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Dear Whittier Students and Families: 
 
Welcome to the Whittier Middle School Family Handbook. We provide this to 
you as a resource to acquaint yourselves with the people, procedures, and 
expectations of our school.  We ask that every student and their family take time 
to review the handbook and be in touch with any questions or concerns.  
 
As a school, we believe in continuously examining our practice in efforts to best 
meet student needs.  This means that from time to time, we may make revisions 
to procedures or expectations that reflect our new learning.  It is our 
responsibility to make students and families aware of any such changes as they 
occur.  Over the course of this year, we expect to involve students in reviewing 
the handbook and making recommendations about how to make our school a 
safe, respectful, and fun place to be. 
 
We encourage our families to be in touch with questions, concerns, and ideas 
about how best to meet the needs of our students. We look forward to working 
together with you in support of our middle school learners! 
 
Looking forward to an excellent school year! 
 
 
Sincerely, 

 
Shawn Vincent 
 
 

2 
 



 

Bruce M. Whittier Middle School 
1457 Maine Street, Poland, ME 04274 

(207) 998-3462 
(207) 998-3481 (Fax) 

 
School Colors: Blue and Silver 

Mascot: Mid-Knights 
 

Superintendent: Kenneth Healey (998-2727) 
khealey@rsu16.org  

 
Director of Operations: Craig Worth (998-2727) 

cworth@rsu16.org  
 

Curriculum Director: Amy Hediger (998-2727) 
ahediger@rsu16.org  

 
Principal: Shawn Vincent  

svincent@rsu16.org  
 

Dean of Students: Sam Chatto 
schatto@rsu16.org  

 
Director of Co-curricular Activities: Don King (998-5400) 

dking@rsu16.org  
 

Middle School Staff 
8th Grade Advisory Team 7th Grade Advisory Team 

Kelly Adams 
Eamon Brandon 
Spencer Emerson 
Sharon Goss 
Sarah Henderson 
Clayton Jones 
Dan Knott 
Logan Landry 
Theresa Sampson 
Shannon Shanning 
 

Kim Caron 
Sean Galipeau-Eldridge 
Jamie Karaffa 
Heidi Lachapelle 
Abby Moore 
Gregg Rose 
Erica Swenson 
Peter Webster 
Cathi Wood 
Kim Yorkey 

School Counselor:  Bonnie Robbins 
Social Worker:  Michelle Pittman 
 

Educational Technicians: Bill Foss, Serrene Gagnon, Susanna Johnson,  
Drew Robbins, Tami Wight 
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Staff Email Addresses 
 

 

Name Position E-mail address 
Kelly Adams Special Education kadams@rsu16.org  
Eamon Brandon Tech Education             ebrandon@rsu16.org 
Kim Caron Special Education kcaron@rsu16.org 
Sean Galipeau English sgalipeau@rsu16.org 
Sharon Goss Math             sgoss@rsu16.org 
Sarah Henderson Math/Science shenderson@rsu16.org 
Clayton Jones Science cjones@rsu16.org  
Jamie Karaffa Social Studies jkaraffa@rsu16.org 
Spencer Emerson Math semerson@rsu16.org  
Dan Knott Science dknott@rsu16.org 
Heidi Lachapelle Science/Math hlachapelle@rsu16.org 
Logan Landry Social Studies llandry@rsu16.org 
Sam Chatto Dean of Students schatto@rsu16.org  
Michelle Pittman Social Worker mpittman@rsu16.org 
Bonnie Robbins School Counselor brobbins@rsu16.org 
Gregg Rose Physical Education grose@rsu16.org 
Theresa Sampson Art tsampson@rsu16.org  
Shannon Shanning Special Education sshanning@rsu16.org 
Erica Swenson English/SS eswenson@rsu16.org 
Abby Moore English/SS amoore@rsu16.org  
Peter Webster Spanish pwebster@rsu16.org 
Cathi Wood English cwood@rsu16.org 
Kim Yorkey Wellness  kyorkey@rsu16.org  
 
Shared Staff 
Linda Chaisson Technology lchaisson@rsu16.org 
Melanie Judd Nurse mjudd@rsu16.org 
Julie Purdy Librarian jpurdy@rsu16.org 
Julia Edwards Chorus 7-12 jedwards@rsu16.org  
Pam Tracy LPN ptracy@rsu16.org 
Lawrence Williams Band 7-12 lwilliams@rsu16.org  
Ell Fanus Gifted and Talented Services efanus@rsu16.org 
 
 
 

Whittier Middle School Mission Statement 
 
Whittier Middle School is dedicated to providing students with high quality learning 
experiences necessary for them to become healthy, educated, positive citizens. 
 

Doing what’s best for kids. 
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RSU #16 VISION, MISSION and FRAMEWORK 

Mission and Educational Philosophy  

The mission of RSU 16 is to serve the community by providing its citizens with educational 
services in a safe and welcoming environment through our public schools and adult education 
programs. At RSU 16 we believe in providing each student with the opportunity to learn how 
they learn best, reach their full potential, become life-long learners, and contributors to their 
community.  

