PARENT & STUDENT HANDBOOK
STAR Program
2018-2019

Updated: May 25, 2018

CCC STAR Parent Student Handbook

Page 2

updated 5/25/18

Table of Contents
Special Education Directors....................................................................................................... 4
STAR Programs ................................................................................................................... 6
Extended School Year (Summer) Program ........................................................................ 8
STAR Calendar ................................................................................................................... 10
S.T.A.R. CONTACTS .......................................................................................................... 12
STAR Program Information ............................................................................................... 13
Admissions Procedures .................................................................................................... 13
Anti-Hazing Policy Massachusetts General Laws Chapter 269 ................................. 14
Attendance ....................................................................................................................... 15
Arrivals / Dismissals .......................................................................................................... 16
Bathroom ............................................................................................................................ 16
Behavioral Standards & Protocols ................................................................................... 17
Board of Directors.............................................................................................................. 17
Bullying ............................................................................................................................... 18
Case Management.............................................................................................................. 18
Certificates of Attendance and/or High School Diplomas .............................................. 18
Challenger Club ................................................................................................................. 18
Collaboration / Communication ........................................................................................ 19
Curriculum .......................................................................................................................... 19
Dress Code ......................................................................................................................... 19
Early Release Days ............................................................................................................ 20
Emergency Procedures ..................................................................................................... 20
End of School Year ............................................................................................................ 21
English as a Second Language (ESL) .............................................................................. 21
Field Trips ........................................................................................................................ 21
Guardianship ...................................................................................................................... 21
Home visits ...................................................................................................................... 21
Homework ......................................................................................................................... 21
Illness and/or hospitalization ..................................................................................... 22
Immediate Notification .................................................................................................. 23
Individual Education Plans (IEP) and Progress Reports ................................................ 23
Incident Reports ............................................................................................................. 24
Legal Status/Change of Legal Status ....................................................................... 24
Less Restrictive Environments .................................................................................. 24
Limited English Proficient (LEP) Students ...................................................................... 24
CCC STAR Parent Student Handbook

Page 3

updated 5/25/18

Lunch Program ................................................................................................................ 24
Mandated Reporting of Suspected Child Abuse .................................................... 24
MCAS Participation ........................................................................................................ 25
Medication Policy ........................................................................................................... 25
Parent Advisory Group (PAG) ..................................................................................... 26
Parent Complaints or Grievances .............................................................................. 26
Parent / Guardian Involvement ................................................................................... 27
Physical Education Program ....................................................................................... 27
Physical Restraint / De-escalation Procedures ..................................................... 27
Physical Restraint Protocols ...................................................................................... 28
Program students – Care outside the classroom ................................................. 29
Protecting Students From Exposure to Known Allergens ............................................. 29
Runaway Students ......................................................................................................... 30
School Health Screenings ........................................................................................... 31
School Schedule ............................................................................................................. 31
Service Animals / Therapy Animals .......................................................................... 32
Smoking ............................................................................................................................ 32
Snow Days ........................................................................................................................ 32
Structured Learning Time ............................................................................................ 32
Student Records ............................................................................................................. 32
Supervision of Students ............................................................................................... 33
Suspension Policy ......................................................................................................... 33
TEAM Meetings ............................................................................................................... 33
Technology & Electronic Devices / Cell Phone Policy ........................................ 34
Telephone Use ................................................................................................................. 34
Termination Policy ......................................................................................................... 35
Time-Out Procedures .................................................................................................... 35
Transition Criteria .......................................................................................................... 36
Transportation ................................................................................................................. 36
Visitors .............................................................................................................................. 37
Vocational Services ....................................................................................................... 37
Special Education Directors………..…………………………………………………………

CCC STAR Parent Student Handbook

Page 4

updated 5/25/18

38

CCC STAR Philosophy

CCC STAR program offers a philosophy of supporting the whole child across all areas
of their development:

S.
T.
A.
R.

Self-Care, Health, Physical Development
Therapies, Integrated Therapeutic Environment
Academics, Cognitive Development
Regulation – Social, Emotional, Behavioral

 CCC STAR Program supports students from ages 5 to 21 as a public day school.
 CCC follows a school calendar (180 school days, 5 days per week; 6 hours per day).
 STAR program offers an extended school year program (6 weeks/4 days) for
students when deemed necessary by the IEP Team.
 Speech, Occupational, & Physical therapies are integrated into all activities, as well
as provided direct in accordance with a student’s IEP.
 STAR employs a full-time nurse for health and medical support.
 STAR employs a full-time social worker and a Board Certified Behavior Analyst
(BCBA).
 All CCC programs meet regulations for MCAS, utilizing the MCAS Alternate
Assessment when appropriate.
 Parent support includes the opportunity for participation in a parent group/Parent
Advisory Group Council (PAG) that meets regularly during the school year.
 The CCC Director of Special Education Programs will notify the parents and
Department of Elementary & Secondary Education regarding any significant change
to programming
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STAR Programs

The STAR Program supports students with a variety of needs, abilities and
disabilities.
Several classrooms within the STAR Program support students with a history of
social-emotional, mental health and behavioral needs. These classrooms
are designed to integrate behavioral, social, & academic supports for students in
grades K-5 who have been unsuccessful in an inclusion setting. Students are
generally working at or near grade-level academically, but need to develop
coping skills and regulation strategies with the goal of returning to a less
restrictive setting. Students may present with differing disabilities (e.g. ADHD,
Mood Disorders, anxiety, PTSD, ODD, and/or high functioning ASD). The
program offers instruction in a therapeutic milieu and incorporates principles of
Social-Emotional Learning (SEL) and trauma sensitive environments. Referrals
are only taken through grade 4, but students may remain through grade 5 and
will then need to transition to another program/setting.
The majority of classrooms within the STAR Program support students with
intellectual, behavioral, and communication needs. These classrooms
address the educational and pre-vocational/vocational needs of students up to
age 22 with severe communication, social, cognitive, and behavioral needs
through structured teaching and guided by principles of Applied Behavior
Analysis. Emphasis is placed upon increasing functional communication and
independence skills, as well as social/behavioral regulation. Academics, selfcare, and life skills are addressed through hands-on activities and daily routines
and experiences. Therapies are integrated daily within the classroom activities.
Programs are individualized to meet students’ needs and priorities, and offer a
high teacher to student ratio. Behavioral needs are supported through
structured and predictable environments, and individual plans developed as
needed to address the function of a behavior and the teaching of replacement
skills.
There also are currently some students attending that have medical/multiple
needs and require instructions focused on the individual sensory, motor and
cognitive needs associated with severe, global needs. Emphasis is placed on
development of responses to a variety of stimuli, positioning, and refinement of
self-help programs with direct therapeutic consultation. Educational needs
include communication, augmentative devices, assistive technology, social
skills, and modified academics. A focus of programming is to gain
independence and improve quality of life.
CCC STAR Parent Student Handbook
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Extended School Year (Summer) Program

The Cape Cod Collaborative STAR program offers an Extended School Year
(ESY) or Summer Program. Students who have need for extended services
beyond the regular school year, as stated in their Individual Education Plans, are
referred to this program by their home districts. Therapies (OT, PT, Speech) are
provided as directed through the IEP.
The Extended School Year program runs for six weeks in July and August from
9:00 AM until 2:00 PM, Monday through Thursday. Thursdays, we will serve either
a hamburger or hotdog (alternating weeks) along with salads and vegetables made
in part from bounties of our “Friendship Garden”. Students may also come to
school with lunch and a beverage, and a snack if desired.
Special Health Considerations During the Summer
1. Parents may want to send a cap or sunhat and apply sun protection on their
child
each
day.
2. Some medications can cause photosensitivity, a reaction where the skin can
be easily sunburned or a rash may develop. A few of these medications
include Tegretol, sulfa drugs (Bactrim, Gantrism), tetracycline and valproic
acid (Depakene). Anyone taking these medications should take special care
in
the
sun.
3. Consider sending an extra drink for your child or a cup/bottle for water. As
temperatures rise in the summer, so does the risk of dehydration.
4. Please inform your child’s teacher or the program nurse if your child has
difficulty tolerating high temperatures.
Student Information Packet
Summer students who are not full time Collaborative students are required to
have a completed Student Information Packet on file. Current Collaborative
students do not need to complete new forms unless there is information that
needs to be updated.
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Cape Cod Collaborative Main Office

