

staff involved in the restraint.  Each staff involved has different visual and /or auditory 

perspective of the individual being restrained.  Should all available staff people be 

directly involved with the restraint, one person on an arm should act as the monitor 

and take responsibility for the data sheet and assure that the IA form is completed.  

Otherwise a staff person who is not directly involved in the restraint will serve as 

Monitor.  If any significant signs of respiratory distress are observed, the restraint will be 

immediately released.  Clear communication between staff is critical.  Any staff person 

who has concern for the safety of the individual during a restraint must communicate 

this concern clearly to the primary staff person, who then must make a decision to 

modify or discontinue the restraint. The following are examples of situations which 

should result in the release from a restraint: 

 Calm behavior 

 Respiratory distress as evidenced by coughing, wheezing, gasping for air, 

pale skin color, blue discoloration of the lips. 

 Seizure activity 

 Vomiting 

 A serious injury of the individual, unless the hold is to prevent further injury 

 If staff is unable to safely hold the restraint 

 

The staff person who documents the restraint and who assists the others involved in the 

restraint with observing the individual for signs of distress during the restraint should 

circle the word “monitor” under their signature on the Incident/Accident (IA) form to 
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indicate that they were the monitor.  There may be multiple monitors designated 

during the course of a restraint.  Any injury to the individual should be documented on 

the form as well as the type of follow-up intervention (e.g. nurse, doctor or hospital).  

Staff are trained to complete a body check form with each restraint to assess possible 

injuries to the individual, resulting from the restraint. 

Restraint holds are to be released as soon as it is safely possible.  All staff participating 

in the restraint must communicate with the primary staff person who will make the 

determination as to when it is safe to attempt a release of the restraint. During the 

restraint, staff will use only as much pressure as is needed to maintain the restraint.  

Once the command is given to release the restraint, all staff will release at the same 

time but maintain close proximity in the event that the restraint must be reapplied due 

to the continuance of unsafe behavior.  

 

At times the primary staff may decide to release the restraint before the individual is 

calm and has met other release criteria in an attempt to shorten the need for restraint 

and to offer the individual an alternative to their aggressive behavior.  In this event, 

upon the command to release the restraint, staff will step away from the individual 

giving them enough space to maintain safety through greater distance. 

 

Individuals who have been restrained should be offered an opportunity process the 

event and to communicate about the restraint.  The spirit of this policy seeks to offer 

individuals respectful and therapeutic input into any physical interventions deemed 

necessary to keep them and/or other’s safe.  From an ethical standpoint it is key that 

staff always maintain a therapeutic stance when considering and engaging in a 

physical intervention so that the process of therapeutic rapport may be enhanced at 

the conclusion of the restraint procedure.  Of concern, however, is the possibility that 

prematurely offering individuals an opportunity to write a comment about their 

restraint will extend the dangerous agitated state that required the restraint in the first 

place.  Thus, this should be assessed on a case by case basis and completed under 

the direction of a Behavior Clinician and/or Mental Health Clinician or following a 

procedure outlined in the individual’s behavior support plan. 

 

Prohibited Practices 

 

To maintain the greatest degree of safety, the following practices are prohibited from 

use with our residents: 

 Choke holds, headlocks, full nelsons, half nelsons, hog-tying, or use 

of pressure points to inflict pain.   

 Mechanical Restraints 

 Seclusion  

 Chemical or Medication Restraints 

 Contact with the neck 

 Procedures that put pressure on the chest, abdomen and back 

below the shoulders 
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 Prone restraints (January 1, 2016) unless permitted under 603 CMR 

46.03 (1) (b) 

 

Physical restraint is an emergency procedure 

 

Physical restraint is an emergency procedure and should only be used as a last resort, 

after all other lawful and less intrusive interventions have been considered, tried and 

failed to safely manage the emergency situation. Restraint is only used when needed 

to protect a student or member of the Guild community from assault or imminent, 

serious, physical harm. Staff are expected to practice the approved methods of 

physical intervention to prevent or minimize any harm to the student. 

 

Data Review and Documentation  

The Guild will implement that following procedures for data review on the program’s 

use of restraint. The data review is focused on two areas:  

 Individual student review (weekly) 

 Administrative review (monthly) 

 

Individual student review 

 

The principal or designee shall conduct a weekly review of restraint data to identify 

students who have been restrained multiple times during the week. If such students are 

identified, the Chief Education Officer/principal or designee shall convene a restraint 

reduction review to assess each student's progress and needs. The assessment shall 

include at least the following: 

 

 review and discussion of the written reports submitted in accordance with 603 

CMR 46.06 and any comments provided by the student and parent about such 

reports and the use of the restraints; 

 analysis of the circumstances leading up to each restraint, including factors 

such as time of day, day of the week, antecedent events, and individuals 

involved; 

 consideration of factors that may have contributed to escalation of behaviors, 

consideration of alternatives to restraint, including de-escalation techniques 

and possible interventions, and such other strategies and decisions as 

appropriate, with the goal of reducing or eliminating the use of restraint in the 

future; 

• areement on a written plan of action by the program. 

 

Administrative review 

 

The Chief Education officer/principal or her designee shall conduct a monthly review 

of school-wide restraint data. This review shall consider patterns of use of restraints by 

similarities in the time of day, day of the week, or individuals involved; the number and 
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duration of physical restraints school-wide and for individual students; the duration of 

restraints; and the number and type of injuries, if any, resulting from the use of restraint. 

The Chief Education Officer or her designee shall determine whether it is necessary or 

appropriate to modify the school's restraint prevention and management policy, 

conduct additional staff training on restraint reduction/prevention strategies, such as 

training on positive behavioral interventions and supports, or take such other action as 

necessary or appropriate to reduce or eliminate restraints. 

 

The Current Guild Procedures to implement the Individual and Monthly Administrative 

reviews are as follows: 

 

Procedure for weekly administrative review of physical restraint 

 

Friday- Data Systems Clerk will inform Chief Education Officer or Education Managers 

about students who have had 2 or more restraints in school within 7 days via email 

report. 

Chief Education Officer and/or Education Manger reviews the incident reports. 

 

In the Data Systems Clerk absence, the Data Systems Manager or Chief Operating 

Officer will make sure this communication takes place. 

 

Monday:  Chief Education Officer, Chief Clinical Officer, Education Managers and 

BCBA’s meet to review restraint reports.  This group will determine if anything 

immediate needs to be put in place or if a full team debrief meeting needs to take 

place.  

 

If a larger debrief meeting is determined necessary, it will take place Tuesday between 

3:00-3:30.  

 

Notes should be kept on all meetings that place regarding restraint reduction.  

 

Procedure for monthly administrative review 

 

The first week of each month the Chief Education Officer or administrative designee 

will conduct a monthly review of school-wide restraint data.  This review will look at 

patterns with use of restraints, documented injury due to restraint as well as the 

number and duration of restraints for both individual students and school wide.  Based 

on this review the Chief Education Officer or administrative designee will decide if any 

additional training on restraint reduction, behavior interventions or preventative 

strategies is necessary.  The monthly review will be documented and include date of 

review, name of individual completing review and what follow up is needed based on 

review. 
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In the Chief Education Officers absence the Chief Clinical Officer will be the 

administrative designee or assign a designee 

 

Training requirements for all staff  

 

Support personnel who do not provide direct services to guild students will participate 

in the verbal de-escalation component of CPI.  

 

It is the policy and practice of The Guild for Human Services to assure that all staff who 

provide direct services shall be trained in the crisis prevention, crisis intervention and 

physical management skills as taught in the curriculum of the Crisis Prevention Institute 

(CPI). New staff shall receive 16 hours of CPI training within one month of their date of 

hire or in the first month of the school year and before they begin working 

independently with individuals. Veteran staff shall receive 8 hours of refresher training 

each year on or before the anniversary of the previous year’s training.  

 

This in-depth training includes but is not limited to: 

 

 The role of the student, family, and staff in preventing restraint; 

 The program's restraint prevention and behavior support policy and procedures, 

including use of time-out as a behavior support strategy distinct from seclusion; 

 Interventions that may preclude the need for restraint, including de-escalation 

of problematic behaviors and other alternatives to restraint in emergency 

circumstances; 

 When behavior presents an emergency that requires physical restraint, the types 

of permitted physical restraints and related safety considerations, including 

information regarding the increased risk of injury to a student when any restraint 

is used, in particular a restraint of extended duration; 

 Administering physical restraint in accordance with medical or psychological 

limitations, known or suspected trauma history, and/or behavioral intervention 

plans applicable to an individual student; and 

 Appropriate procedures for preventing the use of physical restraint, including 

the de-escalation of problematic behavior, relationship building and the use of 

alternatives to restraint; 

 A description and identification of specific dangerous behaviors on the part of 

students that may lead to the use of physical restraint and methods for 

evaluating the risk of harm in individual situations in order to determine whether 

the use of restraint is warranted; 

 The simulated experience of administering and receiving physical restraint, 

instruction regarding the effect(s) on the person restrained, including instruction 

on monitoring physical signs of distress and obtaining medical assistance; 

 Instruction regarding documentation and reporting requirements and 

investigation of injuries and complaints; 
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 Demonstration by participants of proficiency in administering physical restraint; 

and, 

 Instruction regarding the impact of physical restraint on the student and family, 

recognizing the act of restraint has impact, including but not limited to 

psychological, physiological, and social-emotional effects.” 

 

A description of the intensive training for staff who serve as restraint resources for the 

program 

 

The staff trainers who provide training to staff in Crisis Prevention, Intervention and in 

Physical Restraints must meet the criteria set for trainers as established by the Crisis 

Prevention Institute (CPI). At present the requirement is that trainers must receive 

updated training every two years. Staff training is provided to help assure the Care, 

Welfare, Safety and Security for all staff and individuals served. 

 

Reporting requirements and follow-up procedures for reports to parents/guardians and 

to the Department 

 

Per Guild Policy, all serious incidents are documented on the Incident/Accident (IA) 

form. By definition, restraint procedures are serious incidents. Each incident is reviewed 

by the Residential Manager, Chief Education Officer and the Restraint Coordinator(s). 

 

The reporting procedures for restraints are as follows: 

 

 Verbal report to Chief Education Officer/principal or designee as soon as 

possible; 

 Written report to Chief Education Officer/principal no later than next school 

working day; If the Chief Education Officer/principal is involved in the restraint, 

the Chief Executive Officer or Chief Operating Officer will receive the written 

report. 

 Verbally inform Parents/guardians within 24 hours of restraint event;  

 Written documentation (the IA copy) within three school working days (SWDs) of 

the restraint, either by email or by regular mail and post-marked no later than 

three SWDs, in native language of parent, where appropriate. Included in the 

written documentation will be an invitation for Parents or Guardians to request a 

conference with Quality Assurance personnel, the Chief Education Officer 

and/or other members of the individual’s team should they have any concerns, 

questions or input. 

 Any injuries to individuals that occur as the result of the administration of a 

restraint are documented and reported to DESE using the Restraint Injury Form 

with a copy of the principal’s record of physical restraints for 30-day period prior 

within three working days of administration of the restraint. 

 Report all physical restraints to the Department annually, in the manner and 

form as directed by the Department.  
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Guild procedure for receiving and investigating complaints regarding restraint 

practices  

 

The Guild for Human Services recognizes and respects the rights of parents and 

students and encourages them to voice their concerns regarding the use of physical 

restraint. The Chief Executive Officer maintains open communication with 

parents/guardians and students and wants to hear about any concerns or complaints.  

Concerns or complaints may be presented either verbally or in writing. Once a 

concern or complaint is made, the Guild personnel who received it will immediately 

notify the Chief Education Officer, Director of Residential Services or the Chief 

Operating Officer depending on the nature of the grievance. Guild staff have been 

trained to also immediately notify their supervisor or a director of any student or 

parent/guardian grievance or complaint. 

 

The Chief Executive Officer will be notified of the complaint.  

 

Complaints about potential or suspected abuse or neglect are immediately referred 

to the Internal Abuse Investigation Committee (IAIC).  IAIC meets within 24 hours of the 

complaint and determines what follow-up is necessary (e.g. internal investigation, filing 

of a 51-A or DPPC complaint, notification to DESE, parents and LEA). (Note: please see 

the Student Abuse and Neglect Policy. 

 

After a complaint is reviewed, it will be responded to within five (5) working days of 

receipt. The response may be by telephone or a meeting with a following written 

response. The parent/guardian can request a conference with the Quality Assurance, 

the Chief Education Officer and/or other members of the individual’s team should 

they have any concerns, questions or input. 

The Guild’s Human Rights Officer, and Internal Abuse Investigation Committee may be 

petitioned for an appeal of a grievance falling under their purview.  A student, 

parent/guardian will always have a right to appeal to the Chief Executive Officer and 

ultimately to the Board of Trustees should they not be satisfied with the process of 

investigation into their complaint. Appeals will be requested and responded to in 

writing.  

 

Maintaining an ongoing record of Restraint Data and Review 

 

The Chief Education Officer of her designee shall maintain an on-going record of all 

instances of physical restraint.  All incidents involving restraint are documented on the 

Incident/Accident form (IA).  If staff have any medical/physical or psychiatric 

concerns these can also be documented on the IA form which helps to contextualize 

the raised concern. Additionally, each restraint is logged into a database indicating 

the type of restraint, duration, and staff involved. For any restraint occurring in the 

residence and outside of the day program, staff involved will include the administrator 

who gave consent to continue the restraint and who served as monitor. Restraint data 
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is reported monthly to the Guild’s Safety Committee, quarterly to EEC and annually to 

DESE, in the manner and form directed by the Department. These records, as well as 

record of each individual student review will be maintained and shall be made 

available for review by the Department or parent/guardian upon request pursuant to 

the requirements of 46.06(2) 

 

Note: The Guild for Human Services Youth Residential Educational program must 

comply with ESE restraint requirements under 603 CMR 46.00 during school hours and 

EEC restraint requirements under 102 CMR 3.00 during residential hours. 

 

Note: A program within a program or facility subject to M.G.L. c. 123 or Department of 

Mental Health Regulations must comply with the restraint requirements of M.G.L. c. 

123, 104 CMR 27.12 or 104 CMR 28.05, where applicable. 

  

Note: Physical restraint training must be provided to all program staff within the first 

month of the school year regarding restraint prevention and the requirements when 

restraint is used or for employees hired after the school year begins, physical restraint 

training must be provided and completed within one month of the date of hire of the 

employee. 

 

New employees at The Guild shall receive 16 hours of CPI training within one month of 

their date of hire or in the first month of the school year and before they begin working 

independently with individuals. Veteran staff shall receive 8 hours of refresher training 

each year on or before the anniversary of the previous year’s training.  
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Policy Title: Complaints and Grievances 

Guild Program: Youth 

Programs 

Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC, DESE Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References:  102 CMR 3.04(3)(i); 603 

CMR 18.05 (1.b.16) 

 

Policy 

 

The Guild for Human Services recognizes and respects the rights of parents and 

students and encourages them to voice their concerns, complaints and grievances. 

