
COE-BROWN NORTHWOOD ACADEMY 
 

POLICY MANUAL – Updated 12/10/2025 
 

Table of Contents 
 
SECTION 1:  ADMINISTRATION 
 

1-1 Data Records and Management 
1-2 Performance Evaluations 
1-3 Teacher Duties 
1-4 Student Handbook 
1-5 Insurance 
1-6 Background Check and Criminal Record Check 
1-7 Hiring and Staff Development 
1-8 Hiring and Support Staff Development 
1-9 Grievance Policy – Staff 
1-10 School Mascot 
1-11 Administration Goals 
1-12 Safety Program 
1-13 EEOC and Non-Discrimination 
1-14 Student Records 
1-15 Off-Campus Behavior of Students/Staff 
1-16 Grievance Policy – Students 
1-17 FMLA 
1-18 Memo of Understanding 
1-19 Staff Dress Code 
1-20 School Clubs and Organizations 
1-21 Volunteers 
1-22 Employee Use of Social Technology 
1-23 RIF 
1-24 Teacher Qualifications 
1-25 Grant-in-Aid 

 
SECTION 2:  BOARD POLICIES 
 

2-1 By-Laws 
2-2 Policy Review and Development 
2-3 Procedural Review and Development 
2-4 Conflict of Interest 
2-5 Long Range Planning 
2-6 Board vs Administrative Areas 
2-7 Contract Obligations 
2-8 Board Evaluation and Goals 
2-9 Use of Academy Funds and Resources 
2-10 Code of Ethics 
2-11 Confidentiality 



  

2-12 Work Plans 
2-13 Board Commitment to a Positive Educational Environment 

 
 
 
SECTION 3:  COMMUNICATION 
 

3-1 Communication with the Public 
3-2 Patriotic Exercises 
3-3 Bulletins and Announcements 
3-4 Community Resources 
3-5 Social Media for Highlighting Student Activities 

 
SECTION 4:  EDUCATION 
  

4-1 Library 
4-2 Instructional Materials 
4-3 Co-Curricular Development 
4-4 Curriculum Development 
4-5 Driver’s Education 
4-6 Graduation Requirements 
4-7 Homework 
4-8 Student-Teacher-Staff Conduct 
4-9 Academic/Achievement Awards 
4-10 Study Skills 
4-11 Limited English Proficiency 
4-12 Character and Citizenship Development 
4-13 Dual and Concurrent Enrollment 
4-14 Senior Portfolio and Exit Interview 
4-15 School Counseling 
4-16 Grading System 
4-17 Dress Code 
4-18 Academic Integrity 
4-19 Saturday School Detention 
4-20 Acceptable Use Policy 
4-21 Summer Activities 
4-22 Admission of Non-Resident or Homeless Students 
4-23 Interdisciplinary Credit 
4-24 Physical Activity 
4-25 Assignment of Students to Classes/Grade Levels 
4-26 External Credit 
4-27 Service Animals 
4-28 Parental Objection of Course Materials 
4-29 Determination of Eligibility of Specific Learning Disability 
4-30 State-Defined Alternative Diplomas 

 



  

SECTION 5:  ATHLETICS 
 

5-1 Athletic Eligibility Standards 
5-2 Athletic Grievance Policy 
5-3 Coaches Code of Conduct 
5-4 Concussion Management 

 
SECTION 6:  HEALTH AND SAFETY 
 

6-1 Communicable Diseases 
6-2 Medication 
6-3 Safety Instruction 
6-4 Emergency Medical Procedures 
6-5 Drug-Free School Zone 
6-6 Tobacco-Free School 
6-7 Security 
6-8 Bus Safety 
6-9 Sexual Harassment/Violence Prevention 
6-10 Child Abuse/Neglect 
6-11 Bullying and Intimidation 
6-12 Student Health Services 
6-13 Indoor Air Quality 
6-14 Restraints 
6-15 Harassment & Sexual Harassment of School Employees 
6-16 Suicide Prevention 

 
SECTION 7:  FISCAL 
 

7-1 Budget Implementation 
7-2 Bonding 
7-3 Audits and Financial Monitoring 
7-4 Tuition for International Students 
7-5 Investment Policy 
7-6 Payment for Para-Professionals 
7-7 Student Enrollment Requirement 
7-8 Financial Disclosure 
7-9 Delinquent Tuition Payments and Other Debts 

 
SECTION 8:   FACILITIES 
 

8-1 Rental of Buildings 
8-2 Grounds and Buildings 
8-3 Parking and Traffic 
8-4 Care of School Property 
8-5 Tunnel Use 
8-6 Construction Management 
8-7 Property Management 



  

 
SECTION 9  OPERATING PROCEDURES 
 

9-1 Bomb Threats 
9-2 Field Trips 
9-3 Fire Evacuations 
9-4 Weapons 
9-5 Dismissal 
9-6 Fighting 
9-7 Student Conduct 
9-8 Attendance 
9-9 Tardiness and Truancy 
9-10 Lockers 
9-11 Leaving School Grounds 
9-12 Student Searches 

 
SECTION 10: DEVELOPMENT AND ALUMNI AFFAIRS 
 

10-1 Development and Community Outreach Committee 
10-2 Alumni Relations 
10-3 Public Relations 
10-4 Fund Raising 
10-5 Oversight of Development Office 
10-6 Naming 
10-7 Publication, Marketing Materials 
10-8 Special Requests for Fund-Raising  
10-9 Management of Scholarship Donations 

 



CBNA Policy #1-1 
Data and Records Management 
Approved 11/10/99 
Revised 6/14/06, 12/9/15 

Coe-Brown Northwood Academy 
Policy 1-1 
 
Data and Records Management 

 
 

PURPOSE:  
  
To insure the proper use, storage and access to school and personnel records 
maintained by Coe-Brown Northwood Academy 
 
POLICY: 
 
The Board of Trustees of Coe-Brown Northwood Academy delegates to the 
Headmaster the responsibility for developing procedures for records retention 
that is in compliance with RSA 189:29-a and the Department of Education 
regulations.  The Headmaster will also have responsibility for determining if 
requests from the public for information meet all requirements.  This includes the 
authority to deny access if the information requested is not public in nature. 
 
It is the policy of the Academy that personnel records shall be maintained in 
accordance with current Federal and State laws.  Access to these records, other 
than by the staff person involved, or staff charged with record maintenance, or 
by an appropriate supervisor or school official shall be limited to current Federal 
and State statutes or as governed by the right-to-know laws. 
 
It is also the policy of the Academy that financial records shall be maintained in 
accordance with Federal and State laws.  Access to these records shall follow 
these statutes.  Records maintenance shall be done in accordance with good 
accounting procedures to ensure that such records are in conformance with all 
regulations and can be audited to ensure the financial solvency of the Academy. 
 
Neither the Board of Trustees nor the Headmaster shall provide, or make public, 
financial records or Board records not required by law or contract. 
 
 
 
 
 
 



CBNA Policy #1-2 
Performance Evaluations 
Approved 11/10/99 
Revised 6/14/06, 12/9/15 

Coe-Brown Northwood Academy 
Policy 1-2 
 
Performance Evaluations 

 
 

PURPOSE:  
  
To ensure that performance evaluations are conducted, as appropriate, on all 
staff and employees 
 
POLICY: 
 
It is the policy of Coe-Brown Northwood Academy that regular evaluations are 
completed on all appropriate staff and employees at the school.  It will be the 
responsibility of the Headmaster to see that these follow a standard process and 
are completed on a regular schedule.  It is understood that the process and 
format may differ depending on the category of the employee. 
 
Evaluations will be shared with the employees in a timely manner and they will 
have an opportunity to respond.  Once completed the evaluation shall be stored 
in the employees’ personnel files. 
 
It will be the responsibility of the Board of Trustees to evaluate the performance 
of the Headmaster on an annual basis. 
 
 
 
 
 



CBNA Policy #1-3 
Teacher Duties 
Approved 11/10/99 
Revised  6/14/06, 12/9/15, 11/14/18, 12/11/2024 

Coe-Brown Northwood Academy 
Policy 1-3 
 
Teacher Duties  

 
 

PURPOSE:  
  
To identify the parameter for assigning teacher duties to ensure the effective 
operation of the Coe-Brown Northwood Academy 
 
POLICY: 
 
It will be the responsibility of the Headmaster to see that class assignments are 
equitable and allow time for preparation.  The Headmaster also has the authority 
to assign extra duties such as lunch and bus duty, homeroom, and study hall. 
 
Paid co-curricular activities will be filled by members of the faculty whenever 
possible.  Teachers will not be required to accept these paid assignments unless 
specified as a condition in a teacher contract. 
 
 
 
 
 



CBNA Policy #1-4 
Student Handbook 
Approved 11/10/99 
Revised 6/14/06, 12/8/21 

Coe-Brown Northwood Academy 
Policy 1-4  
 
Student Handbook REVISED DRAFT 11-2024 

 
 

PURPOSE:  
  
To clarify the purpose of the student handbook 
 
POLICY: 
 
It is the policy of Coe-Brown Northwood Academy to provide students and 
guardians with a handbook that contains selected policies and procedures and 
relevant information.  Student rights and responsibilities shall be included in the 
handbook and will be available in alternate methods as required by law. 
 
It will be the responsibility of the Administration of the school to ensure that a 
new updated handbook is available to all students and guardians at the opening 
of school each year.  Changes and/or additions to the handbook will be made at 
the discretion of the Headmaster. 
 
 
 
 



CBNA Policy #1-5 
Insurance 
Approved 11/10/99 
Revised 6/14/06,12/8/21 

Coe-Brown Northwood Academy 
Policy 1-5  
 
Insurance 

 
 

PURPOSE:  
  
To ensure that Coe-Brown Northwood Academy is protected in cases of loss or 
damage to facilities, operations or employees 
 
POLICY: 
 
It is the policy of the Board of Trustees that Coe-Brown Northwood Academy will 
maintain all necessary insurances to protect against claims made against the 
school.  These insurances will include, but not necessarily be restricted to, fidelity 
bonds, liability coverage, and fire. 
 
It is the responsibility of the Headmaster and/or designee to ensure annual 
insurance coverage is obtained and maintained. 
 
The Board shall also authorize and, where appropriate, contribute financially to 
programs relating to health, life insurance, or liability programs relating to staff 
and student curricular and co-curricular activities. 
 
 
 
 



CBNA Policy #1-6 
Background and Criminal Record Check 
Approved 11/10/99 
Revised 6/14/06, 12/11/08, 12/9/15, 12/8/21, 12/11/2024 

Coe-Brown Northwood Academy 
Policy 1-6 
  
BACKGROUND AND CRIMINAL RECORD CHECK 

 

PURPOSE:  
  
To ensure that, to the best of our ability, individuals hired to work at Coe-Brown 
Northwood Academy are qualified to perform their job and have no criminal 
history that would disqualify them for employment at the school 
 
POLICY: 
 
It is the policy of the Board of Trustees that a background and criminal records 
check be initiated on all applicants prior to a final offer of employment being 
made.   
 
The Headmaster will have the responsibility for insuring the appropriate state and 
federal background checks are completed.  This will be in addition to each 
applicant being asked if they have any convictions or pending criminal charges 
on the completed application. 
 
The Headmaster has the authority to make a conditional offer of employment 
(once the formal check has been initiated) pending the results of the background 
and criminal record check.  All signed contracts will include language that voids 
the contract if the background check does not return with satisfactory results. 
The Headmaster will follow the requirements in RSA 189:13-a V regarding what 
convictions preclude any final offer of employment.  An individual with a criminal 
conviction that is not included in the RSA may be considered for employment but 
it will be done on a case-by-case basis by the Headmaster and the Chair of the 
Education Committee 
 
Volunteers are subject to a background investigation/criminal records check and 
the provisions of this policy. 
 
The Board and Headmaster reserves the right to request additional criminal 
record checks at any time of any employee. 
 



CBNA Policy #1-7 
Hiring and Staff Development  - Professional Staff 
Approved 11/10/99 
Revised 6/14/06, 12/11/2024 

Coe-Brown Northwood Academy 
Policy 1-7 
 
Hiring and Staff Development – Professional Staff 

 
 

PURPOSE:  
  
To establish the parameters for the hiring and staff development for professional 
staff positions 
 
POLICY: 
 
The Board of Trustees recognizes the importance of hiring qualified staff to fill 
openings at the Academy.  The Headmaster is authorized to utilize various means 
to publicize openings and recruit candidates for professional positions. 
 
The Headmaster is also responsible for reviewing the applicants, interviewing 
appropriate candidates and bringing forward the best candidates for 
considerations by the Education Committee of the Board.  The Education 
Committee, in consultation with the Headmaster, will make the final 
determination of who to hire. 
 
The Headmaster, or designee, will ensure that new staff are provided an effective 
orientation to the Academy, its objectives and polices. 
 
The Board also recognizes the importance of supporting on-going staff 
development activities and will authorize time and funding for appropriate in-
service training.  The Headmaster, and designated staff, will have responsibility 
for identifying and implementing appropriate staff development activities. 
 
Depending on available funding, the Board will also support a program of grant-
in-aid for professional staff to participate in educational activities during the 
summer break.  The Education Committee of the Board will handle applications 
for this funding and make the final decisions. 
 
 
 



CBNA Policy #1-8 
Hiring and Staff Development  - Support Staff 
Approved 11/10/99 
Revised 6/14/06 

Coe-Brown Northwood Academy 
Policy 1-8 
 
Hiring and Staff Development – Support Staff 

 
 

PURPOSE:  
  
To establish the parameters for the hiring and staff development for support staff 
positions 
 
POLICY: 
 
The Board of Trustees recognizes the importance of support staff to the effective 
operation of the Academy.  The Headmaster is authorized to utilize various 
means to publicize openings and recruit candidates for support staff positions. 
 
The Headmaster is also responsible for reviewing the applicants, interviewing 
appropriate candidates and making the hiring decision.  At the Headmaster’s 
discretion the top candidates for any support staff position may be brought 
before the Education Committee for an interview and final decision. 
 
The Headmaster, or designee, will insure that new staff are provided an effective 
orientation to the Academy, its objectives and polices. 
 
The Board also recognizes the importance of supporting training activities and 
will authorize time and funding for appropriate in-service training.  The 
Headmaster, and designated staff, will have responsibility for identifying and 
implementing appropriate training activities. 
 
The Education Committee of the Board reserves the right to consider a request 
for a grant-in-aid from an employee in a support staff position.  Decision on 
funding the request will be based on the quality of the training activity, the value 
to the Academy, and the availability of funds. 
 
 
 
 



CBNA Policy #1-9 
Grievance Policy - Staff 
Approved 11/10/99 
Revised 6/14/06, 8/8/07 

Coe-Brown Northwood Academy 
Policy 1-9 
 
Grievance Policy - Staff 

 
 

PURPOSE:  
  
To clarify the process for staff who have a grievance regarding issues with the 
Academy  
 
POLICY: 
 
It is the policy of the Board of Trustees of Coe-Brown Northwood Academy to 
ensure that employees have a means to address any potential grievance they 
have with the school. 
 
The Headmaster will be responsible for establishing procedures for staff to follow 
to resolve the problem.  It is important to note that concerns regarding contracts, 
sexual harassment or discrimination will need to follow the specific policies and 
procedures established for these areas.  The Headmaster will insure that there is a 
designated employee(s) available to handle complaints in these areas. 
 
In order to promote efficiency and to avoid misinterpretations, all personnel must 
observe a chain of command when bringing staff concerns or complaints to the 
attention of the administration.  It is the Board’s policy not to involve itself in 
personnel complaints or dispute until the matter has properly followed 
established procedures. 
 
If the employee is not satisfied with the result, they may take their concern to the 
Board of Trustees.  The request for a hearing must be in writing to the President 
of the Board.  The Board will have 60 days to review the facts, determine if a 
hearing is necessary, and make a decision.  The decision of the Board is final. 
 
 
 
 
 



CBNA Policy #1-10 
School Mascot 
Approved  
Revised 6/14/06, 12/9/15 

Coe-Brown Northwood Academy 
Policy 1-10 
 
School Mascot 

 
 

PURPOSE:  
  
To clarify the process for identification and use of the school mascot  
 
POLICY: 
 
It is the policy of the Board of Trustees of Coe-Brown Northwood Academy to 
have an official school mascot for use by school teams, organizations and events.  
It is the responsibility of the Board of Trustees to formally approve the school 
mascot.  At the discretion of the Board, the approval process may involve input 
from the administration, teachers, staff, students or other components of the 
school community. 
 