Cape Cod Collaborative
Osterville Campus
(Administration-STAR Program-Transportation)
418 Bumps River Road
Osterville, MA 02566
Phone: 508.420.6950
FAX: 508.420.6959
Sandwich Campus
(Waypoint Academy)
33 Water St,
Sandwich, MA 02563
Phone: 508.564.5099
Fax: 508.564.5263
Paul C. Hilton ......................................................... Executive Director
Anita Woods ........................................................... Director of Special Education Programs
Christina Caputo ..................................................... Assistant Director of Special Ed. Progs.
Julia Bryant…………………………………………….STAR Program Coordinator
Melissa Goldstein……………………………………...Waypoint Academy Program Coordinator
Chris Bogden .......................................................... Director, Special Projects
Amy Lipkind .………..…………………………………Business Manager
Lisa Stobbart & Wendy Pennini .............................. Transportation Department
Sheila Murray ......................................................... Administrative Assistant, Osterville
Judy DelRaso …………………………………………Data Management Specialist
Irene Decoteau………………………………………..Administrative Assistant, Osterville
Esther Owen .......................................................... Administrative Assistant, Sandwich
The Cape Cod Collaborative Administrative Office is open from
7:30 A.M. - 4:00 P.M. daily. The office will be closed on the following days:
July 4, 2018
September 3, 2018
October 8, 2018
November 12, 2018
November 21, 2018
November 22 & 23, 2018
December 25, 2018
January 1, 2019
January 21, 2019
February 18, 2019
April 15, 2019
May 27, 2019
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Labor Day
Columbus Day
Veteran’s Day
½ Day
Thanksgiving
Closed
Closed
Martin Luther King Day
President’s Day
Patriot’s Day
Memorial Day
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STAR Calendar

CCC STAR Parent Student Handbook

Page 10

updated 5/25/18

CCC STAR Parent Student Handbook

Page 11

updated 5/25/18

S.T.A.R. CONTACTS
School Address:
School Phone:
School Fax:

418 Bumps River Road, Osterville, MA 02655
508-420-6950
508-420-6959

Julia Bryant, Program Coordinator & BCBA
Marette Power, Program/School Nurse
Peggy Brooks, Social Worker
Anita Woods, Director of Special Education
Programs
Christina Caputo, Assistant Director of Special
Education Programs
Paul Hilton, Executive Director

Classroom Teachers:
TBD
Sarah Beckner
TBD
Kristen French
Jennifer Heinlein
TBD
Phil Nobile
Carmen Rockwood
Alison Serpico
Melissa VanEssendelft

Room#
J
M
H
D
F
G
L
E
C
I

Therapy Office:
P-1
Linda Dillon, OT
Suzanne Greenberg-Carroll, SLP
Beth Kerr, COTA
Emilie Cataldo, DPT
Leah Brodeur, PT
Peggy Curran SLPA

x 1132
x 1117
x 1127
x 1115

J.Bryant@CapeCodCollaborative.org
M.Power@CapeCodCollaborative.org
P.Brooks@CapeCodCollaborative.org
A.Woods@CapeCodCollaborative.org

x

C.Caputo@CapeCodCollaborative.org

x 1111 P.Hilton@CapeCodCollaborative.org

x 1140
x 1130
x 1126
x 1124
x 1129
x 1142
x 1131
x 1128
x 1125
x 1138

@CapeCodCollaborative.org
S.Beckner@CapeCodCollaborative.org
@CapeCodCollaborative.org
K.French@CapeCodCollaborative.org
J.Heinlein@CapeCodCollaborative.org
@CapeCodCollaborative.org
P.Nobile@CapeCodCollaborative.org
C.Rockwood@CapeCodCollaborative.org
A.Serpico@CapeCodCollaborative.org
M.VanEssendelft@CapeCodCollaborative.org

x 1116
x 1150
x 1116
x 1116
x 1116
x 1150

L.Dillon@CapeCodCollaborative.org
S.Greenberg-Carroll@CapeCodCollaborative.org
B.Kerr@CapeCodCollaborative.org
E.Cataldo@CapeCodCollaborative.org
L.Brodeur@CapeCodCollaborative.org

CCC Transportation
Dispatch
x 1118 or 1119
(District transportation has their own numbers. Please call them directly.)
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STAR Program Information

Admissions Procedures
The CCC STAR Program provides programming for students from sending school districts who are experiencing
difficulties or challenges in their current educational setting(s) or districts may not be able to provide the necessary
individualized services. Student challenges may include: learning and/or cognitive deficits; behavior problems;
emotional problems; and/or specialized healthcare needs. These difficulties have resulted in a need for specialized
educational programming.
 The STAR program receives referrals from the public school systems of the member districts, as well as
other surrounding districts.
o Referral packets may contain education records and history, Individual Education Plans, Progress
Reports, discipline reports, attendance, testing results, medical information or other pertinent
information necessary to guide enrollment decisions.
o Referrals are received and reviewed by the Director & Assistant Director of Special Education
Programs and the Program Coordinator. Together they determine students appropriate to the
program.
 Admission is based upon the combined information derived from the record review, discussion with district
personnel and input from the family.
o Placement may range from 45 days to a complete academic year (180 days).
o Our objective is to maintain flexibility to enable service of all (appropriate) referrals. The STAR
Program mandates cooperative effort, identifiable goals and exit criteria to be guided by TEAM
decisions.
o CCC strives to support students in their growth and development for success in returning to a less
restrictive setting whenever possible and to maintain FAPE for all students.
 Only students with a current, signed Individual Education Plan (IEP) may attend the public day school.
Placement (PL1) shall be designated as a separate Public Day School.
 No student shall be excluded from admission on account of race, color, gender, religion, national original,
sexual orientation, gender identity or disability. The following grievance procedure will be observed:
o Students/parents/guardians will bring the matter to the attention of Program Coordinator, or Director
of Special Education Programs, Anita Woods.
o If the matter is not resolved within seven (7) days, the student/parent/guardian may appeal in writing
to the Executive Director, Paul Hilton.
o If, at the end of fourteen (14) days after appealing to the Executive Director the matter remains
unsolved, the student/parent/guardian may appeal the grievance to the Board of Directors within
three (3) work days after the date of the Collaborative Director’s reply. This shall be done by
sending a written request to the Board, via the Collaborative Director, for a hearing. The Board of
Directors shall hold such hearing at a special meeting called for that purpose or at its next regularly
scheduled Board meeting. Whether such hearing is held in open or executive session shall be
controlled by the provisions of Chapter 39 of the Massachusetts General Laws (i.e., the Open
Meeting Law). The Board of Directors’ decision relative to the grievance shall be final and shall be
rendered within twenty (20) business days of the hearing.
o If the matter remains unresolved, the complaint may be referred to the United States Department
of Education, Office for Civil Rights, Boston, MA.
 Families/Students referred to the STAR Program will have an opportunity to view the recommended
program and facilities with the Program Director, designee and/or school liaison prior to placement. This
will allow the families an opportunity to meet the staff and see other enrolled students.
o Upon request, the Director or designee shall be available to meet with the student and family to
explain the school’s purpose and services, policies regarding student and parent rights including:
student records, the health program, and procedures for termination of a student.
 An intake packet is shared with the family as part of the registration process.
o The student’s Massachusetts School Health record will be reviewed by the program nurse prior to
admission. Records should include evidence that the student has had a physical examination by
a licensed physician within the previous twelve (12) months unless deemed an emergency
placement, in which case school will work with family and sending district to ensure child receives
a physical examination within thirty (30) days.
CCC STAR Parent Student Handbook
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o
o

All students must be up to date with immunizations, in accordance with Department of Public Health
Regulations, in order to attend the STAR programs.
The Home Language Survey will assist the Collaborative in identifying the student’s specific
language needs. If a language other than English is spoken in the home, the program will work
with a student’s sending district in implementing the necessary translation of materials. Upon
request, the Collaborative will have school information translated, either orally or in writing, and will
provide copies of important school announcements in languages other than English.

Anti-Hazing Policy
Massachusetts General Laws Chapter 269
Section 17 Hazing; organizing or participating; hazing defined
Section 18 Failure to report hazing
Section 19 Copy of Secs. 17 to 19; issuance to students and student groups, teams
and organizations; report
Section 17. Whoever is a principal organizer or participant in the crime of hazing, as defined
herein, shall be punished by a fine of not more than three thousand dollars or by imprisonment
in a house of correction for not more than one year, or both such fine and imprisonment.
The term “hazing” as used in this section and in sections eighteen and nineteen, shall mean any
conduct or method of initiation into any student organization, whether on public or private
property, which willfully or recklessly endangers the physical or mental health of any student or
other person. Such conduct shall include whipping, beating, branding, forced calisthenics,
exposure to the weather, forced consumption of any food, liquor, beverage, drug or other
substance, or any other brutal treatment or forced physical activity which is likely to adversely
affect the physical health or safety of any such student or other person, or which subjects such
student or other person to extreme mental stress, including extended deprivation of sleep or rest
or extended isolation.
Notwithstanding any other provisions of this section to the contrary, consent shall not be
available as a defense to any prosecution under this action.
Section 18. Whoever knows that another person is the victim of hazing as defined in section
seventeen and is at the scene of such crime shall, to the extent that such person can do so
without danger or peril to himself or others, report such crime to an appropriate law enforcement
official as soon as reasonably practicable. Whoever fails to report such crime shall be punished
by a fine of not more than one thousand dollars.
Section 19. Each institution of secondary education and each public and private institution of
post-secondary education shall issue to every student group, student team or student
organization which is part of such institution or is recognized by the institution or permitted by
the institution to use its name or facilities or is known by the institution to exist as an unaffiliated
student group, student team or student organization, a copy of this section and sections
seventeen and eighteen; provided, however, that an institution’s compliance with this section’s
requirements that an institution issue copies of this section and sections seventeen and eighteen
to unaffiliated student groups, teams or organizations shall not constitute evidence of the
institution’s recognition or endorsement of said unaffiliated student groups, teams or
organizations.
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Each such group, team or organization shall distribute a copy of this section and sections
seventeen and eighteen to each of its members, plebes, pledges or applicants for membership.
It shall be the duty of each such group, team or organization, acting through its designated
officer, to deliver annually, to the institution an attested acknowledgement stating that such
group, team or organization has received a copy of this section and said sections seventeen and
eighteen, that each of its members, plebes, pledges, or applicants has received a copy of
sections seventeen and eighteen, and that such group, team or organization understands and
agrees to comply with the provisions of this section and sections seventeen and eighteen.
Each institution of secondary education and each public or private institution of post-secondary
education shall, at least annually, before or at the start of enrollment, deliver to each person who
enrolls as a full time student in such institution a copy of this section and sections seventeen
and eighteen.
Each institution of secondary education and each public or private institution of post-secondary
education shall file, at least annually, a report with the board of higher education and in the case
of secondary institutions, the board of education, certifying that such institution has complied
with its responsibility to inform student groups, teams or organizations and to notify each full time
student enrolled by it of the provisions of this section and sections seventeen and eighteen and
also certifying that said institution has adopted a disciplinary policy with regard to the organizers
and participants of hazing, and that such policy has been set forth with appropriate emphasis in
the student handbook or similar means of communicating the institution’s policies to its students.
The board of higher education and, in the case of secondary institutions, the board of education
shall promulgate regulations governing the content and frequency of such reports, and shall
forthwith report to the attorney general any such institution which fails to make such report.

