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foreword

Experiencehastaughtusthatourinvestmentscanbeeffectiveinpreventing
child abuse. It is also clear that strong leadership and the intentional focus
of individuals and organizations are essential investments which build
solutions and achieve success in preventing child abuse.

On behalf of the Children’s Trust, it is our hope that Massachusetts schools, as key stakeholders in the prevention of
child abuse and neglect, will use this manual to update and renew their efforts to create and maintain an atmosphere of
vigilance that protects children by preventing child abuse before it occurs; equips faculties and staffs with knowledge
sufficient to recognize and stop abuse that is occurring; and puts into place policies, procedures, protocols and training
such that, should child abuse be suspected, observed or disclosed to any faculty member, school employee or adult
volunteer - that individual will possess the knowledge, information and resources needed to help the child and ensure
his/her safety.

E

Suzin Bartley, Executive Director
The Children's Trust

The Massachusetts Children’s Trust is a prevention organization that has dedicated itself and its resources to being part of
the solution in the Commonwealth of Massachusetts since 1988. The Children’s Trust is the only Massachusetts organization
solely dedicated to preventing child abuse and neglect, and reaches every community in the Commonwealth to ensure
that parents have the skills and knowledge necessary to raise safe and healthy children. Itis a community leader in proactive
efforts designed to support this goal through education and training programs, parent support groups, activities at Family
Centers, and home visiting programs that provide information, support and referrals.
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keeping children safe - strategies for prevention

In its two previous editions, this manual was entitled "Designing and Implementing a School Reporting Protocol - A How-
to Manual for Massachusetts Educators.” Periodically updated, the primary focus of the series was on:

® Recognizing the signs and symptoms of child abuse and neglect.

e Building school-based Child Protection Teams, support systems, strategies and procedures to respond appropriately
and effectively to students who either disclosed abuse and/or neglect, or about whom victimization was suspected
or observed.

e Outlining the responsibilities of administrators, faculty, staff, volunteers and others in the school community to report
the abuse/neglect to the Department of Children and Families (DCF), law enforcement, the Office of the Child
Advocate, and the appropriate school authorities.

Within this framework, what is most likely to be reported by school personnel is maltreatment that has already occurred for
a period of time before it is detected or disclosed. The intent of this manual has been to help educators and other school
personnel recognize, detect, identify and report the abuse as early as possible, thereby preventing further harm to the
child and improving his or her chances of recovery. In situations of potential sexual abuse, by educating school personnel
about perpetrator grooming behaviors, we hoped that school staff might also identify some of the warning signs that put
the child at risk for abuse, allowing them to report the suspicions, and thereby prevent the child from being harmed.

Educators take these responsibilities seriously, and remain consistently among the professionals, both nationally' and in
Massachusetts,? who are responsible for the highest numbers of reports of child abuse and neglect to child protection
services (CPS) agencies annually. But even while considering how to respond to suspected or actual instances of child
abuse and neglect, school districts and educational institutions around the world can and must take even more active
roles in preventing child abuse before it happens.

This 2016 edition of the manual will first highlight some of the strategies used in prevention, while also updating
Massachusetts educators on current research, Massachusetts law, and procedural updates to the screening and intake
policies of the Massachusetts Department of Children and Families. With a renewed emphasis on the prevention of child
abuse, the title of the 2016 manual has been changed to “Steps Toward Child Abuse Prevention and Creating Safe School
Environments - a How-to Manual for Massachusetts Educators.”

building a safe school environment

f you have visited a doctor or dentist or been hospitalized recently, you will recognize the question "Do you feel safe at
home?” Pediatricians and other healthcare providers may even ask that parents leave an examining room so that they
might ask a young person or teen the same question in complete confidence. The inquiry is being made, of course, to
screen for victims of domestic violence and abuse - many of whom may be reluctant to come forward and self-identify for
a host of reasons. Once identified, the proper steps can be taken to ensure the safety of the individual and prevent further
harm. But what about children in school settings? How do they perceive their own safety at school?

" https://www.acf.hhs.gov/sites/default/files/cb/cm2014.pdf
2 http://www.mass.gov/eohhs/researcher/family-services/dcf/child-maltreatment.html



A healthy school climate, free from crime and violence, is an essential element of a safe school plan to foster academic
success, positive youth development, risk prevention, a trauma-sensitive environment, health promotion, and teacher
retention. Yet, although the number of reports is declining, significant numbers of children continue to report feeling
unsafe attheir schools. The National Center for Education Statistics and the Institute of Education Sciences, in collaboration
with the Bureau of Justice Statistics publish an annual report on school crime and student safety. Their most recent report®
covers topics such as personal victimization, teacher injury, bullying/cyber-bullying, sexual assault, school conditions,
fights, weapons, the availability and student use of drugs and alcohol, and student perceptions of personal safety at
school.

The report states that in the 2013-14 school year, about 65 percent of public schools in the U.S. recorded one or more
violent incidents, and 13 percent recorded one or more serious violent incidents. In 2013, 3% of students ages 12-18
reported that they were as afraid of attack or harm at school as they were when away from school during the school year.
In the same year, about 5% of students reported that they avoided at least one school activity (or one or more places in
school) during the previous school year because they feared being attacked or harmed. A similar 2010 study* looking
at younger students (10-11) reported that almost 24% of the students indicated they sometimes or always felt unsafe at
school - identifying school-related environments where they are most likely to feel unsafe as: on the bus, walking or biking
to and from school, in the cafeteria, near their lockers, in the halls, on the playground, and in gym locker rooms or showers.
The common factor in these locations is the absence of an adult with formal responsibility for the area.

Closer to home, statistics reported in 2014 by the Massachusetts Departments of Elementary and Secondary Education
and Public Health (Health and Risk Behaviors of Massachusetts Youth, 2013 ),® indicate that 23% of high school students
reported being offered, sold, or given an illegal drug by someone on school property during the previous 12 months.
Twelve percent (12%) of attending high school students reported having carried a weapon in the previous 30 days (3%
identified that weapon as a gun), and 4% were involved in a fight in the past year in which they were injured and required
medical treatment due to weapon use. One fifth (20%) of students reported having been in a physical fight in the past
year. Thirty-six percent (36%) of middle school students reported being bullied at school within the past year, while 14%
reported being victims of cyber-bullying in the same period.