All school teams, organizations or individuals who wish to use a representation of 
the mascot are encouraged to obtain prior approval from the administration for 
the symbol they wish to use.  In the case of school teams and organizations, the 
administration may delegate the authority to approve the mascot symbol to 
school coaches, advisors, or deans.  Inappropriate use of any representation of 
the mascot will not be allowed.  The administration’s decision on this will be final. 
 
Images of the school logos or mascots may not be used by individuals outside the 
school community unless specific approval has been granted by the Board of 
Trustees or the Administration. 
 
The school will not be responsible for any cost incurred for items obtained or 
used with a mascot representation unless arranged in advance with the 
administration. 
 
 
 
 



CBNA Policy #1-11 
Administration Goals 
Approved 6/14/06 

Coe-Brown Northwood Academy 
Policy 1-11 
 
Administration Goals 

 
 

PURPOSE:  
  
To ensure the proper and effective administration of the school through the 
development of administrative goals and expectations. 
 
POLICY: 
 
The Board of Trustees of Coe-Brown Northwood Academy will delegate to the 
Headmaster the responsibility to provide the administrative leadership necessary 
to insure the effective operation of the school and maintenance of a positive 
learning environment. 
 
The major goal areas will include managing the various school departments and 
programs effectively, providing professional advice and counsel to the Board, and 
implementing management functions to assure the best and most effective 
learning environment in the school.  This will include keeping abreast of current 
educational developments, arranging appropriate staff development activities, 
ensuring that the decision-making processes include the opportunity for input 
from appropriate parties, and ensuring the implementation of procedures to 
ensure that the differing needs and talents of students are fully considered when 
planning educational programs. 
 
The annual evaluation of the Headmaster will address their effectiveness in 
meeting these goals. 
 
 
 
 



CBNA Policy #1-12 
Safety Program 
Approved 6/14/06 

Coe-Brown Northwood Academy 
Policy 1-12 
 
Safety Program REVISED DRAFT 11-2024  

 
 

PURPOSE:  
  
To ensure the appropriate development and implementation of a safety program 
at the school 
 
POLICY: 
 
The Board of Trustees of Coe-Brown Northwood Academy will delegate to the 
Headmaster the responsibility to implement and supervise a safety program that 
conforms to recommendations from NH Homeland Security and Emergency 
Management. 
 
The Safety Program will emphasize in-service training; accident record-keeping; 
plant inspection; fire prevention; catastrophe planning; and emergency 
procedures and traffic safety procedures relevant to students.  The Headmaster 
shall have responsibility for developing safety procedures to be used on school 
grounds, during authorized school activities, within school buildings, off school 
grounds during sanctioned activities, and in the use of online resources. 
 
The Headmaster may delegate the responsibility for these activities to another 
staff person or committee. 
 
 
 
 



CBNA Policy #1-13 
EEOC and Non-Discrimination 
Approved  6/14/06,  
Revised 12/11/08, 2/19/14, 12/9/20, 12/8/21 

Coe-Brown Northwood Academy 
Policy 1-13  
 

EEOC AND NON-DISCRIMINATION  
 

PURPOSE:  
  
To ensure equal employment and participatory opportunities to employees and 
students and to protect against discrimination 
 
POLICY: 
 
Coe-Brown Northwood Academy does not discriminate on the basis of sex or 
other protected categories in its education programs and activities, as required by 
federal and state laws/regulations. Discrimination against and harassment of 
school employees because of age, sex, gender expression, sexual orientation, 
race, creed, color, ancestry or national origin, marital status, familial status, 
physical or mental disability, religion, political beliefs, economic status or genetic 
information are prohibited. 
 
Discrimination against and harassment of students because of any of the above 
listed categories is prohibited. 
 
The Board directs the school administration to create and implement a 
continuing program designed to prevent, assess the presence of, intervene in, 
and respond to incidents of discrimination against all applicants, employees, 
students and other individuals having access rights to school premises and 
activities. 
 
The school district has designated and authorized a Title IX Coordinator who is 
responsible for ensuring compliance with all federal and state requirements 
relating to nondiscrimination, including sexual harassment. The Title IX 
Coordinator is a person with direct access to the Headmaster.  
 
The Academy has implemented complaint procedures for resolving complaints of 
discrimination/harassment and sexual harassment under this policy. Coe-Brown 
Northwood Academy provides required notices of these complaint procedures 
and how they can be accessed, as well as the Academy’s compliance with federal 
and state civil rights laws and regulations to all applicants for employment, 
employees, students, parents and other interested parties. 
 



CBNA Policy #1-13 
EEOC and Non-Discrimination 
Approved  6/14/06,  
Revised 12/11/08, 2/19/14, 12/9/20, 12/8/21 

Legal Reference: 
 

• Equal Employment Opportunities Act of 1972 (P.L. 92-261) amending Title 
VII of the Civil Rights Act of 1964 (42 U.S.C. § 2000(e) et seq.) 

• Title IX of the Education Amendments of 1972 (20 U.S.C. § 1681 et seq.) 
Title VI of the Civil Rights Act of 1964 (P.L. 88-352) 

• Age Discrimination in Employment Act of 1967 (29 U.S.C. § 621 et seq.) 
Equal Pay Act of 1963 (29 U.S.C. § 206) 

• Rehabilitation Act of 1973 (Section 504) (29 U.S.C. § 794 et seq.); 34 CFR § 
104.7, as amended 

• Americans with Disabilities Act (42 U.S.C. § 12101 et seq.), as amended 
• Genetic Information Nondiscrimination Act of 2008 (42 U.S.C. § 2000ff et 

seq.) 
• NH RSA 186:11; 193:38; 193:39; 354-A 
• NH Code Admin. R. Ed. 303.01(i) 

 
 
 
 



CBNA Policy #1-14 
Student Records 
Approved 6/14/06, 8/8/07, 6/10/15, 12/9/15 

Coe-Brown Northwood Academy 
Policy 1-14   
 
Student Records 

 
 

PURPOSE:  
  
To protect the rights and privacy of students by maintaining confidentiality of 
student records 
 
POLICY: 
 
The Board of Trustees of Coe-Brown Northwood Academy will delegate to the 
Headmaster the responsibility for developing and implementing procedures to 
insure that student records are kept confidential and safe. 
 
The Headmaster will insure that student files will be kept in a manner that will 
ensure, as much as possible, that they are safe from being destroyed.  This may 
include storing some documents off-site.  In addition, electronic records will be 
protected, as much as is possible, from computer fraud. 
 
The education records include all materials directly related to a student that a 
school maintains.  Records and notes maintained by a teacher, administrator, or 
school medical staff for his/her own use, and which are not available to others 
are exempt from this definition. 
 
These procedures will include a process whereby parents/guardians can access 
their child/ward’s records at a mutually convenient time during the regular 
school day.  This will be the same for students who are 18 years or older.  Those 
wishing to access such records may do so by contacting the Headmaster’s office. 
 
The school will require prior written consent before information or other 
directory information may be divulged to third parties.  An exception to this rule 
exists for school district employees who have a legitimate interest in viewing the 
records, as well as officials in other secondary school in which the student seeks 
to enroll.  The Headmaster has the authority to determine what, if any, 
disciplinary records will be divulged to third parties.  
 
 
 



CBNA Policy #1-15 
Off-Campus Behavior of Students and Staff 
Approved 6/13/01 
Revised 6/14/06, 8/8/07 

Coe-Brown Northwood Academy 
Policy 1-15 
 
Off-Campus Behavior of Students and Staff 

 
 

PURPOSE:  
  
To ensure a safe, proper learning and working environment at Coe-Brown 
Northwood Academy free from the effects of adverse off-campus personal 
behavior 
 
POLICY: 
 
The Board of Trustees of Coe-Brown Northwood Academy is committed to 
providing a positive learning and working environment at Coe-Brown 
Northwood Academy.  The Board recognizes that off-campus behavior has the 
potential to have a negative impact on the school and its ability to meet it goals. 
 
To this end the Board reserves the right to evaluate off-campus behavior of 
students and staff when such behavior is deemed to be a threat to the public or 
will have a significant negative impact on the learning or working environment 
at the Academy.  This includes occurrences of “cyber-bullying” and threatening 
language being used by students on the internet when out-of-school and off-
campus.  Disciplinary action, taken after proper investigation and hearings may 
include probationary attendance, suspension, dismissal or withdrawal of 
authorization to re-enroll.  Actions taken under this policy shall be subject to 
review by counsel, as deemed necessary. 
 
The Board also reserves the right to require more frequent and additional 
criminal or background checks for faculty, staff, part time employees, consultants, 
contractors and business representative beyond those at hiring, re-certification, 
or renewal. 
 



CBNA Policy #1-16 
Grievance Policy - Students 
Approved 11/10/99 
Revised 6/14/06 

Coe-Brown Northwood Academy 
Policy 1-16 
 
Grievance Policy - Students 

 
 

PURPOSE:  
  
To clarify the process for students or their parents/guardians who have a 
grievance regarding issues with the Academy  
 
POLICY: 
 
It is the policy of the Board of Trustees of Coe-Brown Northwood Academy to 
ensure that students and/or their parents/guardians have a means to address 
any potential grievance they have with the Academy. 
 
The Headmaster will be responsible for establishing procedures for these parties 
to follow to resolve the problem.  It is important to note that concerns regarding  
sexual harassment or discrimination will need to follow the specific policies and 
procedures established for these areas.  The Headmaster will insure that there is a 
designated employee(s) available to handle complaints in these areas. 
 
If the party with the grievance is not satisfied with the result, they may take their 
concern to the Board of Trustees.  The request for a hearing must be in writing to 
the President of the Board.  The Board will have 60 days to review the facts, 
determine if a hearing is necessary, and make a decision.  The decision of the 
Board is final. 
 
 
 
 
 



CBNA Policy #1-17 
FMLA 
Approved 8/16/06 
Revised  6/10/08, 12/8/21 

Coe-Brown Northwood Academy 
Policy 1-17  
 
FMLA 
 

PURPOSE:  
  
To state the policy of the Board regarding the Federal Family and Medical Leave Act 
(FMLA) of 1993  
 
POLICY: 
 
Coe-Brown Northwood Academy complies with the Federal Family and Medical Leave 
Act (FMLA) of 1993 and all applicable State laws related to family and medical leave.  
This means that, in cases where the law grants employees more leave than the 
Academy leave policies provide, Coe-Brown Northwood Academy will give employees 
the leave required by law.   
 
FMLA Leave Eligibility: The FMLA provides up to twelve (12) weeks of unpaid leave 
every twelve (12) months to eligible employees for certain family and medical reasons.  
To be eligible, employees must have worked for Coe-Brown Northwood Academy for 
twelve (12) months, and for one thousand two hundred fifty (1250) hours over the 
previous twelve (12) months.  (See the FMLA regarding exemptions for certain highly 
compensated employees).  Intermittent leave will be permitted for eligible employees 
where necessary. 
 
Reasons for Taking Leave: Eligible employee are entitled to FMLA leave for any of the 
following reasons: 

a) To care for a newborn, an adopted child or a foster child within a year of 
the child’s arrival, 

b) To care for a spouse, child, or parent who has a serious health condition, 
or 

c) For a serious health condition that makes you unable to perform the 
functions of your job. 

d) Because of any qualifying exigency (as the Department of Labor 
Regulations shall define that term) arising out of the fact that the spouse, 
or a son, daughter, or parent of the employee is on active duty (or has 
been notified of an impending call or order to active duty) in the Armed 
Forces in support of a contingency operation. 



CBNA Policy #1-17 
FMLA 
Approved 8/16/06 
Revised  6/10/08, 12/8/21 

 
Service member Family Leave:  An eligible employee who is the spouse, son, daughter, 
parent, or next of kin of a covered service member who is recovering from a serious 
illness or injury sustained in the line of duty on active duty shall be entitled to a total of 
26 workweeks of leave during a 12-month period to care for the service member.  The 
leave described in this paragraph shall only be available during a single 12-month 
period.  During this 12-month period, an eligible employee shall be entitled to a 
combined total of 26 workweeks of leave (including any time taken because of any 
qualifying exigency arising out of the fact that the spouse, or a son, daughter, or parent 
of the employee is on active duty (or has been notified of an impending call or order to 
active duty) in the Armed Forces in support of a contingency operation). 
 
Notice:  Where an employee’s need for FMLA leave is foreseeable, they must provide 
notice of the need for leave to Coe-Brown Northwood Academy not less than thirty (30) 
days before the leave is scheduled to begin.  If the need for FMLA is not foreseeable (for 
example where a birth or placement of a child or a need for medical treatment requires 
leave to begin in less than thirty (30) days, the employee must provide notice as soon as 
practicable. 
 
If an employee’s need for leave is foreseeable based on planned medical treatment, they 
should make a reasonable effort to schedule the treatment so as not to disrupt unduly 
the operations of Coe-Brown Northwood Academy, subject to the approval of a health 
care provider. 
 
Certification:  Coe-Brown Northwood Academy requires that employees provide a 
medical certification of the need for leave because of a serious health condition 
(whether the employee or that of a child, spouse or parent’s, or next of kin’s) whenever 
the leave is expected to extend beyond five (5) consecutive working days or will involve 
intermittent or part-time leave. 
 
Coe-Brown Northwood Academy requires that the employee provide a medical 
certification of the ability to resume work after a FMLA leave for their own serious health 
condition that extends beyond ten (10) consecutive working days. 
 
Coe-Brown Northwood Academy may require that a request for leave due to military 
service be supported by appropriate certification if the FMLA regulations prescribe such 
certification. 
 
Substitution of Paid Leave for FMLA Leave: In the case of leave for the birth, foster 
placement, or adoption of a child, or the serious health condition of a spouse, child or 
parent, or because of any qualifying exigency arising out of the fact that the spouse, or 
a son, daughter, or parent of the employee is on active duty (or has been notified of an 
impending call or order to active duty) in the Armed Forces in support of a contingency 
operation,  an eligible employee must substitute any accrued vacation leave, personal 
leave and/or “family leave” for any part of the unpaid leave provided for under the 
FMLA.  In the case of the employee’s own serious health condition, an eligible employee 
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must substitute any accrued vacation leave, personal leave and/or sick leave for any part 
of the unpaid leave provided for under the FMLA.  The substitution of paid leave time 
for unpaid leave time does not extend the 12-week leave period. Family/medical leave 
will run concurrently with other types of leave.  Employees will not accrue vacation or 
holiday benefits while on unpaid leave. 
 
Periodic Reporting: If employees take leave for more than two (2) weeks, Coe-Brown 
Northwood Academy requires that they report to the Headmaster or Assistant 
Headmaster at least every two weeks on their status and intent to return to work. 
 
Measurement of 12 Month Period:  For purposes of this policy, the “twelve month 
period” described in the FMLA will be measured forward from the date the employee’s 
first FMLA leave begins.  Accordingly, employees are entitled to twelve weeks of leave 
during the year beginning on the first day they take FMLA leave.  The next 12 month 
period would begin on the first day on which they take FMLA leave after the completion 
of any previous 12 month period. 
 
The complete provisions of the FMLA are too lengthy to include in this policy.  However, 
if employees have questions about the FMLA or would like to review the statute itself, 
please contact Coe-Brown Northwood Academy or the United States Department of 
Labor.
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Memorandum of Understanding with Local Police Department 

 
 

PURPOSE:  
  
To ensure that Coe-Brown Northwood Academy and the Northwood Police 
Department are able to work in a joint cooperative effort to provide a safe and 
healthy school environment.  
 
POLICY: 
 
It is the policy of the Board of Trustees of Coe-Brown Northwood Academy to 
maintain a Memorandum of Understanding between the school and the 
Northwood Police Department.  This is in compliance with RSA 193-D, Safe 
School Zones, as amended. 
 
The Headmaster, or designee, will be responsible for establishing and 
maintaining this document.  It will clarify the responsibility of the Academy and its 
staff and the police department regarding any event that violates the Safe School 
Zone Act. 
 
The Headmaster, or designee, will ensure that school staff are provided 
appropriate training on this memorandum. 
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STAFF DRESS CODE 

 
 

PURPOSE:  
  
To clarify the expectation for staff dress while at work  
 
POLICY: 
 
It is the policy of the Board of Trustees of Coe-Brown Northwood Academy that 
all staff will present a professional appearance while on duty at the Academy.  To 
this end it is expected that all staff will wear professional dress. 
 
The Board recognizes that the nature of certain assignments (i.e. Physical 
Education, Industrial Arts, etc.) may require exceptions to this and it will be dealt 
with on an individual basis. 
 
The Headmaster has the final authority to determine if the attire in question is 
appropriate for the duties to be performed. 
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School Clubs and Organizations 

 
 

PURPOSE:  
  
To establish the guidelines for school clubs and organizations 
 
POLICY: 
 
The Board of Trustees of Coe-Brown Northwood Academy supports the concept 
of having a wide variety of school clubs and organizations to support the diverse 
interests and needs of the student body. 
 