Attendance
Consistent attendance is integral to each student’s academic, social and behavioral progress.
Attendance records are shared at the end of each month with a student’s sending district.
If your child is absent from school:
 Please telephone BOTH the program AND the appropriate transportation personnel
 IF YOUR CHILD IS TRANSPORTED BY CAPE COD COLLABORATIVE, PLEASE
CONTACT TRANSPORTATION, AT 508.420.6950 x 1118 (an answering machine is
available when the office is closed).
 If that is not possible please contact the Collaborative Administration office at
508.420.6950 x 1110 to leave a message.
 If your child’s classroom does not receive information regarding an absence from the
family, we may call to confirm all absences.
 If your child is absent, you may receive follow-up telephone calls from the program nurse
or other designee to inquire about the student’s current status.
Although daily attendance is desirable for all students, illness does occur which may make it
INADVISABLE for the student to attend school. Should your child miss school due to illness for
5 or more consecutive days, you may be asked to provide a note from your physician clearing
the student to return. A student’s sending district will also be notified of an extended absence.
Please see the section on “illness” for further guidelines.
CCC STAR Parent Student Handbook
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Arrivals / Dismissals
Students are monitored by staff as they get off/on their buses and as they proceed throughout
the hallways within the school building.
If a student is being driven to school, please bring the student into the school building to be met
by a staff member. The school day begins at 9:00 a.m. for students and ends at 3:00 p.m.
(Please note that staff attend meetings and do planning before and after school and may not be
available to take students in early.)
If a student is to be dismissed early, a parent can notify the teacher through the home/school
notebook, phone or other pre-arranged method of communication (e.g. email). Parents (or
designated responsible adult) must enter the building and sign a student out. If the adult is
unfamiliar to the STAR staff, they will be required to provide identification. A copy of their
identification may be kept in the student file to document the dismissal. In the case of an
emergency, students will only be released to those listed on the emergency contact form and/or
provided by a parent/guardian in writing.
Students may be dismissed due to illness that is diagnosed by the program nurse, in accordance
with Department of Public Health Regulations. Staff will make every effort to support a student
throughout the school day if they are not feeling well, yet do not meet criteria to be dismissed by
the school nurse.
Should a student be experiencing behavioral difficulties near dismissal time, CCC staff will
determine the status of a student to safely ride their regular transportation. A family member (or
other emergency contact) may be called to pick a student up if they are determined to be unsafe
for themselves or other students riding on the same transportation.

Bathroom
Some classrooms have scheduled bathroom breaks built into the school day in order to prevent
continuous disruptions to learning. Students are encouraged to use the bathroom at the
scheduled times. Student requests to use the bathroom will be honored.
Students requiring assistance in the bathroom will be provided with a staff member to meet their
needs. Students not requiring direct assistance will still have a staff member in proximity to
bathroom door.
Students requiring total adult assistance will be provided the respect and support needed to
meet their needs. A private area off the nurse’s office is available with the necessary space and
materials for changing and diapering. We ask the families provide diapers. A change of clothes
in a student’s backpack is also helpful.
CCC staff follow Standard (Universal) Precautions in handling any bodily functions (e.g. use of
gloves, proper disposal of soiled diapers). When determined as necessary by a student’s family
and/or IEP TEAM, data may be maintained to record toileting activity.
Families are encouraged to send in an extra set of clothing should an accident occur during the
school day. Any soiled clothing will be bagged and sent home for cleaning. We do have some
CCC STAR Parent Student Handbook
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limited quantities of donated clothes should families forget to send an extra change. If your child
comes home in these clothes, please launder and return them.

Behavioral Standards & Protocols
CCC STAR Program supports the belief that “behavior is communication” and students
present with individual needs. Student behavior is impacted by the ability to
communicate and process information within the environment. Students may react to
their environment (temperature, auditory, visual, etc.) and their internal biological
and/or neurological states. Adults are expected to work to understand the behavior as
communication to meet the student needs and address the function of the behavior.
Students may utilize inappropriate behaviors as a primary form of communication.
Students may also be reacting to past experiences (e.g. trauma). Students may present
with aggressive or destructive tendencies and some students do exhibit self-abusive
behaviors to communicate frustration, anxiety or to protest.
Students experiencing emotional challenges may exhibit inappropriate behaviors (aggressive or
destructive tendencies, verbal threats) to communicate their anxiety, frustration, and/or
confusion. Direct social skills and problem solving skills instruction are required on a daily basis
to support shaping of appropriate behaviors and replacing inappropriate behaviors. Students
may demonstrate a hyper-vigilant state that requires support and facilitation to feel safe in their
school environment.
Students experiencing emotional challenges may work on a daily contract system that includes
a structure of “5 Points of Respect”: Respect for self, for adults, for peers, for property, and
respect for personal space. The contract includes daily data (points) and works on a positive
behavior shaping model. Students advance in levels and privileges and may participate in a
token economy system within their classroom. Other students may utilize individual contract
systems and/or respond to use of “first-then” formats.
For all behavioral challenges, knowledge of a child’s disability and skill level guides interventions.
Positive behavior supports are utilized which include environmental controls and
accommodations (e.g. use of visuals or other concrete strategies) to provide pro-active
strategies to minimize behaviors and support communication. Staff utilize many interventions
and strategies to support de-escalation. All staff are trained in QBS Safety Care which supports
the incident minimization, physical safety techniques, physical management techniques, and
post-incident procedures. When individualized supports are deemed necessary, a functional
behavior assessment (FBA) may be utilized to develop individual behavior support plans (BSP)
and individualized strategies for consistent (adult) responses. Parents would be expected to
participate in developing a BSP before it is initiated. (Parents are asked to sign any BSP and
are provided with a copy.)
Parents are encouraged to maintain contact with CCC staff to ensure they are aware and
educated regarding management of behavior. Parents may request to meet with staff at any
time.

Board of Directors
Cape Cod Collaborative serves as an extension of the Public Schools. CCC is governed by a
Board of Directors which consists of School Committee representatives from each member town:
Barnstable, Bourne, Brewster, Cape Cod Technical HS, Dennis-Yarmouth, Eastham, Falmouth,
CCC STAR Parent Student Handbook
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Martha’s Vineyard, Mashpee, Monomoy, Nantucket, Nauset, Orleans, Provincetown, Sandwich,
Truro, Upper Cape RTHS, Wareham and Wellfleet.
Meetings are held on the second Wednesday of the month at 5:00 p.m. Meetings times, dates,
and locations are posted on our website, www.capecodcollaborative.org. Meetings are open to
the public.

Bullying
The Cape Cod Collaborative has a Bullying Prevention and Intervention Plan approved through
the DESE (December 2010).
The full plan is available on our website,
www.capecodcollaborative.org.
The school environment is structured with ongoing adult supervision in efforts to decrease any
opportunities for bullying to occur. Direct instruction related to communication, social skills,
problem solving, and making appropriate choices is embedded within the students’ day. Bullying
is not acceptable and will be addressed and follow-through steps put in place. Counselors,
therapists, behaviorist, and all classroom staff work together to provide a safe and positive
learning environment.
Questions or concerns related to bullying should immediately be brought to the attention of the
Director, Program Coordinator or clinical staff.

Case Management
Each student is assigned to a case management (IEP) team consisting of the classroom teacher,
program therapists, classroom assistant staff, and Program Coordinator.
This case
management team coordinates the implementation of the student’s Individual Education Plan.
CCC staff meet regularly to discuss student needs, guide programming and address issues in a
proactive manner.
The Program Coordinator and Director of Special Education Programs work together with the
sending district and family to coordinate meetings, monitor student progress, coordinate
communication and service delivery around the student’s educational programming. Ongoing
and consistent communication between home and school, as well as between the program and
student’s sending district is critical in forming a partnership leading to student success.