A school must be safe. Creating a safe school environment requires a comprehensive framework that includes - among
other things - attention to the security and safety of the facilities; creation of clear policies and procedures for student,
staff and visitor conduct; staff pre-employment and volunteer screening; frequent and effective communication with
parents, families, and the school community; staff training and professional development; and periodic assessment. Such
a comprehensive framework is proactive in terms of preventing child abuse and other forms of victimization because it
anticipates how and where students can be harmed and actively works to deny the opportunities for it to occur.

As can be seen above, there are both physical and procedural elements involved in building safe environments for
students that reduce the possibility of victimization.

3 Indicators of School Crime and Safety: 2015. Retrieved May 18, 2015 from: http://www.bjs.gov/content/pub/pdf/iscs15.pdf
4 Jacobsen, G. et al. Students Feeling Unsafe in School: Fifth Graders’ Experiences. Journal of School Nursing, 2011 Apr; 27(2): 149-159.
5 http://www.doe.mass.edu/cnp/hprograms/yrbs/2013report.pdf



From a physical perspective the rule of thumb in protecting children is visibility. The greatest fear of those who would
bully, assault, steal from, sexually abuse or otherwise victimize children is being seen. Schools are encouraged to take
actions to design, build or adapt existing spaces to maximize visibility include the following®:

® Allow for clear sightlines throughout the building and grounds - minimize “blind corners” and “blind spots.”
® |andscape to ensure open, visible spaces without the possibility of concealment.

®  Secure all areas in the building not used for program purposes that would allow for entrapment, concealment, and
isolation (boiler rooms, maintenance closets, storage rooms, unused classrooms, etc).

® Clearly define areas that are off limits to students, staff, volunteers and others.

® Improve lighting in all areas that are poorly illuminated (basic lighting should allow the identification of a face from a
distance of about 10 yards for a person with normal vision).

®  Ensure that access routes to toilet facilities and locker/shower rooms are well lit and visible.

® Use signage to delineate areas that require staff supervision when in use, or to steer students away from using
concealed orisolated walkways or corridors by showing alternate routes.

®  Utilize empty space and bulletin boards to post signs and information about safe environments, including how, and
to whom to report maintenance issues.

® Consider, if possible, the installation and use of security mirrors and closed circuit surveillance systems in areas that
are difficult to monitor.

A school’s safe environment policies should complement the safety measures established for the physical environment
by establishing procedures that govern such things as controlling access to the school campus and buildings; entry and
exit procedures; use of the facilities; effective internal and external communication; the expected responsibilities and
behaviors of staff, students and visitors; and establishing monitoring responsibilities for all spaces. A clearly articulated,
written set of safety policies and procedures allows school leadership to demonstrate a commitment to building and
maintaining an environment in which every student is safe; affords the ability for leadership to set the example and build
confidence in the commitment through action; and helps everyone to be on the same page. Copies of these policies
should be distributed widely, posted, taught as a focused lesson or integrated into the curriculum, added to student
handbooks, and sent home to parents and caregivers. Some of these actions include but are not limited to:

® Control access to school buildings by keeping outside doors locked, establish which door visitors must use and
monitor it during school hours, and establish policies about who will be allowed access and how that can occur (i.e.,
sign-in procedures that require photo ID, wearing visitor badges, being accompanied while in the building, etc.).

®  Establish schedules for school staff and faculty to monitor and supervise bus stops, playgrounds, lunchrooms and
hallways - particularly between class periods and during high traffic activities.

® Establish a school safety committee of administrators, staff and students that periodically walk the premises and
conduct safety surveys noting such things as potential problem areas and maintenance needs - thus fostering a sense
of collaboration, ownership, and responsible school citizenship.

¢ Adapted from Crime Prevention Through Environmental Design: National Crime Prevention Council, 2003: (http://cdpsdocs.state.
co.us/safeschools/Resources/CPTED%20Guidebook.pdf); and Ten Steps to Creating Safe Environments for Children and Youth,
Canadian Red Cross, 2009: (http://www.ifrc.org/PageFiles/53517/Canadian%20RC%20Ten%20Steps%20to%20Creating%20Safe%20
Environments%20for%20Children%20and%20Youth.pdf)



® Create entry and release procedures for students - the whereabouts of every student should be known at all times.

®  Establish procedures for use of bathrooms, shower facilities, and changing rooms by students. Consider assigning
school personnel to monitor these areas and ensure procedures are being followed.

®  Prohibit adults from using the same bathroom facilities as students, and avoid sending younger students to bathrooms
when they are in use by older students.

® Encourage staff and volunteers to avoid being alone with a single student behind closed doors. When necessary,
however, ensure that another adult knows about the situation, that the door is left ajar, and/or that the interaction can
be observed or interrupted.

® Ensure that vendors and other service/maintenance providers are restricted to the area in which their service is being
provided, and are escorted/monitored if they need to leave that area. Make sure that staff, faculty and students are
aware of their presence in the building or on the property, and that students are prohibited from entering the areas
in which the work is being performed unless escorted.

®  Publish a school Code of Conduct (see Codes of Conduct for Staff, page 15) that addresses expected behaviors and
interactions between faculty, staff and students, and between/among the students themselves.

®  Ensure that leadership addresses periodically and publicly the issue of school safety to the student body, to parents,
and to school staff during periods of professional development.

These are justsome - but not all - of the physical and procedural steps that can be taken to create safe school environments.
Additional information and suggestions can be found on the websites of the National Education Association,” the Centers
for Disease Control,® and the National Center for Education Statistics.” The assumption is that most schools have already
made provisions for the above, but listing them allows you to check your policies against those that are recommended
for child safety.

building a safe cyber-environment

At one time, educators needed to worry only about the physical environment within the school building. Today, however,
the learning and social environment extends beyond the physical due to the use of cyberspace. Electronic and social
media have become a significant part of all of our lives requiring that roles and expectations be redefined. Undoubtedly,
additional social media technologies, tools and devices will be developed in the future, and will continue to grow in
sophistication and usefulness. In a matter of only a few years, they have profoundly changed the nature of communication
forever, and are already a preferred means of communication among children, youth and young adults. The skills learned
in social networking - cooperation, collaboration, the management of information, organization, communication, etc. - are
key skills for current students as they prepare for the totally connected world they not only experience now, but will have
to navigate in future employment and professional work. Social networks and constructive communities of learning can
expand and enrich the learning environment to not only make it more interesting, but also more applied and relevant for
the students.