The Headmaster, or designee, will have responsibility for approving the 
establishment of any club or organization and assigning an advisor.  It will be the 
responsibility of the advisor and the official club members to plan their agenda 
and activities for the year.  The Headmaster, or designee, has the authority to 
review these plans and make changes as needed in order to insure alignment 
with the mission and educational purposes of the school. 
 
Attendance at these clubs/organizations will be restricted to the advisor, official 
members, the administration of the school and invited guests. 
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VOLUNTEERS 
 

PURPOSE:  
  
To ensure that Coe-Brown Northwood Academy makes effective use of 
volunteers 
 
POLICY: 
 
The Board recognizes the valuable contribution made to the total Academy 
program by the use of volunteers in the Academy.  It is important that the role, 
responsibilities and management of volunteers be clear to all involved.  The 
Headmaster, or designee, is authorized to develop the necessary procedures for 
the utilization of volunteers in the Academy.  This will include the application 
process, clear explanation of their duties, supervision, orientation, how to handle 
disciplinary issues, review of confidentiality, evaluation, and background and 
criminal records check.  Additional procedures and/or expectations may be 
initiated at the Headmaster’s discretion. 
 
It is understood that volunteers will serve as assistants and not be assigned to 
roles that require specific professional training.  Supervision of the volunteer will 
be provided by an individual certified and/or trained in the area in question.  
Volunteer assignments may be terminated at any time based on the needs of the 
academy. 
 
Individuals who are volunteering as coaches must be certified in that sport and 
be in compliance with the standards set by the NHIAA. 
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EMPLOYEE USE OF SOCIAL TECHNOLOGIES 
 

PURPOSE:  
  
To ensure that Coe-Brown Northwood Academy employees use social 
technologies in a manner that supports the mission of the school 
 
POLICY: 
 
The Board wants to be sure that employees are aware that their use of social 
technologies cannot undermine the mission of or their role at the Academy.  To 
this end the following is in place: 
 
All Coe-Brown Northwood Academy (CBNA) employees are reminded that they 
are professionals who serve as role models for students and should therefore 
refrain from any communication, electronic or otherwise, which undermines their 
effectiveness as employees of an educational enterprise.  CBNA employees must 
maintain appropriate boundaries between students and themselves even when 
they are off-duty.  CBNA employees who violate this policy may face discipline 
and/or dismissal, in accordance with other school policies.  For example, off-duty 
conduct involving electronic communication that is immoral may lead to 
discipline or dismissal. 
 
Employees shall not post any CBNA data, documents, photographs or other 
Academy owned or created information on any website or in any electronic 
document without prior written administrative approval.  The posting or 
communication of any private or confidential Academy material by any electronic 
means is strictly prohibited. 
 
CBNA employees are prohibited from engaging in any electronic communication 
that violates the law, school policies, or other standards of professional conduct.  
Accessing websites, any social media platforms, and using computers or mobile 
phones to send or receive inappropriate messages of any kind during school 
hours is prohibited.  Employees who violate this policy may face discipline and/or 
termination, in line with other Academy policies, if applicable. 
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To that end, CBNA, discourages its employees from engaging in the following 
problematic conduct as such conduct may be immoral or illegal and/or constitute 
misconduct, or demonstrate lack of appropriate boundaries: 
 

• Inviting students to be “friends” through an Internet site or accepting such 
invitations from students on personal accounts 

• Socializing with students outside of school on social networking websites, 
chatrooms, blogs, and other websites including but not limited to 
Facebook, Twitter, etc. 

• Communicating with students via email, instant message, text message, or 
other electronic means in an overly casual, unprofessional, inappropriate, 
or offensive manner 

• Creating, possessing, managing, or having a website that contains 
immoral pictures, video, or text, or other information or links to such 
information 

• Using the Internet, email, instant message, text message, or other 
electronic means to disparage or ridicule students or staff in a manner that 
is disruptive to the operation of the school or defamatory 

• Texting and pixing to students in an overly casual, unprofessional, 
inappropriate, or offensive manner 
 

 
Nothing in this policy prohibits CBNA employees or students from using 
educational websites or electronic communication solely for educational 
purposes. 
 
Academy employees are expected to behave honorably in both real and virtual 
(online) spaces.  Your online behavior should reflect the same standards of 
honesty, respect and consideration that you use face-to-face.  Further, personal 
information posted online is not truly private as it creates a permanent record 
that may be retrieved and retained, and thus any expectation or privacy may be 
unwarranted.  Information posted online is routinely reviewed by potential 
employers and may impact future employment opportunities. 
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Reduction in Force 

 
 

PURPOSE:  
  
The Board recognizes it is necessary to have a plan in place in case of the 
unfortunate event of a significant loss in the number of student attending the 
Academy. For this reason the following policy will be in place to deal with 
reducing the number of employees on staff.   
 
POLICY: 
 
When the Board of Trustees finds it necessary to reduce the number of certified 
full time and/or part-time positions for reasons of declining enrollment, budget 
reduction, change in or consolidation of Board-authorized programs, or for any 
other reason determined necessary by the Board, a Reduction In Force procedure 
(RIF) will be implemented.  In identifying which faculty or staff to release from a 
position, the Board shall, through the recommendations of the administrative 
staff, consider the following factors: certification, academic preparation, job 
performance, seniority, collegial collaboration, and professional contributions to 
the Academy community as a whole. 
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Teacher Qualifications  

 
 

PURPOSE:  
  
To clarify Coe-Brown Northwood Academy’s requirements regarding teacher 
qualification.  
 
POLICY: 
 
It is the policy of Coe-Brown Northwood Academy that all teachers will be, or will 
have a plan, approved by the Administration, in place regarding being 
academically qualified in the area they will be instructing.   
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BY-LAWS    
 
Purpose: 
 
To provide for, as needed, the review and updating of the by-laws for the Board 
of Trustees 
 
Policy: 
 
The Board of Trustees recognizes the importance of maintaining a regular review 
of the By-Laws to ensure that they are up to date. 
 
The By-Laws will address the Board’s organization, powers, responsibilities and 
meeting procedures. 
 
The Administration Committee of the Board will assume responsibility for the 
regular review of the By-Laws and to make recommendations for changes as 
needed. 
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Policy Review and Development 
 
Purpose: 
 
To define the Board’s responsibility and role in the development and review of 
policies 
 
Policy: 
 
The Board of Trustees is the policy making body for Coe-Brown Northwood 
Academy. 
 
The Board, and its committees, will have responsibility for reviewing the policies 
of the Academy and bringing recommendations for changes and additions to 
the full Board for approval. 
 
Implementation of school policies will be the responsibility of the Headmaster 
and/or designee. 
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Policy #2-3 
 
Procedural Review and Development 
 
Purpose: 
 
To define the Board’s responsibility and role in the development and review of 
procedures 
 
Policy: 
 
The Board of Trustees is the policy making body for Coe-Brown Northwood 
Academy. 
 
It is the responsibility of the Headmaster to develop the procedures to implement 
school policies.  These procedures may be reviewed by the Board or appropriate 
Board committee as needed. 
 
Procedures for the implementation of Section 2: Board Policies will be the 
responsibility of the appropriate Board committee.  These procedures may be 
reviewed by the full Board as needed. 
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Conflict of Interest 
 
Purpose: 
 
To define the Board’s requirements in conflict-of-interest situations 
 
Policy: 
 
The Board of Trustees will maintain, in the By-Laws, a clear procedure for dealing 
with conflict-of-interest situations that may arise in Board dealings. This 
procedure will be included in the Code of Ethics that every Board member signs 
annually. 
 
All Board members will be given a copy of the By-Laws and be expected to follow 
the procedures if a conflict-of-interest situation comes up. 
 
New Board members will have the conflict-of-interest procedures explained to 
them at the beginning of their term of office. 
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Long Range Planning   
 
Purpose: 
 
To define the Board’s role and responsibility for long range planning 
 
Policy: 
 
The Board of Trustees is responsible for developing and maintaining a long-range 
strategic plan for Coe-Brown Northwood Academy. 
 
The Board will designate an ad-hoc Strategic Long-Range planning committee 
that will have responsibility for facilitating the development, review and revision 
of the long-range strategic plan as needed.. 
 
 
All Board members and the Headmaster are expected to participate in long-
range planning activities.  The Board will also solicit input, as appropriate, from 
the faculty, staff and community. 
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Board vs. Administrative Areas of Responsibility 
 
Purpose:  To define Board vs Administration responsibilities 
 
Policy: 
 
The Board of Trustees is responsible for the following: 
 a) developing the policies for the academy  
 b) approving the budget and maintaining oversight of the financial  
  aspects of running the school 
 c) identifying, planning for, and implementing capital improvements 
 d) working with the Headmaster on final hiring decisions for teachers 
 e) working with the Headmaster in determining serious disciplinary  
  action for students  
 f) oversight of the sports and co-curricular activities 
 g) developing and monitoring the long-range plan 
 h) hiring, supervising, and evaluating the Headmaster 
 i) reviewing grievances that rise to the Board level 
 j) negotiating contracts with sending school districts 
 k) negotiating salary and benefits in teacher contracts 
 
Matters that are handled administratively: 
 
 a) implementation of policies, including development of necessary  
  procedures  
 b) purchasing and expenditure of funds according to the established  
  budget 
 c) supervision of teachers, paraprofessionals, and staff 
 d) all day-to-day activities including student discipline, interaction with  
  families, vendors, other professionals, and visitors 
 e) scheduling and arranging courses and curriculum to meet the  
  educational mission of the Academy 
 f) acting as the primary conduit for information flow to/from the  
  Board  and faculty/staff 
 g) scheduling and monitoring all sports and co-curricular activities 
 
Other duties and responsibilities may be assigned or assumed by the Board or 
administration as needed to insure the smooth operation of the school. 
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Contract Obligations  
 
Purpose: 
 
To define the contracting responsibilities for the Academy 
 
Policy: 
 
Tuition Contracts:  The Board of Trustees may elect to enter into long term tuition 
contracts with one or more communities. These contracts will be negotiated by the 
ad-hoc Contract Committee selected by the President of the Board, with final 
approval of the full Board of Trustees.  
 
Faculty Contracts:  The Negotiating Committee, appointed by the President, shall 
negotiate single or multi year professional contracts with representatives of the 
faculty. The contract shall define salary and benefits of employment. The full Board of 
Trustees must ratify the contract. 
 
Administrative and Support Staff:  As presented by the Administration, the Fiscal 
Committee shall recommend to the full Board of Trustees a salary and benefit 
package for all employees not covered under the faculty negotiations. It shall be the 
intent of the Board to maintain general parity of salary and benefits for all employees 
of the Academy. The full Board of Trustees must ratify such contracts. 
 
Purchasing Contracts: The Administration has the approval of the Board to enter into 
purchasing contracts for services or capital items/improvements to be paid from 
budgetary funds. For major contracts over $10,000 it is highly recommended the 
Administration procure competitive bids, when possible, within budgetary time 
constraints. The administration will keep the Board informed of major budgetary 
purchases.  
  
All purchasing contracts or capital items/improvements made from Academy funds 
outside the budget (investment accounts, Development account, capital reserve/debt 
repayment account, etc.) over the amount of $20,000 will go to the President and 
Treasurer for approval. 
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Board Evaluation and Goals 
 
Purpose: 
 
To define the Board’s position on self-evaluation and goal setting 
 
Policy: 
 
The Board of Trustees understands the importance of performing an annual 
evaluation of the Board’s effectiveness and accomplishment of goals.  This 
process will also be used in setting goals for the coming year. 
 
The Board will ensure that a standard process is utilized for this evaluation.  All 
Board members are expected to participate in the evaluation. 
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Use of Academy Funds and Resources 
 
Purpose: 
 
To clarify how Board members access/use Academy funds and/or resources 
 
Policy: 
 
The Board of Trustees understands the importance of appropriately using 
Academy funds and resources.  To this end the following will be the policy of the 
Board: 

• No individual Board member has the authority to use Academy funds or 
resources without prior approval from the appropriate committee or the 
full Board 

• This does not preclude the Headmaster from expending or restricting 
Academy funds in accordance with the approved budget and any 
necessary cost savings measures 

• It is allowed for the Board to make blanket decisions regarding some 
expenditures that can be applied in an on-going nature.  This could 
include a general approval of using funds for refreshments at appropriate 
meetings through-out the year, sending flowers for bereavements and 
similar items 

• Board members must remain vigilant that they do not make use of other 
Academy resources in ways that could be construed as for personal gain 
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Code of Ethics 
 
Purpose:   
 
To clarify that the role of Board member is to actively support and promote the 
Academy’s mission, be knowledgeable regarding the mission, goals, current 
operations, and issues. 
 
 
Policy: 
 
The Board of Trustees is committed to requiring all Board members to operate 
under the highest ethical standards by following our Code of Ethics.  This Code 
will cover expectations of all Board members including, but not limited to, 
confidentiality, conflict of interest, attendance, and communication. 
 
All Board members will sign off on the Code of Ethics annually and when any 
changes are made to the existing form. 
 
Failure to follow the Code of Ethics can result in a Board member being removed 
from office. 
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Confidentiality 
 
Purpose:   
 
To clarify that it is the responsibility of each Board member to maintain the 
confidentiality of all Board information at all times. 
 
 
Policy: 
 
The Board of Trustees is committed to requiring all Board members to operate 
under the highest ethical standards by following our Code of Ethics.  This Code 
includes the expectation that all Board information will be kept confidential at all 
times.  This includes after the Board member is no longer a Trustee. 
 
Information may be discussed with other Board members, the Headmaster and 
Assistant Headmasters.  Sharing any information with any other party requires 
the prior approval of the full Board 
 
Failure to maintain confidentiality can result in a Board member being removed 
from office. 
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WORK PLANS 
 
Purpose: 
 
To ensure that all Board committees have up-to-date and effective work plans 
based on Coe-Brown Northwood Academy’s Master Plan. 
 
Policy: 
 
The Board of Trustees recognizes the importance of each standing Board 
Committee developing and maintaining a Work Plan that reflects the 
Committee’s plans and activities for the year. 
 
The Work Plans will clearly specify the priorities for the coming year and provide 
enough information so each Committee can measure its progress in achieving 
established goals. 
 
Achievement of Work Plan priorities will be monitored by each Committee and 
reported on annually to the full Board. 
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Board Commitment to a Positive Educational Environment 
 
Purpose: 
 
To define the Board’s position on non-discrimination, dealing with all forms of 
harassment, and other negative actions at CBNA 
 
Policy: 
 
The Board of Trustees understands the importance of promoting a positive 
school environment for all those in its community.  To this end the Board 
supports all policies, procedures, manuals, and activities that address, but are not 
limited to, the following:  

• non-discrimination, 
• respect for self and others, 
• prevention of all versions of harassment, 
• inclusion, 
• any other actions that the administration determines negatively impact 

individuals or the school environment 
 
This Academy will also be in compliance with any laws or regulations relating to 
this that apply to CBNA. 
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Communications with the Public 

 
 
PURPOSE:  
 
To clarify the purpose and responsibility for communication with the public 
 
 
POLICY: 
 
The Board of Trustees recognizes the importance of informing the public of 
various affairs of the school.  The goal is to achieve good school-community 
relations and maintenance of two-way open communication with the public. 
 
To achieve this goal the Board authorizes the Headmaster to prepare or delegate 
the preparation of informational materials including newsletters, press releases, 
special brochures and other materials to effectively inform the public of various 
activities or information. 
 
The Board authorizes other Board committees to also prepare informational 
materials needed to achieve their purposes.   
 
The Board reserves the right to restrict or prohibit any informational materials 
generated by staff or students that do not meet the intent of this policy. 
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Patriotic Exercises 

 
 
PURPOSE:  
 
To define the role of Coe-Brown Northwood Academy in conducting patriotic 
exercises 
 
 
POLICY: 
 
The Board of Trustees recognizes the importance of promoting respect for 
patriotic events and customs.  To this end the school will observe patriotic 
holidays by either school closure or conducting appropriate instruction to 
students that conveys the significance of the holiday.  It will be the responsibility 
of the Headmaster to insure the development and implementation of appropriate 
instruction as deemed appropriate. 
 
In addition, the Headmaster and school staff will emphasize the importance of 
showing proper respect whenever the Pledge of Allegiance is given or the 
national anthem is played.  Everyone will be encouraged to rise and participate 
or at least remain still and silent.  
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Bulletins and Announcements  

 
 
PURPOSE:  
 
To insure that staff, employees and students have reasonable access to relevant 
information and notices 
 
 
POLICY: 
 
The Board of Trustees recognizes the importance of providing an effective 
process for disseminating information to the students, staff and employees of the 
school. 
 