Certificates of Attendance and/or High School Diplo mas
Graduation requirements follow the policies of a student’s home district. Students not meeting
their district graduation requirements may receive a certificate of attendance, as outlined by their
home district.

Challenger Club
Cape Cod Challenger Club is separate from the Cape Cod Collaborative. Any questions or
concerns related to their programs and services should be directed to the Challenger staff. Their
contact information is:
info@capecodchallenger.org
508-420-6950, ext. 1135 or 1136;
Fax: 508-420-6959.
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The Cape Cod Challenger Club office is located off the lobby in the Cape Cod Collaborative
Osterville
campus
building,
418
Bumps
River
Road,
Osterville.

Collaboration / Communication
The Director of Special Education Programs, together with the Program Coordinator, is
responsible for maintaining ongoing communication with a student’s sending district. Classroom
teachers are responsible for maintaining home/school communication related to daily/weekly
activities and events. Daily notebooks can be a vital means of home/school communication.
Other forms may be utilized for communication such as email and/or phone calls, etc. Parents
should include pertinent health and medical information, or other information pertinent to a
student’s successful school day. Questions, concerns, or scheduled appointments may be
included in this home/school reporting.
Teachers are discouraged from using their personal cell phones for correspondence regarding
a student. Each Collaborative staff has an assigned email and phone extension for your
convenience. If there is an immediate need to contact a staff, please call the front desk at ext.
1110. Paraprofessionals are instructed to re-direct any parent questions/concerns to the lead
teacher and/or administration.
CCC staff will work to support other agencies that may be involved with a student’s care. A
family may be asked to sign a release form allowing permission for staff to discuss a student’s
educational program. With adequate notice, staff may be able to provide input (e.g. classroom
data or other summaries) on request from families to bring to doctor or therapy appointments.

Curriculum
The Massachusetts Curriculum Frameworks/Common Core State Standards serve as
the guideline for content learning at each grade level. For students working
significantly below grade level skills, staff utilize the Resource Guide to the Curriculum
Frameworks for Students with Disabilities (DESE) to aide in their lesson development.
Academics are modified to meet student need so that students participate at grade level
whenever possible or through “entry” or “access” points.
Students may require instruction in the areas of self-help and daily living skills and/or
direct social skills instruction. Students may also require pre-vocational/ vocational
instruction within their program. The CCC STAR program works on foundation skills
such as increasing independence and organization to task, seeking/gathering needed
materials, sustaining attention to task and completion of task(s). Functional academics
support vocational activities and building independence. Ongoing assessment of
student strengths and interests guide activities.
For all students, instruction is imbedded throughout the school day including breaks,
recess, lunch, self-care, etc. Therapy staff (e.g. speech, OT, PT), as well as BCBA,
Social Worker, and/or program nurse provide ongoing consultation as part of a
student’s program at STAR.

Dress Code
The dress code is governed by health, safety, and independence in self-care routines. Full shirts
should be worn (e.g. no short/midriff shirts). Shoes are preferred rather than flip flops or crocs
for safety. Hats, bandannas, hoods are not to be worn in the building unless otherwise allowed
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by staff. Inappropriate words or pictures on clothing are not permitted. Any questions can be
directed to the social worker or other administrative staff.

Early Release Days
Early release days are scheduled periodically through the school year to allow opportunities for
CCC staff to participate in professional development or training or to conduct program planning
and team collaboration.
On Early release days, students will be dismissed at 11:45. They will not have lunch on that
day, but will be offered a snack mid-morning. Please ensure someone is home to meet your
child from the school vehicles on these days.

Emergency Procedures
CCC staff shall provide whatever means are available to them to preserve and protect a child’s
life in the event of an emergency. Should an emergency occur regarding an individual student,
attempts will be made to contact a family member directly. Staff may, however, need to make a
decision based on health and safety. Any student transported from the STAR Program would
be taken to Cape Cod Hospital. In the event an emergency occurs out on a field trip, the
geographically closest hospital is where a student would be transported. A Star staff would
ride/stay with a student at the hospital until a family member arrives.
In the event of an emergency, proper notification procedures shall be observed. This requires
that each Collaborative staff have available an emergency procedure established for his/her
classroom that should include names, telephone numbers and other pertinent information
concerning those who are to be contacted. A copy of this procedure is filed with the
Collaborative office. Please inform CCC of any changes or additional contacts.
Due to the medical needs of students, some programs may require the involvement and input
from a local rescue squad. The program nurse shall closely coordinate specific arrangements
for their involvement.
Students experiencing a crisis of mental health may require additional consultation. STAR staff
would contact parents/guardians directly to discuss recommendations for care and response.
Students unsafe to themselves or others may require a parent to come to the school and/or
necessitate a call to 911 for transport for further evaluation.
CC Collaborative will comply with all required building and safety codes, and maintain current
certificates of compliance from appropriate agencies. It is the policy to provide staff with
necessary emergency and safety training in order to promote a safe school environment.
This includes:
1. Evacuation Drills conducted in collaboration with the local Fire Department.
2. Written evacuation plans posted and reviewed with staff and students.
3. First Aid kits, AEDs and fire extinguishers located in designated areas.
4. Annual training in C.P.R., AED use, Epi-Pens, general first aid and seizure monitoring.
5. Annual training in de-escalation and physical safety techniques and regulations.
Students requiring specialized nursing procedures with have an Individual Health Care Plan
(IHCP) developed by the IEP team which includes the family and the program nurse. All nursing
support required during a school day is provided by CCC qualified staff. Ability to meet a
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student’s medical needs within the school setting is determined by the School/Program nurse
and Director of Special Education Programs.

End of School Year
CCC students attend 180 school days with adjustments made related to snow or other
scheduling concerns. The last day of school is an early release day; students will be dismissed
at 11:45 a.m.

English as a Second Language (ESL)
CCC works directly with the sending district to provide English language support
should it be required. CCC follows guidelines outlined by the Department of Elementary
and Secondary Education to support learning for students designated as ESL students.
Our Intake Packet includes a Home Language Survey. Parents and guardians are
requested to contact the Director of Special Education Programs to request special
services, such as interpreters or other needed assistance. STAR program staff include
administrators and teachers that have received a Sheltered English Immersion (SEI)
endorsement as part of their DESE certification.

Field Trips
Field Trips are planned by classroom teachers and/or other school staff as opportunities to
expand instruction/content themes, generalize & practice skills, and/or address IEP goals and
objectives. All-school trips will sometimes also be planned.
Trips are planned in advance and notice/information will be shared with parents & guardians for
those students participating. On occasion parents may be asked to contribute towards the cost
of an outing. No students shall be excluded based on inability to pay.

Guardianship
Families seeking guardianship of their children at 18 years of age should work with the
Department of Developmental Services (DDS). The STAR Program social worker is available
as a resource to help families in identifying the needed paperwork. Discussion of upcoming
guardianship needs would also be included within the annual IEP meetings and should be a part
of transition planning.
For any assignment of guardianship, we request paperwork be on file as part of a student
records.

Home visits
Home visits are available to support ongoing communication between home and school. Please
contact your classroom teacher to discuss this option.

Homework
Homework, when appropriate, is assigned by a classroom teacher in collaboration with the
family. Homework would be meant to practice skills learned, introduce new concepts/ideas, or
expand upon themes/activities presented in the school setting.
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Illness and/or hospitalization
If your child is ill, please keep him/her home until they are recovered. It is often difficult for a
child to learn when they are not feeling well. Children who come to school ill, or become ill while
in school, will be sent home. The Program nurse will notify you of this decision. Our goal is to
keep your child’s classroom a healthy, learning environment.
Parents are responsible for providing transportation in the case of illness. If this is not possible,
we ask that you designate another responsible person who can take responsibility for your child.
The following parameters can be used as a guideline for keeping a child home after an illness:
 FEVER: As a rule, a student with a fever of 100 or over should remain home. Twentyfour (24) hours after the fever has broken (without fever reducing medication), the
student can return to school.


Cold: If the student feels well enough and does not have a fever, a child with cold
symptoms can go to school, particularly after the first day or two of the cold.



VOMITING/DIARRHEA: A student who has been vomiting or had diarrhea within the last
24 hours should remain home.



EAR INFECTION: There is no need to keep the student, who is being treated, home
UNLESS the student has fever and/or ear pain.