Vision 
Regional School Unit 16: 5-Year Strategic Plan  

In five years we envision a truly regional school district that generates pride and garners full 
support from the governments and citizens of Mechanic Falls, Minot, and Poland. While 
students and families associate with particular schools, there is a strong sense that all schools 
are part of a unified district and that no school is more important or privileged than any 
others. All schools are our schools.  

In five years we envision students graduating from our schools who are well equipped for 
success in the 21st Century. All students have received a well-rounded education and have 
also been encouraged to excel in pursuit of their particular talents and aspirations. All 
students have skills and enthusiasm for life-long learning.  

The full Strategic Plan document is available on the district website (www.rsu16.org). 
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Daily Schedule 
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Annual Notifications 
 
Affirmative Action 
It is the policy of RSU 16 to ensure equal employment/educational opportunities and affirmative 
action regardless of race, sex, color, national origin, marital status, religion, age or disability in 
accordance with all federal and state legislation. 
 
Student Records: Annual Notification of Rights 
The Family Educational Rights and Privacy Act (FERPA) affords parents and students 18 years of 
age or older (eligible students) certain rights with respect to the student’s education records.  To 
review a complete copy of the law, please contact the Special Education Office at 998-2762. 
 
For additional information, please contact the Family Policy Compliance Office, U.S. Department 
of Education, 400 Maryland Avenue, Washington, DC 20202-4605. 
 
In the interests of the community and our students, RSU 16 maintains a policy on education 
records that exceeds federal legal requirements. To review the entire policy, please visit the RSU 
16 website. 
 
Restraint and Seclusion Policy 
The Maine State Legislature recently passed a law that requires school districts to adopt a policy 
on restraint and seclusion. Please see the RSU 16 website for the district’s policy 
(“JKAA-R-Restraint Procedure”). 
 
The district has recently updated the policy based on state direction. Please see an explanation of 
the changes at the RSU 16 website.  
 

Parent Right to Request Qualifications of Student’s Teachers 

Under the “Parents’ Right to Know” requirements of the federal No Child Left Behind Act (NCLB). 
Under these requirements, teachers must meet general qualifications as well as the specific 
requirements of the subject(s) they are teaching. This means we will be informing parents 
whenever a teacher who does not meet the new federal definition of “Highly Qualified” teaches a 
child for four consecutive weeks.  

Maine has some of the most qualified teachers in the country, and we are extremely proud of our 
teaching staff. We work hard to assure that every class has a teacher with the appropriate 
background, experience, and credentials for his or her current teaching assignment. Parents have 
the right to request information on the qualifications of their child’s teacher. 

We believe that a caring, competent, and qualified teacher for every child is the most important 
ingredient in education reform, and we want to assure you that we consider all our teachers to be 
fully qualified for their positions. All of our teachers have college degrees and many have 
advanced degrees. In addition, every teacher continues his or her own learning through 
professional development activities and our teachers are given feedback each year to ensure that 
their teaching skills remain at the highest possible level. 
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Whittier Middle School Code 
 

Take care of yourself. 
Take care of each other. 
Take care of this place. 

 

 
Student Operating Procedures 

2018-19 
 
It is the responsibility of all students to familiarize themselves with the following rules 
designed to help us create a safe, welcoming environment conducive to learning. 
 
 
Not all of the policies and procedures for RSU 16 are printed here.  All policies are available 
through the district website: http://www.rsu16.org/_schoolboard/SchoolBoardPolicies/A.html 
 

Attendance Review and Response  
 

Attendance  Student attendance is an important factor in promoting academic achievement. 
Additionally, Maine State Law (Title 20-A, §5051-A) requires that students consistently attend 
school:  
 
“A student is habitually truant if the student…has completed grade 6 and has the equivalent of 
10 full days of unexcused absences or 7 consecutive school days of unexcused absences during 
a school year.” 
(http://www.mainelegislature.org/legis/statutes/20-A/title20-Asec5051-A.html) 

● By state law the definition of an Excused Absence is for one of the following reasons: 
1. Personal illness; 
2. An appointment with a health professional that must be made during the regular 

school day; 
3. Observance of a recognized religious holiday when the observance is required 

during the regular school day; 
4. A family emergency; 
5. A planned absence for a personal or educational purpose, which has been 

pre-approved by the school administration. 
 
Tardiness and Early Dismissals  

● All Tardies and Dismissals are unexcused unless they meet the state definition for 
Excused Absences as listed above.  

● When a student is late to class, the student must present a pass from the person they 
were with excusing the lateness. 
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● Any combination of three Unexcused tardies and/or dismissals will result in a one- hour 
detention.  
 

Parent and Student Response to Absence: 

● Students are expected to be in school, all day, every day, and be on time. 
● Parents are asked to phone the school for all absences, tardies, and dismissals or to send 

a note. 
● Notes and calls from home must be received within 48 hours to excuse tardies and 

absences. 
● Any student arriving late is to report to the office for attendance purposes. 
● If absent, students are expected to take the responsibility to meet with their teachers and 

make up any missed work.  Generally, work deadlines are extended one class meeting 
for each day of absence. 