It will be the responsibility of the Headmaster to insure that notices, 
announcements, legal and otherwise, are distributed in a fashion that will allow 
ready access to those who need to know the information.  This can include, but is 
not limited to, verbal announcements, posting on bulletin boards, inclusion in 
email communications, newsletters, posting on the web site, and inclusion in the 
student handbook.. 
 
The Headmaster will also develop a process for approving notices and posters for 
school clubs/organizations or other entities or individuals who wish to post or 
distribute information at the school. 
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COMMUNITY RESOURCES 
 

 
PURPOSE:  
 
To recognize the importance of maintaining a strong relationship between Coe-
Brown Northwood Academy, the parents of our students and the community at 
large 
 
 
POLICY: 
 
The Board of Trustees recognizes the importance of having a positive, strong 
partnership with the parents of students and community at large.  To this end the 
Board authorizes the Headmaster to take appropriate steps to promote the 
following: 
 

• The school is a welcoming place, accessible to parents and the community 
• Communication between home and school is regular, two-way and 

meaningful 
• Parents are full partners in the educational decisions regarding their 

children 
• Parents and the community will be encouraged to visit the school for open 

houses, new student orientations and other events through-out the year 
• There is opportunity to guide parents on ways to assist with homework, 

Improve their child’s performance on assessments and  communicate with 
teachers 

• Information will be disseminated on cultural, recreational, academic, 
health, social and other resources that serve the community 

• Support and partnerships will be sought with local organizations, 
agencies, government, businesses, and individuals to augment school 
programs/budgets, increase volunteerism in the school, and provide 
assistance to students as they transition to employment or further 
education 

• Student participation in community service will be encouraged 
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Reasonable efforts will be made to communicate with parents in their primary 
language.   
 
For the purposes of this policy the term “parent” refers to any adult who plays a 
significant role in the care of a student enrolled in the school. 
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USE OF SOCIAL MEDIA FOR SCHOOL PROGRAMS AND STUDENT 
ACTIVITIES – DRAFT  

 
 
PURPOSE:  
 
To clarify the parameters of how the Academy will use social media to publicize 
student activities and school programs 
 
 
POLICY: 
 
The Board of Trustees recognizes the importance of using the variety of social 
media platforms to publicize school and student activities and programs.  
 
It is also important that the overall postings reflect the entire student body and 
school programs as much as possible.  It should not be used to focus on any one 
student, group of students or school program.   
 
In regards to students it is necessary to have permission to post any personal 
information.  All postings will reflect positively on the Academy and be in line 
with the Mission of the Academy  
 
The Development and Public Relations Committee of the Board is responsible for 
developing a set of guidelines to be used by the Director to implement this policy.  
These Guidelines will be reviewed and approved by the full Board. 
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Coe-Brown Northwood Academy 

Policy #4-1     
 

LIBRARY/MEDIA CENTER 
 
Purpose: 
 
To affirm the Board’s support of having a Library/Media Center that can 
implement, enrich, and support the educational programs of the Academy  
 

Policy: 
 
The Board of Trustees shall provide adequate space and support for a school 
library and shall insure appropriate staff are hired. 
 
The Board shall insure that materials in the library provide at least adequate 
educational and research resources.  To this end the Board re-affirms the 
objectives of the standards for school media program, prepared jointly by the 
American Association of School Librarians and the Department of Audiovisual 
Instruction. 
 
The Headmaster and library staff will have responsibility for insuring there is an 
on-going review and updating of library/media center materials.   
 
.  

 

 
 
 
 
 
 
 
 
 
 
 



 

CBNA Policy #4-2 
Instructional Materials 
Approved 9/13/00 
Revised 12/14/05, 12/11/08, 11/13/13, 12/11/19, 12/14/2022 

Coe-Brown Northwood Academy 

Policy #4-2    
 

INSTRUCTIONAL MATERIALS 
 
Purpose: 
 
To insure that Coe-Brown Northwood Academy provides necessary instructional 
materials and helps all learners meet the aims of the Academy’s mission 
statement. 
 

POLICY: 
 
The Headmaster and, or designee, will insure that instructional materials meet 
the following criteria: 
 

➢ Enrich and support the curriculum; 
➢ Stimulate growth in knowledge, literary appreciation, aesthetic value, and 

ethical standards; 
➢ Provide background information to enable students to make intelligent 

judgments; 
➢ Present opposing sides of controversial issues; 
➢ Be representative of the many religious, ethnic, and cultural groups and 

their contributions to our society; 
➢ Matches to the appropriate skill level of pupils; 
➢ Include a variety of media, including but not limited to books, online 

materials, equipment, newspapers, other media and instructional 
technologies 

 
It will be the responsibility of the Headmaster and his/her designees to insure 
that there is regular review of instructional materials at least every five years. 
 
Any objections to instructional materials in use at the Academy shall go through 
the standard appeals process. 
 
.  
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Coe-Brown Northwood Academy 
Policy #4-3 
 
CO-CURRICULAR ACTIVITIES  
 
Purpose: 
 
To prescribe a program of activities to enable students to develop their individual 
skills and interests outside of regular classes 
 
POLICY: 
 
The Board of Trustees shall adopt a program of co-curricular activities to further 
broaden the variety of educational experiences at the Academy.    
 
The Headmaster will assign a qualified person to act as advisor and recommend 
compensation where appropriate. 
   
The Headmaster will periodically review the adequacy of these programs and 
make recommendations for changes where appropriate. 
 
Changes to the co-curricular program may be reviewed by the Education or 
Athletic Committee. 
 
Maintenance of all co-curricular activities shall be subject to the availability of 
funds.   The Board, through the budget process, shall annually approve the 
compensation schedule for coaches and advisors. 
 
 
 
 
.  
 
 
 
 
 



Coe-Brown Northwood Academy 
Policy 4-4  
 

CURRICULUM DEVELOPMENT AND ASSESSMENT  
 

PURPOSE:  
 
To clarify the Board’s role in insuring that there is an on-going evaluation of the 
effectiveness of the curriculum in improving student performance 
 
POLICY: 
 
The Board of Trustees is responsible for insuring that Coe-Brown Northwood 
Academy has instructional materials that provide a quality learning experience 
for students.  Curriculum review and development must be continuous, 
coordinated and involve faculty and staff.  The minimum curriculum is established 
by the State Board of Education but procedures must be established to ensure 
that course offerings remain consistent with the mission of the Academy.   
 
It is the policy of the Board that the Headmaster will develop and manage a 
program that provides an on-going assessment of the curriculum in improving 
student performance.  The assessment must utilize multiple methods, including 
local, statewide and national tools, to provide an accurate view of student 
learning.  The Headmaster will also be responsible for setting a schedule, and 
insuring test procedures and security measures are followed and distributing the 
results to staff as they become available.  Test results may be used for the 
following: 
 
 To identify individual student strengths/weaknesses in skill development; 
 To diagnose strengths and weaknesses of groups; 
 To individualize instruction; 
 To report progress to parents; 
 To select curriculum materials; 
 To set the pace of instruction; 
 To select methods of instruction; 
 To counsel students; 
 To help determine revisions needed in the curriculum; 
 To report progress to the sending districts 
 

The Headmaster will insure that the assessment process includes the following: 
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 Professional staff in the selection of new assessment tools and evaluation 
of current tools; 

 Assessment tools will provide an authentic assessment of student learning 
including but not limited to teacher observations of project-based 
learning, competency-based assessments, teacher designed quizzes and 
tests and may also include written or oral exams, demonstrations, 
individual projects, student portfolios and individual or group projects; 

 Students with disabilities will be provided opportunities to participate in all 
assessments with any necessary modifications being documented during 
the Individual Education Program review; this will be in accordance with 
special education regulations and laws 

 An annual report will be presented by the Headmaster to the Education 
Committee of the Board.  As appropriate, this information will also be 
shared with the full Board; 

 Any necessary security measures to insure only appropriate personnel 
within the school and the parents or legal guardian have access to the 
individual scores. 

 
The Board will be responsible for providing funding for the assessment program 
including professional development for teachers in the use of tools to understand 
the assessment results, adjust instruction to meet personalized needs and to 
monitor progress. 
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Coe-Brown Northwood Academy 
Policy #4-5  
 
DRIVER’S EDUCATION  
 
Purpose: 
 
To establish the parameters for a Driver’s Education program to be offered Coe-
Brown Northwood Academy 
 
POLICY: 
 
Coe-Brown Northwood Academy will allow access to Driver’s Education training 
through the use of licensed and insured private contractors.  It will be the 
responsibility of the Headmaster to oversee the program. 
 
Parents and/or guardians will be required to read and sign the permission forms, 
and required paperwork governing classroom and in-the-car instruction. 
 
Students who do not follow the established rules shall face disciplinary action up 
to and including removal from the class.  The private contractor has responsibility 
for administering disciplinary action. 
 
Use of, and paying for the cost of the use of, Academy facilities will be at the 
discretion of the Headmaster. 
.  
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Coe-Brown Northwood Academy 
Policy #4-6  
 
GRADUATION REQUIREMENTS  
 
Purpose: 
 
To prescribe the requirements for graduation from Coe-Brown Northwood 
Academy 
 
POLICY: 
 
The Board of Trustees has responsibility for insuring that students receiving a 
diploma from Coe-Brown Northwood Academy have met at least the minimum 
standards established by the New Hampshire Department of Education.  These 
requirements, along with any additional requirements established by the 
Academy, shall be published annually in the Program of Studies. 
 
Students who are identified in need of special services will meet these 
requirements as modified by their Individual Education Plan (IEP). 
 
Credit will be awarded upon successful completion of the required course 
including demonstrating competency and meeting attendance requirements.  
Assessment of competency will be the responsibility of the Headmaster and 
his/her designees. Credit will be awarded only once for a specific required course 
with the same content during the secondary school experience. 
 
It is the responsibility of the Headmaster to inform the Board of any required 
changes due to changes in the NH Department of Education Rules.  The 
Headmaster will also bring to the Board for approval, any recommendations for 
additional requirements above and beyond those required by the NH 
Department of Education. 
 
Students who attend the Academy less than four years may not meet all of Coe-
Brown’s requirements and may request a waiver.  The Headmaster will have 
responsibility for maintaining a process for submission of any waiver requests to 
the Education Committee for final decision. 
 
The Headmaster will present a list of graduating seniors to the Board for final 
approval each spring. 
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Coe-Brown Northwood Academy 
Policy #4-7  
 
HOMEWORK  
 
Purpose: 
 
To clearly state the role and purpose of homework at Coe-Brown Northwood 
Academy 
 
 
POLICY: 
 
Coe-Brown Northwood Academy believes that homework is the responsibility of 
the student and: 

 Reinforces daily, in-class activities; 
 Is a prelude to upcoming class activities; 
 Is a means to allow students to organize thoughts and thought 

processes; 
 Provides an added means of sequential skill development; 
 Provides an outlet for student creativity; 
 Is an opportunity to develop work ethic and habits; and 
 Is a reinforcement of study skills. 

 
It is the responsibility of the teacher to ensure that homework is a constructive 
tool geared to the needs and abilities of the students.  The teacher will also be 
responsible for explaining how homework assignments relate to the grading 
system.  At the discretion of the teacher, students may be allowed to make up 
missed or incomplete homework. 
 
Failure to complete homework may result in disciplinary action up to and 
including going before the Education Committee of the Board of Trustees. The 
Education Committee can impose a variety of disciplinary actions up to and 
including dismissal from the Academy.  
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Coe-Brown Northwood Academy 
Policy #4-8 
 
STUDENT/TEACHER/STAFF CONDUCT  
 
Purpose: 
 
To clearly relay the expected conduct for all those who are part of the Coe-Brown 
Northwood Academy school community 
 
 
POLICY: 
 
The Board of Trustees endorses the following principles of conduct for all with-in 
the school environment: 
 
 Respect for law and those given the authority to administer it shall be 

expected of all students, staff and employees.  This includes conformity to 
school rules as well as to general provisions of the appropriate laws.   

 Respect for the rights of others, consideration of their privileges, and 
cooperative citizenship shall be expected of all members of the school 
community. 

 Respect for real and personal property, pride in one’s work, and exemplary 
personal standards of courtesy, decency, honesty, and wholesome 
attitudes shall be maintained. 

 Respect for individual worth is the obligation of the school.  Diligence and 
a desire to benefit from the opportunity is the obligation of the student. 

 It is expected that all conduct will contribute to a productive learning 
climate.  Individual rights are to be honored and protected in all instances; 
however, the rights of one individual shall not take precedence over those 
of another individual or of the group itself. 

 Annually, at the opening of school, students shall be given access to  
pertinent policies  on netbooks, rules and expectations. 

 Students, staff and employees have a responsibility to know, adhere to and 
uphold the rules and regulations of the school. 

 Teachers and staff are expected to follow the Professional Expectations 
included in their contract (copy attached) 
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Coe-Brown Northwood Academy 
Policy #4-9 
 
ACADEMIC/ACHIEVEMENT AWARDS  
 
Purpose: 
 
To provide guidelines for recognizing outstanding student achievements in all 
areas of the school 
 
POLICY: 
 
The Board of Trustees recognizes the importance of recognizing the outstanding 
achievements of students in the many areas of the school.  To this end it 
authorizes the Headmaster to establish a variety of Academic and Achievement 
Awards for seniors and underclassmen. 
 
It will be the responsibility of the Headmaster or his/her designee to determine 
the qualification, nomination and selection process for each award.  Awards do 
not have to be made if no student is considered qualified in any given year. 
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Coe-Brown Northwood Academy 
Policy #4-10 
 
STUDY SKILLS  
 
Purpose: 
 
To underscore Coe-Brown Northwood Academy’s commitment to assisting 
students in making the most of their academic experience 
 
POLICY: 
 
Coe-Brown Northwood Academy will support instruction in study skills with 
programs such as assisted study, Project Success, math labs, and study labs for all 
students to use as their schedule and needs permit.  
 
Budgeting for and implementation of these programs will the responsibility of 
the Headmaster or his/her designee. 
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Coe-Brown Northwood Academy 
Policy #4-11 
 
LIMITED ENGLISH PROFICIENCY  
 
Purpose: 
 
To insure that students with limited English proficiency receive the necessary 
support to be able to benefit from classroom instruction 
 
POLICY: 
 
The Board of Trustees authorizes the Headmaster and his/her designees to 
develop and implement the procedures required to insure that students with 
limited English proficiency receive the necessary supports. 
 
These procedures will meet all state and federal  expectations as required by law. 
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Coe-Brown Northwood Academy 
Policy #4-12  
 
CHARACTER AND CITIZENSHIP DEVELOPMENT   
 
Purpose: 
 
To nsure that the curriculum of Coe-Brown Northwood Academy supports 
character and citizenship development 
 
POLICY: 
 
It is the policy of Coe-Brown Northwood Academy to provide an educational 
atmosphere that supports and encourages individual student character and 
citizenship development.   
 
The Headmaster and his/her designees have the responsibility of developing 
educational programs that integrate the following principles into the curriculum: 
 
 Each individual has dignity and worth; 
 A free society requires respect for persons, property, and principles, and for 

self; 
 Each individual has a right to learn and freedom to achieve; 
 Each individual, regardless of race, creed, sexual preference, gender 

identity, ethnic background, sexual orientation, religion, or economic 
status, has the right to equal opportunity; 

 Each individual has the right to personal liberties; 
 Each individual is responsible for his/her own actions, and should exercise 

self-discipline; 
 Each individual has a responsibility to the group as well as to the total 

society; 
 A democratic government is established by majority vote; 
 Democratic societies are based on law; 
 Problems are solved through reason and orderly processes; 
 Each individual should be tolerant of another’s beliefs and should have 

freedom to express his/her own; 
 Each individual has the right to work, to pursue an occupation, and to 

gain satisfaction from personal efforts. 
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Coe-Brown Northwood Academy 
Policy #4-13  
 
DUAL AND CONCURRENT ENROLLMENT  
 
Purpose: 
 
To provide guidelines for providing dual and concurrent enrollment courses to 
students who have demonstrated the ability to handle this work 
 
 
POLICY: 
 
The Board of Trustees recognizes that there are students whose ability, talents 
and hard work have prepared them to participate in a level of instruction that 
goes beyond what is regularly provided.  
 