OTHER: Until appropriate treatment has been received, no student should attend with
Impetigo, Conjunctivitis (Pink Eye), Pediculosis (Lice), Pinworms, and unusual rashes.
Contact the nurse or teacher if you have a question. (508-420-6950, ext 1117)

IN ADDITION: If you have medicated your child in the morning (Tylenol, Dimetapp, etc.), please
let the teacher/nurse know this by telephone or the daily notebook. This will avoid the possibility
of “double-dosing” and allows the nurse to make a more accurate assessment of your child’s
health.
PLEASE REMEMBER: Any information regarding your child should be communicated by
telephone or the daily notebook, NOT THROUGH THE BUS DRIVER.
Following an illness or hospitalization:
Many of our children are followed on an on-going basis by physicians and/or comprehensive
medical/diagnostic facilities. With your permission, we would like to establish communication
with the people at these facilities. Included in the registration packet, was an optional form
entitled AUTHORIZATION TO RELEASE/REQUEST INFORMATION. If you have not
completed this form, please be advised that it really would be helpful to the Collaborative staff if
you do so.
May we suggest…
-Provide advance notice to the Collaborative staff of appointments if you would like us
to communicate our information about your child to the person(s) involved in the
medical/therapy evaluation (e.g. behavioral or seizure data, narratives, etc.).
-You request reports (and sign a release form at the time of request)
and a copy be sent to us upon completion of the work with your child.
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Return to School Following Hospitalization:
Parents MUST have a physician’s written statement that a child is ready to return to school after
an extended absence or a hospitalization (for medical or emotional). Included in the physician’s
written statement, or attached, should be information concerning any changes in the child’s
medical procedures, therapy prescriptions, medicine dosages, etc. and/or any recommendations
that may impact the school setting. If necessary, a Team meeting may be requested to develop
a re-entry plan for a student. If you have specific questions, please contact the Program nurse
or social worker.
PLEASE NOTE:
*Information regarding prolonged illness or hospitalizations will be shared with a student’s
sending district
*Any changes required in a student’s education program MUST be approved by the student’s
home district.

Immediate Notification
Necessity for notification of a serious incident occurring during the school day will be determined
by the Executive Director, Director of Special Education Programs, or other designated
personnel. Notices as appropriate will be sent to parents, the public school district special
education administrator, and to any state agency involved in the student’s care or placement (by
telephone and letter), and the Department of Elementary and Secondary Education (by
telephone and Form 2) regarding incidents where this contact is determined to be necessary.
Notification may be completed via the Alert System/Blackboard Connect*, written materials sent
home, notation in the home/school communication book or direct contact as deemed appropriate
to the situation.
Notification regarding the need for school closure (e.g. due to inclement weather or other
emergency) will be done via the Alert System/Blackboard Connect* and an announcement may
be broadcast on the radio.
(*Alert System/Blackboard connect contact information form is included in the registration
packet. Please notify the office should this information change during the school year.)

Individual Education Plans (IEP) and Progress Reports
A student’s home district is responsible for development, monitoring, and compliance of a
student’s Individual Education Plan (IEP). The Director of Special Education Programs and
Program Coordinator work directly with each district to assist in development and compliance
requirements. Students attending the CCC STAR Program must have a current, signed IEP in
order to attend.
CCC staff work in collaboration with district personnel and the family/guardians as part of an IEP
TEAM to develop a plan appropriate to address a student’s individual needs.
CCC staff will provide quarterly progress reports for all students attending the program that
address the status of meeting the goals and objectives as outlined. Progress may also be noted
related to behavioral data, health status, attendance information, or other pertinent information
to document progress or regression. For students attending the extended school year program
(ESY) an additional progress note is written.
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Parents may request a meeting at any time should questions or concerns arise.

Incident Reports
Incident Reports are written to document any student injury or emergency or to document
student behavior that results in the need for hands-on intervention (e.g. restraint). Incident
Reports are kept as part of a student’s file and copies are shared with the sending district. For
any student requiring a restraint or transport, parents are notified via phone or in person within
24 hours and a written copy is sent home within 3 days.

Legal Status/Change of Legal Status
Parents/Guardians are responsible for informing the Program of the results of all judicial
proceedings (e.g. custody agreements, status of restraining orders, Care and Protection
Petitions, or other criminal investigations or charges pending). The Director of Special Education
Programs or Program Coordinator will inform all pertinent staff as to the information acquired.
Appropriate plans or interventions will be developed in response to the legal information
provided.
Please provide copies of guardianship and/or adoption for our student files. Copies may also
be shared with a student’s home district.

Less Restrictive Environments
CCC STAR Teams will work to support student growth and success to provide instruction in a
less restrictive environment as appropriate to a meet a student’s individual needs. The TEAM
will document student progress and collaborate with a student’s sending district to work towards
moving a student to a less restrictive environment as soon as is appropriate.

Limited English Proficient (LEP) Students
The Program will work with the student’s home district to provide access to students with limited
English proficiency. Should the Home Language Survey indicate that a language other than
English is spoken at home, the Program will communicate with the sending district to determine
if further assessment is necessary. The Program will offer the same opportunity to access and
participate in the Program’s services, activities and benefits as all other students. STAR Program
also employs administrators and teachers with a Sheltered English Immersion (SEI)
endorsement issued through the DESE.

Lunch Program
Students may bring their own meals or may order a school breakfast and/or lunch. Families may
apply for Free or Reduced School meals. Eligibility is determined by the School Lunch Manager
at Barnstable Public Schools in accordance with all regulations. Families that have already
received eligibility for Free or Reduced breakfast of lunch through their home district may provide
a copy of their acceptance letter.

Mandated Reporting of Suspected Child Abuse
Under Massachusetts General Laws Chapter 119, Section 51A, 51G, any public or private
school teacher, educational administrator, guidance or family counselor, nurse of social worker,
as well as certain other professionals who in his/her professional capacity have reasonable
cause to believe that a child under eighteen years is suffering serious physical or emotional
CCC STAR Parent Student Handbook

Page 24

updated 5/25/18

injury resulting from abuse by a caretaker, including sexual abuse, malnutrition or neglect must
report such conditions to the Department of Child and Family Services (DCF). For students 18
+ with disabilities, Disabled Persons Protection Commission (DPPC) may be notified.
CCC staff will be vigilant to signs and symptoms of suspected abuse/neglect and carefully
document objective data that is directly witnessed that may indicate a reportable situation. With
due respect given to maintain confidentiality, the school nurse and/or social worker will
conference with the Director of Special Education Programs or other designated staff. Together
a decision will be made as to the appropriateness of filing a 51A with DCF, DPPC, and or other
necessary agencies (ESE, DDS, DMH, etc.). Parents/guardians would be contacted to share any
concerns.
CCC Staff receive annual training in definitions and policies related to suspected abuse and
mandated reporting. It is not the responsibility of staff to prove a child has been abused and/or
neglected or to determine whether the child is in need of protection.

MCAS Participation
All students participate as required by law in the state testing through standardized MCAS or
through the MCAS-Alternate Assessment. Any necessary accommodations are outlined through
a student’s IEP. Students in grades 3-8 are required to participate in English Language Arts
(ELA) and Mathematics testing annually. Students in high school must participate in ELA in
grade 10. Students in grades 5, 8 and once by grade 10, must participate in Science,
Technology & Engineering (STE) testing. All requirements for testing for students with
disabilities are outlined by the Department of Elementary and Secondary Education.
For students participating in an MCAS Alternate Assessment, teachers develop a portfolio of
work samples and/or classroom data throughout the school for submission in spring.
Parents/Guardians are invited to view the portfolios prior to submission.

Medication Policy
Should your child require medication or medical procedures, it is necessary that you follow these
guidelines:
 School/state regulations require that any medications (both prescription and nonprescription i.e. Tylenol or Ibuprofen) given during the school day, be authorized by
BOTH parent and physician. If you wish your child to receive medications during
school hours, please fill out the appropriate form and return it to school. We must
have the form BEFORE we can administer medication in a school setting.
 All Doctor’s orders and student information packets are to be renewed yearly. This
information must be completed by the beginning of each new school year.
 If your child receives daily medication, please see that it is sent in a properly labeled
and child-proof pharmacy bottle. Have your pharmacist prepare a bottle especially for
use at school. No more than a 30-day school supply of the prescription medication for
a student shall be stored at the school
 Should your child require a short-term antibiotic, please write a note giving the nurse
permission to dispense. The pharmacy label can serve as the doctor’s order. This is
only to be done with medications that are of short duration. You may bring this in
daily, and we will return it to you at the end of the school day.
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You may wish to have a Tylenol order on file for your child (fever, discomfort). This
also requires authorization. You must supply a small bottle, to be labeled and stored
in the nurses’ office at school.
Should your child require a special procedure, i.e., suction, gastrostomy feeding,
oxygen, nebulizer, etc., it is also necessary to have authorization. Please fill out the
appropriate form. You are responsible for providing the necessary equipment for the
procedure.

All medications needed by students during the school day MUST be brought in to the
school by the parent or other designated adult. This is a school and State policy.
Medications may not be sent with the student. Monitors or drivers are not allowed to transport
medication.
Please plan accordingly should your child require medication during the school day.
The School nurse will accept and store the medication. The School nurse will notify the
parent when the medication is running low. Any change in medication or dosage must be
authorized by a new order from a physician.
Medication Delegation
As allowed by the Massachusetts Department of Public Health, the Cape Cod Collaborative
has completed the Medication Delegation Application and appropriate staff training for the
delegation of prescription medication for field trips and short-term events.
*NOTE: Sunblock and/or Insect Repellent: Current guidelines suggest parents should be
responsible for applying sunblock or insect repellent due to the many types of lotions and
different allergies. Families may apply at home if desired.