These concerns, complaints for grievances must be reviewed and addressed by 

members of the Guild’s leadership team in a timely manner with clear communication 

to the individual who raised the concern.   

 

Procedures 

 

Complaints or grievances may be presented either verbally or in writing. If the Student 

Services Coordinator receives a complaint or grievance, s/he will immediately notify 

the Chief Education Officer, Chief Program Officer or the Chief Clinical Officer 

depending on the nature of the grievance. All Guild staff have been trained to 

immediately notify their supervisor or a director of any student or parent/guardian 

grievance or complaint. The Chief Executive Officer will also be notified of the 

grievance/complaint.  

 

Complaints about potential or suspected student abuse or neglect are referred to the 

Internal Abuse Investigation Committee (IAIC).  IAIC meets within 24 hours of the 

complaint and determines what follow-up is necessary (e.g. internal investigation, filing 

of a 51-A or DPPC complaint, notification to DESE, parents and LEA). (Note: Please see 

the Student Abuse and Neglect Policy.) 

 

After a complaint or grievance is reviewed, it will be responded to within five (5) 

working days of receipt. The response may be by telephone or a meeting with a 

following written response. The parent/guardian can request a conference with the 

Quality Assurance team, a Chief Officer and/or other members of the individual’s 

team should they have any concerns, questions or input. The Chief Executive Officer 

maintains open communication with parents/guardians and students and wants to 

hear about any concerns or complaints. 
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The Guild’s Human Rights Officer and Internal Abuse Investigation Committee may be 

petitioned for an appeal of a grievance falling under their purview.  A student, parent 

or guardian will have a right to appeal to the Chief Executive Officer and ultimately to 

the Board of Trustees should they not be satisfied with the process of investigation into 

their complaint. Appeals will be requested and responded to in writing.  
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Policy Title: Student Abuse/Neglect Policy 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC  Date(s) Approved by 

Licensing: 2017 

Internal Procedure Reference: Legal Authority References: DEEC 102 CMR 3.04 (3)e 

 

Purpose  

 

To establish guidelines and procedures for the identification, investigation, reporting, 

and intervention of suspected emotional, physical, sexual abuse or neglect.  

 

Policy 

 

Any student served by the Guild for Human Services has the right to be “free from” 

abuse or neglect. Students will be protected from abuse, neglect, and harm while 

they are receiving services from The Guild.  No abuse or harm of any type will be 

tolerated.   

 

The Guild recognizes the importance of employee training and involvement in the 

prevention, detection, investigation, intervention of student abuse or neglect.  As 

professionals in the field of Human Services, it is every employee's responsibility to 

protect the student from possible permanent physical, sexual or emotional damage 

by detecting and reporting any suspected abuse or neglect immediately to the Chair 

of the Internal Abuse Investigation Committee or another member of the IAIC and/or 

Department of Children and Families or Disabled Persons Protection Commission.  

 

It is further recognized that this is not only a moral responsibility but also a legal one.  

Massachusetts Law requires that mandated reporters report suspected abuse or 

neglect.  Failure to do so may result in a fine of one thousand dollars.  The purpose of 

this law is to protect the student and to prevent further abuse or neglect. 

 

Definitions  

 

Student: refers to any individual enrolled and receiving services at The Guild regardless 

of age. 

Abuse: refers to the non-accidental commission of any act by a caretaker upon a 

student which causes, or creates a substantial risk of, serious physical or serious 

emotional injury, or constitutes a sexual offense under the laws of the Commonwealth. 

Neglect: refers to the failure by a caretaker, either deliberately or through negligence, 

to take those actions necessary to provide a student with minimally adequate food, 

clothing, shelter, medical care, supervision or other essential care. 
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Physical Abuse: refers to the non-accidental physical injury which may include severe 

beatings, burns, human bites, broken bones, hair pulls, pinches, choke holds, etc. 

Sexual Abuse: refers to the exploitation of a student for the sexual gratification of an 

adult.  This may include rape, incest, fondling of the genitals or exhibitionism. 

Emotional Abuse: refers to excessive, aggressive, or unreasonable parental/caretaker 

behavior that places demands on the student to perform above his/her capabilities. 

Caretaker: refers to a student's parent, guardian, or other person responsible for a 

student's health or welfare, whether in the same home as the student, a relative’s 

home, a foster home, or any other residential setting. If a staff member has reasonable 

cause to believe any student at the Guild has been abused or neglected, then it is a 

reportable incident.  Likewise, if a staff member has reasonable cause to believe that 

a student has been abused or neglected at home or during a home visit, it is a 

reportable incident.  When in doubt, report.  

Mandated Reporter: includes any person in charge of a medical or other public or 

private institution, school or facility, or his/her designee who has been notified by a 

member of his/her staff of a reportable condition.   Mandated reporters also include 

any person paid to care for or work with a child in a public or private facility.  All staff 

at the Guild should consider themselves Mandated Reporters. 

Professional Mandated Reporters include: Physicians, public or private school teachers, 

social workers, day care workers, direct care providers, medical interns, educational 

administrators, foster parents, firefighters, Psychologists, guidance or family counselors, 

police officers, nurses. 

Reasonable Cause: refers to a basis for judgment that rests on specific facts, either 

directly observed or obtained from reliable sources, and that support a belief that a 

particular event probably took place or that a particular condition probably exists.                 

Reportable Condition: refers to a serious physical or emotional injury resulting from 

abuse or neglect, or the commission of any act by a caretaker with a student which 

constitutes a sexual offense under the criminal laws of the Commonwealth, or the 

physical dependence of a child upon an addictive drug at birth, or emotional injury 

resulting from the threat of physical harm. 

Report: refers to an oral/written communication to the Department of Children and 

Families informing them of a reportable condition.  Child care staff have the option of 

filing a report directly to the Department of Children and Families or the Disabled 

Person’s Protection Commission or reporting the incident to the Internal Abuse 

Investigation Committee of the Guild. 

Substantiated: means it was found by DCF / DPPC that there is some credible 

evidence of a reportable condition. 

Unsubstantiated: means it was found by DCF / DPPC that there is a lack of any 

credible evidence of a reportable condition. 
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Procedures 

 

1.0  All employees will be screened prior to employment at The Guild. 

1.1. A written record of all reference checks will be kept in the employee’s 

personnel file. 

1.2. Copies of certifications or other credentials, verifying employee’s qualifications 

will be retained in the personnel files.  

1.3. Employees will be subject to a CORI check and DCF background check and 

will not have unmonitored contact with students until this process is complete.  

 

2.0  All employees will be required to attend comprehensive in-service training on the 

subject of student abuse and neglect. 

2.1 In-service training will include: 

- Definition and description of the various types of student abuse 

and neglect. 

- Identification of emotional, physical, and sexual abuse through 

observation of student behavior and physical evidence. 

- Moral and legal responsibilities of staff members, and mandated 

reporter procedures. 

- Procedures to be followed in allegations of student abuse and 

neglect by staff members. 

- What should be reported as suspected student abuse or 

neglect. 

- Confidentiality of suspected student abuse reports and related 

information. 

2.2 Additional in-service training on students’ Human Rights will be attended by 

all employees. 

 

3.0 All students will receive training on their rights and responsibilities for telling staff of 

possible abuse by adults. 

3.1 "How to Report", is part of the Personal Growth and Development Curriculum 

at The Guild. 

3.2 Additionally, students will continue to participate in their Human Rights. 

 

4.0 All employees are to report suspected cases of student abuse or neglect 

immediately to the Internal Abuse Investigation Committee of The Guild; 

employees may contact the Department of Children and Families (DCF) or the 

Disabled Person’s Protection Committee (DPPC) directly.   

 

All employees of The Guild are mandated reporters.  If an employee chooses to call 

DCF or DPPC directly, it is encouraged the he/she also notify the Chair of IAIC or 

his/her designee that such a call to DCF or DPPC was made.   
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4.1 The Chair of the Internal Abuse Investigation Committee or his/her designee 

will then notify the other IAIC members of the report of suspected abuse or 

neglect and will convene the committee as necessary. 

 

4.1.1 The IAIC will immediately determine what, if any, emergency action 

should be undertaken to protect the student from all potential risk. 

4.1.2 If after reviewing preliminary information, the IAIC determines there 

is reasonable cause to believe that abuse or neglect has occurred, 

the Chair of the IAIC or his/her designee will immediately file a 

report with DCF/DPPC. 

4.1.3 DEEC, DESE, the LEA and the parents/guardians will be notified of 

the filing by the Chair of the IAIC or his/her designee.  

 

 

5.0 If the Guild is informed that a 51A has been filed externally, the following steps will 

be undertaken: 

5.1 The Chief Executive Officer and the IAIC will be notified immediately. 

5.2 Department of Early Education and Care, Department of Elementary and 

Secondary Education and any other involved parties will be notified as soon 

as possible (within 24 hrs). 

5.3 The IAIC will determine what immediate emergency action, if any, should be 

undertaken to protect a student from all risk.  This may include the need to 

place the employee on “NO unmonitored contact with students” status or 

suspension.  Only with DEEC approval can the employee be cleared to 

return to work and have unmonitored contact with students.   

 

6.0 Concurrent with filing a report of suspected abuse or neglect with external 

agencies (DCF, DPPC), the Guild’s Internal Abuse Investigation Committee will 

convene as soon as possible following notification of an allegation.  Investigative 

procedures which will be held at the highest levels of confidentiality, will include, 

but not be limited to the following: 

6.1 Interviews will be conducted with person(s) making the allegations. 

6.1.1 If the person is a staff member, she/he will also be required to 

complete an unusual Incident/Accident Report and submit it to the 

committee. 

6.1.2 If the person is a student, he/she will be interviewed to the best of 

their ability and the student's records/history will be reviewed by the 

committee. 

6.2 Interviews will be conducted with the student who was allegedly abused if 

deemed necessary. 

6.2.1 The student's records will be reviewed by the committee. 

6.2.2 The school Nurse will determine the need for a physical exam/body 

check if necessary. 
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6.3 If the alleged abuser is an employee or volunteer at The Guild, interviews 

with that employee will be conducted. 

6.3.1 The employee's training and performance evaluation records and 

any other pertinent files will be reviewed by the committee. 

6.4 Interviews will be conducted with any other employee and/or student which 

the committee feels will provide pertinent information. 

6.5 Camera footage from the time of the alleged incident will be reviewed by 

the IAIC Chair or his/her designee. A minimum of two IAIC members must 

review the camera footage. 

 

7.0 Following a complete internal and any external investigations, the IAIC in 

conjunction with its licensing agencies, will determine whether the allegation(s) 

can be substantiated and what follow up action steps are required. 

7.1 The Guild will provide a written report of the IAIC investigation to DCF/DPPC 

and DEEC; the report will include the name of the student; name and date 

of the employee filing the report; who the incident was reported to; a brief 

description of the incident; the nature of the incident; the need for any 

emergency action to ensure student safety; and follow-up action required. 

7.2 The Guild’s IAIC will consult with any investigating agencies regarding their 

findings and recommendations. 

7.3 A separate confidential file will retain all records of the investigation.  

Personnel records of involved employees will retain any finding or corrective 

action plans related to the investigation. 

7.4 If a report filed with DCF or DPPC is substantiated the Guild will make a 

determination regarding the alleged abuser’s employment status.  All reports 

or files will be part of the personnel records. 

7.5 The IAIC will determine any necessary follow up regarding the involved 

student and will collaborate with the members of the student’s team, as 

deemed necessary (counseling, medical follow-up, parental counseling, 

home visits, etc.). 

 

Below is the written plan for how to notify the IAIC team (copies of this plan are visible 

in every residence and at the day program): 

 

STUDENT ABUSE & NEGLECT NOTIFICATION 

 

The Guild for Human Services 

 

ALL employees are to report suspected cases of student abuse or neglect 

immediately to any member of the Internal Abuse Investigation Committee.  

Employees may contact the Department of Children and Families (DCF) or the 

Disabled Person’s Protection Commission (DPPC) directly.  If you call DCF or DPPC, 

please be sure to notify a member of the IAIC immediately thereafter. A written report 
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regarding the filing must also be completed and faxed in by the employee within 48 

hours of making the oral report. 

 

 

 

AT ANY TIME: 

 

24 Hours/Day,  365 Days 

ON-CALL  

NOTIFICATION PROCEDURES 

 

 

CHAIR of IAIC 

 

 

 

 

Kim Saad – Director of Quality Assurance 

Cell Phone:  781-330-5101 or ext. 5175 

 

 

 

 

ANY Member of IAIC 

 

(You must speak to someone 

directly. In the event you are 

unable to reach any of the 

IAIC members after 15 

minutes, please proceed with 

contacting the appropriate 

agency listed below) 

 

Jennifer Smith- Director of Health Services 

Cell Phone: 781-254-3240 or ext. 5152 

 

Jonathan Muise- Associate Director of Residential 

Services 

Cell Phone:  781-367-3570 ext. 5123 

 

Matthew Carmichael- Director of Human Resources 

Ext. 5521 

 

 *Only between the hours of 8am-4pm Monday-

Friday* 

Michael Callahan- Education Coordinator ext. 5205 

Laura Schooley- Student Services Manager ext. 5122 

 

* Staff May Also Call: DCF Hotline (students up to age 17):  1-800-792-5200 

DPPC (students age 18-22 & ADULT SERV.): 1-800-426-

9009 
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Policy Title: Runaway and Missing Students – All Guild Sites 

Guild Program: Youth 

Programs 

Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DCF, DESE, DEEC Date(s) Approved by 

Licensing: 

Internal Procedure Reference: Legal Authority References: 102 CMR 3.07 (10,11); 110 

CMR 7.115; 603 CMR 18.05 (10) 

 

Policy 

   

The Guild for Human Services is committed to the safety and wellbeing of the 

individuals served. Due to potential risk of students wandering from the area, bolting, 

or running away, it is imperative that preventive measures for individuals be in place 

and that a rapid response plan is in place should an individual go missing.   

 

Prevention 

 

Prevention begins with an emphasis and training for all Guild program staff on 

engagement, behavior support and how to provide proper supervision of students. A 

consistent focus on engagement in child specific activities also serves as a prevention 

method.  All program staff are trained in de-escalation strategies to support students 

who are experiencing frustration and distress. Student specific behavior plans often 

indicate antecedent behaviors for staff to attend to prevent bolting behaviors. As a 

secondary prevention system, The Guild utilizes various alarm systems in all its 

residences to prevent occurrences of student elopement. These systems include hard-

wired alarms, motion detectors and battery-operated window and door alarms; the 

specific system used depends on the needs of the students in that particular 

residence. The Guild recognizes no alarm system can replace human supervision and 

monitoring and the primary emphasis in training and coaching continues to focus on 

staff supervision and engagement.  