● Absence from school means that the student may not participate in any co-curricular or 
other school-related activities that day. 

 
School Response to Absence: 
We believe it is very important to keep families informed about the attendance status of their 
children. Roundtable advisors and/or administration will notify parents in the event of multiple 
absences and/or tardies.  It is our intent to work with families and students to assure regular and 
consistent attendance at school.  Please be aware that the school department is required to 
report truancy to the Department of Health and Human Services.  
 
Limited After School Supervision is provided for students.  Unless a student is staying after 
school for academic support, or homework help, athletics, or other co-curricular activities, s/he 
must depart school at 2:10.  

● Students staying for an activity should make arrangements for transportation prior to 
participating in the activity.   Transport should be available immediately after 
completion of the activity. 

● Students staying for academic support or homework help must make arrangements with 
a teacher prior to 2:10.  Academic support should take place in a supervised classroom. 

● Under no conditions are students allowed to play in the gym unsupervised. 
● Students who abuse the after school privilege will be prohibited from staying after 

school for any reason. 
● Any student awaiting a sports practice or game or a meeting must be in the designated 

area.  Using the designated area after school is a privilege that may be revoked if 
students act inappropriately. 

● All other areas of the school, inside and outside, are unavailable to unsupervised 
students.  

● We are not able to monitor students’ after school.  Students should not leave school 
grounds (Dunkin Donuts, Subway, etc.) without parent approval. 

 
Bicycles are not permitted on the grounds, except for transportation to and from school. 

● Bicycles ridden to school should be placed in the bike rack. 
● Unsafe riding will result in a loss of privilege. 
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Skateboarding is not permitted on school property due to concerns about liability, disruptions 

and safety. 
 

Due to damage to the lawns and field areas, ATVs, and dirtbikes are not permitted on the 
property. 

 
Books and School Materials Students are assigned specific textbooks and learning materials 
for their educational programming. It is expected that each student will care for these materials 
and return them in good condition.  If a textbook or library book is lost or damaged, 
parents/guardians and the student are responsible to pay the replacement cost. 
 
Building and Grounds: Maintenance of building and grounds is the responsibility of each 
member of the school community.  We are responsible for taking pride in our school’s 
appearance. 
 
Bullying & Cyber Bullying in School: All students have the right to attend public schools that 
are safe and secure learning environments. It is the intent of the RSU #16 School Board to 
provide all students with an equitable opportunity to learn. To that end, the Board has a 
significant interest in providing a safe, orderly, and respectful school environment that is 
conducive to teaching and learning.  Bullying is detrimental to the school environment and 
student’s learning, achievement and well being. It interferes with the mission of the schools to 
educate their students and disrupts the operations of the schools. Bullying affects not only 
students who are targets but also those who participate and witness such behavior. These 
behaviors must be addressed to ensure student safety and an inclusive learning environment. 
Whittier Middle School does not condone and will take action in response to conduct that 
interferes with students’ opportunity to learn, the educational mission of the RSU #16 schools 
and the operation of the schools.  Please reference the RSU16 board policy on the district 
website (JICK) for more information. 
 
Bus Behavior: Transportation on the school bus is considered part of the school day; the rules 
and expectations for student bus behavior are taken seriously. The staff at Whittier Middle 
School works collaboratively with the transportation department, understanding that our 
student’s day begins and ends with transportation to and from school and the experience can 
significantly impact their social/emotional and academic growth.  We ask for parent support in 
reinforcing high expectations for excellent behavior on the bus.  
 
Anytime a child is going to deviate from their regular transportation schedule, a signed written 
note from the parent/guardian must be provided to the school secretary.  The school secretary 
will then write a bus pass for the student.  This procedure must take place for a student to 
access a different bus than he or she has been assigned. 
 
Parents/guardians will be notified in writing if their child does not meet expected bus 
behaviors.  The parents/guardians are required to sign bus slips and return them to the driver 
the next morning.  Administration will be notified of all bus slips and will also follow up with 
students.  In most cases, the first slip acts as a warning; however, if inappropriate behavior 
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continues, students may be denied the privilege of riding the bus.  Please contact the Director 
of Transportation at 998-2738 if you have questions or concerns about bus riding privileges.  
 
Cancellation of School: We will be using our automated messaging system (Student 
Information Software) to notify parents of school cancellations and other important school 
information.  It is very important that we always have updated contact information.  Please 
notify the school as soon as possible if you have changes to your contact information. 
 
In addition to Infinite Campus, local television stations will announce school cancellations. 
The following television stations will be notified:  WGME Channel 13 TV, WMTW Channel 8 
TV, WABI Channel 5 TV, and WCSH Channel 6 TV. 
 