7 http://www.nea.org/tools/maintaining-a-safe-environment.html
8 https://www.cdc.gov/violenceprevention/pdf/preventingchildsexualabuse-a.pdf
? http://www.bjs.gov/content/pub/pdf/iscs15.pdf
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Nevertheless, social media can, and has been misused and employed to facilitate communication among youth and
between adults and youth in ways that are inappropriate, violate boundaries, and do not reflect the standards of visibility
or accountability. The 24/7 nature of social media communications blurs many boundaries as our formerly private spaces
become more public. Questions of liability for educators cannot be ignored. Thus, efforts at building a safe school
environment must also take the cyber-environment into account.

Some school districts and states have taken a hard-line approach and banned student cell phones, blocked or filtered
topics on social networking sites, prohibited educators from connecting with students on social media in any way, or
restricted classroom use unless the sites could be viewed by school administrators and students’ parents - only to have
the laws repealed when challenged. In other states and districts, including Massachusetts, superintendents and school
boards have solicited input from teachers, Information Technology (IT) personnel, school counsel and others to help craft
social media policies that can prevent misuse, but not interfere with the educational benefits of the technology. These
"acceptable and responsible use” policies and guidelines tend to focus on prevention and training rather than solely on
prohibition and consequences - and take the approach that students need to learn how to be responsible users, make
informed choices, and be held accountable for their behaviors.

This guidance advocates for guidelines and policies that foster “digital literacy and citizenship” and regard the student
as a person responsible for ethical and healthy use of the Internet and mobile devices, and for teachers to help students
acquire the skills for responsible use, avoid inappropriate contact and malicious sites, and acquire the skill to assess the
validity of information found on the Internet or passed along by others via social networking. Multiple resources and
examples for crafting such policies can be found on the website of the Consortium for School Networking (www.cosn.org/
AUPguide).

The National Association of State Directors of Teacher Education and Certification (NASDTEC) also provides a model code
of ethics for educators (see http://www.nasdtec.net/?page=MCEE_Doc), as does the Association of American Educators
(see http://www.aaeteachers.org/index.php/about-us/aae-code-of-ethics). Each school no doubt has, or will want to
develop its own code of ethics and social media policy to guide staff in what can be an otherwise ambiguous arena.

As we seek to promote safe environments, it is important to remember that the Internet may also be used to exploit
children by those who seek to sexually abuse them. In addition, cyberbullying has become a problem among peers.
Therefore, educators must be sensitive that any online interactions with students do not in any way replicate the traumatic
experiences they may have already had. Taking these factors into consideration, guidelines and codes of conduct related
to the use of social media might include some of the following:

®  Educators should not submit “friend” requests to students or accept friend requests from them.

o Options for educators may be to join a professional networking site (Classroom 2.0, LinkedIn, edWeb, etc.) or
create an online profile that is maintained as a professional page only. Students can then become followers or
friends of this professional page. It is important that all social media interactions conform to the professional
boundaries of a teacher/student relationship and that these interactions are educationally valid.

® |f the school sanctions accepting friend requests from students, at least one other school staff member should have
access to the adult’s profile and correspondence.

® |f there is contact between educators and students, all applicable privacy settings should be used to protect the
student from any content that might be inappropriate.

®  Both educators and students should be informed that any communication sent through digital methods (e.g., e-mail,

social networking, site note or posts) is not to be kept confidential and may be reported to or shared with others.
Educators are also encouraged to make clear their rules about ethical behavior and the Internet by some of the following:
® Involve students in creating rules for internet use.

®  Postthe rules for what is acceptable within the classroom and the school.

11



® Reinforce acceptable behavior recognizing that offenses may not always be intentional on the part of the students.
(e.g., an incorrect url may bring up unintended sites).

®  Pair up students into technology buddies so that those who are more adept at technology, and use it responsibly, can
assist their peers.

®  Model appropriate behavior in one’s own cyber use.

® Help students see parallels between unethical behavior in their daily lives and on the Internet. (adapted from http://
www.educationworld.com/a_tech/tech/tech055.shtml, 2016).

Schools can and should also partner with parents to ask them for their input and for assistance in monitoring their
children’s use of social media - when they are at home, on vacation, or even over the summer if the students will be
returning to the school in the fall. By encouraging parents to come to the school with any concerns about technology use,
administrators and faculty can more quickly become aware of and address issues as they arise. Schools should also obtain
a signed acknowledgement from employees and students and their parents that they have received and read the social
media policy; and train faculty, staff, employees, volunteers and the students themselves on the school’s policies on the
appropriate use of social media, and related issues such as cell phones and texting, and cyber-bullying. Additional policy
guidance and information, including sample code of conduct language and acknowledgement forms can be found in the
following:

®  Guidelines for Implementation of Acceptable Use Policy for Digital Information, Communication and Technology
Resources, Boston Public Schools (2002): http://bostonpublicschools.org/cms/lib07/MA01906464/Centricity/
domain/1650/checklists/BPS_AUP.pdf

® Responsible Technology Use in Public Schools, Massachusetts Educational Technology Advisory Council (2010):
http://www.doe.mass.edu/boe/sac/edtech/safety.pdf

® Updating our Acceptable Use Policy, Boston Public Schools (2014): http://www.bostonpublicschools.org/cms/lib07/
MAQ1906464/Centricity/Domain/162/2014-06-04%20AcceptableUse%20presentation%20FINAL.pdf

screening and hiring practices

One of the most effective means of preventing child abuse in organizations is screening out potential abusers before
they come to the school, or other youth serving organization. All employees, faculty, staff, volunteers and other members
of the community whose potential employment or volunteer service activity involves direct and unmonitored contact
with children (including individuals who are contracted to regularly provide transportation to children) should be given
thorough reference and background checks including the review of criminal and (in some cases) sexual offender records.