 

Notification 

               

When any student is found to be missing, the site’s staff will immediately call the police 

describing: height, weight, eye color and hair color of student (refer to student’s 

Emergency Fact Sheet in their record book), a description of what the student is 

wearing, and information about the student’s ability to demonstrate safety skills. The 

site’s staff will then notify the Residential Manager or Overnight Supervisor or Day 

Program Manager who will then notify the appropriate on-call supervisor according to 

the posted on-call schedule (appended to this policy). If not already notified, the 

manager or supervisor taking the call will notify the On-Call Residential Administrator, 

Chief Program Officer/Chief Education Officer, or the Chief Executive Officer. 
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Specific Search Plan: A specific set of steps has been identified in order to 

systematically and thoroughly search for the missing student, while notifying the 

appropriate people in a timely fashion. 

 

In-Servicing: No new employee will be solely responsible for the supervision of any 

student until they have attended the training for this policy. Staff will be in-serviced on 

behavior plans for students who have a history of bolting/running behavior or have the 

potential to exhibit such behavior during their first week of employment. Staff will be in-

serviced on preventative measures to reduce the likelihood of such behavior 

occurring.  

 

Documentation: Data will be collected on student wandering, bolting and running 

away as it occurs, so as to improve the student’s behavior management program and 

to take measures to prevent further occurrence. Data will also be collected on staff 

performance to ensure that professional conduct and compliance with policies and 

procedures is upheld. 

 

Search Procedures  

 

Student Missing from the Day Program 

 

Spend no more than five minutes conducting this search before next steps. If a student 

is discovered missing, an all school “Amber” alert will be announced and all available 

staff will meet in main lobby. 

 

Day Program Building 

 

 The following areas will be searched by staff:  

o the entire day program building including closets, bathrooms, kitchen, 

loading dock. 

 

Immediate Outside Area 

 

 Designated staff will also search: 

o  the wooded area to the north and south of the school building,  

o the north and south parking lots,  

o the Bay Path University wing and  

o the general business park property.   

o Staff will search by car in each of the two directions on Virginia Road.  

When possible, a cell phone should be brought in the car.  Staff should call 

the school every 5 minutes with updates. 
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Notification Procedures for Missing Students 

First: Call Police! 

Second: Call Crisis Support! 

Third: Call Residential Manager or Overnight Supervisor! 

 

8:30 am-3:30 pm 

 

 

On-Call Notification Procedures  

DAY Program (School Days) 

 

Call First 

If you can’t reach this 

person,  

Chief Ed Officer (Weekdays)  

 

Call Second 

If you can’t reach this 

person,  

On-Call Administrator/Ed Manager 

 

Call Third 

If you can’t reach this 

person,  

Maureen Costello-Shea - CPO 

 

Call Last 

 

Amy Sousa-CEO 

 

 

 

Search Procedures 

 

Student Missing from the Residence 

 

Spend no more than two minutes conducting this search before next steps 

 

Search of Residence 

 Immediately search the residence for the student, including all closets, the 

attic and basement, and all common areas - If the student is not found 

within two minutes, call the police, backup staff, and the Residential 

Manager or Overnight Supervisor 

 After the police and the Residential Manager or Overnight Supervisor has 

been called, continue to search closets, attic, basement and all common 

areas.  

 

Search of Immediate Outside Area 

 After the police have been notified of the missing student(s), and backup 

staff and the Residential Manager or Overnight Supervisor has been 

notified, search the outside of the residence, including neighboring yards, 

sidewalks, and streets 
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 If staff cannot search the neighboring area without compromising their 

ability to provide appropriate supervision to the students in the residence, 

backup staff and/or the on-call supervisor will conduct the search. 

 

Search of Community 

 

 If staffing is sufficient, one staff person will search the neighboring area by 

car.  

 If staffing is not sufficient, the staff person on site will immediately call the 

on-call supervisor and back-up house for assistance with the search. 

 

 hotline will be notified (no voicemail)  

 

Agency Notification 

 DEEC and DESE will be notified within 24 hours by the Chief Executive 

Officer or designee 

 The student’s Student Service Coordinator and the Director of Education 

will also be notified at this time (refer to student’s Emergency Fact Sheet in 

their record book) 

 The student’s LEA will be notified by the Director of Education on the next 

school day 

  If for any reason a supervisor (Residential Manager, On-Call Residential 

Administrator, Chief Residential Officer, Chief Executive Officer) cannot be 

reached via cell phone or at home, the on-site supervisor will implement the 

aforementioned plan. 

 

Once Student Is Located 

 

 The person finding the student will notify the residence staff, who will 

immediately notify the Residential Manager, Overnight Supervisor or Day 

Program Manager  

 Residential Manager, Overnight Supervisor or Day Program Manager will 

ensure that arrangements have been made to inform all program 

staff/supervisors, parents/guardians and any outside agencies that have 

been contacted 

 Staff should react neutrally and calmly to the student’s return 

o If there is an established consequence for the particular student, it 

should be implemented immediately.   

 If the student is returned during the night, the student will be directed to 

go to bed 

o An extra staff person will be assigned to provide direct supervision of 

that student 
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 The Residential Manager, Overnight Supervisor or Day Program Manager 

must complete an Incident/Accident report and write a Critical Incident 

Narrative immediately  

  If a student leaves Guild property two or more times in less than 60 days, 

the need for a formal behavior program will be assessed. 

o If child is in DCF custody, this review should be convened by DCF 

area director 

 

 

 

 

3:30 pm-10pm 

 

 

On-Call Notification Procedures  

RESIDENTIAL DAY 

 

Call First 

If you can’t reach this 

person,  

Residential Manager  

 

Call Second 

If you can’t reach this 

person,  

On-Call Administrator  

 

Call Third 

If you can’t reach this 

person,  

Maureen Costello-Shea - CRO 

 

Call Last 

 

Amy Sousa-CEO 

 

 

10pm-8:30am 

 

On-Call Notification Procedures OVERNIGHT 

Call First  

If you can’t reach this 

person,  

Overnight Supervisor 

 

Call Second 

If you can’t reach this 

person,  

On-Call Supervisor 

 

Call Third  

If you can’t reach this 

person,  

Maureen Costello-Shea - CRO 

 

Call Last Amy Sousa-CEO 
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Search Procedures: Student Missing from the Community 

 

 Immediately call the police to report the student as missing providing 

identifying information including: name, height, weight, eye color and hair 

color of student, a description of what the student is wearing, and 

information about the student’s ability to demonstrate safety skills 

 Notify the Residential Manager or Overnight Supervisor 

o The Residential Manager or Overnight Supervisor will notify On-Call 

Residential Administrator, the Chief Residential Officer and the Chief 

Executive Officer. 

 

If initial search is not successful, immediately call the police to report a student is 

missing 

 

Notification of Others After Police Have Been Called 

 

 Notify the Residential Manager, Overnight Supervisor or Day Program 

Manager immediately after notifying the police 

 The Residential Manager, Overnight Supervisor or Day Program Manager 

will notify others as follows:  Chief Program Officer, Chief Education Officer 

the On-Call Administrator  and Chief Executive Officer  

 

Parent/Guardian Notification 

 

 the student’s parents/guardians within 15 minutes or as soon as possible  

 If the student is in DCF custody, the student’s case worker will be notified 

If the student’s disappearance occurs during non workday hours then the DCF 
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Policy Title: Transportation Safety and Use of Vehicles by Program Staff 

Guild Program: Youth  Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC Date(s) Approved by 

Licensing: 2017 

Internal Procedure Reference: Legal Authority References: 606 CMR 3.07 

 

Subject 

 

To establish a written policy regarding the transportation safety, vehicle usage and 

reporting functions by staff of The Guild. 

 

Policy 

 

The Guild shall provide the transportation necessary to implement each student’s 

service plan. All parts of the Guild youth programs will have available means to 

transport students in cases of emergency. In order to provide safe transportation all 

Guild employees will implement the following procedures. 

 

Driver’s License: Upon hire, the employee will give a copy of their current driver’s 

license to the Human Resource Coordinator.  When an employee has renewed their 

driver’s license, the employee will give a copy of their renewed driver’s license to the 

Human Resource Coordinator. 

 

Day Program Sign Out 

 

 Reserve vehicle by signing it out for day/time at Front Desk.   

 Ask Receptionist for vehicle clipboard with mileage sheet and keys. 

 Sign out of building on sign-out sheet at Front Desk.  Include staff and student 

names, time leaving, destination, and telephone number, if available. 

 Upon return Park vehicle in assigned parking area. 

 Ensure interior of car is free of any trash or debris. 

 Lock all doors and windows. 

 Record end of trip mileage and number of miles driven on trip (see 4.1). 

 Return clipboard with keys to Receptionist immediately. 

 Sign back in with time of return. 

 

Mileage Recording 

 

 The mileage sheet on the clipboard must be filled out completely with date, 

time, driver’s initials, initials of person authorizing trip, origin of trip, destination of 
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trip, purpose of trip, beginning mileage, ending mileage and total number of 

miles driven.   

 Any discrepancy in the beginning mileage from the previous recorded ending 

mileage must be   reported to the on-site supervisor, before vehicle is used. 

 Community Trips must be pre-approved by a supervisor. 

 Community trips exceeding 30 miles one way must be pre-approved by the 

Chief Residential Officer, Senior Director of Residential Services or Associate 

Director of Residential Services and initialed where indicated on mileage sheet. 

 

Note: If notifying a supervisor of a mileage discrepancy before using vehicle could 

result in inappropriate student behavior or other program disruption, the report may be 

made at the conclusion of trip.  Under no circumstances is the report to be postponed 

beyond this time. 

 

Vehicle Keys 

 

 Vehicle keys must be locked up in the residence’s medication room/area when 

the vehicle is not in use. 

 Students must never hold vehicle keys or clipboard for any reason. 

 Never leave vehicle keys in unattended vehicle and never leave vehicle 

running unattended.  If you are not sitting in the driver’s seat, the keys must be in 

your possession or locked up. 

 Always check to see if the vehicle keys are locked up before the previous shift’s 

staff leaves.  If staff have taken keys home, you must call them and they must 

return the keys immediately. 

 Extra keys can be accessed from the Director of Facilities and Fleet.  These keys 

must be returned even if the original keys are not located. 

 

Reporting Damage to Vehicles 

 

 All vehicle damage must be reported, including student related damage. 

 As soon as possible after the incident, complete a maintenance slip in the 

on-line maintenance system and inform your residential manager or the on-

call manager and the on-call residential administrator, who will notify the 

Director of Facilities and Fleet.   

 You will need to complete an accident report form, you need to complete 

the form accurately and before leaving your assigned shift. 

 If you are driving a vehicle and hit or are hit by another vehicle, you must 

report the incident, even if there is no apparent damage to either vehicle.  

Also, if an item (e.g., hubcaps, antenna, etc.) is lost/misplaced on vehicle 

while on an outing, this too must be reported.  If you hit something and there 

is no noticeable damage, you still need to report it.  Remember there is no 

consequence for reporting vehicle damage. 

 



The Guild for Human Services  Adult Residential Services 

 

Revised June 2019  98 

 

Winter Operation of Vehicles 

 

Ice Scrapers 

 Only ice scrapers which have been supplied in each vehicle should be 

used to scrape windows of vehicles.  Anything else can damage vehicle’s 

windows and paint finish. 

 Ice scrapers should be stored between second and third seat of each 

vehicle.  If additional ice scrapers are needed, please see Director of 

Facilities and Equipment. 

 In the event of snow, all snow must be cleared off the top of all vehicles 

using the brush on ice scraper. 

 

Cold Weather Starting of Vehicles.  When starting vehicles during cold weather 

(anything below 32)    a few precautions should be taken: 

 Make sure all accessories are shut off (headlights, windshield wipers, 

heater/defroster, radio, etc.). 

 Turn key and when engine turns over, apply moderate pressure to 

accelerator. 

 Most importantly, let vehicle run for a minimum of 2-3 minutes.  This will 

prevent vehicle from stalling out and windows from fogging when students 

get in.  Foggy windows decrease driver’s visibility.  Remember; never leave a 

vehicle running unattended.  If you are not sitting in the driver’s seat, the keys 

must be in your possession or locked up. 

 

Vehicle Safety 

 

 All vehicles have first aid kits and work requirements in the glove 

compartment.  Glove compartments should be locked at all times.  Please 

notify the Nursing Department if supplies from the first aid kit have been used, 

so they may be replaced. 

 All students must wear seat belts. 

 Only students who are 13 years old or older and over 80 pounds can sit in 

the front seat. 

 Always use safety when loading and unloading students from the side of 

the vehicle opposing traffic flow.   

 All vehicles must be parked in designated spaces at residences with all doors 

locked and all windows completely closed. 

 When parking in the community, staff must park vehicles in legal parking 

spaces.  Please take care when students are entering or exiting vehicles, 

(e.g., students opening door and hitting vehicle parked alongside of you).  

Students must always exit the curbside side of vehicle when parked on street.  

 Before locking the vehicle ensure that everyone has exited the vehicle  

 Please always remember to inspect vehicle completely for damage before 

entering it.  This means anytime you get into vehicle. 
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 Staff must follow the speed limit at all times. 

 Use of a cell phone while driving is prohibited.  If you need to use the cell 

phone for an emergency purpose, pull the vehicle over to a safe location. 

 

Vehicle Maintenance 

 

 There is no smoking, eating or drinking allowed in any vehicle. 

 Vehicles must be cleaned out after every use, i.e., pens, students’ points, 

schedules, coats, hat, etc. 

 The vehicles are maintained on a regular basis. 

 

Vehicle Kill Switches. All vehicles have ignition kill switches.    

 

On the Road Emergencies 

 

Should you have an accident, mechanical problem or other problem with a vehicle 

which makes it unusable or unsafe to drive: Staff should call roadside assistance and: 

 If possible move vehicle to a safe location and have one staff member 

phone for assistance.  Additional staff should remain with or near vehicle and 

with students (either inside vehicle or close to it).  If alone, put on flasher 

lights, lock vehicle remove keys and take students with you to call for 

assistance. 

 Staff should call the Guild Day Program (during school hours), on-call 

residential administrator (see clipboard) or on-call maintenance and report 

the problem with the following information: 

 location of vehicle 

 as much information as you can about the problem with vehicle, 

 your location, if it is not with vehicle, 

 number of staff and students 

 Ask for approximate time you can expect assistance. 

 If the road emergency occurs during the evening or weekend, the 

residence staff will call the Residential Manager or On-Call Residential 

Manager and give her/him the above information. 

 In the event of a motor vehicle accident, parents and guardians, human 

service agencies, Department of Early Education and Care, and the 

Department of Elementary and Secondary Education will be notified 

immediately. 