Cell Phones and Electronics 

● Cell phones must be turned off upon arrival at school 
● Upon arrival at school, cell phones and all other electronic devices must be placed in 

students’ locked lockers, given to RT advisor, or to the main office where they are to 
remain for the entire day. Students may retrieve phones/electronics from any of these 
locations at the end of the school day.  

● Students using or possessing electronics during the school day (including in their 
pockets), will have their device confiscated and given to their RT advisor to return at 
the end of the school day. Second offenses will require an individual plan to remedy the 
issue.  

● Headphones are to be used only with teacher permission for school related assignments 
and may not be worn in the hallways while changing classes. 

 
Clothing:  To promote a positive learning environment all students and staff are expected to 
dress in appropriate workplace attire.  Clothing, including jewelry and other accessories, is 
expected to be appropriate for the learning environment. It should strengthen school spirit and 
pride, and focus attention upon learning and away from distractions. Immodest clothing is not 
acceptable. Straps on shirts must be a minimum of two inches wide. Sheer shirts that reveal a 
student's back, midriff, chest hair, shoulders, or bra straps are not acceptable. Hemlines of 
skirts must extend below the finger-tip level with arms fully extended without exposing the 
midriff. Hemlines of shorts must fully cover the derriere.  Additionally, clothing advertising, 
depicting, featuring, or referring to alcohol, tobacco, weaponry, drugs or profanity is not 
allowed. Students should also not wear pajama pants to school.  Any student who violates the 
dress code will be asked to change or sent home. Repeated violations may result in additional 
disciplinary consequences.  Parents will be contacted if there is an ongoing issue with 
appropriate attire.  Teachers are expected to address concerns with student dress and help the 
student get an appropriate change of clothing.  Final determination for appropriate dress is at 
the discretion of administration. 
 
Co-Curricular Activities 
All students at Whittier are encouraged to participate in at least one co-curricular activity per 
year.  The knowledge and skills learned through these activities are critically important to the 
healthy development of students.  Studies show that students who participate in co-curricular 
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activities are more likely to succeed in school and feel more positive about their schools and 
themselves.  
 
Co-Curricular activities include athletics, clubs and organizations, and performance groups. 
The following co-curricular activities are customarily offered to Whittier students based on 
interest and availability:  

● Whittier Activities: Jazz Band, District II Band Festival, All-state Chorus Festival, 
Civil Rights Team, Drama Club, Student Council, Geek Squad, Guitar Club and 
Yearbook. 

 
● Whittier Athletics: 

Fall: Field Hockey, Soccer, and Cross Country 
Winter: Basketball and Indoor Track (February/March) 
Spring: Outdoor Track, Softball, and Baseball 

 
Co-curricular eligibility (Athletics and Performance-based activities) 
Whittier Middle School strives to implement an eligibility procedure that emphasizes the 
importance of academic performance and also provides support for struggling students to help 
them remain connected to school through athletic participation.  Full eligibility and 
participation requires that students demonstrate appropriate academic progress as well as habits 
of work and behavior as detailed below.  Please note that the following criteria are also used to 
evaluate eligibility for all performance-based co-curricular activities.  
 

Eligibility Check Procedure 
1. Eligibility is checked five times each school year.  It is checked when each progress report is 
posted and when the report card is posted at the end of each semester.  If a student receives 3’s 
and 4’s in all academic standards grades, he or she is eligible to participate in 
performance-based co-curricular activities. 
2. If a student has less than a 3 in any academic standard, but he or she has at least a 3 for his 
or her Habits grade in that class, the student is eligible to participate. 
3. If a student has less than a 3 for an academic standard and less than a 3 for his or her HOW 
grade in that class, the student is placed on academic probation for two weeks.  During the two 
weeks, the student may practice with the team but may not participate in games, travel with the 
team or sit on the bench with the team during games.  The student should use the time to meet 
with the teacher, make up missed work and retake assessments. 
4. After one week of academic probation, the student may be cleared to return to full 
participation if he or she has completed the work or standards to be cleared. Clearance is 
indicated by the teacher’s signature for the student’s problem course. At the end of the two 
weeks, the student’s progress is checked.  If the student has met the standards (academic or 
HOW) at that time, he or she may rejoin the team.  If the student is not cleared after two weeks, 
he or she becomes ineligible until the next grading cycle. 
 
Conferences: Student-led conferences are held twice each year.  They are scheduled for 
November and March. Both conferences provide an opportunity to review goals and student 
work.  An opportunity for students to showcase their work is an important part of the learning 
process.  It is important that parents make every effort to participate in conferences.  
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Dances are held periodically during the year. 

● Students recently suspended or with outstanding disciplinary consequences are not 
allowed to attend dances. 

● Students may not attend dances on days they are absent from school or leave prior to 
the end of the school day. 

● Students from schools other than Whittier may not attend Whittier dances. 
 
Food and beverages are permitted in the Café, lobby, and designated classrooms.  Food and 
beverages are not permitted in the Library and Information Center, hallways, the auditorium, 
the gym, science labs, bathrooms, or carpeted areas. 
 