Following a formal process the Dean’s will make course recommendations for the 
Dual and Concurrent Enrollment Program to the Headmaster.  The Board 
authorizes the Headmaster to establish those courses that are financially feasible 
and have the needed resources available.  The Headmaster or his/her designee 
will have responsibility to insure the courses meet the requirements of RSA 188-
E:25 through RSA 188-E:28 Ed 306.141(a)(6), Advanced Course Work. These 
eligibility requirements will be made available to students, parent and/or 
guardians and are listed here.: 

1.  Require compliance with measurable educational standards and criteria 
 approved by the CCSNH or other appropriate college; 

2.  Require that courses meet the same standard of quality and rigor as 
 courses offered on campus by CCSNH or other appropriate college; 

3.  Require that program and courses comply with the standards for 
 accreditation and program development established by the National 
 Alliance for Concurrent Enrollment Partnerships; 

4.  Establish criteria for student eligibility to participate in the program; 

5.  Establish standards for course content; 

6.  Establish standards for faculty approval; 

7.  Establish program coordination and communication requirements; 



CBNA Policy #4-13 
Dual and Concurrent Enrollment 
Approved 9/13/00 
Revised 12/14/05, 3/8/06, 11/13/13, 1/19/22, 12/10/25 
 

8.  Address tuition, fees, textbooks and materials, course grading policy, data 
 collection, maintenance, and security, revenue and expenditure reporting, 
 and a  process for renewal of the agreement; 

9.  Requires annual notification to high school students and their parents of 
 Dual and Concurrent Enrollment opportunities. 

 
Any student who is capable of and wishes to study college-level work while in 
high school should be permitted to do so and will be given assistance in enrolling 
in dual and concurrent courses, including those with the Community College 
System of NH (CCSNH).  The Academy will have no financial responsibility for 
these courses.  If the student wishes to receive high school credit for the course 
he/she may request permission from the Headmaster to apply the course toward 
high school graduation requirements.  The Headmaster’s decision will be final as 
to whether credit is given for the course. 
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Coe-Brown Northwood Academy 
Policy #4-14 
 
SENIOR PROJECT AND SENIOR PORTFOLIO AND PRESENTATION  
 
Purpose: 
 
To define the parameters of the Senior Project and Senior Portfolio and 
Presentation requirement of Coe-Brown Northwood Academy 
 
POLICY: 
 
The Board of Trustees has established the requirement that all graduating seniors 
successfully completed a Senior Project, Senior Portfolio and Exit Interview.  The 
purpose is to provide each student with real life experiences that will enhance 
their ability to assume an adult role in society.  The portfolio will be an individual 
student effort and reflect on individual abilities and is not a competition between 
students. Students will receive one credit for successful completion of this 
requirement. 
 
The Headmaster and his/her designees have responsibility for setting the specific 
expectations that must be met. 
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Coe-Brown Northwood Academy 
Policy #4-15 
 
SCHOOL COUNSELING   
 
Purpose: 
 
To establish appropriate, effective school counseling services at Coe-Brown 
Northwood Academy 
 
POLICY: 
 
The Board of Trustees recognizes the importance of school counseling services in 
meeting a wide array of student needs.  To meet this need it will authorize, within 
budgetary constraints, the space, personnel, and other resources required to 
provide effective and appropriate services. 
 
It will be the responsibility of the Headmaster to ensure that the School 
Counseling Department provides appropriate services to meet the identified 
student needs.  These services may include, but not be limited to: 

• Distribution of information and support to students and families about 
academic programming, community supports, and other relevant 
information; 

• Assistance to students with identifying post-secondary goals and plans; 
• Coordination with national standards; 
• Prevention, intervention, and crisis response services; 
• Maintenance of all appropriate files, documents and student files; 
• Guiding and scheduling student course of studies at the Academy; 
• Monitor student achievement in classes; 
• Organize conferences as needed; 
• Mental health awareness and promotion 
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Coe-Brown Northwood Academy 
Policy #4-16 
 
GRADING SYSTEM; EARNING CREDIT AND PROMOTION/RETENTION  
 
Purpose: 
 
To establish a grading system that provides an accurate assessment of student 
achievements 
 
POLICY: 
 
It will be the responsibility of the Headmaster to develop and maintain a student 
grading system that reflects the school mission, is in compliance with state laws 
and Department of Education rules.  The system will be modified, as required, to 
ensure it provides the students with an accurate assessment of their academic 
achievements. 
 
Students can earn course credit by demonstrating mastery of the required 
coursework and materials.  Students must also demonstrate that they meet 
established class competencies and attendance requirements in order to earn 
credit. The Headmaster will have responsibility for insuring that the grading 
system effectively assesses the mastery of required coursework.   
 
The Headmaster will also have responsibility for developing the rules for the 
promotion or retention of students. 
 
The grading system requirements and rules for promotion/retention of students 
shall be included in the current edition of the Student Handbook. 
 
The Headmaster will present any proposed changes to the grading system or the 
rules for promotion/retention to the Education Committee for approval. 
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Coe-Brown Northwood Academy 
Policy #4-17   
 
DRESS CODE   
 
Purpose: 
 
To establish the parameters of an appropriate standard of dress for students at 
Coe-Brown Northwood Academy 
 
POLICY: 
 
The Board of Trustees recognizes the importance of allowing students the 
opportunity for appropriate individual expression in dress.  To this end students 
will be allowed individual expression as long as such clothing does not contain 
reference to anti-social behavior, denote or encourage the use of illegal drugs, 
violence, negatively targets any other group or promotes social injustice. 
 
The Administration, with input from student leadership, will establish a dress 
code. 
 
It is the responsibility of the Headmaster and his/her designee to enforce the 
dress code.  The decision of the Headmaster will be final. 
 
The specific dress code requirements will be provided in the Student Handbook. 
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Coe-Brown Northwood Academy 
Policy #4-18 
 
ACADEMIC INTEGRITY  
 
Purpose: 
 
To support student responsibility to intellectual honesty, truthfulness regarding 
their schoolwork 
 
POLICY: 
 
The Board of Trustees strongly supports the concept of students demonstrating  
intellectual honesty and truthfulness regarding their school work.  This includes 
but may not be limited to: 

• plagiarizing the work of others 
• copying AI generated information without prior approval of the teacher 

and including adequate documentation providing full credit 
• cheating 
• unauthorized collaboration 
• forgery or stealing 

 
Students who are caught doing any of the above may be required, at the 
discretion of the Headmaster, to appear before the Education Committee for a 
hearing.  In such cases the Education Committee will determine an appropriate 
disciplinary action, up to and including dismissal. 
 
Specific information on all of this will be included in the Student Handbook. 
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Coe-Brown Northwood Academy 
Policy #4-19  
 
SATURDAY SCHOOL DETENTION  
 
Purpose: 
 
To clarify the use of Saturday School Detention as it relates to violations of 
academic and non-academic activities  
 
POLICY: 
 
The Headmaster is authorized by the Board of Trustees to establish a Saturday 
School Detention program.  This program will be updated as needed to be in 
compliance with the school mission and any applicable laws, Department of 
Education rules or other school policies. 
 
The details explaining Saturday School Detention will be noted in the Student 
Handbook. 
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Coe-Brown Northwood Academy 
Policy #4-20 

 
 
ACCEPTABLE USE (COMPUTERS, INTERNET, NETWORKS, ETC.)  
 
Purpose: 
 
To provide guidelines for the appropriate use of the computer network at Coe-
Brown Northwood Academy 
 
POLICY: 
 
The Board of Trustees recognizes the rich source of information that is available 
on the internet.  Therefore internet access will be made available to students and 
staff for purposes of communication, research, and education. 
 
The Board will maintain adequate procedures to insure that members of the 
school community will use the computer network and resources responsibly, 
ethically, legally and with respect for others.  The specific procedures will be 
spelled out in the “Acceptable Use Statement for CBNA Students” and be in 
compliance with RSA 194:3-d.  
 
Parents/guardians will be expected to sign and return a form that gives 
permission for their child/ward to use the internet independently.  The Code of 
Conduct and consequences for non-compliance will be included.  Staff/faculty 
will also sign off on the form and be expected to follow these guidelines. 
 
No one using Coe-Brown Northwood Academy’s network should assume 
confidentiality of any message or data.  The school also reserves the right to read, 
review, audit, intercept or access any and all information received, sent over the 
system or used on any school equipment even if it is coded or has a password.  
The school reserves the right to notify outside authorities of misuse of the 
information network and resources when necessary. 
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Coe-Brown Northwood Academy 
Policy #4-21 

 
 
SUMMER ACTIVITIES  
 
Purpose: 
 
To clarify Coe-Brown Northwood Academy’s support of summer activities 
 
 
POLICY: 
 
Coe-Brown Northwood Academy Board believes that student learning is an on-
going process and that it is important for students to engage in learning activities 
even when not attending school.  Therefore, the Board encourages students to 
have a plan for summer activities that support student learning.  Such activities 
may include a summer reading list, summer math packet, attending an 
education-themed summer camp, engaging in extended learning opportunities, 
or other activities that support student learning. 
 
It is strongly recommended that students use the summer break to catch up on 
any credits needed for graduation. 
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Coe-Brown Northwood Academy 
Policy #4-22 
 
 
ADMISSION OF NON-RESIDENT OR HOMELESS STUDENTS  
 
Purpose: 
 
To address the role of Coe-Brown Northwood Academy in the admission of 
homeless or non-resident students 
 
 
POLICY: 
 
The Board understands that there may be students who are homeless or non-
residents of our contract/MOU towns and wish to attend Coe-Brown Northwood 
Academy.  It is the policy of the Board that we will work with the appropriate 
SAU and accept such students as the SAU identifies that they will fund. 
 
Students who are homeless or non-residents of non-contract towns who wish to 
attend Coe-Brown Northwood Academy will need to get the approval of the 
appropriate SAU to cover the cost.  Once that is obtained they will go through 
the same application process of any student that is coming from a non-contract 
town. 
 
For the purposes of this policy the term “contract/MOU towns” refers to towns 
where the school board has entered into a binding agreement to send high 
school students to Coe-Brown Northwood Academy. 
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Coe-Brown Northwood Academy 
Policy #4-23 
 

INTERDISCIPLINARY CREDIT  
 
Purpose: 
 
To clarify Coe-Brown Northwood Academy’s approach to awarding 
interdisciplinary credit 
 
 
POLICY: 
 
Coe-Brown Northwood Academy Board believes that students may earn course 
credit in one content area required for graduation and apply said credit in a 
different content area through the awarding of interdisciplinary credit.  
Interdisciplinary credit may be counted only once in meeting graduation 
requirements. 
 
The Headmaster is authorized to approve courses for interdisciplinary credit if: (1) 
the course has been adopted by a committee of the Administration and Deans, 
and (2) the course addresses the objectives and competencies for the subject 
area in which the credit is to be applied. 
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Coe-Brown Northwood Academy 
Policy 4-24  
 

PHYSICAL ACTIVITY 
 

 

PURPOSE:  
  
To insure that Coe-Brown Northwood Academy supports and promotes 
appropriate physical activity 
 
POLICY: 
 
The Board recognizes the importance of appropriate physical activity to minimize 
health risks from chronic inactivity, obesity, and other health related problems.  
As a result the Board recommends the following practices: 
 

• Encourage parents/guardians to support their children’s participation in 
enjoyable physical activities, and recognize that parents/guardians act as 
role modes for active lifestyles; 

• Support of, where possible, special programs such as student and staff 
walking programs, family fitness events that emphasize lifelong physical 
activity; 

• Integrate health and physical activity across the school curriculum; 
• Encourage student initiated activities that promote inclusive physical 

activity on a school-wide basis; 
• Commit adequate resources, as funding will allow, for programs, 

personnel, equipment and facilities; 
• Provide professional development opportunities for all school staff to assist 

them in effectively promoting enjoyable and lifelong physical activity 
• Establish relationships with community recreation and youth sports 

programs and agencies to coordinate and complement physical activity 
programs; 

 



CBNA Policy #4-25 
Assignment of Students to Classes and Grade Levels 
Approved  1/14/09 
Revised 11/16/16, 12/11/19 
 

Coe-Brown Northwood Academy 
Policy 4-25 
 
ASSIGNMENT OF STUDENTS TO CLASSES AND GRADE LEVELS  

 
 

PURPOSE:  
  
To insure that Coe-Brown Northwood Academy has an appropriate method for 
assigning students to classes and grade levels 
 
POLICY: 
 
It is the policy of the Board of Coe-Brown Northwood Academy that students will 
be enrolled in grades and classes in which they can be expected to master the 
established instructional and learning objectives.  Students will be placed in the 
grade level and class that best meets their academic needs, after consultation 
between the Administration and the parent/guardian and a review of the 
teacher recommendation, test results and educational records. 

 
Students who are transferring into the school will be placed in the grade level 
and class that best meets their needs after a review of the records from their 
previous school and consultation between the Administration and the student’s 
parents/guardians.  In some cases students may need to complete certain 
assessment to aid in the placement process. 

 
Students receiving special education services will be placed according to 
applicable law. 

 
The decision of the Administration regarding placement may be appealed to the 
Education Committee, and then, if the parent/guardians are not satisfied, to the 
full Board.  The Education Committee and full Board will give significant 
consideration to the recommendations of the Administration. 



CBNA Policy #4-26 
External Credit 
Approved  8/12/09 
Revised  11/16/16, 12/14/2022 
 

Coe-Brown Northwood Academy 
Policy #4-26    
 
EXTERNAL CREDIT  
 
Purpose: 
 
To insure Coe-Brown Northwood Academy complies effectively with the requirement to 
accept outside classes for credit. 
 
POLICY: 
 
The Board of Trustees authorizes the Headmaster and/or his designee to develop the 
procedures necessary to effectively implement allowing credit for appropriate elective 
classes outside of the Academy. The Academy will have no financial responsibility for 
any costs associated with taking these classes.  This will include the following:  
 

• To receive a Coe-Brown Northwood Academy diploma a student must have 
earned the number of credits delineated in the Program of Studies. All core 
curriculum requirements must be fulfilled within the curriculum at Coe-Brown. 
Core courses are listed as graduation requirements in the Program of Studies.   

 
• Elective classes outside the core curriculum may be taken outside of Coe-Brown 

Northwood Academy. The student will be responsible for following the approved 
procedures for obtaining prior approval for using the outside class for credit.  
Approved outside classes may be included on the transcript but not in the 
graduation requirement or in the cumulative grade point average. 

 
• Students will also be responsible for following the established procedures for 

requesting a higher level placement in a class based on prior classes or 
experience. If advanced standing is approved, no credit will be awarded for the 
class out of which the student tested.  

 
• Special circumstances for a student who is enrolled at Coe-Brown and cannot 

fulfill these requirements may be considered on a case-by-case basis.  
Documentation of the special circumstance and proposed plan must be 
submitted to be considered by administration.  

 
Coe-Brown reserves the right to review all transfer credits to determine if they meet 
identified Coe-Brown competencies. 



CBNA Policy #4-27 
Service Animals 
Approved  3/21/12 
 

Coe-Brown Northwood Academy 
Policy #4-27 
 
SERVICE ANIMALS  
 
Purpose: 
 
To address the use of service animals within Academy buildings and on school grounds 
 
POLICY: 
 
In accordance with the Americans with Disabilities Act the Board of Trustees is 
establishing a policy permitting individuals with disabilities to bring their service animals 
on Academy ground and in Academy buildings.  The definition of a service animal can 
be found on the attached sheet (28 CFR 35:104).  
 
The Board authorizes the Headmaster and/or designee to establish and implement 
guidelines to address the following: 

• Insuring that there is no inquiry into the nature and extent of the individual’s 
disability; this does not preclude the Academy from asking what the animal’s 
work or tasks are if it is not patently obvious 

• Insuring that the necessary proofs of vaccinations, immunizations and health 
certifications are provided when appropriate 

• Insuring that the individual and service animal have access to all areas of the 
Academy that are available to students, the public, guests and invitees 

• Being clear that the animal is always to be under the control of the handler 
whether with a leash/harness or using any other type of controls 

• Clarifying that the Academy has no responsibility for the care or supervision of 
the service animal 

• Establishing the criteria whereby the animal will be removed from Academy 
buildings and/or grounds; this includes the animal being out-of-control, not 
being house-broken, not having sufficient health records, significantly interfering 
with or disrupting the educational process or requiring a fundamental alteration 
of the program 

• Establishing a process of appeal if a service animal is removed from school 
grounds or buildings 

 
The Academy will continue to give the individual with a disability the opportunity to 
participate in school services, program and activities whether or not a service animal is 
there. 
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Parental Objection to Specific Course Material 
Approved 3/21/12 
Revised 12/14/2022 

Coe-Brown Northwood Academy 
Policy #4-28 
 
Parental Objection to Specific Course Material  
 
Purpose: 
 
To address how to handle situations where parents/guardians find specific 
course materials objectionable 
 
POLICY: 
 
The Board of Trustees recognizes that there may be specific course materials 
which some parents/guardians find objectionable. 
 