 

For any vehicle damage during residential staffing hours, the Residential Manager 

maintains the following responsibilities 

 

 The Residential Manager or designee is responsible for notifying the Director 

of Facilities and Director of Residential Services of vehicle damage, a vehicle 

accident, or the vehicle’s mechanical failure. 
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 The Residential Manager or designee will request necessary documentation 

and specify how that information will be relayed to The Guild. 

 The Residential Manager or designee, if requesting a vehicle be towed, 

should inform the on-call maintenance and on-call residential manager.  If 

unable to reach this individual, a message should be left on this individual’s 

voicemail/or email. 

 The Residential Manager or designee will notify on-call residential 

administrator concerning any vehicle damage. 

 The Residential Manager or designee in conjunction with the Director of 

Facilities and Fleet will arrange for a spare vehicle to be located at the 

Residence in the event of an emergency. 

 

Staff Training 

 

Training on these policies and procedures is part of the initial Guild Staff Orientation 

and is followed up with additional trainings including overall transportation safety and 

specific student needs as part of continued orientation to their assigned residence. 

 

No vehicle, including personally owned vehicles, shall be used to transport residents 

unless the licensee has assured that the following minimum amounts of liability are 

provided:  Proof must be given to Human Resources. 

  Injury per person   $100,000.00 

  Injury per accident $300,000.00 

  Property damage  $5,000.00 
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Policy Title:  Water Safety 

Guild Program: Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC Date(s) Approved by 

Licensing: 2017 

Internal Procedure Reference: Legal Authority References: 102 CMR 3.08(5) 

 

Policy 

 

To ensure the safety of all Guild students, there will be specific safety procedures and 

staffing ratios in place to provide for and monitor safety around swimming areas. 

 

Procedures 

 

1. Only those facilities (beaches, lakes, pools, etc.) which have prior approval may be 

used. 

2. A certified lifeguard must be on duty or the students DO NOT go in the water. 

3. There must be adequate emergency medical assistance readily available. 

4. Students on seizure or other related medications must wear life jackets and be 

especially monitored (i.e., 1:1 staff). 

5. On each outing students should demonstrate their level of swimming proficiency 

when first entering the water.  Documentation of the student’s level of swimming 

proficiency is to be included in the student’s record (fact sheet, Adapted Physical 

Education or leisure/recreation section of IEP).  In addition, the Guild will maintain a 

list of all students with their level of proficiency.   

6. Upon arriving at any swimming location, the staff member supervising the activity 

will introduce him/herself to the lifeguard on duty and provide information about 

the number of children swimming and their level of proficiency. 

7. At all times, the staff (who swim) to student ratio must be a minimum of one-to-

three (1:3) in the water.  (1:2 if any students are 9 or under).  If the majority of 

students are non-swimmers, additional staff may be needed.  Students requiring 

one–to–one (1:1) staff to student attention for any reason, must only go in the water 

when a staff member (who swims) is in the water specifically with them. Examples: 

Three (3) staff (all of whom swim) to six (6) students - two (2) of the students require 

1:1 – remaining four (4) cannot go in the water. Three (3) staff (one of whom does 

not swim) to seven (7) students - one of the students require 1:1 – only four (4) 

students may be in the water at one time if the student requiring 1:1 is one of them.  

If the student requiring 1:1 is not in the water, the other six (6) students may be (with 

staff who swim). 

8. Students requiring one – to – one (1:1) staff to student attention for any reason, must 

only go in the water when a staff member (who swims) is in the water specifically 

with them.  A Buddy system should be employed for all students. 
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9. Suntan or sun-filtering lotion is required for all students.  Hats and umbrellas are also 

necessary for students taking medication. 

10.  Students who splash, run, push or exhibit other inappropriate behavior which might 

result in an accident or injury to themselves or others must leave the water and/or 

pool area.  If this results in a change in the above stated staff to student ratio or 

coverage, then staff/student (s) must leave the water area. 

11.  Staff must communicate to one another which children they are watching and 

should count heads periodically.  

12.  Any boats utilized for recreational purposes must comply with any required federal, 

state or local registration, and meet safety standards. 

13.  All students engaged in boating activities shall wear personal floatation devices 

and must be accompanied by staff.  It is important to make sure the label on the 

floatation device is Coast Guard Approved. 

14.  Before embarking on any boating activities, staff must obtain authorization from 

the Chief Education Officer or designee; if during Residential hours the Chief 

Program Officer or Director of Residential Services. Information will be provided 

regarding the location of the boating trip, which staff and students will be 

attending, and the duration of the trip.  The trip cannot take place unless 

authorization has been obtained. 
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Policy Title:  Food and Wellness Program 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 18.06:7, 102 

CMR 3.07(6) 

 

 

Goals 

 

The Guild for Human Services (GHS) will take a multifaceted approach to provide a 

school environment that enhances the health and wellness of both students and staff 

through the promotion of healthy foods and beverages, physical activity, and nutrition 

education initiatives.   

 

School Food Service 

 

The school food service department will: 

 Provide meals that meet the United States Department of Agriculture’s (USDA) 

Federal & Massachusetts School Meals Standards for nutritional content and 

portion sizes, 2014-15. 

 Follow the USDA ‘Dietary Guidelines for Americans, 2010.’ 

 Follow the Hazard Analysis & Critical Control Points (HACCP)-based school food 

safety plan which includes Standard Operational Procedures. 

 Make nutrition information available to students for non-prepackaged 

competitive foods and beverages served in the cafeteria. 

 

School Breakfast 

 

Since The Guild is a residential and day program, most students eat breakfast at their 

residence before school.  The students and staff may also eat breakfast in the school 

cafeteria.  The daily breakfast menu will follow the nutritional standards set forth by the 

current (2014-15) USDA & Massachusetts National School Breakfast Program.   The 

school breakfast menu consists of a selection of whole grain cereals, a gluten-free 

cereal, oatmeal, fat-free or low-fat milk, lactose-free milk or soy milk, non-fat yogurts or 

soy yogurt, a selection of four fresh fruits, 100% fruit juices and pure water.  Breakfast 

selections are available all day. 

 

 

School Lunch and Breakfast Program 
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Our school and residential programs will follow school lunch and breakfast standards 

outlined in the current (2014-15) (USDA) “Nutrition Standards in the National School 

Lunch and School Breakfast Programs.” 

 

Our school lunch program will offer: 

 Seasonally designed menus to reflect fresh produce availability.   

 A minimum of four fresh fruits daily.  These are available throughout the entire 

school day, free of charge. 

 A daily salad bar featuring seventeen selections, which will include: fresh 

vegetables, fruits, lean protein sources, beans/peas (legumes) and low fat 

salad dressings. 

 A daily hot lunch menu including a variety of vegetable subgroups (3/4 – 1 cup) 

serving size, such as from dark green, red/orange, beans/peas (legumes) & 

starchy vegetables. 

 A variety of (100%) whole grains (10-12 oz equivalent minimum weekly.)  

 Lean protein and protein alternative sources (10-12 oz equivalent minimum 

weekly.)  

 Foods containing <10% of total calories from saturated fat. 

 Trans fat ‘free’ foods (zero grams per serving.)  The Federal Drug Administration 

(FDA) allows products with less than .5 gm per serving to count as zero. 

 Low-fat unflavored (1% or less) and fat-free milk (including alternative beverages 

such as lactose-free and soy.)  Serving size is 8 oz. 

 100% juice.  Serving size is 4 oz. 

 Reduced sodium foods. 

 Foods and beverages that do not contain any artificial sweeteners. 

 Pure water throughout the day free of charge. 

 Lunches that contain no more than 850 calories. 

 Nutrition information daily to students for non-prepackaged competitive foods 

and beverages served in the cafeteria. 

 

Competitive Foods and Beverages 

 

Competitive foods include all foods and beverages sold or provided as a la carte 

items in the school cafeteria, school buildings, including classrooms and hallways, 

school stores, snack bars, vending machines, booster sales, fundraising activities and 

school-sponsored or school-related events and any other location on school property. 

All competitive foods and beverages are not part of the School Breakfast and Lunch 

Programs, which is regulated by the USDA and Nutrition Service. These standards do 

not apply to competitive foods and beverages sold up to 30 minutes before or 30 

minutes after the school day. 

 

The Guild for Human Services will follow the MA Department of Public Health (DPH) 

and the (2014-15) MA Department of Elementary and Secondary Education (ESE) 

nutrition standards for competitive foods served or sold during the school day.   
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All competitive foods and beverages shall reflect a healthy school environment.  

Purchases of all school snacks will follow the Massachusetts School Nutrition Guidelines 

for Competitive Foods and Beverages to Promote a Healthier School Environment and 

will be selected from the John Stalker Institute of Food and Nutrition’s Massachusetts 

‘A’ List.  

 

Competitive Food Standards 

 

The standards listed below are taken from the ‘Massachusetts School Nutrition 

Regulations for Competitive Foods and Beverages At-a-Glance’ from the ‘Healthy 

Students, Healthy Schools: Guidance For Implementing The Massachusetts School 

Nutrition Standards For Competitive Foods And Beverages.’  

 Juice: 100% fruit or vegetable juice; no added sugar. 

 Juice – Portion Size Limit: No more than 4-ounce servings. 

 Milk: Low-fat (1% or less) and fat-free milk. (including alternative beverages such 

as lactose-free and soy): 

 Milk – Portion Size Limit (including alternative beverages such as lactose-free and 

soy): No more than 8-ounce serving. 

 Milk – Added Sugar (including alternative beverages such as lactose-free and 

soy): Flavored milk with no more than 22 grams of total sugar per 8 ounces.   

 Water: No added sugars, sweeteners or artificial sweeteners. May contain 

natural flavorings and/or carbonation. 

 Beverages with Added Sugar or Sweeteners: Any beverages with added sugar 

or sweeteners are prohibited.  A school may provide or sell flavored milk or milk 

substitutes that contain the same amount or less sugar than plain, fat-free or 

low-fat milk. 

 Other Beverages (Soda, sports drinks, teas, waters, etc.): No beverages other 

than juice, milks, milk substitutes and water may be sold or provided. 

 Calories: Foods shall not exceed 200 calories per item; except a la carte entrees 

which shall not exceed calories of comparable NSLP entrée items.   

 Total Fat: No more than 35% of total calories from fat per serving with the 

exception of 1 oz. nuts, nut butters, seeds or reduced fat cheese. 

 Saturated Fat: No more than 10% of calories from saturated fat. 

 Trans-Fat: Must be trans- fat free. 

 Sugar: No more than 35% of total calories from sugars.  Exceptions include 100% 

fruits with no added sugar; and non-fat or low-fat yogurt, including drinkable 

yogurt, with no more than 30 g total sugar per 8 oz. 

 Sugar Exemptions:  100% fruit juice; low-fat or non-fat yogurt (including drinkable 

yogurt) with no more than 30 grams of total sugars, per 8-ounce serving. 

 Sodium: No more than 200 mg of sodium per item; except a la carte entrees 

which shall contain no more than 480 mg sodium per item. 
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 Grains:  All bread and other grain-based products shall be whole grain i.e. whole 

grain should be listed first in the ingredient statement.  These include crackers, 

granola bars, chips, bakery items, pasta, rice, etc. 

 Caffeine:  No food or beverage may contain more than trace amounts of 

caffeine.  

 Artificial Sweeteners: No food or beverage shall contain an artificial sweetener. 

 A packaged item may contain no more than one serving per package. 

 Maximum Portion Sizes: Chips, crackers, popcorn = 1.25 oz.; Cookies, cereal bars 

= 2 oz., Bakery items (whole grain) = 3 oz.; Trail Mix, nuts & seeds = ≤ 1.25 oz. & 

Nut butters = 4 Tbsp. 

 

Green School Policy 

 

Over the past year, (GHS) has implemented ‘green school’ initiatives, which will 

become part of our wellness policy. These include: 

 

Cafeteria 

 

 Replacing all Styrofoam products with environmentally-friendly paper products 

(Cafeteria and Coffee Shop.)    

 Recycling plastic cups and flatware. 

 Using only environmentally-friendly cleaning products. 

 

School (General) 

 

The school will follow the trash and recycling guidelines set forth by the town of 

Concord.  Other recycling measures include: 

 Paper recycle bins are now located in each classroom. 

 Students now help recycle plastic, bottles & cans. 

 The Facilities Maintenance Department continues to recycle light bulbs, 

batteries, computer ink.   

 Using environmentally-friendly cleaning products throughout the school. 

 

Classroom Snacks 

 

Purchases of classroom snacks will follow the Massachusetts School Nutrition Guidelines 

for Competitive Foods and Beverages to Promote a Healthier School Environment.  

Selection of snacks will be taken from the John Stalker Institute of Food and Nutrition’s 

Massachusetts ‘A’ List. 
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Student Incentives/Rewards 

 

Staff and adults should refrain from using foods and beverages as rewards for 

discipline or academic performance (unless outlined in a student behavior plan or IEP) 

and should seek age-appropriate non-food alternatives.   

 

Classroom, Birthday Parties, Celebrations, Special Events & Holidays 

 

Staff members will limit the use of high fat, high sugar candy, snack foods and 

beverages in the classroom and on school campus for birthday parties, celebrations, 

special events and holidays.  To create a healthy eating environment, mainly nutritious 

foods and beverages should be offered.  

 

Fundraising 

 

Fund raising activities in general will not include foods and beverages of minimal 

nutritional value and should follow the USDA & Massachusetts National School Nutrition 

Program standards, 2014-15.  However, occasional bake sales are permitted. 

 

Nutrition Education 

 

The main goal of our nutrition education program is to influence healthy eating 

behaviors.  Two nutrition classes are offered during the school year. The curriculum 

shall include, but not limited to the following essential components designed to help 

students learn age appropriate nutrition knowledge and engage in interactive 

classroom sessions.   

 

At the middle and secondary school level, the students will learn: 

 The role of nutrients for growth, development, and health. 

 The fundamentals of a healthy diet by exploring myplate.gov 

 To identify teenage eating trends. 

 Factors that influence food choices. 

 How the media influences food & beverage choices. 

 Understanding food portions. 

 Meal planning. 

 How to read food labels. 

 Set personal healthy eating goals. 

 Food safety and sanitation skills. 

 Simple healthy food preparation / reading a simple recipe. 

 Kitchen math measurement skills. 

 Field Trips: Visit local farms & Farmers’ Markets during the spring, summer and fall 

seasons. 
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 Nutrition class activities are sometimes linked directly to the cafeteria.  Students 

often conduct ‘taste-tests and surveys’ for new or seasonal foods such as fruits 

and vegetables. 

 

Physical Education/Physical Activity 

 

The main goal of our physical education & recreation curriculum is to offer daily 

physical education/recreation activities to help maintain adequate levels of physical 

fitness for health and wellness and motivate students to adopt a physically active 

lifestyle. 