The term "background check” is a generic term that can mean different things to different people. Massachusetts law
(M.G.L. c. 71, § 38R) requires “all schools to conduct criminal background checks on current and prospective employees
and volunteers, including those who regularly provide school related transportation to students, who may have direct
and unmonitored contact with children.” In January 2013, the Governor signed Chapter 459 of the Acts of 2012, "An Act
Relative to Background Checks.” This new law expands what public school and other youth serving organizations already
do in conducting state Criminal Offender Record Information (CORI) checks on all employees at least once every three
years. It requires a fingerprint-based state and national criminal record check for all school employees and contractor
employees.

12



All newly hired school employees, including educators, student teachers, maintenance staff, cafeteria workers, and bus
drivers, who work in the schools and may have direct and unmonitored contact with children are now required to complete
the new fingerprint-based state and national background check. Volunteers at schools will continue to be required to
submit to state CORI checks at least once every three years, as currently required by statute, but the decision to require
the submission of fingerprints by volunteers for the fingerprint-based state and national checks will be made locally, by
schools or districts.

Note: Prior to this law taking effect, both CORI and Sex Offender Record Information (SORI) checks could be utilized to
provide pre-employment checks of an applicant’s criminal and sexual offense history. When the fingerprint-based state
and national check is utilized in addition to the CORI, convictions for sexual offenses are included in the check.

In practice, however, a comprehensive background check requires more than a search of criminal history. In efforts to
build a safe school or other child and youth serving environment, the term refers more to a comprehensive process with
multiple components - each of which provides a piece of information about an individual’s overall suitability to be with
the children. Camps, YMCAs, Scouts, Boys and Girls Clubs, mentoring organizations, communities of faith, and others -
virtually all youth serving organizations - can augment the safety of their environment by implementing a thorough and
comprehensive screening and hiring process. For Massachusetts schools, the responsibilities for the various components
of this process are distributed among the school districts and school boards, as well as the schools themselves, with
decisions for the procedures designed and implemented at the local district level. Since there is no “one size fits all”
approach, the guidance provided in this section outlines the suggested elements of a screening and hiring process
without assigning responsibility to particular individuals or offices.

The elements of a comprehensive background check should include:

® A written application and a “statement of suitability” requiring a signature from the applicant stating that he/she
knows of no reason or prior circumstance that would preclude him/her from working safely with minor children.

® Apersonal interview.
®  Credential check depending on position being sought.
® Reference checks from prior employers (2 - 3).

®  The assurance that all background screening complies with the Fair Credit Reporting Act and other relevant privacy
laws.

®  Criminal history records check: CORI, fingerprint-based state and national, and international options' depending on
where the applicant is coming from and the position being sought. Note: Massachusetts requires an Authorization
Form to be filled out and signed by the applicant before a criminal records check can be accomplished.

®  Criminal history records check for any potential employee and/or volunteer currently residing in another state but
applying to work/volunteer at your school.

® Request for a criminal history records check from the former state of residence for any potential employee and/or
volunteer residing in Massachusetts less than 1 year.

® Sex offender registry check: In cases where the fingerprint based state and national criminal history check is not
utilized, it is strongly recommended that schools/districts utilize the national sex-offender registry and/or the
Massachusetts Sex Offender Registry Board (SORB), and/or police or sheriff's department to check for sexual offenses
or classification as a Level 1, 2, or 3 offender.

10 Massachusetts education laws and regulations (603 CMR 51.00) require school review of a national criminal history check on several
classes of individuals who may have direct and unmonitored access to children.
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®  Published procedures as to how and by whom criminal history records will be reviewed and the criteria by which they
will be evaluated - including a description of the appeals process as required by law. Note that in Massachusetts,
as in many states, an applicant who is being denied employment based on a criminal history records check that the
applicant believes is in error must be supplied (by the potential employer) with the documents necessary to have the
criminal record reviewed and potentially corrected.

® Screening procedures not only for employees, faculty, staff, and volunteers (including subcontractors and laborers
employed by the school), but also require verification from the parent company that contractors, vendors and other
service providers (either providing services to the organization/facility when minors are present, or providing services
to minors they bring to the organization using the facilities of the host organization) have been screened appropriately.

School administrators should also reserve the right, and make clear to employees and volunteers, that they will conduct
additional background checks any time after employment or volunteer service has begun - and should do so periodically.
As stated above, Massachusetts requires CORI checks no less than every 3 years for individuals who have the potential for
direct and unmonitored contact with children. It should also be made clear to all applicants that any misrepresentations,
falsifications, or material omissions in the information provided by the applicant, whenever discovered, may result in
disqualification from, or termination of employment or volunteer service.

Again, while employee and volunteer screening and selection are important elements of a safe school environment,
they are not - by themselves - a guarantee of safety, and should therefore be integrated into other measures and efforts
described in this manual. Schools must continue to maintain their vigilance and ensure that all faculty, staff, employees
and volunteers receive adequate training, supervision and management support to fulfill the school’s commitment to
safety. Screening and hiring procedures can be time consuming (and sometimes expensive) for organizations, but the cost
can be exceeded exponentially by the cost of an organization’s failure to screen. In 2010, the Government Accounting
Office (GAO) studied public and private school employment databases from 19 states and uncovered multiple instances
where individuals with histories of sexual misconduct were hired or retained by public and private schools as teachers,
support staff, volunteers, and contractors.'” Several of the cases involved offenders who previously targeted children, and
in at least some of the cases, used their new positions as school employees or volunteers to abuse more children. In most
of these instances, screening and hiring protocols existed, but were not followed.