In the event a parent/guardian finds specific course material objectionable, the 
parent/guardian may notify the Headmaster and/or his designees of the specific 
material to which they object and request that the student receive alternative 
instruction, sufficient to enable the child to meet state requirements for education 
in the particular subject area. This notification and request shall be made by 
submitting the “Request for Alternative Course Content” form. 
 
The Headmaster and/or his designees and the parent must mutually agree to the 
alternative instruction.  The alternative instruction agreed upon must meet state 
minimum standards. 
 
Coe-Brown Northwood Academy staff will make reasonable efforts, within the 
scope of existing time, schedules, resources and other duties, to accommodate 
alternative instruction for the student.  Alternative instruction may be provided by 
the school, through approved independent study, or through other methods 
agreed to by the parent/guardian and the Headmaster and/or his designees.  
Any costs associated with the alternative instruction shall be borne by the 
parent/guardian. 
 



CBNA Policy #4-29 
Determination of Eligibility of Specific Learning Disability 
Approved  8/17/16 
Revised  12/11/19, 12/14/2022, 
 

Coe-Brown Northwood Academy 
Policy #4-29  
 
DETERMINATION OF ELIGIBILITY OF SPECIFIC LEARNING DISABILITY  
 
Purpose: 
 
To clarify Coe-Brown Northwood Academy’s approach to determining the 
existence of specific learning disabilities and eligibility for services 
 
 
POLICY: 
 
Coe-Brown Northwood Academy and LEA’s will evaluate students suspected of 
having a specific learning disability in a collaborative matter consistent with the 
state and federal laws and regulations. 
 
Criteria for determining whether a student has a specific learning disability is 
defined as “a disorder in one or more of the basic psychological processes 
involved in understanding or in using language, spoken or written, that may 
manifest itself in the imperfect ability to listen, think, speak, read, write, spell or do 
mathematical calculations, including conditions such as perceptual disabilities, 
brain injury minimal dysfunction, and developmental aphasia.”  In addition, Coe-
Brown Northwood Academy will not require the use of a discrepancy between 
intellectual ability and achievement, will permit the use of a process based on the 
child’s response to scientific-research based interventions, and will allow for the 
use of other alternative research-based procedures.  
 

 



CBNA Policy #4-30 
State-Defined Alternative Diploma 
Approved 9/12/18 
Revised 12/14/2022 

Coe-Brown Northwood Academy 
Policy #4-30 
 
STATE-DEFINED ALTERNATIVE DIPLOMAS   
 
Purpose: 
 
To clearly state the responsibility of CBNA in granting state-defined alternative 
diplomas 
 
 
POLICY: 
 
Coe-Brown Northwood Academy will grant a “State-defined alternative diploma” 
to any identified student who qualifies under the alternative assessment rule for 
district wide assessment under Special Education. 
 
This diploma shall only be awarded to students who have the most significant 
cognitive disabilities and who participate in the State’s alternate assessment.   
 
Whereas the determination of a student participating in the alternate assessment 
is the responsibility of the student’s IEP team, including the parent, the decision to 
award the alternative diploma would also be the responsibility of the student’s 
IEP team.   Therefore, students with Section 504 plans or students without IEPs 
could not be awarded an alternative diploma.   
 
Based on individual student situations a certificate of attendance and/or 
diplomas in conjunction with our sending SAU’s may be awarded. 
 
Additionally, students with IEPs who are granted an alternative diploma may not 
be prevented from working towards meeting the requirements for the regular 
high school diploma.  This means that being awarded the alternative diploma 
does not end a student’s eligibility for special education. 
 
 
 
 



CBNA Policy #5-1 
Athletic Eligibility Standards 
Approved 6/13/01 
Revised 9/13/06, 8/8/20, 6/14/23 

Coe-Brown Northwood Academy 
Policy #5-1  
 
ATHLETIC ELIGIBILITY STANDARDS  
 
Purpose: 
To establish a policy regarding eligibility standards for students to participate in 
school sponsored athletic programs 
 
Policy: 
The Board of Trustees of Coe-Brown Northwood Academy recognizes the 
importance of having consistent eligibility standards for student participation in 
school sponsored athletic programs. The Board delegates the authority to 
establish, review and revise these standards to the Administration and Athletic 
Director. 
 
The eligibility standards shall be reviewed upon request by the Administration 
and Athletic Director prior to the beginning of each school year.  These standards 
shall be included in the Student Handbook that is provided to students at the 
beginning of each academic year. 
 
The eligibility standards provided in the Student Handbook shall be considered 
the basis for student participation in athletic programs for the school year, unless 
modified by the Board of Trustees. 
 
Any changes to the eligibility standards that occur during the academic year will 
be provided to all students in a manner directed by the Headmaster. 
 
Parents or guardians and students will be required to sign and return a copy of 
the Athletic Contract containing eligibility standards before a student is allowed 
to participate in a sports program. 
 
 
 
 
 
 



CBNA Policy #5-2 
Athletic Grievance Policy 
Approved 6/13/01 
Revised 9/13/06 

Coe-Brown Northwood Academy 
Policy #5-2 
 
ATHLETIC GRIEVANCE POLICY 
 
Purpose: 
To establish a policy regarding resolving any grievances resulting from a 
student’s participation in athletic programs 
 
Policy: 
The Board of Trustees of Coe-Brown Northwood Academy recognizes that, in the 
course of providing a variety of athletic programs, situations may occur where a 
student may wish to grieve a decision or action by the school or its staff.  The 
Board authorizes the Athletic Committee to develop a grievance procedure to 
address these concerns. 
 
The grievance procedure for athletic program issues will be reviewed by the 
Headmaster to insure that it is in line with all other grievance procedures 
developed for the school.   
 
The grievance procedure and all decisions will be based on compliance with all 
federal and state laws regarding discrimination in the school’s educational 
programs. 
 
 
 
 
 
 



CBNA Policy #5-3 
Coaches Code of Conduct 
Approved 6/13/01 
Revised 9/13/06, 6/14/17, 8/8/20, 6/14/23 

Coe-Brown Northwood Academy 
Policy #5-3  
 
CONDUCT EXPECTATIONS FOR COACHES  
 
Purpose: 
To establish a policy regarding the conduct expected of all coaches at Coe-Brown 
Northwood Academy 
 
Policy: 
The Board of Trustees of Coe-Brown Northwood Academy supports the concept 
of having a formal code of conduct for all employees including coaches 
employed by Coe-Brown Northwood Academy. Coaches are required to adhere 
to all school policies and procedures relative to codes of conduct, behavior, and 
expectations. Additionally, coaches are required to adhere to all standards of 
sportsmanship established by CBNA and/or by the NHIAA. 
 
The Athletic Director will be responsible for ensuring all coaches have received 
access to CBNA policies, procedures, and expectations and that they are fully 
trained. The Athletic Director will also be responsible for implementing and 
evaluating adherence to the code of conduct for all coaches at the school. 
 
The Athletic Committee will annually review and approve the code of conduct 
prior to the beginning of each school year. 
 
 
 
 
 
 



CBNA Policy #5-4 
Concussion Management 
Approved  1/18/12 
Revised 6/14/17, 8/8/20, 6/14/23 

Coe-Brown Northwood Academy 
Policy #5-4 
 
 
CONCUSSION MANAGEMENT  
 
Purpose: 
To establish a policy regarding the care and management of students who are 
suspected of having a concussion. 
 
Policy: 
The Board of Trustees of Coe-Brown Northwood Academy is aware of the serious 
nature of concussions and the importance of providing proper immediate and 
on-going care. Care will include, but will not necessarily be limited to identifying, 
assessing, ensuring the student is removed from the causal activity if concussive 
indicators occur/present, communicating with all appropriate individuals 
including medical personnel, and implementing an appropriate schedule for 
return to activity. 
 
The Athletic Director, Athletic Trainer, Administration, and School Nurse will 
develop the procedures necessary to ensure the appropriate care is provided in 
these situations. The Headmaster will be fully informed of, and will give approval 
to these procedures 
 
 
 
 
 
 



CBNA Policy #6-1 
Communicable Diseases 
Approved 6/13/01 
Revised 3/8/06, 12/9/15, 6/14/17, 8/8/20, 6/14/23 

Coe-Brown Northwood Academy 
Policy #6-1  
 

COMMUNICABLE DISEASES  
 

Purpose: 
 
To provide, as much as possible, a healthy educational environment for students, 
staff and faculty 
 
POLICY: 
 
The Board of Trustees recognizes the need to provide, as much as possible, all 
students and staff a safe and healthy environment.  
 
It is the policy of CBNA that students with communicable diseases will not be 
excluded from attending school in their regular classrooms as long as the risk of 
transmission of illness to students or employees or hazard to themselves is 
negligible. 
 
It is the policy of CBNA that employees (which will include consultants, 
contractors and volunteers) with communicable diseases will not be excluded 
from their customary employment and duties so long as they are able to perform 
the tasks assigned to them and as long as the risk of transmission of illness to 
students or employees or hazard to themselves is negligible. 
 
This policy permits the exclusion of students or employees who exhibit symptoms 
of contagion, or are a hazard to themselves or others.   
 
Other special circumstances that could pose a risk for the individual or others (i.e. 
inability to control bodily fluids, biting etc.) will be evaluated by the School Nurse 
and Administration regarding whether to allow attendance at CBNA. 
 
In the case of an individual (students and staff or just student???) having 
suppressed immunity their attendance at CBNA may be denied to protect that 
individual when others at CBNA have an infectious disease. 
 
As appropriate and in consultation with the Headmaster, the School Nurse will 
provide information and/or training to educate staff and students. 
 
Confidentiality regarding the medical status of any student, staff or faculty 
member will follow RSA 141C:7, and will be maintained at all times. 



CBNA Policy #6-2 
Medications 
Approved 6/13/01 
Revised 3/8/06, 6/14/17, 8/8/20, 

Coe-Brown Northwood Academy 
Policy #6-2 
 
MEDICATIONS  
 
Purpose: 
 
To insure that Coe-Brown Northwood Academy is in compliance with all rules 
and regulations regarding students who take medication during the school day 
 
POLICY: 
 
In cases where medications need to be taken during the school day they are to 
be administered by the School Nurse.  In the absence of the nurse the 
Headmaster will designate a replacement.  With the exception listed below, all 
medications are to be under the supervision and control of the School Nurse or 
designee. 

Exceptions may include the following: 
• Metered dose inhalers for asthma 
• Dry powder inhalers for asthma 
• Auto-injectors for severe allergic reactions 
• Other injectable medications if authorized in writing by the student’s 

physician and parent/guardian 
 
Parents/guardians will be responsible for providing the appropriate 
documentation, properly labeled medication and administration schedule to the 
nurse.  This includes prescription and over-the-counter medications.  The School 
Nurse will be responsible for maintaining a secure location for medications 
provided.   
 
Students are strictly prohibited from sharing any medications either prescription 
or over-the-counter. 
 
The parent/guardian will be required to provide written proof that the student 
has the knowledge and skills to safely posses and use the medication at school. 
All exceptions will be approved by the Headmaster and/or designee. 
 
Confidentiality of all medication information will be maintained at all time.  
 
 



CBNA Policy #6-3 
Safety Instruction 
Approved 6/13/01 
Revised 3/8/06 

Coe-Brown Northwood Academy 
Policy #6-3 REVISED 
 
SAFETY INSTRUCTION  
 
Purpose: 
 
To insure that safety instruction is an integral part of any school course that poses 
potential risk to those involved 
 
POLICY: 
 
It is the policy of the Board of Trustees that any course that requires the use of 
powered equipment, cutting tools, or potentially hazardous substances will 
include appropriate safety instruction as an integral part of the curriculum. 
 
This instruction will include the students demonstrating their understanding of 
approved safety practices and procedures prior to being allowed to participate in 
activities which involve exposure to the potential dangers. 
 
Course instructors will consider their personal requirements for safety education 
and include any needed training in their staff development plans. 
 
All staff and faculty are responsible for advising their Dean and the Headmaster 
of any potentially unsafe and dangerous situation in the classroom or 
throughout the school. 
 
 



CBNA Policy #6-4 
Emergency Medical Care 
Approved 6/13/01 
Revised 3/8/06, 6/14/17, 6/14/23 

Coe-Brown Northwood Academy 
Policy #6-4  
 
EMERGENCY MEDICAL CARE    
 
Purpose: 
 
To ensure that medical emergencies are dealt with as efficiently and effectively as 
possible 
 
POLICY: 
 
The Board of Trustees defines a medical emergency as a case of sudden illness or 
injury to a student or staff member while on school grounds.  The school’s 
responsibility in such a situation is limited to first aid except in cases where staff 
deem it necessary to call emergency services. The seeking of any further medical 
treatment is the responsibility of the staff person or, in the case of a student, the 
parents/guardians.  It will be the responsibility of the parent/guardian or staff to 
provide the school with emergency contact information at the start of each 
school year. 
 
It is the responsibility of the Headmaster, in conjunction with the School Nurse 
Health Staff to insure that procedures are in place to handle emergency medical 
situations.  These procedures will insure that the following will occur:  
administering first aid, summoning medical assistance if needed, notifying 
administration, notifying parents and filing necessary reports.  The Headmaster 
will also see that there is first aid training for staff and the availability of first aid 
supplies in appropriate locations throughout the school.   
 
The School Nurse will be responsible for seeing students who are, or become, too 
ill to stay in class.  This will include determining if they can remain in school and 
notifying the parents/guardians if the student needs to receive further treatment 
or go home. 
 
It will be the responsibility of the School Nurse to see that the Headmaster is kept 
informed of all accidents or illnesses of any consequence.  The School Nurse will 
also be responsible for completing all necessary paperwork and reports 
documenting the illness or accident. 



Coe-Brown Northwood Academy 
Policy #6-5 
 
DRUG-FREE ZONE    
 
Purpose: 
 
To support efforts to provide students and employees with a safe and healthy learning 
environment  
 
POLICY: 
 
In accordance with the Drug-Free Schools and Communities Act of 1988 and the 
Amendments of 1989 Coe-Brown Northwood Academy has been established as a drug-
free zone.  The Academy will make a good faith effort to maintain a drug-free workplace 
by having the following: 
 

• A map showing school property and the boundaries of the zone that has 
been submitted to the local district court with jurisdiction and to the local 
police department.  These maps are prominently displayed at both those 
locations and at the Academy.  Copies are available at the office.  

 
• Require all students to take a health course which includes drug education 

material.   
 

• Provide each employee and student access to a copy of this policy to 
inform them that the unlawful manufacture, distribution, dispensation, 
possession, or use of illicit drugs and alcohol is prohibited in the workplace 
and that any violation is subject to disciplinary action up to and including 
termination of employment.  It will be the responsibility of the Board of 
Trustees to make a determination as to the disciplinary action to be taken 
regarding an employee who violates this policy.  Information regarding 
drug and alcohol counseling, rehabilitation and related supports and 
programs will be available to employees through the Department of 
Student Services 

 
• Inform employees that they must notify the Headmaster within five (5) 

days of any drug statute conviction.  The Headmaster will notify the Board 
of Trustees which will review action taken to date and make a final 
decision regarding any disciplinary action the school will take.  



CBNA Policy #6-5 
Drug Free Zone 
Approved 6/13/01 
Revised 3/8/06, 5/11/11, 6/14/23 

• Include in the student agenda the substance abuse policy that the sale or 
use of drugs including marijuana vaping, sale or misuse of prescription or 
OTC drugs, sale or use of any mood altering substances or sale or use of 
alcoholic beverages on campus by a student will result in immediate and 
indefinite suspension of that person.  Such person and his/her 
parents/legal guardians will have a hearing before the Education 
Committee within ten days of such event to make the final decision 
regarding the suspension/expulsion.  

 
• Authorize the Headmaster and Assistant Headmaster to conduct searches 

on the campus for the purpose of determining the presence of any 
controlled substances, non controlled substances, or mood-altering 
substances being misused, or any drug paraphernalia in any location or 
vehicle on campus.  This includes the use of any technical means or drug 
sniffing dogs, in announced or unannounced searches. 

 
• Instruct any employee who witnesses any suspected substance abuse will 

report the incident to the Headmaster immediately. 
 

• notification of local law enforcement of suspected violations of this policy. 
 

• Maintain the confidentiality of all information regarding suspected or 
known substance abuse.  

 
  
This policy also applies to official school functions whether on school property or at 
other locations.  This includes, but is not limited to, interscholastic events, field trips, and 
school dances. 
 
The Headmaster and the Board of Trustees shall have the authority to invoke 
suspension and/or dismissal for any person who is convicted of off-campus use, 
possession, control, sale, or dealing in controlled substances. 
 