 

Our program will: 

 Offer year round daily opportunities for all students to participate in scheduled 

physical/recreational classes or activities. 

 Provide opportunities for students to participate in scheduled physical activities 

after school and weekends recreationally and through local youth sports 

programs in coordination with our residential program.   

 Foster the development of motor skills. 

 Help secondary students learn how to develop and assess individual fitness 

goals. 

 Conduct a GHS fitness assessment for each student on quarterly basis during the 

school year. 

 

Staff Wellness 

 

Our staff should serve as role models to our students for healthy eating and physically 

active lifestyles.  We encourage staff to: 

 Maintain a physically active lifestyle by offering incentives to join a local health 

club. 

 Participate in our Halloween Fun Run and our spring ‘Walk for Health’ activity. 

 Dine in our school cafeteria, which offers a wide variety of healthy foods and 

beverages along with piped in ‘soft’ music. 

 Select snacks if desired from our school’s vending machines, which are stocked 

with healthy food & beverage choices recommended from the Massachusetts 

John Stalker ‘A’ List. 

 

Residential Program Wellness Policy 

 

The residential program’s wellness policy will be an extension of our School Wellness 

Policy.  These guidelines are outlined below.  Each residence will follow the current 

(2010) USDA Dietary Guidelines for Americans. 
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Daily Breakfast Menu* 

 

The daily breakfast menu will follow the nutritional standards set forth by the USDA & 

Massachusetts National School Breakfast Program for meal planning for their specific 

age group. 

*Alternative Breakfast Option:  If a student refuses breakfast before school at their 

residence, they will be offered a second opportunity to eat breakfast at the school 

cafeteria.  The school breakfast menu consists of a selection of whole grain cereals, a 

gluten-free cereal, oatmeal, fat-free or low-fat milk, lactose-free milk or soy milk, non-

fat yogurts or soy yogurt, a selection of  

four fresh fruits, 100% fruit juices and pure water.   

 

Lunch Menu* 

 

The lunch menu is served on weekends, school vacations and snow days. This menu 

will follow the nutritional standards set forth by the USDA National & Massachusetts 

School Lunch Program for meal planning for their specific age group. Whole grains, 

lean proteins and protein alternatives, fat-free or low-fat dairy products or substitutes, 

fresh vegetables & fruits, 100% fruit juices and pure water is highlighted.  The students 

will help design menus as well as take part in the food shopping process.  On 

occasion, the students will have the opportunity to dine out at local restaurants. 

*Alternative Lunch Option:  If a student refuses the prepared dinner, they will be 

offered an alternative meal of the day 

 

  

 

Our daily dinner menus will follow the nutritional standards set forth by the USDA 

ChooseMyPate.gov for meal planning for their specific age group.  Whole grains, lean 

proteins and protein alternatives, fat-free or low-fat dairy products or substitutes, fresh 

vegetables & fruits, 100% fruit juices and pure water is highlighted. The students will 

help design menus as well as take part in the food shopping process.  On occasion, 

the students will have the opportunity to dine out at local restaurants. 

*Alternative Dinner Option:  If a student refuses the prepared dinner, they will be 

offered an alternative meal of the day 

 

Beverages and Snack Foods  

 

Each residence will follow the beverage standards outlined in the National School 

Lunch Program.  Healthy snack choices are a priority.  The staff will refer to the 

Massachusetts  

“A-cceptable” Snack List prepared by the John Stalker Institute of Food and Nutrition 

for  

guidance when purchasing healthy snacks and beverages. 
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Physical Activity 

 

Residential staff will: 

 Follow the physical activity guidelines outlined in the USDA Dietary Guidelines for 

Americans, 2010 by encouraging students to be physically active for at least 30 

to 60 minutes on most days. 

 Encourage students to participate in planned daily leisure physical activities and 

in community sponsored recreational physical activities or sports programs on a 

regular basis. 

 

‘Green’ Residence Policy 

 

Recycling:  Each school residence will follow the recycling rules set forth by its 

city/town.  In addition, the school’s Facility Maintenance Department routinely collects 

and recycles batteries, light bulbs and computer ink cartridges. 

General: Residences will not purchase water in plastic bottles. Environmentally-friendly 

water bottles are used for traveling outside the residences when needed. 

 

Student Incentives/Rewards 

 

Staff and adults should refrain from using foods and beverages as rewards for 

discipline or academic performance (unless outlined in a student behavior plan or IEP) 

and should seek age-appropriate non-food alternatives.   

 

Birthday Parties, Celebrations, Special Events & Holidays 

 

Staff will limit the use of high fat, high sugar candy and snacks for parties, celebrations, 

special events and holidays. The staff will promote a healthy eating environment by 

also serving nutritious foods and beverages outlined in our School Wellness Policy 

above.   

 

Food Safety 

 

To avoid food-borne illness, staff and students will follow the food safety guidelines 

outlined in the USDA’s ‘Dietary Guidelines for Americans, 2010. 
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Policy Title:  Staff Training and Development 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 18.05(11)(g)(h) 

102 CMR 3.04(7) 

 

Policy 

  

The Guild recognizes the importance of staff training in order to fully develop the 

potential of staff and students. As professionals in the field of Human Services it is our 

responsibility to teach our staff all the skills necessary to work with the specific 

population served.  

 

The Guild further recognizes that licensing agencies require that all new employees 

receive an orientation to the program. Licensing agencies also require that full-time 

and supervisory staff must attend a minimum of 24 hours of training per calendar year; 

part-time and weekend staff must also attend a minimum of 24 hours of training per 

calendar year. The Guild will provide an average of two hours per month of in-service 

training to all staff. The training will be consistent with the needs of the population 

served. 

 

Pre-service Training 

 

Pre-service training is conducted for all full and part time employees. All Direct 

Program Employees are required to attend an 18-hour training which runs over the 

course of a two week training period. These courses covers topics that enable our staff 

to work with this population. Topics may include and not be limited to: 

 

- Introduction to Applied Behavioral Analysis and Positive Behavioral  

  Supports 

- Reading and Running Behavior Support Plans 

- Abuse and Neglect – Mandated Reporting 

- Bullying Prevention 

- Incident/Accident Reports 

- CPR/First Aid 

- Exposure Control 

- Safety Procedures (Emergency and Evacuation Procedures) 

- Safe Driver Training/Transportation Safety 

- Activity Schedules 

- Medication Administration MAP (Residential Staff only) 
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- Positive Guidance 

- Health Issues 

- Data Collection 

- Basic Human Rights 

- Supporting Sexuality 

- Skill Acquisition Plans 

- Occupational Therapy 

- Vocational Services 

- Person Centered Planning 

- Crisis Prevention/Intervention 

- Counseling Services 

- Trauma Informed Care 

- Nutrition 

- Augmentative and Alternative Communication 

- Student Activity Schedules 

 

Training for Interns and Volunteers 

 

Interns who are enrolled in an accredited undergraduate or graduate program may 

obtain an intern training experience at The Guild for Human Service.  Interns must 

meet the same training criteria established above for all paid staff.  If an intern does 

not meet the minimum training criteria establish then they cannot meet the 

requirements for their internship and will not be able to work independently with any of 

the individuals served. 

 

Volunteers, who have been interviewed, and wish to provide direct services to the 

individuals served, may not work independently with those individuals.  They must be 

accompanied, at all times, by a Guild employee who has received all of the required 

training. 

 

Preservice is conducted within the first 3 months of a new employee's start date. 

Instruction for Preservice topics are given in a variety of learning modalities including 

lectures, video, written modules, group problem solving, homework assignments, role-

playing, and classroom observation. Embedded within the training sessions are 

competency based activities including written exams, verbal checks, and visual 

demonstrations. 

 

Ongoing Training 

 

All staff are required to attend ongoing in-service training programs in order to gain 

knowledge or acquire skills. 

 

CPI/Physical Restraint, CPR, First Aid and Exposure Control Plan are in-services that all 

program staff are required to attend annually or bi-annually and hold valid training 
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cards. CPR/AED and First Aid training are provided by certified Red Cross certified 

trainers. If, for some reason, it is not possible to provide the CPR/AED/First Aid training 

by an in-house certified trainer staff will be required to attend training at an outside 

facility. The Guild has staff who are certified as CPI/ Physical Restraint trainers. . CPI/ 

Physical Restraint and CPR/AED/First Aid training sessions are scheduled on a regular 

basis. 

 

Supplemental In-Service Training: This refers to training sessions that occur outside the 

agency. If the workshops are appropriate for our population and staff training needs, 

the information is then passed on to appropriate supervisory staff. 

Supervisors decide if they will attend or if it is appropriate to send one of their 

employees. After the employee attends the workshop and if it is determined that the 

workshop could be useful information for other members of the agency, the employee 

may then be asked to in-service other staff. Under-graduate and graduate level 

courses in a related course of study are encouraged. 

 

Training Plan Implementation and Coordination: The Director of Professional 

Development shall be responsible for the development of the Annual Training 

Calendar, and shall coordinate all Orientation, Preservice, Formal In-service and 

Informal In-service Trainings.  

 

Procedure for the Recording of Trainings: Training attendance is recorded on a Staff 

Training Attendance Sheet/Log. The Staff Training Attendance Sheet is turned in to 

Training staff after the training. Training hours are tracked for each employee. If 

pertinent, a copy of any training certificates or post-tests is placed in the employees' 

personnel file.  
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Policy Title:  Unusual Incident/Accident Reporting 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References:  

 

Unusual Incident/Accident Reports are legal documents reviewed by a number of 

outside regulatory agencies including the Human Rights Officer. These reports part of a 

students’ permanent records.  

 

Incident Reports should be filled out as soon as possible after an incident and no later 

than 24 hours after the incident. After an Incident Report has been written and signed 

by those involved in the incident the report is submitted to the IA box in Guild School 

lobby. 

 

Unusual Incident/Accident Reports should be filed in cases where 

 A student’s movement is suppressed (for example, restraint) 

 A student has been involved in an accident 

 An unusual incident such as a major aggression or disruption has occurred 

 Any bolting behavior has occurred 

 A student reports that his or her human rights have been violated 

 Any sexual incident between students 

 Any disruptive or aggressive behavior in Guild vehicles 

 

When filling out an Incident/Accident Report  

 Write the report in pen. 

 Do not use whiteout when writing the report. If you make an error, then cross out 

with a single line or copy over. 

 Fill out all sections of the form. If a section does not apply to the particular incident 

you are reporting then write “N/A”. 

 Only one student’s last name may appear on an incident report. All other students 

will be referred to by the student’s initials. 

 If other students are involved in the incident, separate Incident Reports must be 

written for each student. 

 

All of the following information should be included in Incident/Accident Reports:  

 The student’s full name 

 If there was no injury, injured and saw the nurse, or injured and saw a doctor. 

 The initials of other students involved in the incident, if they were not injured, injured 

and saw a nurse, or injured and saw a doctor. 



The Guild for Human Services  Adult Residential Services 

 

Revised June 2019  115 

 

 The initials of other students present at the incident, if they were not injured, injured 

and saw a nurse, or injured and saw a doctor. 

 The Date; including month, day, and year. 

 The specific location where the incident occurred (circle all that apply) 

 The Behavior Plan category: Non-restrictive, I, II, III 

 

 Complete signature and title of staff writing the incident. If the incident involved a 

restraint then all staff involved in the restraint must sign. 

 Check off if there were no injury to staff, if they were injured and saw the nurse, or if 

they were injured and saw the doctor. 

 Restraint monitor refers to the person who oversees the restraint. That is, the person 

who makes sure the student is safe during the restraint. There is observation for : 

- Respiratory distress, as evidenced by coughing, wheezing, gasping 

air, pale skin color, blue discoloration of the lips. 

- Seizure activity 

- Other medical conditions, such as vomiting, excessive gagging. 

- If a student is injured, unless hold is to prevent further injury. 

- If staff is unable to safely execute the restraint (e.g.) too few staff, 

environment not safe, staff is unable to hold the student. 

 Start and stop time for the incident. Include whether it occurred at am or pm. 

 

 Describe the antecedents (events/behaviors) prior to the Incident/Accident. 

 Describe the students general behavior that day (recent days, if possible). 

 Include what activity the student was engaged in prior to the incident. 

 

 Describe behaviors in the order in which they occurred. 

 Describe behavior in specific, objective, measurable terms. For example, instead of 

writing, “student aggressed toward staff” write “Mary punched staff in stomach 2 

times”. 

 Report only what was seen and done (if a student tells you that another student hit 

him, report that). 

 

 Circle the behaviors the student exhibited. 

 Write any other inappropriate behaviors the student exhibited in the space 

provided 

 

 Circle any de-escalation efforts. 

 Write any other techniques used in the space provided (e.g. Engaging other 

students in appropriate interactions and playing) 

 

 Circle the restraint type used and if more than one type then sequentially ordering 

them (e.g. 1, 2, 3...) 

 Write any other type of restraint used in the space provided. 
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 Record the restraint start time, restraint stop time, restraint duration, and the 

number of attempts to fade the restraint. 

 Attempts to fade the restraint should be made as soon as the student stops actively 

resisting the restraint. 

 Record new restraints when an attempt to fade exceeds 1 minute.  That is, you 

release your hold and the student is not exhibiting any dangerous behavior to 

him/herself or others that cannot be blocked and 1 minute passes. If the student 

exhibits a behavior that is dangerous to him/herself or others and cannot be 

blocked and a restraint is needed then you would then begin a new restraint. If the 

student began to exhibit dangerous behavior to him/herself or others in less than 1 

minute from the release of the previous restraint and they could not be blocked 

and needed to be restrained again then the previous restraint time would 

continue. 

 

 Administrative designee refers to those people who need to be notified when any 

restraint occurs (and who can give permission to continue a restraint beyond 

certain time periods). 

 Those people who participate in a restraint, no matter what their position, cannot 

take on the Administrative Designee Position and grant approval for restraints.  

 

An Administrative Designees needs to be notified if a restraint lasts longer than 20 

minutes. 

 

Processing refers to the student receiving an opportunity to discuss why s/he was 

restrained and alternative responses they could have exhibited to avoid the restraint. 

Based on cognitive functioning levels processing is offered to those students who 

possess the ability to gain insight into the inappropriate nature of their behavior 

without being inadvertently reinforced by the 1:1 attention of the processing. Each 

students Behavior Program specifies if s/he has processing as a component. 

 

Follow-up actions refer to what staff will do to minimize the likelihood of future restraints 

for this student (e.g. team meeting to discuss Behavioral Program revisions, etc.).  

 

Medical Care refers to if either the student or staff involved received an injury and was 

seen by the nurse. The nurse will comment on an as needed basis to the follow-up they 

provided and initial their statement.  