GaTE (Gifted and Talented Education): RSU 16 defines gifted and talented students as 
those who need differentiated instruction or services beyond those provided in the regular 
school program. They show evidence of a realized or potential exceptional ability or aptitude, 
skill, or creativity that is beyond that of their age peers.  
 
According to the State mandate, up to five percent of each school's population may be 
identified for GaTE services in two areas:  academic and the arts. Once nominated for the 
academic program, an identification team will consider standardized test scores, cognitive test 
results, school records, teacher and parent referrals and samples of student work. Artistic 
candidates (visual art and music) will be required to submit samples of work and an art panel 
will determine eligibility. 
 
 A variety of instructional strategies and enrichment opportunities are designed to support the 
unique academic, artistic, social and emotional needs of each student in the program. 
 
For more information, contact Ell Fanus, GaTE Coordinator: efanus@rsu16.org 
 
Grading:  
The Report Card provides information on standards of performance.  
 
What is a standard? 
A standard defines what we expect all students to know and do. Local standards are derived 
from National Standards and the Maine Learning Results. We report on the extent to which 
students meet standards in a particular content area. 
 
What does “meets standards” mean? 
Below is a general scoring guide that describes what it means to “meet” a standard, to 
“exceed,” “to partially meet,” or to not meet. The important thing to remember is that 
“meeting” the standard means that they have learned or mastered all of the skills or knowledge 
that the standard describes. Since our standards are high, meeting them should be seen as a 
substantive task and ought to celebrated. 
 
Whittier Middle School assesses and reports on student progress and performance in all 
academic areas as well as Habits of Work (HOW). 
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Harassment: It is the philosophy of the RSU #16 School Board that harassment and sexual 
harassment of students is not an acceptable condition for the positive operation of our schools. 
Harassment of students because of race, color, sex, religion, ancestry or national origin, sexual 
orientation, or disability is prohibited. Such conduct is a violation of the RSU #16 School 
Board policy and may constitute illegal discrimination under State and Federal laws. 
Harassment includes, but is not limited to, verbal abuse based on race, color, sex, religion, 
ancestry or national origin, sexual orientation, or disability. Please reference the RSU16 board 
policy on the district website (JCIA – Weapons, Violence and School Safety). 
 
Head Lice: Occasionally students contact head lice.  If a problem is detected, the school nurse 
will notify parents and a treatment will be suggested.  To help reduce the possibility of lice, 
students should not swap hats or other clothing, and never borrow combs or brushes.  
 
Homework is considered an integral part of every course.  Homework assignments extend the 
classroom learning and provide opportunities for further practice and reinforcement of new 
concepts.  It also helps students develop organizational and time management skill as well as 
self-discipline and responsibility.  Families should expect approximately one hour of 
homework nightly.  On nights that a student does not have homework, he or she should read 
for at least thirty minutes. 
 
Students are expected to: 

● Do their homework with quality on time 

14 
 



 

● Attempt to complete assignments they do not understand and make a good faith 
effort to understand the work. Students should make notes of what they did not 
understand to share with their teacher on the specific assignment  

● See teachers for work missed due to absences upon returning to school.  
● After an absence, make up all missed work within 5 days of their return to 

school 
● Put forth a full effort to complete any missing assignments 

 
All assignments (in class assignments and homework) are assigned to help students learn and 
progress academically. When students submit incomplete or poorly done work, or fail to 
submit assignments altogether, teachers will work with students to help provide opportunities 
to complete assignments. This may include requiring students to work during lunch time, after 
school, serve academic in-school suspension, or attend homework help and/or Saturday 
Intervention. 
 
Honor Roll: Whittier Middle School is proud to recognize the achievements of our students 
and publishes an Honor Roll two times each year.  
 
Honor Roll will recognize students who earn at least 3s in all academic standards for classes 
that meet daily.  A Habits of Work (HOW) honor roll will recognize students who earn at least 
3s in all HOW standards. 
 
High Honors will recognize students who earn 4s on at least half of all academic standards 
assessed that term. A separate HOW high honor roll will use the same criteria as it applies to 
these standards. 
 
Illness or Injury: If a student becomes ill during the school day, the nurse will evaluate the 
child and contact the parents/guardians or emergency contact person if the child is too ill to 
remain at school.  The school is not equipped to care for students who are ill, but will provide a 
place for students who are waiting to be picked up.  Accident reports are completed for all 
injuries sustained at school.  Parents/guardian or emergency contact person is notified by phone 
and in writing if a student is injured and what treatment was provided. 
 
Image & Performance Release Form: At the start of each school year an Image & 
Performance Release Form is sent home.  Parents who do not wish to have their child’s 
photograph, or any excerpts of performances on film or tape, for the purpose of public relations 
and/or educational activities, should notify the office in writing. 
 