Statutory guidance for the suggestions above can be found on the DESE website under “Education Laws and Regulations,
Advisory on School Governance” (http://www.doe.mass.edu/lawsregs/advisory/cm1115gov.html#hiri), “Advisory on
CORI Law” (http://www.doe.mass.edu/lawsregs/advisory/cori.html), and “Criminal History Checks for School Employees”
(http://www.doe.mass.edu/lawsregs/603cmr51.html?section=03).

codes of conduct for staff

The public and private conduct of administrators, faculty, employees, and volunteers acting on behalf of a school (or
any youth-serving organization) can inspire and motivate those with whom they interact, or can cause great harm if
inappropriate. As an additional element of building a safe school environment, a Code of Conduct is one of the tools
that helps organizations to clearly identify what is acceptable and expected of adults (as well as of students) in terms of
behavior, risk, sensitivity to the appearance of impropriety, interpersonal communication with children, and compliance
with the policies and procedures of the organization and the reporting laws of the Commonwealth. When safety policies
and a Code of Conduct are enforced through supervision, staff meetings, and other training or professional development
opportunities, it becomes easier for staff to talk about their concerns and highlight the smaller day-to-day behaviors that
give them some concern.

" http://www.gao.gov/assets/320/313251.pdf
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The basic elements of Codes of Conduct acknowledge, usually by means of the educator’s or volunteer’s signature
on an acknowledgement page, that teachers and others will not initiate or participate in practices that are emotionally
damaging, physically harmful, disrespectful, degrading, dangerous, exploitative, or intimidating to children. The Codes
should be distributed to all employees and included as part of the initial orientation and/or ongoing training structure.

In constructing a Code of Conduct, essential elements generally include topics such as:

® Awareness of power differential between adults and children and the responsibility to maintain appropriate
boundaries.

® Use of discretion when touching a child - with examples of appropriate and inappropriate touch.

o Appropriate physical behavior includes contact that maintains physical boundaries at all times and only
comprises touches that are public and non-sexual, such as pats on the back or shoulder, child-initiated
hugs, fist bumps, and holding hands to safely cross the street.

o Inappropriate physical behavior includes any contact that abuses, exploits, or harasses the child such as
slapping, shaking, spanking, pinching, hitting, pushing, grabbing, kicking, corporal punishment, patting the
buttocks, touching private body parts, intimate/romantic/sexual contact, and involving students in
pornographic activities.

® How to handle 1-on-1 meetings, with preference expressed for a team approach. All adults interacting with minors
should do so in open, public spaces in which at least two adults are present. If one-on-one meetings are necessary for
educational or emergency purposes, then they should be conducted in a public area; in a room where the interaction
can be (or is being) observed; or in a room with the door left open; and another adult is notified about the meeting.

®  Prohibition against smoking, drinking, drug use, profanity, and other inappropriate communication when around
children.

o Appropriate communication includes praise and/or positive reinforcement and should be used consistently
and equally for all students.

o Yelling, threatening, ridiculing, comments about physical appearance or comments that are degrading
should be expressly prohibited.

o Comments, gestures, jokes or innuendos that are sexual in nature should be prohibited.

® Use of social media, text, email with minors restricted to use within the role of the professional or volunteer relationship
- and subject to periodic monitoring by the administration.

® Possession of sexually-oriented materials (magazines, cards, videos, books, clothing, music) or accessing similar
materials on the internet prohibited in the presence of the students.

®  Guidance on distinguishing violations of the Code that require a report to law enforcement or DCF, from those that
may be handled organizationally (e.g., are correctable by principals or supervisors). Employees and volunteers -
even those who are not mandated reporters - should be required to report any behaviors and practices that may be
harmful.

®  Compliance with Massachusetts and organizational reporting policies / protocols.

®  Aclear set of steps to follow if a violation of the Code is observed, or if there are any concerns about student safety.
Create a climate that encourages people to question confusing or uncertain behaviors and practices.

®  The requirement for the Code of Conduct to be read by all current, prospective and new employees and volunteers
and signed to acknowledge receipt and agreement. Acknowledgement should be keptin the employee’s/volunteer’s
personnel file.
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Again, clearly articulated Codes of Conduct are meant to protect all parties, and represent to parents and to the
community that the school is serious about protecting the welfare of the children entrusted to its care. Implementing a
Code of Conduct will also require frequent communication and monitoring. Consider opportunities to discuss its content,
providing a copy to all employees and volunteers, making the Code part of an annual training requirement, discussing the
Code as part of an annual orientation, and posting the Code on bulletin boards and other public spaces.

Just asimportant as monitoring the physical and procedural elements of a school’s safe environment initiatives, monitoring
the behaviors and interactions contained in the Code of Conduct will require vigilance and building a school culture that
will encourage people to speak up if they see something appropriate (thus acknowledging and reinforcing positive,
supportive and healthy behaviors and interactions) or inappropriate (understanding the boundaries the school has set
for inappropriate or harmful behaviors and immediately responding themselves, and/or reporting their concerns to the
appropriate authority). A well-defined reporting structure identifies who to talk to or call (both primary and backup),
phone numbers (during business hours and after school), and the appropriate steps to follow (see next section). A 1-page
flow chart of the school’s reporting procedures distributed to all staff and volunteers can provide quick guidance when
necessary (see sample flow chart as part of Appendix H).

Examples of school-based Codes of Conduct can be found on the web sites of the National Association for the Education
of Young Children (www.naeyc.org), the Association of American Educators (www.aaeteachers.org/index.php/about-us/
aae-code-of-ethics), and the National Education Association (www.nea.org/home/30442.htm). Asample Code of Conduct,
a sample Acknowledgement Form, and a sample Reporting Flow Chart are attached (Appendix H).

building a school/school district reporting protocol

Another aspect of keeping children safe is to design and implement a school reporting protocol that enables school
personnel to respond appropriately and effectively to students who either disclose that they are being (or have been)
abused, or about whom abuse (inclusive of Human Trafficking: Sexually Exploited Child or Labor) or neglect is suspected.
Building and implementing such a protocol requires a multi-faceted approach since its foundation rests on understanding
the definitions of the various types of child maltreatment, the physical and behavioral symptoms through which they
manifest themselves, guidance about talking to children who disclose, the details and timelines of the DCF reporting
process, the responsibilities of mandated reporters, available staff, and training.