Parent Advisory Group (PAG)
The Parent Advisory Group meets regularly throughout the school year to work with
administration in support of school events and activities. Approved Public Day Schools have a
PAG which can advise the school on matters that pertain to the education, health, and safety of
the students in the program. Parents are encouraged to stay involved with their home district’s
Parent Advisory Council (PAC).

Parent Complaints or Grievances
If a parent is unhappy with a child’s teacher, therapists, etc., he/she should try to work out the
difficulty with the staff person by setting up a meeting or a telephone call.
If this method is not successful, the parent should contact the Program Coordinator. If still not
resolved, the parent/guardian may contact the CCC Director or Assistant Director of Special
Education Programs. A parent/guardian may also appeal in writing to the Executive Director,
Paul Hilton.
Parents may also reach out to their home district liaison of Director of Special Education. If a
parent feels their grievance is still not resolved, they may contact the Department of Elementary
and Secondary Education.
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Collaborative transportation concerns should be addressed to Transportation Department
(x1118) or the Executive Director (x1111) at 508.420.6950.
If a school district is transporting your child, please contact the district’s transportation
manager/liaison.
Students:
Students should try to work out their grievance with the staff person involved. If a student feels
this is not resolved, they should bring it to the attention of the Program Coordinator. If still
unresolved, they may contact the CCC Director or Assistant Director of Special Education
Programs. If the matter is not resolved, the student may appeal in writing to the Executive
Director, Paul Hilton.

Parent / Guardian Involvement
Ongoing communication and collaboration with home is critical for student success. CCC
encourages parent/family involvement. You can contact the classroom teacher, therapist, nurse,
or program director at any time to set up a conference to discuss your child’s education program
or medical needs.
A Parent Group is also offered; a schedule of meetings will be available on our website
(www.capecodcollaborative.org).
Parent volunteers are welcomed. Please contact your child’s teacher to make arrangements for
the weekday and hour you will be able to volunteer and to discuss your interest/skills that can
be used, shared in the classroom. Parents/Guardians are also encouraged to attend schoolwide field trips.
The law requires a CORI be done for all volunteers interacting with students. Please contact the
Program Director with any questions.

Physical Education Program
The PE Program is done in collaboration with the classroom teacher, program nurse, physical
therapists and/or PE Assistant to deliver an instructional program providing a variety of
developmentally appropriate physical activities to promote physical fitness, positive attitudes,
good sportsmanship and knowledge for a life time of health and fitness. Student activities for
those with more severe physical needs are guided by the physical therapist. The physical
therapist also works in collaboration with the occupational therapist for providing motor groups
and exercise activities.
Students have the opportunity also to participate in weekly Yoga class or other activities related
to their programming.

Physical Restraint / De-escalation Procedures
The Cape Cod Collaborative STAR Program faculty understand the necessity to provide and
maintain a safe environment for all. STAR staff are trained using the QBS Safety Care model,
as well as implementing a foundation of learning through the science of Applied Behavior
Analysis and understanding Social-Emotional Learning premises (SEL). STAR programs apply
a structure through Positive Behavior Intervention and Supports (PBIS) within the school
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environment. Even with these supports and structure in place escalation of behavior can occur.
Physical restraint is used only when other methods of intervention have failed and the student
continues to present as a danger to himself or others. Staff are trained in physical management
techniques to ensure that no one is hurt, and that the dangerous and out of control behavior is
controlled quickly and safely.
Cape Cod Collaborative’s STAR Programs follow a hierarchy of interventions. For students
demonstrating a pattern of disruptive or aggressive behavior, Individual Behavior Support Plans
may be developed by the Team. Parents/Guardians are a critical component of this Team and
will provide input, review plans, and have any questions or concerns addressed. These
procedures are monitored and designed to create a clearer understanding about why specific
measures are required and how alternative strategies may be implemented and/or how teaching
new skills be addressed.
Only staff trained in the proper safety procedures may work with a student requiring restraint.
Staff should follow the regulations and definitions set forth by Massachusetts 603 CMR 46.00.
Parents are encouraged to maintain contact with CCC staff to ensure they are aware and
educated regarding management of behavior.

Physical Restraint Protocols
It is the responsibility of all CCC faculty to provide and maintain a safe environment. CCC
programs utilize the QBS Safety Care Modell, combined with Positive Behavior Intervention
Supports (PBIS) and theories of Applied Behavior Analysis, as foundations for proactive
planning and training. In addition, the understanding of student disabilities guides decisions and
planning. Even with these supports and structure in place, escalation of behavior can occur.
Physical restraint (603 CMR 46.03) is considered an emergency procedure of last resort and
shall be limited to the use of such reasonable force as is necessary to protect a student or
another member of the school community from assault or imminent, serious, physical harm.
Physical restraint (603 CMR 46.02) shall mean direct physical contact that prevents or
significantly restricts a student’s freedom of movement. Physical restraint does not include: brief
physical contact to promote student safety, providing physical guidance or prompting when
teaching a skill, redirecting attention, providing comfort, or a physical escort. Any physical
restraint will be reported to parents within 24 hours and a written report sent home within 3 days.
STAR staff believe “behavior is communication” and behavior is an “integrated experience.”
Staff response effects student behavior just as student behavior effects staff response.
Students may experience periods of anxiety, frustration or dysregulation that require staff to
maintain a supportive response and help to adapt the environment or direction. Students that
continue to escalate and become more agitated and challenging require limits and boundaries
to be defined more clearly. Students that escalate to physical and/or unsafe behavior may
require more directed interventions to maintain the safety of the student, the staff, or other
students within the environment. After any incident or staff-directed intervention, processing or
debriefing with the student becomes a learning time for problem solving and teaching awareness
concretely connected to the student’s actions.
All Program staff receive annual and ongoing training to address understand student disabilities,
learning styles and related individual student experiences and development to their
interventions.
CCC STAR Parent Student Handbook

Page 28

updated 5/25/18

Program students – Care outside the classroom
It is the policy of Cape Cod Collaborative’s Board of Directors, in order to ensure the objectivity
of teachers and staff members toward the students in their programs, and thereby to maintain
the effectiveness of the Collaborative programs, that no teacher or staff member will provide
care during the school year outside of the Collaborative program for students who are enrolled
in that teacher’s or staff member’s Collaborative classroom.
This does not include care (e.g. home consultation or tutoring) that may be contracted by a
student’s sending district outside of program time.

Protecting Students From Exposure to Known Allergens
The Cape Cod Collaborative, in collaboration with the parent, host school, classroom teacher,
school nurse and student, shall make every attempt to keep the student away from the causative
allergen.
The
following
guidelines
shall
be
used
with
known
allergies:
Parents’ Responsibility
1. The parent shall inform the school of their child’s allergies.
2. The parent shall provide the school with physician’s instructions for administering
medication.
3. The parent shall provide the school with an up-to-date injection kit and keep the kit current.
School Nurse Responsibility
1. The school nurse shall consult with and provide information to the parents, student, and
school personnel regarding children with allergies.
2. The school nurse shall conduct in-service and auto-injector training for direct educational
staff.
3. The school nurse shall assist in developing emergency response plans.
4. The school nurse shall refer known cases of anaphylaxis to teachers, staff and school
administrators.
5. The school nurse shall assure an up-to-date inject kit is available and kept in a safe, locked,
yet accessible place.
6. The school nurse shall develop an emergency protocol for each anaphylactic student, to
be
posted
in
the
classroom
and
placed
in
the
IHCP.
Teacher Responsibility
1. The teacher shall encourage students not to share lunches or trade snacks and choose
allergy free foods for classroom events.
2. The classroom teacher shall choose work materials that are allergy-free.
Staff Responsibility
1. All personnel shall assist in creating an allergy-free environment for the student with known
allergies.
2. All personnel shall refrain from wearing strong colognes or perfumes.
3. All staff should be able to recognize the symptoms of an anaphylactic reaction.
All students who have had an anaphylactic reaction should be transported to the
hospital for medical attention, even if the epinephrine has been administered and the
individual appears to be recovering.
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MANAGEMENT OF INDIVIDUALS WITH UNKNOWN LIFE THREATENING ALLERGIES
1. The Cape Cod Collaborative shall have a standing order for individuals with unknown life
threatening allergies. The order shall be written by the school physician authorizing
administration of epinephrine, by the school nurse, in the event of an anaphylactic reaction
in those individuals with no prior history of anaphylaxis.
2. This order shall be reviewed and renewed yearly.
3. The Cape Cod Collaborative shall be equipped with a reserve supply of epinephrine to
accommodate the increasing prevalence of severe reactions in students with unknown
allergic conditions.