 

Behavior after incident refers to how the student is behaving following the incident. It is 

important that the student be “on-track” and earning there scheduled reinforcement 

as soon as possible after an incident to help foster appropriate behavior. 
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Policy Title: Disaster Plan for all Guild Sites 

Guild Program: Youth 

Programs 

Date Approved by 

CEO: 6/7/19 
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6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 
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The purpose of these procedures is to insure the safety of students and staff when 

there is emergency situation that may cause closure of any part of The Guild. These 

emergency situations can include, severe weather, fire, structural damage to any of 

the buildings, or ongoing threat to a specific Guild location. In those cases, a disaster 

evacuation plan will be followed.  

 

Disaster Plan – Day Program 

 

Certain emergency situations may require that The Guild’s main building at 521 

Virginia Rd, Concord, Massachusetts be evacuated for a period of time. In case of an 

evacuation, the following procedures should be followed: 

 

1. For situations requiring an evacuation period of one day or less, occurring during 

day program hours, the following options are available: 

 

a) Early dismissal of students; 

b) Relocation of students and staff to residences and providing programming at 

residences; 

c) Participation in appropriate community activities. 

 

2. For situations expected to last beyond one program day, but for a short period 

of time, the following options are available: 

 

a) Day students remain home for the period; 

b) Residential students remain in the residences and staff provide programming at 

the residences; 

c) Participation in appropriate community activities; 

d) Any combination of the above. 

 

3. For situations expected to last a longer period of time, an alternative facility will 

be located. 
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4. In all emergency situations, the Chief Education Officer and the Chief Program 

Officer, and/or their designee must be notified. They will arrange for notification of 

DESE, DEEC, DCF, DDS, parents, police, fire department, hospitals and others as 

appropriate. 

 

5. See Emergency Phone Number list, located in Policy/Procedure Book. 

 

Disaster Plan – Residential Program 

 

Certain emergency situations may require that a residence be evacuated for a period 

of time. All staff should be aware of the Evacuation Procedure for the residences. In 

case of an evacuation, the following procedures should be followed: 

 

1. For situations requiring a short evacuation period (a few hours) or occurring 

during day or early evening hours, the following options are available: 

 

a) Relocation of students and staff to one or more of the other residences:  

If relocation is necessary, Pine House should take students to Willow House.  Willow 

House should divide students and take one half to Maple and one half to Pine.  

Sassafras House should take female students to Willow and male students to Cedar; 

Cedar House should divide students between Sassafras and Pine. Dogwood House 

should take students to Chestnut House.  Mulberry should divide students between 

Dogwood House and Chestnut House.   Chestnut should take students to Dogwood.  

All students should be transported via the residential vehicles, unless accessing it would 

present a danger. In this instance, go to the nearest neighbor and telephone for 

assistance. 

b) Relocation to the Main Building; 

c) Participation in an appropriate community activity. 

 

The On-Call Residential Administrator or Overnight Supervisor, in conjunction with the 

Residential Manager, should make the decision to evacuate.  The Chief Program 

Officer should be notified. A report of the situation and how it was resolved should be 

made in the residence’s Log Book. 

 

2. For situations occurring during the late evening or night-time hours or expected 

to last overnight, the following options are available: 

 

a) As many students as possible should be relocated to other residences without 

exceeding the maximum licensed capacity per residence; 

b) Arrangements should be coordinated by the Chief Program Officer for the 

accommodation of the remaining students and staff at the Main Building for the night; 

c) Alternative arrangements may be made at the discretion of the Chief Program 

Officer.  
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The On-Call Residential Administrator or Overnight Supervisor, in conjunction with the 

Residential Manager, should make the decision to relocate.  The Chief Program Officer 

should be notified. The Residential Manager(s), On-Call Residential Administrator, Chief 

Officers and Maintenance personnel will be notified of the evacuation and those 

available to assist will immediately proceed to designated evacuation sites.  

 

3. In all emergency situations, the On-Call Residential Administrator or Overnight 

Supervisor must be notified. They will arrange for notification of all other personnel 

including the Chief Program Officer, parents, police, fire department, hospitals and 

others as appropriate. If relocation is necessary, the Chief Program Officer will notify 

DEEC (508) 798-5180 within 24 hours. (Please refer to emergency fact sheet for this 

information).  

 

See Emergency Phone Number list, posted at each residence.  
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Policy Title: Concord Headquarters Fire Alarm and Evacuation Drills 

Guild Program: Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DEEC Date(s) Approved by Licensing: 

2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 18.05(10); 102 

CMR 3.08(2)(a) 

 

Subject 

 

To establish a written policy regarding the conducting of fire drills as part of its fire 

Safety program. The instruction, duties and guidelines are intended to organize an 

effective safety and emergency program for all students, staff and visitors.  The plan is 

intended to cover emergencies, such as fire, safety, bomb threats and emergencies 

that require evacuation.  

 

Policy 

 

The Guild for Human Services will implement, maintain, review and make available for 

all employees a written policy regarding the practices related to the conducting of 

fire safety drills as part of the fire safety program. All Guild Staff will follow this policy in 

assisting the students to learn of fire safety. 

 

Procedures  

 Fire drills should be conducted at least quarterly at The Guild School and 

Headquarters. 

 Record the results of every fire drill in the fire drill log. 

 The Director of Facilities or designee will schedule the fire drill. Staff will not be 

notified that it is scheduled.  

 Notify the Director of Quality Assurance, Chief Operating Officer and Chief 

Education Officer to confirm date and time of drill. The designated on-site Bay 

Path Administrator will also be notified 

 Call J&M Brown fire and monitoring service at 617-522-6800 to take the fire alarm 

system off line. A buffer of three hours will allow enough time to conduct drills 

without the risk of a false alarm if a shorter time frame is exceeded.  

 Call Paradigm Properties (Landlord for the other park buildings) to notify of the 

fire drill event. Also notify the Concord Fire Department of the planned event. 

 Confirm all student lists are updated and are provided to the monitors prior to 

the drill. 

 Check walkie-talkie to ensure batteries are in good condition, all units are 

operational and they are programmed to the correct channel. 
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 Timing of the drill will start when the alarm is activated and ending when the last 

student and staff have exited the building. 

 Staff, students and visitors will exit according to the posted emergency exit 

routes 

  Silence the fire alarm after the drill has ended and put the system back on-line.  

 Confirm attendance has been taken and all students and staff are outside of 

the building and at the designated safe areas.  

  Students may not re-enter the building until all of the students have been 

accounted for and the alarm is off 

 After attendance has been completed students and staff may file back into the 

building slowly. 

 The Guild’s Director of Facilities will gather the attendance sheets and attach 

them to the fire drill evacuation report. 

 Fire drill reports will be reviewed with the Director of Quality Assurance, Chief 

Operating Officer and Chief Education Officer for signatures, performance and 

process changes (if needed).  

 All reports will be stored and accessible to the Chief Operating Officer, Director 

of Quality Assurance, Chief Education Officer and Director of Facilities.  

 

Designated assembly areas 

 

 Staff, students and visitors exiting the second floor West will turn left and proceed 

to the Playground lawn area on the Northwest side.  

 Staff, students and visitors exiting the second floor East will turn right and 

proceed to the side parking and tree lawn area north East side. 

 Staff, students and visitors exiting the first floor East will turn right and proceed to 

the Playground lawn area on the Northwest side. 

 Staff, students and visitors exiting the lower lobby will turn right and proceed 

around the building to the parking and tree lawn area on the Northwest side.  

 Occupants in the Bay Path side (first floor East) will, proceed down the walkway 

and turn left on to the side parking and tree lawn area on the north East side.   
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Policy Title:  Residential Fire Alarms and Drills 

Guild Program: Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 18.05(10); 102 

CMR 3.08(2)(a) 

 

Subject 

 

To establish a written policy regarding the conducting of fire drills as part of its fire 

safety program within the Residential Program of The Guild for Human Services. 

 

Policy 

 

The Guild for Human Services will implement, maintain, review and make available for 

all employees a written policy regarding the practices related to the conducting of 

fire safety drills as part of the fire safety program of its residential program.  All Guild 

Staff will follow this policy in assisting the students to learn of fire safety. 

 

Procedures  

 Fire drills should be run at least once a month at each residence. 

o Fire drills must be run on the day of admission to the residence for any new 

student or any student transferring to the house from another Guild house 

(and on the first night of opening any new house) 

 Fire drills  each quarter will include 

o A regular awake drill  

o A drill on all shifts (weekend day, afternoon, and overnight.) 

 Alternately (every other month)  

 An asleep drill 

 A blocked-exit drill  

 Staff may select to use an incidental fire drill as their monthly drill, however, 

asleep/blocked drills must also be run that quarter regardless of the number of 

incidental drills 

 Record the results of every fire drill in the fire drill log. 

 Designated areas for students and staff to respond to during the fire drill include: 

o Cedar House                 - End of driveway. 

o Chestnut House           - End of main driveway with garage. 

o Maple House               - Corner of Briar Hill Lane and Mallard Way. 

o Mulberry House  - End of driveway 

o Dogwood House                  - End of driveway. 

o Sassafras House                 - End of driveway. 
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o Pine House         - End of driveway. 

o Willow House          - End of driveway. 

 To run a regular awake drill 

o The residential manager or designee may or may not tell all staff on duty 

they are going to have a drill. 

o One staff should be available to “pull” the alarm. 

o Whenever possible make sure that the students are wearing shoes and 

weather appropriate clothing. 

 

 While staff should allow students the highest level of independence during a fire 

drill, verbal and physical prompts should be given as indicated in a student’s 

self-preservation assessment and IEP 

 Staff must allow students who have been assessed as independent in self-

preservation at least one minute without any prompts 

 After this time, staff should go into the house to assist the student in evacuating 

out of the house using the least restrictive prompts possible 

 All students must remain outside until everyone is out of the house 

 Staff may not shut the alarm off until all of the students are outside 

  Students may not re-enter the house until all of the students have been 

accounted for and the alarm is off 

 ALL students must evacuate each time the fire alarm goes off, regardless of the 

time of day or activity 

 All students must remain in the designated area until staff indicates it is okay to 

reenter the residence 

 To run a blocked exit drill 

 

o Follow the above procedures EXCEPT 

 One staff should remain inside to block the usual exit Staff should 

stand in front of the door and shake their head “no” 

 To avoid confusion for the students 

 Staff may want to run through possible scenarios with students 

before the drill 

o For example, “What if the fire is in the front hall?’ 

 Proceed with the drill as usual, using the least restrictive cues to 

evacuate the students. 

 

 To run an asleep drill 

o Follow the awake procedures EXCEPT 

 Drill should be run either 30 minutes after the start of the overnight 

shift or 15 minutes before all students are to get up (i.e. between 

10:30 p.m. and 6:30 a.m.) 

 The overnight supervisor or assistant overnight supervisor will work 

with the overnight staff to select the best time for these drills based 

on the needs of the residence 
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 Before pulling the alarm 

 Staff should gather the students’ shoes and coats, bathrobes, 

blankets, whatever items are necessary 

 Have the items waiting outside for students 

 Use the least restrictive cues necessary to evacuate all of the 

students 

 If a student refuses to evacuate during a drill or requires a great level of 

assistance than is routine for that student (i.e. a student who requires verbal cues 

needs physical prompts to evacuate) a repeat fire drill should be conducted 

within 48 hours  

  If the student is still unsuccessful in meeting their baseline level a teaching 

strategy should be developed to support that student in safely evacuating the 

residence 

 If the fire alarm goes off for no apparent reason- or- you cannot reset the fire 

alarm after a routine drill DO NOT allow the students to remain inside the 

residence while the alarm is active 

 All students must evacuate every time the alarm sounds 

o DO NOT reset the alarm 

o Place the controls for the fire alarm on “TROUBLE SILENCE”   

o Now, go through the entire house checking each smoke detector 

 Each detector is equipped with a warning light 

 If the detector is working, the light should be blinking 

 If the light is solid red or off, that is your trouble spot 

o Call the Residential Manager or Overnight Supervisor 

  Have information regarding the current problem with the alarm 

 The Residential Manager/Overnight Supervisor will determine if the 

problem can be resolved or if the On-call Residential Administrator 

needs to be contacted 

 The On-call will determine if the Chief Residential Officer needs to 

be called 

o If all of the smoke detectors appear to be functioning correctly, you must 

check each of your pull stations to make sure they are in the “up” 

position. 
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Evacuation Procedures -- Youth Residential Program Sites 

Guild Program: Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference:  Legal Authority References: 603 CMR 18.05(10); 102 

CMR 3.08(2)(a) 

 

Evacuation Procedures for Cedar House 

 

1) Assistant residential manager or lead staff coordinates evacuation. 

2) Staff wakens and evacuates students in the third floor bedrooms by the most 

appropriate route determined by criteria of maximum safety along these priorities: 

a. Main stairway to front door; 

b. Main stairway to kitchen door; 

c. Fire escape from third floor; 

d. Main stairway to second floor and fire escape. 

3) Staff wakens and evacuates students in the second floor bedrooms by the most 

appropriate route determined by criteria of maximum safety along these priorities: 

a. Main stairway to front door; 

b. Main stairway to kitchen door; 

c. Fire escape. 

4) Evacuate first floor by: 

a. Front door; 

b. Side door from kitchen; 

c. Rear door from kitchen. 

5) Evacuate basement by: 

a. Side door to driveway; 

b. Rear bulkhead door. 

6) Staff makes final check of building: windows and doors shut 

7) All students and staff meet at the corner of Gilbert and Charles Street. 

 

Fire Alarm Procedures Following Evacuation of Residences 

 

Move all students to designated area away from the building.  Take attendance and 

account for whereabouts of all students and staff. 

 

In the Event of a Fire 

 

1) Call 911 or if you do not have a phone on your person, go to the nearest 

neighbor’s house and call 911, or pull the nearest fire alarm box on corner of Gilbert 

and Charles Streets (take a right on Gilbert, walk one block to Charles).  Take the 
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students with you, if necessary.  NOTE: The alarm systems are “local,” i.e., they sound 

only at the residence and do not automatically trigger at fire headquarters.  

2) Staff should return to the vicinity of the residence and await the arrival of the fire 

department. 

3) Identify yourself to the fire officer in charge and explain the nature of the 

emergency if it is not evident. 

4) Return to the area/residence where the students are and immediately 

telephone the Residential Manager.  If he/she is not reachable, call the following until 

you get a response: 

On Call Residential Director/Supervisor 

Chief Program Officer 

Chief Executive Officer 
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Evacuation Procedures for Chestnut House 

 

1) Assistant residential manager or lead staff coordinates evacuation. 