The work of an educator today is increasingly complex and challenging. Expanding class sizes, greater awareness of the
varied learning styles of students, diverse cultural backgrounds that impact relationships in the classroom, and the realities
of struggles and stress in students’ home lives, combine to create expectations of teachers that have never been higher. In
addition, educators and administrators are constantly dealing with a range of behavioral, social, emotional, and discipline
concerns that impact the learning culture for all students. In the midst of this complex classroom atmosphere, educators
must also be aware of the signs and symptoms of child abuse and neglect, and act on their legal responsibility to report
their concerns and suspicions. Chapter 119, Section 51A of the Massachusetts General Laws names educators among
the list of mandated reporters - those who are obligated to report suspicions of child maltreatment. Failure to report may
resultin a fine of up to $1000'? a penalty that reflects the ethical duty of educators to see that the children in their care are
free from barriers to learning. The trauma of abuse and neglect is indeed one of those barriers.

12 See Appendix D below for additional information.
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Education personnel and other mandated reporters are required to immediately report child abuse and neglect to the
Department of Children and Families (followed by a written report within 48 hours) when in their professional capacity they
have “reasonable cause to believe that a child is suffering physical or emotional injury resulting from: (i) abuse inflicted
upon him which causes harm or substantial risk of harm to the child’s health or welfare, including sexual abuse; (i) neglect,
including malnutrition; (iii) physical dependence upon an addictive drug at birth, or (iv) being a sexually exploited child;
or (v) being a human trafficking victim as defined by section 20M of chapter 233" (Mass. General Laws, See Appendix D)."?

Although it may be difficult for educators to identify and express their concerns about a child who may be experiencing
child abuse or neglect, there are several factors that can help to facilitate an immediate and effective response. First,
indicators of child abuse and neglect can be identified and educators can learn to recognize them. Teachers and other
school support people who have taken courses or had training in child maltreatment will tell you they now have more
confidence in their ability to identify the symptoms of maltreatment and feel better able to help children whom they
would not have known how to help prior to their course work. Secondly, an educator need not be alone in the process
of identifying and reporting suspected child abuse or neglect. Peers within the school setting can be invaluable in their
support. And finally, children who are helped by a concerned educator can benefit from the intervention in a variety of
ways. Consider the following example:

Eight-year-old Alana came to her third grade year looking depressed and disheveled. The teacher remembered
seeing her on the playground the previous year and hardly recognized the child who had once been full of smiles
and cheer. “We assume that it is because her mother remarried six months ago and all is not going well,” reported
the principal. Alana’s teacher considered calling in the mother when she began to notice other things about Alana.
Not only did the child seem depressed, but she was very tired and seemed unable to concentrate. She often fidgeted
in her seat as if she was experiencing discomfort. And at the slightest provocation, she would break into tears.
When Alana began displaying an unusually mature knowledge of sexuality in her drawings, the teacher decided
that it was time to report. The facts were mounting to suggest that Alana was being sexually abused. An investigation
uncovered the fact that her stepfather’s adolescent son, who came to live with them when his father married Alana’s
mother, was sexually abusing Alana. He had abused before, and the father finally recognized that it was time to
get him some help. The family was supportive of Alana, and she too received counseling. The difference in the child
was soon noticeable as the magnitude of the secret she had carried was being dealt with. She became more like the
child she had been: happy and a good student.

This is not an unusual story. Every year, the prompt intervention of concerned educators ensures that children like Alana
receive the help they need. But in order to do this, educators must be proactive in their approach. This manual is also
designed to help you in this effort by reviewing the symptoms of the various types of child maltreatment, and identifying
the steps necessary to respond appropriately through the development and utilization of a school reporting protocol.
With an effective protocol, schools can help to ensure that their intervention in child maltreatment situations reflects the
best interests of the child.

definition of child maltreatment

Many educators today are very much aware of the signs and symptoms of child abuse and neglect and for you, this may be
a review. However, a review never hurts. And, abuse and neglect may take very different forms depending upon the case.
In this 2016 revision of the manual, we have tried to present a variety of different scenarios that reflect the environment in
which children live today. But, first, let's consider the types of abuse and neglect that children may suffer.

1% Note that for DCF purposes, the term Human Trafficking is used as an umbrella term to include the two new (2/16) allegations of abuse:
Human Trafficking - Sexually Exploited Child, Human Trafficking - Labor. The language above is the MGL definition.
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Child maltreatment can be broadly defined as any type of cruelty inflicted upon a child, including mental or emotional
abuse, physical harm, neglect, and sexual abuse, sexual exploitation and human trafficking by way of a sexually exploited
child or labor trafficking. Although all states have child abuse prevention statutes and regulations that define these basic
categories, specific definitions from state to state may differ. For purposes of this manual, the Massachusetts Department
of Children and Families (DCF) regulations (110 CMR, Section 2.00)'* offer the following definitions of child abuse and
neglect:

abuse: The non-accidental commission of any act by a caretaker upon a child under age 18 which causes, or creates a
substantial risk of physical or emotional injury; or constitutes a sexual offense under the laws of the Commonwealth; or any
sexual contact between a caretaker and a child under the care of that individual. Abuse is not dependent upon location
(i.e., abuse can occur while the child is in an out-of-home or in-home setting).

neglect: Failure by a caretaker, either deliberately or through negligence or inability, to take those actions necessary to
provide a child with minimally adequate food, clothing, shelter, medical care, supervision, emotional stability and growth
or other essential care; provided, however, that such inability is not due solely to inadequate economic resources or solely
to the existence of a handicapping condition. This definition is not dependent upon location (i.e., neglect can occur while
the child is in an out-of-home or in-home setting).

emotional injury: Is an impairment to or disorder of the intellectual or psychological capacity of a child as evidenced by
observable and substantial reduction in the child’s ability to function within a normal range of performance and behavior.

physical injury: Death, or fracture of a bone, subdural hematoma, burns, impairment of any organ, and any other such
nontrivial injury; or soft tissue swelling or skin bruising, depending on such factors as the child’s age, circumstances under
which the injury occurred, and the number and location of bruises; or addiction to a drug or drugs at birth; or failure to
thrive.

institutional abuse or neglect: Abuse or neglect which occurs in any facility for children, including, but not limited to,
group homes, residential or public or private schools, hospitals, detention and treatment facilities, family foster care
homes, group day care centers and family day care homes.

sexually exploited child™: Any person under the age of 18 who has been subjected to sexual exploitation because such
person:

® isthe victim of the crime of sexual servitude pursuant to section 50 of chapter 265 or is the victim of sex trafficking as
defined in 22 United States Code 7105.