Runaway Students
The definition of a runaway student shall be a student who leaves Cape Cod Collaborative
premises, or leaves the group during a community activity without permission of the staff and is
unable to be located.
CCC staff will follow procedures such as:
1. Immediate notification over the walkie-talkies the last known location of the elopement.
2. Front Desk staff informs the Director of Special Education and/or Executive Director of
the elopement.
3. Staff commence search, using recommended procedure, “clearing” each area of the
building and calling area “cleared” on radio. Front desk staff tracks each area “cleared.”
4. If student is found, front desk staff radios “all clear.” Staff, before allowing student to
return to the population, will review the details of the incident with parents/guardians and
Program Coordinator (or other designated staff) to determine the any next steps.
5. If building search is completed without locating student, front desk staff will notify the local
police or emergency service agency to inform them a student has runaway and is unable
to be located.
6. Program Coordinator or other designated staff member will inform the parents, guardians
or state agency involved in the student’s care or placement that they have walked off or
are missing.
7. Program Coordinator or other designated staff member will inform the Executive Director
or Director of Special Education Programs, sending district liaison or Director.
8. The Director of Special Education Programs will notify the Department of Elementary &
Secondary Education (PQA Form 2) as is required.
A runaway student is not the same as a student that has bolted from an area and staff are able
to support return to the area/activity. If a student presents as a risk for bolting or is threatening
to leave the area, staff will determine if a risk is evident and may position themselves to block a
student. In cases where safety is of imminent concern, staff may need to hold a student to
maintain their safety.
Students under the care/guidance of a parent or guardian are not considered as “runaway” and
staff will provide assistance only with parent request.
If your child has a LoJack or similar gps device, and/or has a history of running away, please be
sure to inform the school nurse, social worker, or Program Director.
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School Health Screenings
The Cape Cod Collaborative shall work in cooperation with the sending district in providing
vision, hearing and physical growth and development screenings for our students. In
accordance with M.G.L.c.71.s.57, a student shall be exempt from physical exams or screenings
on religious grounds, upon written request of the parent or legal guardian, except with respect
to communicable diseases.
Physical Growth and Development
Documentation of a physical exam by a Primary Care Provider should be provided upon entry
into the STAR program and then at least every three years after that. The initial exam is to be
performed within one year prior to entrance or within 30 days after entry. This exam shall be
documented and placed in the student’s health file. The school nurse shall review these records
yearly. A confidential letter stating the need for an updated physical exam will be sent to the
parent/guardian. The Massachusetts School Health Record is the preferred method of
documentation. Most Primary Care Providers have an electronic version of the Massachusetts
school health record, but a paper version is still available if needed.
Vision and Hearing
Vision screening shall be performed in collaboration with the sending district at the regular
intervals of entry, yearly through grade 5 (11 years of age in ungraded classrooms), once from
grade 6 to 8 (12-14 years of age) and once from grade 9 to 12 (15-18 years of age). A
confidential report will be sent to parents/guardians stating the findings and any need for referral.
Hearing screening shall be performed at the regular intervals of entry, yearly through grade three
(9 years of age), once from grade 6 to 8 (12-14 years of age) and once from grade 9 to 12 (1518 years of age). A confidential report will be sent to parents/guardians stating the findings and
any need for referral.
Parents have the right to opt-out of any screenings in writing.
Postural Screening
Postural screening shall be done in collaboration with the sending district, assuring annual
screenings at least once per year in grades 5 through 9 (11-15 years of age). A confidential
report of findings will be sent to the parent/guardian and referral when indicated.
Growth and Development
Physical growth and development, including weight, height and BMI shall be measured at the
intervals of grade 1, 4, 7 and 10 (by the 7th, 10th, 13th and 16th birthdays). Certain students
may require closer monitoring depending on their medical history, and may be monitored if there
is a doctor’s order and parental permission. In compliance with current standards, this data is
collected on an aggregate basis and monitored at the state level to help adjust policies on
nutrition and physical education. All information is kept confidential. Parents may opt-out of BMI
screening in writing.

School Schedule
CCC STAR Program follows the general school calendar (180 school days).
Programs run Monday – Friday, 9:00 a.m. to 3:00 p.m. Early dismissal/half days, students are
dismissed at 11:45.
A copy of the school calendar is provided in the beginning of this handbook and is accessible on
our website (www.capecodcollaborative.org).
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When an IEP TEAM deems it appropriate for participation, CCC also offers an extended schoolyear program during July and August.

Service Animals / Therapy Animals
The Cape Cod Collaborative has a Service Animal Policy (March 2011) that is available on our
website at www.capecodcollaborative.org. The Cape Cod Collaborative follows the guidelines
as outlined in IDEA to support access to all educational activities.
Service animals are not the same as therapy or comfort animals. The STAR does have a staff
person that handles a certified therapy dog in the school setting at times during the school week.
This dog is under the handler’s care at all times, and can sometimes help reduce student anxiety
and increase student participation during her speech therapy sessions. Any questions may be
directed to the Executive Director or Director of Special Education Programs.

Smoking
In accordance with the law, smoking is not allowed at any time within the school building or on
school grounds.

Snow Days
Cancellation of school due to snow or other inclement weather is determined by the Executive
Director and Director of Special Education Programs. Cancellation of the Cape Cod
Collaborative STAR Program will be announced on the local radio and TV stations. We will also
utilize the Blackboard Connect Alert System (email, phone, text) of a school closing as well.
(Please insure your information is up to date with our office.)
If your home school district does not have school due to inclement weather, your child will not
have school as buses will not be traveling in your geographical area.

Structured Learning Time
The Cape Cod Collaborative school day includes ongoing structured learning time. Instruction
time includes breaks, recess, lunch, etc. Facilitation of social skills, communication skills and
any appropriate therapies are embedded throughout the students’ day. As directed under the
Massachusetts Student Learning Time regulations (603 CMR 27.00), CCC schedules a school
year that includes at least 185 days at each school, and operates school for at least 180 school
days in a school year. In addition, CCC ensures that students are scheduled to receive a
minimum of 900 hours of structured learning time per school year for elementary school students
and a minimum of 990 hours of structured learning time per school year for secondary school
students. Kindergarten students must receive a minimum of 425 hours of structured learning
time per school year.

Student Records
Confidentially is respected related to student files. Administrators, teachers and other CCC
employees working with students are authorized to access student files. Upon discharge,
sending districts are contacted related to return of student files. Should families/guardians have
any questions related to student records, they can contact the Program Director (ext. 1115) or
contact the Executive Director (ext. 1111).
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Supervision of Students
It is the responsibility of CCC staff to maintain supervision for students attending our program at
all times during the school day.

Suspension Policy
Suspension is a last resort and is used only in response to the most serious behavioral incidents,
which present safety risks within the school environment. The decision to suspend a student is
made by the Program Coordination in consultation with the Director of Special Education
Programs. A written incident report will be provided to the Program Coordinator by those who
directly observed and/or were involved in the incident within 24 hours. The Program Coordinator
or designee will request a meeting with the family/guardians and School district liaison to discuss
the incident and recommend a plan of action. As a Collaborative program, every incident is
reviewed individually to ensure proper follow-through.
In the event that a suspension should be necessary, the following procedures will be
followed:
 Whenever a student is suspended, the school shall immediately notify the parents and the
public school or human service agency responsible for the placement. Within 24 hours, the
school shall send a written statement explaining the reasons for suspension to the parents
and public school district.
 No student may be suspended and sent home unless a responsible adult is available to
receive the student.
 Once a student has been suspended for three (3) consecutive school days or five (5) nonconsecutive school days in a school year, the school, parents, and public school district,
consistent with federal requirements, shall explore together all possible program
modifications within the school in an attempt to prevent more lengthy suspension of the
student from the program.
 Procedures must be in place to record and track the number and duration of suspensions,
including suspensions from any part of the student’s IEP program (including transportation).
In the event that the suspension should be 10+ days, the sending district will be notified and a
Team meeting held to discuss further student needs and/or placement options.
 A request is made of the student's responsible school district to convene an IEP Team
meeting prior to a suspension that constitutes a change in placement of a student with
disabilities.
 If the Team determines that the behavior is NOT a manifestation of the disability, the school
may suspend or terminate the student consistent with policies applied to any other student.
The responsible school district must, however, offer an appropriate education program to the
student that may be in some other setting.
 If the TEAM determines that the behavior IS a manifestation of the disability, the TEAM, takes
steps to modify the IEP, the behavior intervention plan, and/or the placement.

TEAM Meetings
TEAM meetings are held at least annually to review student progress and revise the individual
education plans. Meetings are coordinated/led with the student’s sending district. Parents and/or
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CCC staff may request a TEAM meeting at any time to coordinate services and collaborate on
a successful educational program for the student.