CBNA Policy #6-6 
Tobacco-Free Zone 
Approved 6/13/01 
Revised 3/8/06, 6/14/17, 8/8/20, 6/14/23 

Coe-Brown Northwood Academy 
Policy #6-6 
 
TOBACCO-FREE ZONE   
 
Purpose: 
 
To support efforts to provide students and employees with a safe and healthy learning 
environment 
 
POLICY: 
 
The Board of Trustees, in accordance with state law, will not permit the use of any 
tobacco (or tobacco related) product, e-cigarette or device, or liquid nicotine anywhere 
on campus by staff, students, faculty, or the public. In addition, students may not be in 
possession of any such items in a school bus, in their vehicle, on school grounds, or on a 
school-sponsored event off campus. 
 
Any student found using or in possession any tobacco (or tobacco related) product, e-
cigarette or device, or liquid nicotine or apparatus supporting the use of such products, 
will receive discipline including, but not limited to, an in-school suspension as 
determined by the Headmaster. The Headmaster has the authority to impose more or 
stricter disciplinary action if needed. The Northwood Police Department will also be 
notified via the School Resource Officer or Security Officer, for further action. It will be 
the responsibility of the Headmaster to determine the consequences for any adult using 
these products on school grounds. 
 
It is the responsibility of the Headmaster to implement appropriate means of notifying all 
parties, including the public, of the policy and the consequence for disregarding it. This 
information will also be included in the Student Handbook. 
 
All school employees are expected to enforce this policy and notify the Headmaster of 
any violations. 
 



CBNA Policy #6-7 
Building Security 
Approved 6/13/01 
Revised 3/8/06, 6/14/17 

Coe-Brown Northwood Academy 
Policy #6-7 
 
BUILDING SECURITY  
 
Purpose: 
 
To maintain a safe and secure environment for students and employees 
 
POLICY: 
 
The Board of Trustees will authorize the Headmaster to implement appropriate 
procedures for insuring building security including appointing a Safety Committee.  The 
Board will periodically review these procedures and they will be updated as needed to 
maintain an acceptable level of security.   
 
Only individuals designated by the Board or Headmaster will have keys to outside 
doors, classroom doors and storage areas of any kind. 



CBNA Policy #6-8 
Bus Safety 
Approved 6/13/01 
Revised  3/8/06 

Coe-Brown Northwood Academy 
Policy #6-8 
 
BUS SAFETY 
 
Purpose: 
 
To insure that the transportation services used by Coe-Brown Northwood Academy 
provides appropriate and safe services 
 
POLICY: 
 
All transportation vendors used by Coe-Brown Northwood Academy will meet all 
current state and federal requirements for training and safety of its employees and 
equipment. 
 
The transportation vendor will provide annual documentation of its compliance with 
training, insurance and safety requirements. 



Coe-Brown Northwood Academy 
Policy #6-9  
 

HARASSMENT AND SEXUAL HARASSMENT OF STUDENTS  
 

Purpose: 
 
To maintain a teaching and learning environment free from sexual harassment of any 
kind 
 
POLICY: 
 
Harassment of students because of age, sex, gender identity, sexual orientation, race, 
creed, color, ancestry or national origin, marital status, familial status, physical or mental 
disability, religion or economic status is prohibited. Such conduct is a violation of Board 
policy and may constitute illegal discrimination under state and federal laws. 
 
School employees, fellow students, volunteers, visitors to the schools, and other persons 
with whom students may interact in order to pursue or engage in education programs 
and activities, are required to refrain from such conduct. 
 
Harassment and sexual harassment of students by school employees is considered 
grounds for disciplinary action, up to and including discharge. Harassment and sexual 
harassment of students by other students is considered grounds for disciplinary action, 
up to and including expulsion. The Headmaster will determine appropriate sanctions for 
harassment of students by persons other than school employees and students. 
 
A. Harassment 
 
Harassment includes, but is not limited to, verbal abuse and other offensive conduct 
based on of age, sex, gender identity, sexual orientation, race, creed, color, ancestry or 
national origin, marital status, familial status, physical or mental disability, religion or 
economic status. Harassment that rises to the level of physical assault, battery and/or 
abuse and bullying behavior are also addressed Board Policies JICIA – Weapons, 
Violence and School Safety and JICK 
– Bullying. 
 
B. Sexual Harassment 
 
Sexual harassment is addressed under federal and state laws/regulations. The scope and 
definitions of sexual harassment under these laws differ, as described below. 
 

1. Title IX Sexual Harassment 
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Under the federal Title IX regulations, sexual harassment includes the following conduct 
on the basis of sex which takes place within the context of the Academy’s education 
programs and activities: 
 

a. “Quid pro quo” sexual harassment by a school employee: Conditioning a  
school aid, benefit or service (such as a better grade or a college 
recommendation)  
on an individual’s participation in unwelcome sexual conduct; 
 
b. “Hostile environment” sexual harassment: Unwelcome conduct based on sex  
that a reasonable person would determine is so severe, pervasive and  
objectively offensive that it effectively denies an individual’s equal  
access to the school unit’s education programs and activities; or 
 
c. Sexual assault, dating violence, domestic violence and stalking as 
these terms are defined in federal laws. 
 
2. Other Forms of Sexual Harassment 
 

Some forms of sexual harassment may not meet the definition under Title IX (see 
paragraph 1, above) but is still prohibited under New Hampshire law. 
 
The Academy defines other forms of “sexual harassment” as unwelcome sexual 
advances, requests for sexual favors, and other verbal, non-verbal or physical conduct of 
a sexual nature in the following situations: 
 

a. Submission to such conduct is made either explicitly or implicitly a 
term or condition of a student’s educational benefits; 
 
b. Submission to or rejection of such conduct by a student is used as 
the basis for decisions on educational benefits; or 
 
c. Such conduct has the purpose and effect of substantially interfering 
with a student’s academic performance or creates an intimidating, 
hostile or offensive environment. 

 
C. Reports and Complaints of Harassment or Sexual Harassment 
 
All school employees are required to report possible incidents of harassment or sexual 
harassment involving students to the Title IX Coordinator. Failure to report such 
incidents may result in disciplinary action. 
 
Students, parents/legal guardians and other individuals are strongly encouraged to 
report possible incidents of harassment or sexual harassment involving students to the 
Title IX Coordinator. The Title IX Coordinator is also available to answer questions and 
provide assistance to any individual who is unsure whether harassment or sexual 
harassment has occurred. 
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All reports and complaints of harassment or sexual harassment against students shall be 
addressed through the Student Unlawful Discrimination/Harassment and Title IX Sexual 
Harassment Procedures (ACAAR). 
 
Legal Reference: 
 

• Americans with Disabilities Act (42 U.S.C. §12101 et seq., as amended; 28 C.F.R. § 
35.107) 

• Section 504 of the Rehabilitation Act of 1973 (Section 504) (29 U.S.C. § 794 et 
seq., as amended; 34 C.F.R. § 104.7) 

• Title IX of the Education Amendments of 1972 (20 USC § 1681, et seq.); 34 C.F.R. 
Part 106 

• Clery Act (20 U.S.C. §1092(f)(6)(A)(v) - definition of sexual assault) 
• Violence Against Women Act (34 U.S.C. § 1092(f)(6)(A)(v) – definition of sexual 

assault; 34 U.S.C. § 12291(a)(10) – dating violence; 34 U.S.C. §12291(a)(3) – 
definition of stalking; 34 U.S.C. §12291(a)(8) – definition of domestic violence) 

• Title VI of the Civil Rights Act of 1964 (42 USC § 2000d) 
• NH RSA 186:11; 193:38; 193:39; 354-A 
• NH Code Admin. R. Ed. 303.01(i) and (j) 

 
Cross Reference: 
Coe-Brown Northwood Academy 
 
(Suggested policies to list as cross-reference.) 
 
ACAA-R – Student Unlawful Discrimination/Harassment and Title IX 
Sexual Harassment Complaint Procedures 
AC – Nondiscrimination/Equal Opportunity and Affirmative Action 
ACAD – Hazing 
GBEB – Staff Conduct with Students 
JFCK – Student Use of Cellular Telephones and Other Electronic Devices 
JICIA – Weapons, Violence and School Safety 
JICK - Bullying 
 
  



CBNA Policy #6-10 
Child Abuse 
Approved 6/13/01 
Revised 3/8/06, 5/13/09, 6/14/17, 8/8/20, 6/14/23 
 

Coe-Brown Northwood Academy 
Policy #6-10 
 
CHILD ABUSE  
 
Purpose: 
 
To follow state guidelines in reporting potential instances of child abuse 
 
POLICY: 
 
The Board of Trustees authorizes the Headmaster to develop and implement procedures 
to insure compliance with state laws and guidelines in reporting potential child abuse or 
neglect.    
 
Under New Hampshire law (RSA 169-C:29) every person who has “reason to suspect” 
that a child has been abused or neglected is required to report that suspicion to DCYF 
(Division of Children, Youth and Families of the NH Department of Health and Human 
Services).  This shall be made immediately via telephone or otherwise. 
 
The requirement is not dependent on whether there is proof of the abuse or neglect, 
nor is it dependent upon whether the information suggests the abuse or neglect is 
continuing or happened in the past. Failure to report may be subject to criminal 
prosecution, while a report made in good faith is entitled to both civil and criminal 
immunity.  Additionally, a “credential holder”, as defined in NH Department of 
Education Rule 501.02(h), who fails to report suspected abuse or neglect risk having 
action taken by the NH Department of Education against his/her credential. N.H. Code 
of Conduct for Educators, Ed. 510.059(e) 
 
 
All school officials, teachers, school nurses and school counselors are legally responsible 
for immediately reporting suspected child abuse or neglect to the Headmaster or 
designee.  The Headmaster, or designee, will make sure a report is made immediately to 
DCYF. In cases of imminent danger the police will be called.   
 
The Headmaster or designee is responsible for ensuring that all staff and employees of 
the Academy are aware of this requirement. 
 
  



Coe-Brown Northwood Academy 
Policy #6-11 
 
BULLYING AND INTIMIDATION   
 
Purpose: 
 
To protect the right of students, faculty and staff to feel safe at school and school related 
events 
 
POLICY: 
 

The Board of Coe-Brown Northwood Academy is committed to providing all pupils a 
safe school environment in which all members of the school community are treated 
with respect.  The Board believes that preventing bullying is critical for creating and 
maintaining a safe, secure and positive school climate and culture, supporting academic 
achievement, increasing school engagement, respecting the rights of all individuals and 
groups, and building community. 

This policy shall apply to all pupils and school-aged persons on Coe-Brown Northwood 
Academy grounds and participating in school functions, regardless of whether or not 
such pupil or school-aged person is a student within the Coe-Brown Northwood 
Academy. 

 The Headmaster and/or his designee are responsible for ensuring that this policy is 
implemented. 

The Board fully supports and gives authority to the Headmaster and/or his designees to 
address any form of bullying and to take appropriate disciplinary action up to and 
including dismissal from the school.  This policy supports the rights of the school to 
address issues of bullying that occur  

a) on, or is delivered to school property, school sponsored event or activity 
on or off school property or  

b) occurs off or outside school property or activities or events if the conduct 
interferes with a student’s educational opportunities or substantially 
disrupts the operations of the school or school-sponsored event or activity 

 
The Board authorizes the Headmaster and/or his designees to develop appropriate 
procedures to implement this policy.  These procedures will address defining the types 
of unacceptable behavior, indicate the types of disciplinary action that may be taken, 
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document what will occur if there is deliberate false reporting by students or employees, 
actions that may be taken to protect a student from reprisals, and methods for 
distributing the policy/procedures to students, staff, volunteers, parents and guardians.  
Most importantly these procedures will include a clear process for students and staff to 
report bullying and suspected bullying, methods to effectively document all NH 
Department of Education forms, and a process for notifying parents. The procedures will 
also include a clearly defined process for investigating the alleged bullying with 
specified responsible parties, time frames, factors to take into account in making a final 
decision and required timelines for notifying the students and their parents/guardians. 
The procedures may indicate the types of remedial actions and consequences that may 
be taken when the reported abuse has been substantiated. 
 
An appeal process will also be included in the procedures.  These will be in compliance 
with RSA 193:13, ED 317 and applicable Academy policies.  The student and the 
parents/guardians will be notified of the appeal process through the student handbook. 
 
Any student or staff member who believes that they have been subjected to harassment 
or bullying, or who has witnessed or has reliable information that another school 
community member has been subject to harassment or bullying, as defined above, shall 
report it to the Headmaster or to the Dean of the Director of Counseling. 
 
The Board also authorizes the Headmaster and/or his designee to identify, develop, 
implement and review any and all programs or approaches that may be instituted at the 
school to address bullying behavior.  The Board welcomes and authorizes the 
Headmaster to seek out ideas and feedback from students, staff, parents/guardians and 
the public in identifying positive approaches to handling this issue. This may include 
public forums to discuss the issue.  
 
The Board of Trustees also gives notice that audio and video recordings may be made 
on school buses or school property at any time.  Notice of this will be included in the 
Student Handbook. 
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Coe-Brown Northwood Academy 
Policy #6-12 

 
STUDENT HEALTH SERVICES   
 
Purpose: 
To insure that appropriate services are available to promote a healthy school 
environment 
 
Policy: 
The Board of Trustees recognizes the importance of having trained professional 
staff to promote a healthy school environment and provide appropriate health 
services.  To this end the Board authorizes the Headmaster to recruit for and fill 
the position of school nurse with a registered professional nurse licensed in the 
state.   
 
The responsibilities of the school nurse shall include, but are not limited to the 
following, provide direct health care to students and staff, promote a healthy 
school environment, serve in a leadership role for health policies and programs, 
handle all injuries or illnesses occurring during the school day, insure that all 
medications taken during the school day are done so in compliance with 
applicable rules, maintain all required documentation and health records, serve 
as a liaison between school personnel, family, community and health care 
providers.  The nurse will also have responsibility for developing procedures to 
address and meet special physical health needs of students.  As appropriate, the 
Headmaster may assign other duties as needed. 
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Coe-Brown Northwood Academy 
Policy #6-13 

 
Indoor Air Quality 
 
Purpose: 
To insure that the indoor air quality at Coe-Brown Northwood Academy is 
adequate and meets all state requirements 
 
Policy: 
 
The Board of Trustees recognizes the importance of having acceptable indoor air 
quality.   
 
In order to ensure that all Academy buildings have adequate indoor air quality, 
the Board directs the Headmaster and/or his designee, to address methods of 
minimizing or eliminating emissions from buses, cars, delivery vehicles, and other 
motorized vehicles.  The Board encourages the Headmaster to utilize methods 
and recommendations established by various State agencies. 
 
In addition to addressing methods eliminating emissions, the Headmaster and/or 
his designee, is directed to annually investigate air quality in Academy buildings 
using a checklist provided by the New Hampshire Department of Education. 
 
In support of this policy, the Headmaster is authorized to establish regulations 
and/or administrative rules necessary to implement anti-idling and clear air 
measures aimed at improving indoor air quality. 
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Coe-Brown Northwood Academy 
Policy #6-14 
 
Restraints 
 
Purpose: 
To provide the basis for having and implementing procedures and guidelines for 
the use of restraints at the Academy 
 
Policy: 
 
The Board of Trustees recognizes the fact that there may be occasions where it is 
necessary to restrain students to insure their safety and that of those around 
them. 
 
The Board authorizes the Headmaster and his/her designees to develop the 
appropriate procedures for implementing any necessary restraints with students 
at the Academy.  The Headmaster and/or designees will also have responsibility 
for insuring that there are staff trained in implementing these procedures.  
 
All procedures will include definitions, reporting requirements, special 
circumstances (i.e. transportation), list the circumstances where restraints may be 
used, identify what are prohibited restraints, describe how to handle situations 
where restraints may go on for extended periods, and follow legal requirements. 
 
 
 
 
 
  



Coe-Brown Northwood Academy 
Policy #6-15  
 

HARASSMENT AND SEXUAL HARASSMENT OF SCHOOL EMPLOYEES  
 

Purpose: 
 
To maintain a teaching and learning environment free from sexual harassment of any 
kind 
 
POLICY: 
 
Harassment of school employees because of age, sex, gender identity, sexual 
orientation, race, creed, color, ancestry or national origin, marital status, familial status, 
physical or mental disability, religion or economic status is prohibited. Such conduct is a 
violation of Board policy and may constitute illegal discrimination under state and 
federal laws. 
 
Any employee who engages in harassment or sexual harassment shall be subject o 
disciplinary action, up to and including discharge. 
 