® engages, agrees to engage or offers to engage in sexual conduct with another person in exchange for a fee, in
violation of subsection (a) of section 53A of chapter 272, or in exchange for food, shelter, clothing, education or care.

® s avictim of the crime of inducing a minor into prostitution under section 4A of chapter 272.
® engagesin common night walking or common streetwalking under section 53 of chapter 272.

human trafficking': A person who is subjected to harboring, recruitment, transportation, provision, obtaining, patronizing,
or soliciting for the purpose of:

® sex trafficking (i.e., inducement to perform a commercial sex act, forced sexual services and/or sexually explicit
performance).

® labor trafficking (i.e., forced services, involuntary servitude, peonage, debt bondage or slavery).

Again, please note that for DCF purposes, the term Human Trafficking is used as an umbrella term to include the two new
(2/16) allegations of abuse: Human Trafficking - Sexually Exploited Child, and Human Trafficking - Labor. The language
above is the MGL definition.

" http://www.mass.gov/eohhs/gov/departments/dcf/child-abuse-neglect/definitions.html
5 as defined in MGLc. 119, § 21
6 based on MGL c. 233, § 20M and MGL c. 265, §§ 50 and 51
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the need for a protocol

The prevalence of child abuse and neglect, and the human trafficking of children in the United States is a national tragedy.
The Children’s Bureau of the US Department of Health and Human Services collects national child abuse incidence data on
an annual basis and posts the most recent data on its website. Its 2016 report, Child Maltreatment 2014, reported that an
estimated 3.6 million referrals, involving the alleged maltreatment of approximately 6.6 million children were received by
Child Protection Services (CPS) agencies across the country. Of the substantiated allegations, a little more than 75 percent
of the children suffered from neglect, about 17 percent suffered physical abuse, and a little less than 10 percent suffered
emotional abuse (the percentages add up to more than 100 percent because some children were the subject of multiple
allegations). Approximately 10 percent of confirmed or substantiated allegations involved sexual abuse. It is estimated
that 1in 4 girlsand 1 in 6 boys will have experienced an episode of sexual abuse while younger than 18 years (ACE Study
1995-1997). The same report also estimated that 1,580 children died from abuse and neglect (Children’s Bureau 2016).

The purpose of a child abuse and neglect reporting protocol is to guide one’s involvement in the intervention process.
Administrators and other educators should be involved in this process for three key reasons:

First, the effects of abuse and neglect on children are as much a detriment to learning as is any other type of learning
disability.

As educators, it is our job to address issues which impede a child’s ability to learn. Child maltreatment impacts both
immediate and long term physical health, emotional and mental health, bonding with caretakers, the ability to concentrate
andto learn, and can give rise to behavioral problems. All of these can be barriers to a child’s successful school experience.
Therefore, does it not stand to reason that we should help to remove the barriers created by an abusive or neglectful
home?

Secondly, the teacher is one of the most significant people in a child’s life; in many cases, second only to the parent.

If it is the parent who is abusing or neglecting the child, that child needs the teacher as an ally, someone he/ she can trust
and go to for help. This is especially true for elementary age children who develop strong ties with their teacher. But even
middle and high school age students will often establish a relationship with a particular teacher or counselor whom they
trust and to whom they feel they can turn when in crisis.

And finally, in every state, educators are mandated by law to report suspected child abuse and neglect.

Although each state has a different set of regulations and laws regarding child maltreatment, educators are mandated
reporters in every one (Crosson-Tower, 2002, 2003).

But, you may ask, why do we need a protocol for reporting? A protocol is, in a sense, an investment - an investment in a
rational, thorough, caring and fair handling of each and every child maltreatment situation. When child abuse or neglectis
suspected, it is often due to a crisis. Or, when a child discloses, or when an educator decides that it is now time to report,
it may certainly feel like a crisis. The events that follow may take place in quick succession with little time to think.

Consider the following situation:

Jon Forrest was the type of teacher whom children sought out when they wanted to talk. Warm, caring and
concerned, Jon valued his middle school teaching and coaching activities because he valued the children with
whom he worked. At the end of one school day, Jon was cleaning up his classroom with one eye on the clock. He
had ten minutes to get to baseball practice. At first, when 12-year old Kevin stole quietly into the room, Jon hardly
noticed him. When he did realize that the youth was sitting in one of the back seats, it was obvious that there was
something wrong. “What’s up Kev?” Jon quipped. With a somber expression Kevin responded, “Mr. F., we've got
to talk.” What followed was Kevin’s account of his physical abuse by his father. Rolling up his sleeves, he showed
Jon the welts and bruises from his latest beating. Now Kevin was afraid to go home and begged Mr. F to “take me
home with you.” Jon had never encountered this before. What should he do? Whom should he tell? What would he
do about baseball practice?
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What Jon did was to cancel practice and attempt to figure out how to proceed next. Since most of the administrative
staff had left the school, he did not know where to turn. He wasn’t even sure what agency he should call to report.
He had Kevin sit with him while he tried to figure out exactly how he should proceed. Several hours later, but before
Jon had solved the problem, Kevin’s irate father, discovering that his son had not returned home, stormed into the
school. He had obviously been drinking and berated Jon before he took his son away with him. Kevin never returned
to that school.

A well thought-out protocol is invaluable in enabling the educator to handle a crisis situation quickly and effectively, and
would have gone a long way to make this situation better for both the teacher and the child.