Technology & Electronic Devices / Cell Phone Policy
Students are not allowed the use of cell phones or other electronics brought from home during
the school day without the permission of the Program Coordinator. Students possessing
electronic devices during school hours or on school activities will be asked to surrender their
phone/electronics to their teacher (or other CCC staff) to be held in a safe location until the end
of the school day. Students or parents may also ask to have devices locked up during the school
day. The electronics will be returned at the end or returned to a parent/guardian.
Many students use electronics to/from school on transportation. These will be placed in a safe
location within the classroom/school during the day and returned at the end of the school day
for the ride home.
If a student refuses to abide by the Program’s electronics policy and is actively using a phone or
other device, it may be confiscated and held at the school until it can be returned to a
parent/guardian; parents will be contacted. In the event that a student is suspected of using any
device to audio tape, video tape, or photograph or otherwise obtain personal or school-related
images or information protected by a Confidentiality Policy, the device will be confiscated and
turned over to a parent, guardian or in extreme cases, law enforcement authorities. Parents
may have the option to examine the content with school personnel, provided no confidential
images or information have been distributed in or outside the school.
Any student violating the Personal Electronics Policy will lose the privilege of bringing any form
of device into the school. In recurring and/or extreme cases, suspension or termination may be
warranted. A student could also be charged with a criminal offense. Federal laws protect
students and staff from others taking pictures, audio, or video of other students or staff without
their permission. Texting or any inappropriate use of technology is also prohibited for students.
Any student needing to contact a parent during the school day should speak to the
counselor/social worker or Program Coordinator.
Staff are prohibited from interacting with students on any social media.
The Collaborative does not accept responsibility for the care of any devices brought from home
into the school setting or school activities.
This policy is to protect all individuals’ dignity and legal rights to confidential services within our
program.

Telephone Use
The telephone is for school use only. Student calls may be made on occasion or in an
emergency by requesting permission from a staff person. All telephone calls are made under
staff supervision.
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Telephone calls to the teachers/staff are welcome. Unless it is an emergency, please call ½
hour before or after the program has ended for the day. If you call during the normal operating
hours of the program and it is not an emergency, the teacher, or other staff you wish to speak
to, may not be able to come to the telephone at that time but will return your call as soon as the
daily routine of the program permits she/he to do so. Each classroom and therapy room has
voice mail available 24 hours a day where messages can be left for individual staff.

Termination Policy
Students are terminated under the decision of their sending district, IEP TEAM and/or through
decision of the Director of Special Education Programs. Specific termination criteria would be
dependent on the sending home district criteria and/or individual student variables.
In the event that a student is terminated:
 Planned Terminations: The special education program shall notify the public school district
of the need for an IEP review meeting and provides notice of this meeting to all appropriate
parties ten (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 thirty (30) days unless all parties agree to an earlier termination
date.
 Emergency Terminations: In circumstances where the student presents a clear and present
threat to the health and safety of him/herself or others, the program shall follow the
procedures required under 603 CMR 28.09(12)(b) and immediately notify the Department of
Elementary and Secondary Education as well as the student’s home district liaison.
 The special education school shall not terminate the enrollment of any student, even in
emergency circumstances, until the enrolling public school district is informed and assumes
responsibility for the student. At the request of the public school district, the special education
school shall delay termination of the student for up to two calendar weeks to allow the public
school district the opportunity to convene an emergency Team meeting or to conduct other
appropriate planning discussions prior to the student's termination from the special education
school program. With the mutual agreement of the approved special education school and
the public school district, termination of enrollment may be delayed for longer than two
calendar weeks.

Time-Out Procedures
Some STAR classrooms utilize a time-out procedure in response to student behaviors. Timeout is defined as a behavioral support strategy 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 (603 CMR 46.02). MA regulations identify an inclusionary time-out as when a student
is removed from positive reinforcement or full participation in classroom activities while
remaining in the classroom and an exclusionary time-out as the separation of a student from the
rest of the class either through complete visual separation or from actual physical separation
due to behaviors which present, or potentially present, an unsafe or overly disruptive situation in
the classroom.
Time-out can be utilized as an opportunity for a student to obtain emotional re-organization or
as a reflection period. Staff work individually with students to process a situation and identify
choices and strategies appropriate to a situation. Students may also request a time-out or break
from an activity as a self-advocacy strategy due to anxiety, frustration, or sensory overload
situations. Time-out may also be used as a safe environment for an acting-out student that is
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aggressive to others or persistent attempts to bolt. Time-outs are always with staff supervision.
Seclusion Time-outs (where a student is alone with no staff present or immediately available)
are not allowed within this setting.
Time-outs or Time-aways may occur in a designated classroom space or in a separate space
away from the group instruction. Time-aways or breaks may be 1-5 minutes dependent on the
situation and always occur under staff supervision in a safe area.
Some classrooms may utilize a time-out room. The time-out room may or may not have a door.
CCC STAR Programs have written criteria related to time-out procedures that can be shared
with parents/guardians of those students where this strategy may be utilized. Time-out should
not be used as a punishment. Parents are encouraged to maintain contact with CCC staff to
ensure they are aware and educated regarding management of behavior and/or to share
strategies.

Transition Criteria
It is the goal of CCC STAR to provide instruction and support for students to learn the necessary
skills to support their transition as they grow and mature.
Transition back to district or to a less restrictive setting is one focus for student growth. Staff
work with families and district personnel to maintain communication and collaboration for a
student’s educational focus. Staff work with individual school district teams to support transition
back to a regular education setting when appropriate and/or support transition to another
placement option.
Transition to a new classroom within the STAR Program may occur to support student learning.
Because the STAR Program accepts students on an open enrollment throughout the year, new
student groupings are sometimes necessary to appropriately accommodate instructional needs,
age or grade groupings, or other specialized needs. Students may also transition to another
classroom when changing grades or school years. On occasion, it will be recommended
students change classes as they progress to teach generalization of skills and provide support
to practice adapting to new environments. This would be discussed individually with each family
as a need arises.
Transition to adult services is an ongoing process. Beginning no later than age 14, IEP Teams
will work to develop a Transition Plan to focus a student’s education program to develop skills in
all areas needed for growth and independence. Districts are responsible for submitting the
required 688 forms designating lead agencies for transition to adult services.
Activities of Daily Living (ADL’s), Pre-Vocational/Vocational Skills, social skills, functional
academics, and recreation/leisure skills may need direct instruction for students to support
improvement of their quality of life. CCC staff work with families to support this transition. CCC
staff may also provide resources and collaboration with other agencies that may be involved with
students (e.g. Department of Developmental Services, Department of Mental Health, etc.).

Transportation
All transportation arrangements to/from school are arranged by the sending school district.
Requests for transportation changes should be directed toward your school district.
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Students are not permitted to ride on busses other than those provided by their sending school
district.
For students riding on Cape Cod Collaborative transportation, Please contact Transportation
with any questions concerning Collaborative transportation. If you have questions about a
school district’s transportation, you will need to call the district.
Direct communication regarding your child’s program should not be made through the bus driver
or monitor. Please call your child’s teacher directly or leave a message at the Collaborative
office.
Please be advised that some Collaborative school bus vehicles are equipped with audio and
visual recording devices to monitor the behavior of the students. The recording devices are
turned on during the vehicles operation. Tapes are not available for parent review due to
confidentiality requirements.
STAR staff work collaboratively with transportation staff to support safe and successful transport
to/from school.

Visitors
All visitors must report to the front office and sign in upon arrival. Any student observations
should be coordinated through the Program Director or social worker.
School visits by parents are welcome on a periodic basis. If you would like to observe your child
in school, please contact your child’s teacher by telephone or through the communication book
at least 24 hours in advance to be sure that your planned visit is convenient for all involved. You
may also ask the teacher for the therapy delivery times for your child in order to meet with a
particular therapist. Scheduled visits are preferred to assure the staff has time to meet and
answer any questions or concerns and to assure there is space available to hold a meeting.
Students receiving therapy services in the school setting by an outside therapist, must have
written approval and therapists must have a CORI and fingerprint review on file. These services
must be coordinated through the STAR Social Worker.

Vocational Services
Vocational services assist students in identifying interests and skill areas necessary for success
in moving to an environment outside of the school setting. Vocational training is directed
individually to students to address their needs, strengths and abilities, as well as offer family
support in planning for transition to adult services. The Occupational therapist often works in
collaboration with the student’s teacher in identifying interests and skills for vocations.
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Special Education Administrators
CCC Special Education Administrative Advisory Board

District

Representative

Barnstable

TBD, Pupil Personnel Services
Dr. Gina Hurley, Pupil Personnel Services

508.862.4991
508.862.4951

Bourne

TBD, Director, Student Services

508.759.0673

Cape Cod Tech

Kate Clemens, Director of Special Education

508.430.4500

Dennis/Yarmouth

Maria Lopes, Director of Special Services

508.398.7625

Falmouth

Charles Jodoin, Administrator of Special Education
508.548.0151
Anne Barnes, Director of Policy & Out of District Liaison

Martha’s Vineyard Reg. H.S.

Hope McLeod, Secondary Director of Special Education 508.693.2007
Nancy Dugan, Elementary Director of Special Education

Mashpee

Jaime Curley, Administrator of Special Education

508.539.3600

Monomoy

Melissa Maguire, Director of Student Services

508.945.5132

Nantucket

Michele Brady, Director of Special Education

508.225.7285

Nauset

Dr. Ann Caretti, Director of Student Services

508.225.8800

Provincetown

Jeff Slater, Director of Special Education

508.487.5206

Sandwich

Marilyn Vrountas, Personnel Pupil Services

508.888.1054

Truro

Stephanie Costigan, Director of Special Education

508.487.1558

Upper Cape Cod RTS

Mark Dufresne, Director of Special Education

508.759.7711

Wareham

Melissa Fay, Director of Student Services

508.291.3541
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