Infinite Campus: Infinite Campus is the student information database used by RSU 16.  All 
families and students are issued a login id and password to access their account.  There is a 
wealth of information available in the database. Families may view report cards and progress 
report grades, behavior entries, fees, school lunch balances, and attendance.  Additionally, 
families may pay for fees and school lunch online via the Infinite Campus site.  If you need 
assistance logging in to your account, please email infinitecampus@rsu16.org.  Please be sure 
to provide the following information in your email: 

● Your name 
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● Your child’s name, school, and grade 
 
Leaving school grounds is not permitted under any circumstance.  Any student leaving the 
school grounds seriously jeopardizes the liability of the school and will face disciplinary 
action. 

● Upon arrival all students are to remain on school grounds until 2:10 dismissal. 
● Students are not allowed to go behind or along the side of the building unless 

accompanied by a teacher. 
● Students may not go to the parking lot without office approval. 

 
Lockers with locks will be assigned to each student.  

● Students must use the locker assigned to them.  Any changes in locker assignments 
must be approved by administration. 

● For safety reasons, locks must be affixed and locked every night. 
● Locker combinations should not be given out to other individuals. 
● Students with missing locks at the end of the year will be charged a $6.00 replacement 

fee. 
● Lockers are the property of the school and are subject to search by the administration. 

Students may be held liable if any illegal substance is found in their assigned lockers. 
 
Medications: If your child must take medication while at school a parent/guardian or other 
responsible adult must bring the medication to school where it will be kept in the Health 
Office.  All medication must be in the original container.  If you request a second container 
from your pharmacy, they will provide one at no cost to you.  Parents/guardians are required to 
complete a medication permission form.  This procedure applies to both prescription and over 
the counter medications.  As part of our beginning of the year paperwork, we will ask 
parent/guardians to sign a standing order permission form for meds that might be needed at 
school.  Due to possible adverse reactions, the first dose of any medication should be given at 
home at least 12 hours prior to the child coming to school. 
 
Nutrition Program (Breakfast and Lunch) 
Breakfast is available for $1.25 for paid students and $ .40 for students qualifying for 
reduced-priced meals. Lunch is $2.75 for paid students and $ .40 for students qualifying for 
reduced.  Parents may choose to pay ahead online through Infinite Campus or students may 
submit checks to be added to their accounts.  If their accounts are in good standing, students 
may purchase additional items from the à la carte menu.  If the student owes money to the RSU 
16 Nutrition Program, he or she may not purchase à la carte items until the account is paid in 
full. 
 
We encourage families to complete the Free and Reduced Meal application form.  After doing 
so, please submit the form to the middle school office.  The form needs to be completed 
annually.  
 
Peanut Free Zones 
We have students at Poland Regional High School/Bruce M. Whittier Middle School that have 
life-threatening allergies to peanuts and nut products.  Peanuts and peanut products are some of 
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the most common foods to cause allergic reactions in both children and adults. They are the 
most common cause of fatal food allergic reactions. 
 
For individuals that are allergic to peanuts and peanut products, accidental eating or contact 
with peanut products will produce swelling of the mouth and throat, loss of consciousness and 
without timely treatment, death.  
 
In preparedness for responding to our students with life-threatening allergies to nuts, we have 
set aside peanut-free areas at Poland Regional High School/Bruce M. Whittier Middle School 
that must be peanut and nut-based products free. No type of nuts or nut products can be in 
these areas, as they pose a threat to the safety of members of our student body. Compliance 
with the peanut free zone conditions must be followed at all times. 
 
Public Displays of Affection are not permitted.  Brief, friendly hugs are permissible.  Kissing 
is not appropriate at school.  Appropriate workplace behavior is expected at all times. 
 
Retention may result when students do not make sufficient progress in passing the course 
standards of core classes.  The parents, student, grade-level team, and administration will meet 
to discuss retention possibilities.  If the student has met at least half of the standards for each 
failed course, summer school may also be an option. The administration has the authority to 
make the final recommendation.  Parents have the right to challenge the school 
administration’s decision by making a written appeal to the superintendent.  
 
Saturday Intervention: From time to time, some students need extended periods of time to 
complete missing work or re-do work that does not meet the standards.  Whittier Middle 
School offers regularly scheduled support sessions on designated Saturday mornings from 8am 
to 11am in the Whittier classrooms. Staff members assist students with their work at that time.  
 
Students and families are notified when students are missing three or more assignments and are 
required to attend Saturday Intervention.  In the event that a student cannot attend, families are 
asked to develop a plan to assist the student in completing his/her work.  
 
Searches are conducted to maintain the safety of all students and staff. 

● Lockers are the property of the school and are subject to search by the administration. 
Students may be held liable if any illegal substance is found in their assigned locker. 

● Any student refusing a search of their person or property will be suspended up to a 
maximum of ten days. 

● To maintain the continued safety of our school, other methods such as the use of 
animals trained to detect contraband substances may be used. 