When faced with the reporting of child abuse and neglect, itis not uncommon for the educator to feel vulnerable. We often
question whether the situation was as bad as we believed it to be. Were these symptoms really indicative of child abuse
or neglect? “If | report,” educators speculate, “will | get the reputation for being someone who tries to make trouble?”
In some situations, the educator may feel that he or she does not know enough about the type of abuse and needs
encouragement that his or her instincts are accurate. Consider the following:

As the guidance counselor in a large high school, I began to get reports from various teachers that they were
concerned about Latisha. Her grades—not the best in any case—had begun to slip further. She came in on Mondays
looking tired and drawn. We knew that Latisha came from a large family that received transitional assistance, so
that when the teen began to flash around large sums of money, we were all concerned as to where she had gotten
it. Another student commented to me that Latisha was lucky because she got to go to all kinds of exciting cities, like
New York and L.A. When asked when she traveled, the other student’s comment was ‘on weekends and vacations’.
This friend also reported that ‘some guy picks her up after school on Fridays’. We were also aware that parental
supervision of Latisha and her siblings had been questioned in the past making these reports from the other
student plausible. Concerned, we gathered together a team of teachers and administrators to discuss Latisha’s
situation. What we learned from one another made it clear to us that we needed to report this case. We later learned
that our instincts were correct. Latisha was involved in a major prostitution ring that attracted vulnerable teens in
search of money and took them off to various locations on weekends to ‘service paying customers’.

Having a protocol provides administrators, faculty and staff with support.

Not only must one consult with other professionals and benefit from their expertise, but having a protocol also makes
one feel less alone in his/ her suspicion that what is being observed is abuse or neglect. The supported person feels less
vulnerable.

According to state law, the educator who reports suspected abuse or neglect in good faith cannot be held liable for doing
so (See Massachusetts General Laws, Chapter 119, Section 51A in Appendix D). Yet some educators have expressed a fear
about being legally vulnerable. A protocol provides not only a record of the procedure to ensure accountability, but also
provides a sense of protection for the reporter. Knowing that you are mandated to report, and that you have followed the
expected procedure gives further support and assurance that you are not alone.

If you have recognized that a protocol is essential, the enclosed material will enable you to develop one which is tailored
to your particular school. Not all schools are alike. Each school has a different population and, therefore, different needs. It
is important that you design a protocol that fits your needs, and not simply adopt one from another school.

Perhaps you already have a protocol for reporting suspected child abuse and neglect. This booklet will enable you to
review and perhaps fine-tune your protocol (See "Assessing Your Protocol” in Appendix B). Or you may discover after
reading this material that you have a superior protocol. You should then feel confident in the knowledge that you are
intervening in the lives of children who are much in need of your help.
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considerations before getting started

As you consider designing a protocol to meet your school’s needs, it is important to assess exactly what those needs are.
Here are a few suggestions:

What staff do we have to do what?

Itis often good to have someone in the key role of reporter - the person to whom children and staff come to talk about the
suspected abusive or neglectful situation. In this day of cutbacks, not all schools have the same support staff. For example,
while some protocols have stipulated that allegations of maltreatment should be reported to the school nurse, who would
also then examine the child, other schools do not have a full-time nurse. If the nurse does have a pivotal role, what
happens on the days she is not at your school? The best plan is to list or diagram the support personnel and administrators
to identify their respective roles and availability. You might also want to consider these factors:

How do the children see this individual? For example, although the assistant principal may be in a good position to
be contacted when teachers suspect abuse, this person may be seen by the students as someone who is in charge
of discipline, or someone to whom they are sent when they are in trouble. Consequently, this individual might not be
one best suited to deal with children who are being abused or neglected. Or, is the guidance counselor someone
who just does scheduling - not someone to whom children might come? It might be best, although this can get tricky,
to consider the receptivity of the individual to be designated as the key person rather than just considering his/her
job description. Another approach is to handle this administratively and have the principal do all the reporting to DCF,
while another person is identified as the one who talks to the children and teachers.

Who, in the school, has the training to become involved in reporting? It is certainly advisable for the people in key
roles to be knowledgeable in DCF procedures. One person may wish to develop a knowledge of what will happen
when allegations are reported, and a rapport with the local DCF office so that reporting and intervention can go
much more smoothly. It is vital that this person have confidence in the system. The system does work when accessed
properly. If those reporting have little confidence in DCF's ability to help, the child may not be best served.

creating a child protection team (cpt)

The following are issues to consider when forming a team:

How many members will be on the team?
Who will the members be? Who decides?
Will the team include a representative from DCF?
When, where, and how often will the team meet?

Will the team be responsible only for reviewing allegations of suspected child maltreatment, or will the team also be
responsible for filing the report?

If the team will be responsible for filing the actual report, which team member will do this?

What type of feedback will be provided to the educator who referred the case to the team, and what mechanism will
be used to communicate this information?

What role will the team take after the report has been filed?
Who determines if, at what intervals, and how the composition of the team will change?

What type of training will be needed for all school personnel and for team members specifically to effectively
implement the protocol?

21



designing a protocol

Training is a vital part of the implementation of a child abuse and neglect reporting plan. School personnel should be
trained to understand the terms used in child maltreatment allegations, physical and behavioral indicators of child abuse
and neglect (see Appendix C), applicable law and its implications, reporting procedures, and what happens when a case
is reported (see Appendix G). While all of these pieces of information are vital, the well-informed educator should also
recognize his or her own feelings about abuse and neglect, and understand why parents maltreat their children. There
is an excellent training resource for mandated reporters offered by the Middlesex District Attorney's Office at http://51a.
middlesexcac.org. Thisinteractive training allows you to test your knowledge and responses as well as providing important
information. There are other good training resources available both locally and nationally. The Children’s Trust and states’
Child Advocacy Centers are good sources of information about a variety of prevention programs for faculty and staff
as well as for students. Other state organization listings are available through the websites of their respective national
administrative organizations: The National Alliance of Children’s Trust and Prevention Funds (www.ctfalliance.org) and the
National Children’s Alliance: (www.nationalchildrensalliance.org).

The Child Welfare Information Gateway also has a web page dedicated to school-based prevention programs: (https://
www.childwelfare.gov/topics/preventing/programs/schoolbased/). In addition the local DCF office may have information
regarding community-based resources.

To reinforce the importance and critical role of training, an effective protocol should include a statement to this effect:

The [designate the responsible party] shall be responsible for ensuring that all school staff are provided with in-service
training to familiarize them with [at the minimum] the symptoms of child abuse and neglect, their reporting responsibility
and procedure, t