2) Staff wakens and evacuates students in the second level bedrooms by the most 

appropriate route determined by criteria of maximum safety along these priorities: 

a. Door to the rear fire escape; 

b. Front door down stairs 

c. Door to deck; 

 

3) Staff wakens and evacuates students in the first floor bedrooms by the most 

appropriate route determined by criteria of maximum safety along these priorities: 

a.  Back door to deck; 

b. Front door; 

c. Windows. 

 

4) Staff makes final check of building: windows and doors shut 

5) All students and staff meet on the street at the bottom of driveway. 

 

Fire Alarm Procedures Following Evacuation of Residences 

 

Move all students to designated area away from the building.  Take attendance and 

account for whereabouts of all students and staff. 

 

In the Event of a Fire 

 

1) Call 911 or if you don’t have a phone on your person, go to the nearest 

neighbor’s house and call 911, NOTE: The alarm systems are “local,” i.e., they sound 

only at the residence and do not automatically trigger at fire headquarters.  

2) Staff should return to the vicinity of the residence and await the arrival of the fire 

department. 

3) Identify yourself to the fire officer in charge and explain the nature of the 

emergency if it is not evident. 

4) Return to the area/residence where the students are and immediately 

telephone the Residential Manager.  If he/she is not reachable, call the following until 

you get a response: 

 

On Call Residential Director/Supervisor 

Chief Program Officer 

Chief Executive Officer 
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Evacuation Procedure for Dogwood House 

 

1) Assistant residential manager or lead staff coordinates evacuation. 

2) Staff wakens and evacuates students on the first floor by the most appropriate 

route determined by criteria of maximum safety. 

a. Front door 

b. Dining area/Kitchen door to deck 

c. Windows 

3) Staff wakens and evacuates students on the second floor by the most 

appropriate route determined by criteria of maximum safety. 

a. Front stairs to front door 

b. Fire escape 

4) Staff makes final check of house: windows and doors shut. 

5) All students and staff meet directly across the street from the house on Nyack 

Street. 

 

Fire Alarm Procedures Following Evacuation of Residences 

 

Move all students to designated area away from the building.  Take attendance and 

account for whereabouts of all students and staff. 

 

In the Event of a Fire 

1) Call 911.  If you do not have a phone on your person, go to the nearest 

neighbor’s house and call  

NOTE: The alarm systems are “local,” i.e., they sound only at the residence and do not 

automatically trigger at fire headquarters.  

2) Staff should return to the vicinity of the residence and await the arrival of the fire 

department. 

3) Identify yourself to the fire officer in charge and explain the nature of the 

emergency if it is not evident. 

4) Return to the area/residence where the students are and immediately 

telephone the Residential Manager.  If he/she is not reachable, call the following until 

you get a response: 

On Call Residential Director/Supervisor 

Chief Program Officer 

Chief Executive Officer 
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Evacuation Procedure for Maple House 

1. Assistant residential manager or lead staff coordinates evacuation. 

2. Staff awakens and evacuates students by the most appropriate route determined 

by criteria of maximum safety. 

3. Evacuate second floor via:  

a. Rear door with the ramp  

b. Down the stairs through the front door. 

4. Evacuate first floor via: 

a. Up the stairs to the front door. 

b. Through the window in the closest bedroom. 

5. Staff makes final check of house: windows and doors shut. 

6. All students and staff will meet at the sidewalk corner by the side of the driveway. 

 

Fire Alarm Procedures Following Evacuation of Residences 

 

Move all students to designated area away from the building.  Take attendance and 

account for whereabouts of all students and staff. 

 

In the Event of a Fire 

1. Call 911 or if you do not have a phone on your person go to the nearest neighbor 

to use the phone and call 911 or pull the nearest fire alarm box on the corner of 

Briar Hill Lane and Mallard Way.  Take the students with you if necessary.  NOTE: The 

alarm systems are “LOCAL, i.e. they sound only at the residence and do not 

automatically trigger at fire headquarters. 

2. Staff should return to the vicinity of the residence and await the arrival of the fire 

department. 

3. Identify yourself to the fire officer in charge and explain the nature of the 

emergency if it is not evident. 

4. Return to the area/residence where the students are and immediately telephone 

the Residential Manager.  If he/she is not reachable, call the following until you get 

a response: 

On Call Residential Director/Supervisor 

Chief Program Officer 

Chief Executive Officer 
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Evacuation Procedure for Mulberry House 

  

1. Assistant residential manager or lead staff coordinates evacuation. 

2. Staff awakens and evacuates students by the most appropriate route determined 

by criteria of maximum safety. 

3. Evacuate second floor via:  

c. Rear door to fire escape out of double bedroom down to deck and out the 

side gate to driveway 

d. Down the stairs through the front door. 

4. Evacuate first floor via: 

c. Out the front door. 

d. Through the door in the living room to the deck and out the side gate to 

the driveway. 

5. Staff makes final check of house: windows and doors shut. 

6. All students and staff will meet at the corner by the side of the driveway. 

 

Fire Alarm Procedures Following Evacuation of Residences 

 

Move all students to designated area away from the building.  Take attendance and 

account for whereabouts of all students and staff. 

 

In the Event of a Fire 

 

1. Call 911 or if you do not have a phone on your person go to the nearest neighbor 

to use the phone and call 911.  Take the students with you if necessary.  NOTE: The 

alarm systems are “LOCAL, i.e. they sound only at the residence and do not 

automatically trigger at fire headquarters. 

2. Staff should return to the vicinity of the residence and await the arrival of the fire 

department. 

3. Identify yourself to the fire officer in charge and explain the nature of the 

emergency if it is not evident. 

4. Return to the area/residence where the students are and immediately telephone 

the Residential Manager.  If he/she is not reachable, call the following until you get 

a response: 

On Call Residential Director/Supervisor 

Chief Program Officer 

Chief Executive Officer 
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Evacuation Procedure for Pine House 

 

1) Assistant residential manager or lead staff coordinates evacuation. 

2) Staff wakens and evacuates students by the most appropriate route 

determined by criteria of maximum safety. 

3) Evacuate second floor via: 

a. Front stairs to front door 

b. Kitchen door to deck to back stairs 

4) Evacuate first floor via: 

a. Lower level door to driveway from den 

b. Front stairs to front door 

6) Staff makes final check of house: windows and doors shut. 

7) All students and staff meet at the circle across from the driveway. 

 

Fire Alarm Procedures Following Evacuation of Residences 

 

Move all students to designated area away from the building.  Take attendance and 

account for whereabouts of all students and staff. 

 

In the Event of a Fire 

 

1) Call 911. If you do not have a phone on your person go to the nearest 

neighbor’s house and call 911, or pull the nearest fire alarm box on Silver Hill Lane – go 

down High Rock and take a right on Silver Hill Lane going towards Trapelo Road.)  Take 

the students with you, if necessary.  NOTE: The alarm systems are “local,” i.e., they 

sound only at the residence and do not automatically trigger at fire headquarters.  

2) Staff should return to the vicinity of the residence and await the arrival of the fire 

department. 

3) Identify yourself to the fire officer in charge and explain the nature of the 

emergency if it is not evident. 

4) Return to the area/residence where the students are and immediately 

telephone the Residential Manager.  If he/she is not reachable, call the following until 

you get a response: 

On Call Residential Director/Supervisor 

Chief Program Officer 

Chief Executive Officer 
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Evacuation Procedure for Sassafras House 

 

1) Assistant residential manager or lead staff coordinates evacuation. 

2) Staff wakens and evacuates students by the most appropriate route 

determined by criteria of maximum safety. 

3) Evacuate second floor via: 

a. Front stairs to front door 

b. Rear stairs to side door 

4) Evacuate first floor via: 

a. Front door 

b. Rear door 

5) Evacuate basement via: 

a. Stairs to side door 

b. Bedroom door to driveway 

6) Staff makes final check of house: windows and doors shut. 

7) All students and staff meet at the corner of Orchard and Springfield Streets. 

 

Fire Alarm Procedures Following Evacuation of Residences 

 

Move all students to designated area away from the building.  Take attendance and 

account for whereabouts of all students and staff. 

 

In the Event of a Fire 

 

1) Call 911.  If you do not have a phone on your person, go to the nearest 

neighbor’s house and call 911, or pull the nearest fire alarm box on corner of Orchard 

and Springfield Streets (take a left on Orchard, walk one block to Springfield.)  Take 

the students with you, if necessary.  NOTE: The alarm systems are “local,” i.e., they 

sound only at the residence and do not automatically trigger at fire headquarters.  

2) Staff should return to the vicinity of the residence and await the arrival of the fire 

department. 

3) Identify yourself to the fire officer in charge and explain the nature of the 

emergency if it is not evident. 

4) Return to the area/residence where the students are and immediately 

telephone the Residential Manager.  If he/she is not reachable, call the following until 

you get a response: 

On Call Residential Director/Supervisor 

Chief Program Officer 

Chief Executive Officer 
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Evacuation Procedures for Willow House 

 

1) Assistant residential manager or lead staff coordinates evacuation. 

2) The lower level’s staff person wakens and evacuates students in the lower level 

bedrooms by the most appropriate route, determined by criteria of maximum safety 

along these priorities. 

a.  Front door; 

b.  Side door to driveway. 

3) The upper level’s staff person wakens and evacuates the students in the upper 

level bedrooms by the most appropriate route, determined by criteria of maximum 

safety along these priorities. 

a. Front stairs to front door; 

b. Side door to driveway. 

c. Family room slider to backyard 

4) Staff makes final check of house: windows and doors shut. 

5) All students and staff meet at the end of the driveway on Worcester Lane. 

 

Fire Alarm Procedures Following Evacuation of Residences 

 

Move all students to designated area away from the building.  Take attendance and 

account for whereabouts of all students and staff. 

 

In the Event of a Fire 

 

1) Call 911. If you do not have a phone on your person, go to the nearest 

neighbor’s house and call 911, or pull the nearest fire alarm box located at 138 

Worcester Lane.   NOTE: The alarm systems are “local,” i.e., they sound only at the 

residence and do not automatically trigger at fire headquarters.  

2) Staff should return to the vicinity of the residence and await the arrival of the fire 

department. 

3) Identify yourself to the fire officer in charge and explain the nature of the 

emergency if it is not evident. 

4) Return to the area/residence where the students are and immediately 

telephone the Residential Manager.  If he/she is not reachable, call the following until 

you get a response: 

On Call Residential Director/Supervisor 

Chief Program Officer 

Chief Executive Officer 
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Procedure:  Severe Weather Affecting Day/Residential Program 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 603 CMR 18.05(10); 102 

CMR 3.08(2)(a) 

 

The purpose of this procedure is to insure the safety of students and staff when there is 

a threat of hurricanes, tornados, blizzards and other such weather. 

 

Every attempt will be made so that the school and offices will remain open every 

regularly scheduled day, regardless of weather conditions.  All employees, including 

support staff, are expected to be present.  Students will be transported to the day 

program unless transport is determined to be unsafe by the Chief Education Officer, 

Chief Program Officer or their designees.  If transport is deemed unsafe, students will 

remain in the residences and Day staff will be assigned for coverage.  

 

If in the judgment the Chief Program Officer and On-Call Residential Administrator 

such conditions appear to exist that students would be unsafe remaining in a 

residence(s), during a time period such as weekends, holidays and/or evenings, the 

following procedures will be implemented: 

 

Procedure 

  

1. The Chief Program Officer  and On-Call Residential Administrator will decide if a 

residence(s) is unsafe and will call all the residence(s) and let staff know that the 

premises should be evacuated and all students and staff should proceed 

immediately to 521 Virginia Road, Concord, MA.  

 

2. The Residential Manager(s), On-Call Residential Administrator, Chief Officers and 

Maintenance personnel will be notified of the evacuation and those available 

to assist will immediately proceed to 521 Virginia Road. 

 

3. All staff on duty at the residence will accompany students to The Guild and 

bring pillows and blankets.  Sleeping bags and cots are also available at 521 

Virginia Road. 

 

4. As needed, Maintenance personnel will be responsible for boarding windows at 

residences and/or 521 Virginia Road from the inside as well as providing 

additional flashlights, auxiliary lighting and other supplies. 
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5. Guild vehicles from the evacuated residence(s) not stored in garages will be 

driven to 521 Virginia Road and parked in the lot. 

6. All day and support staff will report to the day school and offices for their next 

regular workday as soon as it is safe to travel. 

 

7. Students will remain at 521 Virginia Road until it is safe for them to return to their 

residence(s). 
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Active Threat: ALICE 

 

An active threat is an individual or individuals actively engaged in killing or attempting 

to kill people in a confined space or other populated area. In most cases, a person 

who is an active threat uses firearms and there is no pattern or method to selection of 

victims. Active threat situations are unpredictable and evolve quickly. Typically, the 

immediate deployment of law enforcement is required to stop the shooting and 

mitigate harm to victims.  

The Guild for Human Services uses the ALICE model for responding to an active threat: 

Alert, Lockdown, Inform, Counter, Evacuate. 

 

Alert 

 

Use plain and specific language to alert others to the danger. The purpose of the Alert 

is to make as many people as possible within the danger zone aware that a 

potentially life-threatening situation exists. This can be facilitated via many different 

methods overhead page, text, email. No matter the method of delivery, the objective 

is to convey information. Examples of information to share is a physical description of 

the person who the treat and what direction the person is heading in. The use of plain 

language, delivered through as many delivery channels as possible, is the best way to 

ensure awareness within the danger zone. 

Do not activate the fire alarm! The building will not be evacuated using this method. 

You should quickly determine the most reasonable way to protect your own life. 

 

Lockdown 

 

If safe evacuation is not possible, find a place to hide where the active shooter is less 

likely to find you. Your hiding place should: 

 Be out of the active shooter’s view – away from doors/hallways and behind solid 

objects, if possible. You can sit on the floor, out of common view, away from 

doorways and windows. 

 Provide protection if shots are fired in your direction (i.e. in a room with a closed 

and locked door). 

 Not trap you or restrict your options for movement. 

 To prevent an active shooter from entering your hiding place or hearing you: 

  Lock the door 

  Blockade the door with heavy furniture 

  Close, cover, and move away from windows. 

  Silence your cell phone and/or pager (even the vibration setting can give 

away a hiding position) and turn off any source of noise (televisions, computers, 

radios, etc.). 

  Turn off lights. 
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 Remain quiet. 

Inform 

 

Communicate the violent intruder’s location and direction in real time. This can be 

done with overhead page, text or email. Ongoing communication though local 911 is 

another example.  

 

Counter 

 

As an absolute last resort, and only when you feel your life is in imminent danger, 

attempt to disrupt and/or incapacitate the active shooter: 

 Act as aggressively as possible to subdue the shooter. 

 Throw items and improvise weapons. 

 Yell. 

 Commit to your actions. Your life will depend on it. 

Evacuate 

 

If there is an accessible escape path, attempt to evacuate the premises. This is your 

best chance of survival. Be sure to: 

 Warn individuals not to enter an area where the active threat may be. 