 
Special Education: Whittier offers a continuum of services for students with identified 
disabilities including consultation, applied resource, and self-contained services.  If a student, 
parent, or teacher feels that a student may have an undiagnosed disability, he/she may initiate a 
special education referral by contacting Holly Day at the RSU 16 Central Office (998-2727). 
Parents are encouraged to consult with their child’s teachers, Roundtable advisor, and principal 

17 
 



 

prior to pursuing such evaluation to assure other potential interventions have not been 
addressed.  
  
Technology/Internet Acceptable Use: RSU16 has a K-12 Digital Citizenship Curriculum that 
can be accessed from the RSU16 website.  
 
Whittier students have access to a MLTI 1-to-1 laptop.  Details about the program and 
expectations for students and families are shared at the Parent Information Night.  Students 
must meet school expectations for use and care of the laptop to continue to access the device. 
 
Families are charged a use fee for participation in the MLTI iPad program.  The fee serves two 
purposes.  First, it provides repair cost coverage for laptop damages that are the result of 
an accident.  Second, it ensures that the cost to repair damages due to negligence never exceeds 
$100.  This use fee is not insurance. 
 
All students are responsible for their actions and activities involving school unit technology, 
network and Internet services, and for their technology files, passwords and accounts.  District 
rules concerning student technology devices and Internet are available on the district website 
through policy IJNDB-R.  
 
A telephone is available for student use in the main office before and after school and during 
lunch. 

● The student telephone is to be used solely for contact with home. 
● Social calls are not permissible. 
● Telephone calls should be limited to two minutes. 
● Misuse of telephone privileges will result in their loss. 

 
Visiting students must be pre-approved by administration.  In order to allow for ample 
notification of teachers it is requested that a minimum of two days be allowed to secure 
permission. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

18 
 



 

 

19 
 



 

 

Behavioral Expectations 
Take Care of Yourself.  

Take Care of Each Other.  
Take Care of this Place. 

 
Respectful Whittier Citizen 

The middle school staff and faculty wish to provide Whittier students with a safe, open, team 
oriented and child centered environment that offers a variety of learning opportunities to all 
students. This goal requires the cooperation of all students as well as opens communication 
among all the school’s partners: students, teachers, parents, administrators.  The following 
rubric describes the “Respectful” citizen in relation to specific areas. 
 
A respectful citizen… 
 

Within the School 
● Shares common space with other students without running, tripping, and pushing. 
● Leaves backpacks inside the lockers during classes. 
● Leaves bikes and skateboards secured outside while at school. 
● Handles electronic equipment properly. 
● Makes sure that the café and other common areas are not filled with litter. 
● Welcomes other students to share their tables, conversations, and unstructured 

activities. 
● Locks his/her locker; does not enter another student’s locker. 

 
Within the Classroom 

● Uses an indoor voice and movements. 
● Waits for his/her turn to speak. 
● Shares and conserves common supplies. 
● Uses language appropriate for the school public. 
● Recognizes other people’s physical space. 
● Follows directions and listens to instruction. 
● Takes ownership for his/her classroom behavior. 
● Leaves things clean after he/she uses them. 
● Puts things back where he/she found them for others to use. 
● Carefully uses technology, books and materials that belong to the school. 
● Arrives to class prepared. 

 
When Learning 

● Asks for help when needed. 
● Completes assignments on time. 
● Strives to produce quality work the first time. 
● Does his/her own work. 
● Shares the responsibility for completing group projects. 
● Properly cites resources when doing research. 
● Helps others who need help. 
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● Uses their planners to keep track of assignments. 
 

With Others 
● Uses an appropriate tone of voice and language when addressing others. 
● Leaves the belongings of others alone. 
● Listens to others and makes helpful responses. 
● Answers questions clearly and asks for clarification when necessary. 
● Recognizes the space of others. 
● Accepts others for whom and what they are. 
● Offers a helpful hand when appropriate. 
● Treats others kindly. 
● Responds appropriately to direction. 
● Competes in a healthy manner. 

 
In Relation to Self 

● Comes to school neat and clean. 
● Wears clothing that does not advertise tobacco, drugs or alcohol. 
● Wears clothing that is not revealing and distracting to learning. 
● Is aware of his/her personal space. 
● Approaches learning with an open mind and good attitude. 
● Does his/her best in all that he/she does. 
● Is positive about him/herself. 
● Recognizes his/her strengths and deficits. 
● Makes a contribution whenever possible. 
● Is a good sport. 

 
 

*** 
 

 
Disciplinary Mission Statement 

 
● The school community should be Respectful, Responsible, Honest, Caring, and Just. 
● All students deserve to be educated in a safe and secure environment. 
● All students are responsible for the decisions they make and need to be held accountable 

for their actions. 
● All students deserve an opportunity to wipe their disciplinary slate clean through long-term 

positive behavior. 
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Discipline Procedure 
 

Building a positive and inclusive school climate is our primary goal.  Every student deserves to 
attend a school where they are known and respected and experience a sense of belonging. Such 
positive climates are the foundation of the strong academic achievement we seek for all 
students. The staff at Whittier are committed to making our school such a place for all of our 
students. We continue to work with the Restorative Practices Collaborative through the 
University of Maine to integrate processes and discipline practices that support our community 
building efforts.  
 
The key goals of restorative practices are to:  
 
Build community 

● Create caring climates to support a healthy learning environment 
● Teach and model communication and empathy skills 
● Listen and respond to the needs of others 

Solve problems 
● Support and encourage accountability and responsibility 
● Teach and employ collaborative processes to address issues 
● Foster independent thinking and problem-solving skills through practice and 

guided experience 
 
Establish and nurture a positive and safe school climate 

● Use inclusive and collaborative processes to repair relationships and community 
● Promote personal accountability and understanding of one’s actions upon others 
● Practice self-discipline, manage time responsibly, and meet obligations  

 
 

Doing TO 
 

BLAMING 
 

Characterized by blaming, stigmatizing 
 

Doing WITH 
 

RESTORATIVE 
 

Characterized by cooperation, 
collaboration, taking responsibility, being 

accountable 

NOT doing 
 

NEGLECTFUL 
 

Characterized by ignoring, not responding 
to behavior 

 

Doing FOR 
 

PERMISSIVE 
 

Characterized by rescuing, excusing, and 
rationalizing behavior 
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Our goal is to build community, promote growth and empathy, and build students’ capacity to 
be positive contributors to our school. 
 
Classroom Management: The teachers manage their own classrooms to help all students 
maximize their educational experiences. Teachers encourage students to make good choices 
and take personal responsibility for their behavior and to help create an educational 
environment that serves all well.  
 
● As necessary, teachers address disruptive behavior especially when the behavior of a 

student interferes with the learning of others.  If problems are persistent, teachers will 
notify both the student’s advisor and parents, and may issue an after school detention. 
When a student’s behavior seriously disrupts the learning environment, the student will be 
sent out of class either to another teacher or to an administrator, at the discretion of the 
teacher. 

 
● When a student is sent out of class, that student reports with a pass from his/her teacher 

either to their buddy class/Restorative Room or to an administrator.  Repeat offenses 
involving teachers and/or the administration will be communicated to the parents.  

 
● Serious infractions such as harassment, smoking, threats, profanity, fighting, and 

insubordination, will be referred directly to the administration.  Parents will be contacted, 
and law enforcement personnel will be involved when appropriate.  The student may be 
expected to leave school immediately as the start of his/her suspension. 
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Possible Consequences for Failing to Meet Behavioral Expectations 
 
Excel Program:  The administration may assign a student to Excel if he/she is not meeting 
standards in a timely fashion.  This program provides students with the opportunity to make up 
missed work after school and thus possibly avoid summer school or retention. 
 
“Take a Break”:  Teachers may “time out” any student who fails to follow classroom 
expectations. The student is separated from his/her classmates and is not able to participate in 
the ongoing activities but is still able to receive instruction.  When ready to cooperate 
appropriately, the student may return to full participation.  The teacher will decide when the 
student is ready. 
 
Restorative Room:  When the in-class break option fails to bring a student’s behavior into 
compliance, teachers may use the Restorative Room option.  The teacher sends the student to a 
designated space.  There, the student completes a Behavior Reflection form, processes with and 
adult and prepares himself/herself for returning to class.  The teacher decides when to invite the 
student back to class. 
 
Silent Lunch:  Students are assigned to silent lunch when behavior is inappropriate in the café 
or in the hallway on the way to or from the café.  Silent lunch is served in a classroom with a 
supervising teacher.  Additionally, students with incomplete or missing assignments may be 
assigned to silent lunch as a time to complete work.  

 
Teacher Detention: Teachers may request that a student serve detention for rule-breaking 
behavior.  Parents will be notified when a detention is issued.  Failure to attend will result in a 
call home and a doubling of the consequence.  Detentions take priority over all other activities. 
 
Administrative Detention: Administrators may assign students to an administrative detention 
ranging in time from 1 to 4 hours as a consequence for an infraction.  The administrators will 
notify parents when a student earns an administrative detention.  
 
Suspension: Serious or repetitious inappropriate student behavior may result in suspension. 
When suspending a student, the administrator will contact the parent and may request a 
re-entry meeting prior to the student’s return to school.  The length of the suspension is 
dependent on the seriousness of the infraction.  When a student is suspended from school, that 
student may not participate in any school functions nor be in the school building without 
special permission.  The student is responsible for all work missed during the time of 
suspension.  
 
Long-Term Suspension/Expulsion:  Occasionally, a student will persist in negative behavior 
or commit several capital infractions.  In such cases, the school administration will bring the 
student to the School Committee for more serious action that may include suspension of more 
than 10 days or expulsion. 
 
Capital Infractions are taken very seriously.  They will remain on the student’s record 
throughout their middle school years.  A second Capital Infraction is reason for immediate 

27 
 



 

referral to the School Committee for possible action.  As deemed necessary, a re-entry 
meeting may be scheduled by Administration.  In addition to school consequences, these 
infractions will also be referred to law enforcement for possible legal action.  
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