 Have an escape route and plan in mind. 

 Evacuate regardless of whether others agree to follow. 

 Leave your belongings behind. 

 Help others escape, if possible. 

 Keep your hands visible and raised above your head. 

 Follow the instructions of any police officers. 

 Do not attempt to move wounded people. 

 Call 911 or Concord Police (978-318-3400) when it is safe to do so. 

Reporting the Incident 

 

When possible, call 911 or Concord Police (978-318-3400) and provide the following 

information: 

• Location (or last known location) of the active threat. 

• Direction of travel, if known. 

• Number of people, if more than one. 

• Physical description of the threat(s). 

• Number and types of weapons held by the threat(s). 

• Number of potential victims at the location. 

• Your location. 
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Law Enforcement Role/Response and Your Actions 

 

The primary goal of law enforcement is to eliminate the threat and stop the active 

shooter as soon as possible. Officers will proceed directly to the area in which the last 

shots were heard. As the first responders’ primary responsibility is to eliminate the 

threat, they will notop to help injured persons. Other first responders will do so once the 

environment is safe. Officers will need to take command of the situation. Expect to 

experience officers shouting orders and even pushing individuals to the ground for 

their safety. When they arrive, it is important that you: 

• Remain calm and follow instructions. 

• Put down any items in your hands and do not carry backpacks, handbags or any 

items that may lead officers to think you are carrying a firearm. 

• Immediately raise your hands and spread your fingers. 

• Keep hands visible at all times. 

• Avoid making any sudden movements. 

• Avoid pointing, screaming, and/or yelling. 

• Do not ask officers for help while you are being evacuated. Rescue personnel will be 

in a safe area to provide assistance. 

 

Information and Assembly Points  

 

After you have reached a safe location or assembly point, you will likely be held in that 

area by law enforcement until the situation is under control, and all witnesses have 

been identified and questioned. Do not leave the safe location or assembly point until 

law enforcement authorities have instructed you to do so. 
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Bomb Threat Procedures 

 

Bomb Threat/Suspicious Package 

All bomb incidents and suspicious packages should be treated seriously and 

responded to appropriately. You should assume they are real until proven otherwise. A 

quick and organized response to an incident can minimize the risk of injury to students, 

employees, and visitors. All threats received by faculty, staff, and students must be 

reported immediately. Employees should print a copy of the Bomb Threat Checklist 

and keep it near their phone, for quick access. 

Critical Safety Rules 

• Do not touch or move any unusual or suspicious items. 

• Do not activate the fire alam. 

• If directed to evacuate, scan your immediate work area for any unusual or 

suspicious items as you leave the area. 

• All suspicious items should be treated as a bomb until proven or deemed otherwise. 

• Never use a radio, cellular telephone, or other transmitter during a bomb incident. 

• Be aware of secondary devices. Assembly areas should be thoroughly searched for 

suspicious items immediately. 

Bomb Threat – Procedures 

A calm response to the bomb threat caller could result in obtaining additional 

lifesaving information. This is especially true if the caller wishes to avoid injuries or 

deaths. If told that the building is occupied or cannot be evacuated at the time, the 

bomb threat caller may be willing to give more specific information on the bomb’s 

location, components, or methods of initiation, as well as the motivation for placing 

the bomb. 

• When a bomb threat is called in, perform the following actions: 

 Remain calm. 

 Attempt to keep the caller on the line as long as possible. Ask him/her to 

repeat the message. 

 Obtain as much information as possible from the caller. 

 If possible, write down every word spoken by the person. 

 If you have caller ID, write down the caller’s phone number. If you do not 

have caller ID or if the number did not appear, do not hang up the 

phone. The telephone where the bomb threat is received should not be 
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hung up and should not be used again until after law enforcement arrives 

on the scene. 

 Remember --- the caller is the best source of information you have. 

 Immediately after the caller hangs up, use a different phone to report the 

threat to Concord Police (978-318-3400).  

 Remain available, as Police will want to interview you.  

 Wait for further direction from them.  

 

 

• When a written threat is received, perform the following actions:  

  

 Remain calm 

 Avoid handling it unnecessarily in order to preserve possible evidence.  

 Call Concord Police (978-318-3400) and follow their direction.  

 

• When a bomb threat is received by email, perform the following actions: 

  Remain calm. 

 Print the message.  

 Do not close the email message.  

 Call Concord Police (978-318-3400) and follow their direction.  

Suspicious Item or Package – Procedures 

• When a suspicious item or package is received (i.e. by mail, courier, UPS, FedEx, 

etc.), perform the following actions:  

 

 Remain calm.  

 If the object or package is un-opened, do NOT open, disturb or move it.  

 If the object or package is opened, do NOT further disturb or move it. Do 

NOT try to clean up the substance.  

 Clear all persons from the immediate vicinity.  

 Call Concord Police (978-318-3400).  

 Close any door or section off the area to prevent others from entering.  

 Move to a safe distance.  

 Be available to provide the whereabouts of the suspected object and its 

description to the Police.  

 

Some physical characteristics of suspicious packages and letters include, but are not 

limited to:  

 Excessive postage  

 Handwritten or poorly typed addresses  

 Incorrect titles  
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 Title, but no name  

 Misspellings of common words  

 Oily stains, discoloration or odor  

 No return address  

 Excessive weight  

 Lopsided or uneven envelope  

 Protruding wires or aluminum foil  

 Excessive securing material, such as masking tape, string, etc. 

 Visual distractions 

 Ticking sound 

 Marked with restrictive endorsements, such as “Personal” or Confidential” 

 Shows a city or state in the postmark that does not match the return 

address 

 Foreign mail, air mail and special delivery 

Note: These are only some of the physical characteristics. A package containing 

certain characteristics may not warrant further action. Much should be based upon 

your own knowledge and experience of the packages and letters you normally 

receive. 

• When a suspicious item or package is found, perform the following actions: 

 Do not handle/touch the suspicious item/package. 

 Do not use a cell phone, radio or other transmitter. 

 All suspicious items should be treated as a bomb until proven or deemed 

otherwise. 

 Persons should be evacuated from around the item. 

 Retreat to a safe location and call Concord Police (978-318-3400). 

 It is important that employees and students are always cognizant and do 

not leave brief cases, backpacks, handbags, etc. unattended. These 

items could be construed as suspicious and cause undue time, energy 

and expense to determine that the item is “safe”. They may be destroyed. 

 

Explosive Device Found – Procedures 

• Do not touch. Move away immediately to a safe distance. More distance is always 

better. As a rule of thumb, go to a point where you can no longer see the device. Stay 

away from glass structures. 

• Advise others to evacuate. 

• Immediately call Concord Police (978-318-3400) – Do not use a cell phone! 

• Use cover that will provide protection from a bomb’s blast and shrapnel. 
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• Stay away! 

Evacuation Decisions 

Bomb threats require a slightly different approach compared to other emergencies 

requiring evacuation. Often, the bomb may be in public areas, such as foyers and 

stairways. There are places in a building where the bomber has the easiest access and 

any evacuation of the building may lead people directly into a hazardous area. All 

bomb threats must be taken seriously and carefully analyzed. The bomb threat should 

be treated as genuine until the search and investigation are completed. 

The decision making process begins by gathering as much information as possible – 

about the bomb report, current situation and recent events – locally, nationally, and 

internationally. Once the information has been gathered, there are three possible 

alternatives: 

• Conduct a low profile search of the exterior grounds and public areas of the 

building.  

• Conduct a comprehensive search having all employees search their work area, in 

addition to the grounds and public areas so the entire building is covered.  

 

Note: If a device is found, the evacuation can be accomplished expeditiously while at 

the same time avoiding the potential danger areas of the bomb.  

• Evacuate immediately.  

 

Evacuating immediately is an alternative that on face value appears to be the 

preferred approach; however, under certain circumstances evacuating may increase 

rather than decrease the risk of injury. Bombs are more likely to be placed outside 

buildings than inside. A bomber wishing to cause personal injuries could place a bomb 

in the shrubbery near an exit. Public areas inside the facility are the second most 

frequent place devices are located. Any evacuation that requires individuals to move 

through public areas such as halls, public restrooms, lobbies or parking lots may 

increase the risk of injury during any detonation.  

Information must be gathered quickly in order to implement a proper plan. 

 

Earthquake  

 

An earthquake cannot be forecast. Therefore, it is best to be prepared at all times. 

Earthquakes can seriously damage buildings and their contents, and disrupt gas, 

electric and telephone services. Aftershocks can occur for weeks following an 

earthquake. In many buildings, the greatest danger to people in an earthquake is 

when equipment and non-structural elements such as ceilings, partitions, windows and 

lighting fixtures shake loose.  
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Response  

 

If you are indoors, stay there until the shaking stops. Do not run outside. Minimize your 

movements to a few steps to a nearby safe place. Stay calm and take precautions to 

protect yourself from potential debris:  

 

 Drop down onto your hands and knees so the earthquake doesn’t knock 

you down.  

 Cover your head and neck with your arms to protect yourself from falling 

debris.  

 If you are in danger from falling objects, and you can move safely, crawl 

for additional cover under a sturdy desk or table.  

 If there is low furniture or an interior wall or corner nearby, and the path is 

clear, these may also provide some additional cover.  

 Hold on to any sturdy covering so you can move with it until the shaking 

stops. Stay where you are until the shaking stops.  

 The Earthquake Alliance advises getting as low as possible to the floor. 

People who use wheelchairs or other mobility devices should lock their 

wheels and remain seated until the shaking stops. Protect your head and 

neck with your arms, a pillow, a book, or whatever is available.  

 Stay away from glass, windows, outside doors and walls, and anything 

that could fall, such as light fixtures or furniture.  

 Do not use a doorway except if you know that it is a strongly supported, 

load-bearing doorway and it is close to you. Many inside doorways are 

lightly constructed and do not offer protection.  

 Be aware that the electricity may go out or the sprinkler systems or fire 

alarms may turn on. Stay inside until the shaking stops and it is safe to go 

outside. Do not exit a building during the shaking.  

 Do not use elevators. 

 If you are outdoors, stay there. Move away from buildings, overhangs, 

streetlights, trees and power lines to a clear area such as a large open 

public area or field. 

 If you are in a moving vehicle, stop as quickly as safety permits and stay in 

the vehicle. Avoid stopping near or under buildings, trees, overpasses and 

utility wires. Proceed cautiously once the earthquake has stopped. Avoid 

roads, bridges, or ramps that might have been damaged by the 

earthquake. 

 Additional Information: www.ready.gov/earthquakes 

 

 

 

 

 

http://www.ready.gov/earthquakes
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After the Earthquake 

 

Once the shaking has stopped: 

 Look around. If there is a clear path to safety, evacuate the building and 

go to the designated assembly area. Direct students and visitors. 

 If you are trapped, do not move about or kick up dust. 

 If you have a cell phone with you, use it to call or text for help. 

 Tap on a pipe or wall or use a whistle, if you have one, so that rescuers 

can locate you. 

 Expect aftershocks – be prepared to “Drop, Cover and Hold On.” 

 Use the telephone only for emergency calls. 

 Be aware that utilities such as gas, power and water lines may be 

damaged. If you aware of damaged utilities, report the issue. 

 Help injured or trapped persons, if you can do so without putting yourself 

in risk of injury. Do not move seriously injured persons unless they are in 

immediate danger of further injury. Get assistance immediately. 

 Follow any instructions from emergency response workers 
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Procedure:  Emergency Healthcare 

Guild Program: Youth Date Approved by 

CEO: 6/7/19 

Date Approved by Board: 

6/11/19 

Licensing Agencies: DESE, DEEC Date(s) Approved by 

Licensing: DESE 2016,  

DEEC 2017 

Internal Procedure Reference: Legal Authority References: 102 CMR 3.06 

Emergency Healthcare 

 

In the event of a medical emergency, emergency medical care will be provided on 

site, prior to transport to the closest medical facility. Some medical situations will 

require 911 emergency services.  

 A few examples of such situations are as follows but not limited to: an injury to 

the head causing loss of consciousness (even if transient) and respiratory distress 

in which breathing is labored. CPR should only be administered by staff with 

current Red Cross CPR certification.  

 In the event a student makes a complaint of sexual abuse or sexual abuse is 

suspected, Nursing will refer the individual for a medical or psychiatric 

evaluation by an outside person with expertise and training in this area.   

 

Training 

 

All staff providing direct care will receive formal CPR/AED and emergency first aid 

training. AEDs are available at 521 Virginia Road, Concord, MA. The AED is stored at 

the desk at the student entrance. 

 

Emergency Medical Supplies 

 

All residences, the school program and vehicles will maintain first aid supplies. First aid 

supplies will include, but are not limited to: bandages, gloves, gauze, adhesive tape, 

hydrogen peroxide or other cleaning solutions. Copies of the Health Care Manual will 

be kept in each residence and with each first aid kit at the 521 Virginia Road site. The 

Health Care Manual will outline procedures for providing first aid, specific treatment for 

minor ailments and emergency health care.   

 In the residences, first aid supplies will be in a locked storage unit on each floor. 

 At the 521 Virginia Road site, first aid supplies will be maintained in the nursing 

suite, staff lounge, the cafeteria, the student lobby desk and visitor lobby desk, 

and in the physical education area.   

 Each Guild vehicle will have a first aid kit in the glove compartment. 
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Emergency Contact Information 

 

 Emergency contact sheet: emergency contact information is posted by the 

phones in all residences and in each education coordinators’/specialists’ office 

in the day program. The emergency phone number list includes numbers for: for 

police (911), fire (911), ambulance (911), poison control center (617- 232-2120 or 

1800-682-9211, Emerson Hospital (978-369=1400), Mount Auburn Hospital (617-

492-3500), Newton-Wellesley Hospital (617- 243-6000) and Boston Children’s 

Hospital (617-355-6000). This list also includes phone numbers for the nurse and all 

supervisors. 

 Each student will have an emergency fact sheet at his/her residence, in the 

Health Services office, and in the student record in the main building. The sheet 

will clearly define: 

- Existing medical conditions, including allergies 

- Name and telephone number of parent or legally designated other 

- Primary care physician's name and phone number 

- Religious preferences 

- Medical Insurance 

 

Emergency response transportation 

 

For emergencies involving hospital care, the ambulance company will determine the 

nearest hospital. A transfer to a preferred hospital may be made at a later date, if 

necessary.   

 

Reporting 

 

Parents and/or legal guardians will be notified of a medical emergency as soon as the 

student has been safely transported to a medical facility.  All aspects of this medical 

emergency will be clearly documented, including diagnosis, treatment, medications 

and follow-up care. 

 

In the event the parent/legal guardian cannot be reached, the emergency contact 

listed for the student will be contacted. Events requiring medical hospitalization are 

reported to DESE and EEC following the event, 

 

 

 
 

 