A. Harassment 
 
Harassment includes, but is not limited to, verbal abuse and other offensive conduct 
based on of age, sex, gender identity, sexual orientation, race, creed, color, ancestry or 
national origin, marital status, familial status, physical or mental disability, religion or 
economic status. Harassment that rises to the level of physical assault, battery and/or 
abuse and bullying behavior are also addressed Board Policies JICIA – Weapons, 
Violence and School Safety and JICK– Bullying. 
 
B. Sexual Harassment 
 
Sexual harassment is addressed under federal and state laws/regulations. The scope and 
definitions of sexual harassment under these laws differ, as described below. 
 

1. Title IX Sexual Harassment 
 

Under the federal Title IX regulations, sexual harassment includes the following conduct 
on the basis of sex which takes place within the context of the Academy’s education 
programs and activities: 
 

a. “Quid pro quo” sexual harassment by a school employee: Conditioning a  
school aid, benefit or service (such as a promotion or favorable evaluation) 
on an individual’s participation in unwelcome sexual conduct; 
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b. “Hostile environment” sexual harassment: Unwelcome conduct based on sex  
that a reasonable person would determine is so severe, pervasive and  
objectively offensive that it effectively denies an individual’s equal  
access to the school unit’s education programs and activities; or 
 
c. Sexual assault, dating violence, domestic violence and stalking as 
these terms are defined in federal laws. 
 
2. Other Forms of Sexual Harassment 
 

Some forms of sexual harassment may not meet the definition under Title IX (see 
paragraph 1, above) but is still prohibited under New Hampshire law. 
 
The Academy defines other forms of “sexual harassment” as unwelcome sexual 
advances, requests for sexual favors, and other verbal, non-verbal or physical conduct of 
a sexual nature in the following situations: 
 

a. Submission to such conduct is made either explicitly or implicitly a 
term or condition of a individual’s employment; 
 
b. Submission to or rejection of such conduct by an individuals used as 
the basis for employment decisions affecting such individual; or 
 
c. Such conduct has the purpose and effect of unreasonably interfering 
with a individual’s work performance or creating an intimidating, 
hostile or offensive working environment. 

 
C. Reports and Complaints of Harassment or Sexual Harassment 
 
All school employees are required to report possible incidents of harassment or sexual 
harassment involving students to the Title IX Coordinator. Failure to report such 
incidents may result in disciplinary action. 
 
Any employee who believes they have been harassed or sexually harassed is 
encouraged to make a report to the Human Rights Officer/Title IX Coordinator.  The 
Coordinator is also available to answer questions and provide assistance to any 
individual who is unsure whether harassment or sexual harassment has occurred. 
 
All reports and complaints of harassment or sexual harassment of employees shall be 
addressed through the Employee & Third-Party Unlawful Discrimination/Harassment 
and Title IX Sexual Harassment Complaint Procedures (ACAB-R). 
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Coe-Brown Northwood Academy 
Policy #6-16 
 
SUICIDE PREVENTION  
 
Purpose:  
 
To protect the health, safety and welfare of Coe-Brown Northwood Academy students 
specifically in the area of suicide prevention 
 
 
POLICY: 
 
This policy supports federal, state and local efforts to provide education on youth suicide 
awareness and prevention; to establish methods of prevention, intervention, and 
response to suicide or suicide attempt (“postvention”); and to promote access to suicide 
awareness, prevention and postvention resources. 
 
Suicide Prevention Plan and Review. The Headmaster shall develop and provide to the 
Board upon request, a coordinated written Suicide Prevention Plan (the “Plan”) to 
include guidelines, protocols and procedures with the objectives of prevention, risk 
assessment, intervention and response to youth suicides and suicide attempts. 

1. Specific Requirements for Plan Terms: The Suicide Prevention Plan shall 
include  terms relating to: 

 
a. Suicide prevention (risk factors, warning signs, protective factors, referrals); 

 
b. Response to in-or-out-of-school student suicides or suicide attempts 

(postvention, suicide contagion); 
 

c. Student education regarding safe and healthy choices, coping 
strategies, recognition of  risk factors and warning signs of mental 
disorders and suicide; and help seeking strategies; 

 
d. Training of staff, designated volunteers, and contracted personnel on 

the issues of youth  suicide risk factors, warning signs, protective factors, 
response procedures, referrals, post-intervention and resources 
available within the school and community; 

 
e. Confidentiality considerations; 
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f. Designation of any personnel to act as points of contact when students 

are believed to be at an elevated risk of suicide; 
 

g. Information regarding state and community resources for referral, crisis 
intervention, and other related information; 

 
h. Dissemination of the Plan or information about the Plan to students, 

parents, faculty, staff, and school volunteers; 
 

i. Promotion of cooperative efforts between Coe-Brown and 
community suicide prevention program personnel; 

 
j. Such include such other provisions deemed appropriate to meet the 

objectives of this Policy (e.g., student handbook language, reporting 
processes, “postvention” strategies, memorial parameters, etc.). 

 
2. Review: The Headmaster and designees, in consultation with input and 

evidence from community health or suicide prevention organizations, and 
health and counseling personnel, shall regularly review and update the Suicide 
Prevention Plan, and present the same to the Board upon request.  

 
B. Suicide Prevention Coordinator and Liaisons. 

 
1. Suicide Prevention Coordinator and Liaison. The Headmaster shall appoint a 

Suicide Prevention Coordinator, and additional liaisons as necessary, who, 
under the direction  of the Headmaster shall be responsible for: 

a) developing and maintaining cooperative relationships with and 
coordination efforts  between Coe-Brown and community suicide 
prevention programs and personnel; 

 
b) annual updating of (i) State and community crisis or intervention 

referral intervention information, and (ii) necessary names and contact 
information for inclusion in student handbooks and on the website; 

 
c) developing - or assisting individual teachers with the development – of 

age appropriate student educational programing, such that all students 
receive information  in the importance of safe and healthy choices and 
coping strategies, recognizing risk factors and warning signs of mental 
disorders and suicide in oneself and others, and providing help-seeking 
strategies for oneself or others, including how to engage school 
resources and refer friends for help; 

 
d) developing or assisting in the development of the annual staff training 

required under section C of this policy; 
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e) Such other duties as referenced in this policy or as assigned by the 
Headmaster. 

 
C. Annual Staff Training. The Headmaster shall assure that beginning with the 2020-

21 school year, all school building faculty and staff, designated volunteers, and 
any other personnel who have regular contact with students, including 
contracted personnel or third-party employees, receive at least two hours of 
training in suicide awareness and prevention. Such training may include such 
matters as youth suicide risk factors, warning signs, protective factors, 
intervention,  response procedures, referrals, and postvention and local resources. 

 
Dissemination. The Student Handbook, posted on the website, will be updated each 
year with the contact information for the Academy, state and community crisis or 
intervention referral intervention resources. The Suicide Prevention Plan will be made 
available on the website in the Student Handbook. 

 
 



CBNA Policy #7-1 
Budget Implementation 
Approved 6/13/01 
Revised  6/14/06, 6/11/14, 6/14/17 

Coe-Brown Northwood Academy 
Policy #7-1 REVISED 
 
BUDGET IMPLEMENTATION 
 
Purpose: 
To define the responsibilities for the development and management of the 
annual budget 
 
Policy: 
The Fiscal Committee will be responsible for the oversight of the preparation of 
an annual operating and capital expenditure budget that will be adopted by the 
Board of Trustees by the January meeting each year. 
 
In developing the annual budget, the Fiscal Committee will be responsible for 
ensuring that input from the Headmaster and those committees of the Board 
which have fiscal requirements and/or input into the operating and capital 
budgets has been included in the process. 
 
Fiscal requirements from negotiations with the faculty and approved by the 
Board of Trustees will be included in the annual operating budget. 
 
Budgets will be prepared that reflect the optimization of funds to support the 
operation of the Academy and provide a quality education to the students in 
keeping with the school’s philosophy. 
 
Overall school operational budget control will be the responsibility of the 
Headmaster with oversight through the Fiscal Committee. 
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Coe-Brown Northwood Academy 
Policy #7-2 
 
BONDING 
 
Purpose: 
To define the process by which the Academy will borrow funds for capital 
improvements 
 
Policy: 
The Treasurer will provide to the Board appropriate documentation that defines 
the Academy’s ability to enter into a bonding agreement for the purpose of 
capital improvements. 
 
No bonding agreement will be executed without the approval of the Board. 
 
The Treasurer, or Board appointed designee, will be responsible to handle all 
administrative requirements associated with the execution and payment of 
outstanding bonds. 
 
The Board shall not approve bonding for which it does not have adequate 
financial resources to repay. 
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Coe-Brown Northwood Academy 
Policy #7-3  
 
AUDITS AND FINANCIAL MONITORING 
 
Purpose: 
To define the responsibilities for conducting audits and financial management 
 
Policy: 
The financial  books and accounts of the Academy shall be audited annually.  The 
audits to be performed will meet the basic audit procedures prescribed by the 
CPA and GASB Standards.  A written financial assessment of the Academy’s fiscal 
status and financial management procedures shall be provided annually to each 
Board member.   
 
The Board, through the Treasurer, shall approve the investment of monies in 
investment accounts.  These accounts will be used to support Academy programs 
as decided by the Board. 
 
Investments will be guided by the following objectives; safety, liquidity and yield.  
The “Standard of providence” used by the Academy shall be the “prudent person” 
standard and shall be applied in the context of managing an overall portfolio. 
 
A Fiscal Committee will review the investment accounts and financial 
management procedures and report its findings at regularly scheduled Board 
meetings.  It will make recommendations to the Board regarding changes 
necessary to maintain appropriate fiscal management procedures. 
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Coe-Brown Northwood Academy 
Policy #7-4 
 
TUITION FOR INTERNATIONAL STUDENTS  
 
Purpose: 
To define the policy for charging tuition for international students to local 
sending school districts 
 
Policy: 
The Board of Trustees recognizes that local school districts may, from time to 
time, have international students placed in their districts.  The eligibility of these 
students to attend Coe-Brown Northwood Academy will depend on the 
existence and content of any contract between the school district and the 
Academy.  International students residing in school districts that do not have any 
contract with the Academy will be accepted on a space available basis and the 
approval of the Headmaster. 
 
It will be the responsibility of the sending school district to pay the established 
tuition cost for each international student attending Coe-Brown Northwood 
Academy.  The Board of Trustees may, at its discretion, approve procedures to 
waive a portion of the tuition costs.  Any waivers that are granted in one school 
year do not automatically constitute an agreement to waive similar costs in 
succeeding years. 
 
In cases where the Academy accepts international students who are working 
through private placement companies all tuition and related costs will be 
negotiated and ageed to with the company prior to the student enrolling. 
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Coe-Brown Northwood Academy 
Policy # 7-5 REVISED 
 
INVESTMENT POLICY  
 
Purpose: 
 
To establish the policy relative to investments and standard of care 
 
POLICY: 
 
The Board of Trustees recognizes the importance of establishing appropriate 
procedures and expectations regarding the Academy’s investments.  To this end 
the following is the policy of the school: 
 
Objectives: 
 

1. Safety of principal is the foremost objective in this policy.  Investments 
shall be undertaken in a manner that seeks to ensure the preservation 
of capital by mitigating credit and interest rate risk.  This will be 
accomplished by limiting the type of the investments and institutions to 
those stipulated by statute and fully covered by the FDIC insurance or 
collateral approved pursuant to applicable law. 

2. Liquidity of the investment portfolio shall remain sufficient to meet all 
operating requirements that may be reasonably anticipated 

3. Yield.  The investment portfolio shall be designed with the objective of 
obtaining a market rate of return throughout budgetary and economic 
cycles, taking into account the investment risk constraints and liquidity 
needs.  Return on investment is of secondary importance compared to 
the safety and liquidity objective described above. 

 
Standards of Care: 
 

1. Prudence.  The standard of prudence to be used by the Treasurer shall 
be the “prudent person” standard and shall be applied in the context of 
managing an overall portfolio.  They are directed to use the GFOA 
Recommended Practices and Policy Statements Related to Cash 
Management as a guide to prudent investment of public funds. 

2. Ethics and conflicts of interest.  The Treasurer shall refrain from 
personal business activity that could conflict with the proper execution 
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and management of the investment program or that could impair their 
ability to make impartial decisions.  Employees and Investment officials 
shall disclose any material interests in financial institutions with which 
they conduct business.  They shall further disclose any personal 
financial institutions with which they conduct business.  They shall also 
disclose any personal financial/investment positions that could be 
related to the performance of the investment portfolio.  Employees and 
officials shall subordinate their personal investment transactions to 
those of the Academy, particularly with regard to the timing of 
purchases and sales. 

3. Internal Controls.  The Fiscal Committee shall establish a system of 
internal controls which shall be documented in writing.  The internal 
controls shall be reviewed periodically by the Board of Trustees and an 
independent auditor 

 
The Board of Trustees will periodically review the investment policy. 
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Coe-Brown Northwood Academy 
Policy # 7-6 

 
PAYMENT FOR PARAPROFESSIONALS   
 
Purpose: 
 
To establish the policy relative to insuring the Academy receives adequate 
payments to cover the costs of paraprofessionals. 
 
POLICY: 
 
The Board of Trustees recognizes the importance of having an effective, efficient 
process for developing signed agreements with sending school districts 
regarding the number of and payment for paraprofessionals.  The Board 
authorizes the Headmaster and/or his designee to develop the necessary process 
and documentation and keep it updated.  The Administration Committee of the 
Board will have oversight responsibilities for this process. 
 
The procedure needs to insure there are written, signed agreements clearly 
describing the positions that are covered, the costs that are incurred and the 
payment schedule.  These documents may be sent and received electronically. 
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Coe-Brown Northwood Academy 
Policy # 7-7  

 
STUDENT ENROLLMENT REQUIREMENT   
 
Purpose: 
 
To establish the policy relative to insuring that student’s enrollment at the 
Academy has prior approval from the sending school district or other responsible 
party 
 
POLICY: 
 
It is the policy of Coe-Brown Northwood Academy that no student will be 
accepted into or start attending classes without written approval from either the 
appropriate SAU or the responsible party for a private pay student. This approval 
may be in electronic format. 
 
It is the responsibility of the Headmaster and/or his designee to develop and 
implement procedures that insure this occurs.  The Administration Committee of 
the Board will have oversight of this procedure. 
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Coe-Brown Northwood Academy 
Policy # 7-8 

 
FINANCIAL DISCLOSURE  
 
Purpose: 
To maintain the Academy’s right to financial privacy and clarify the scope of 
sharing financial information. 
 
Policy: 
In accordance with laws pertaining to organizations with 501(c)(3) status, the 
Academy will annually submit the IRS Form 990 as long as it is legally required. 
The IRS Form 990 is a document available to the public and can be found 
through internet searches. 
 
The Academy will not disclose any additional financial information to the public, 
nor will the Academy provide to the public any financial information that was 
used in the calculation of data provided on the IRS Form 990. 
 
Any requests for financial information that is not publicly shared may be 
considered by the Board of Trustees and allowed by vote. 
 
Nothing in this policy will prevent the Treasurer or Administration from sharing 
information as needed to meet legal and financial responsibilities in reporting to 
various entities such as banks, lenders, and insurance carriers. 
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Coe-Brown Northwood Academy 
Policy #8-1 
 
FACILITIES RENTAL 
 
Purpose: 
To establish a policy to address the use of Coe-Brown Northwood Academy 
facilities by the community at large 
 
Policy: 
The Board of Trustees realizes that Coe-Brown Northwood Academy is part of a 
larger community.  As such it is reasonable to expect that the community at large 
would, at times, wish to make use of the various facilities available at the 
Academy.  The Board is in support of this insofar as it does not interrupt the 
educational, co-curricular, or other related school functions that occur at the 
Academy.   
 
The use of the facilities by outside parties cannot result in wear and tear above 
what is expected and normal.  In addition, those that use the Academy’s facilities 
will be required to leave it in the same condition it was in prior to their use.  If this 
does not occur the party requesting the use of the facility will be held responsible 
for all costs incurred in returning the facility to its previous state. 
 
The Headmaster, or designee, will have responsibility for developing appropriate 
forms for requests for the use of any facilities.  These forms shall include, where 
appropriate, charges for such use.  The decision of the Headmaster or designee 
will be final regarding allowing use of any of the school’s facilities.   
 
All requests for facility use will be managed by the Headmaster or designee.  All 
parties using the school’s facilities will be informed of the tobacco free zone, drug 
free including alcohol zone, and requirement to use the tunnel.  The school will 
not be responsible for any cost incurred for custodial services, police and/or fire 
protection. 
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Coe-Brown Northwood Academy 
Policy #8-2  
 
GROUNDS AND BUILDINGS 
 
Purpose: 
To establish a policy for maintaining clean and well-kept facilities 
 
Policy: 
The Board of Trustees is committed to maintaining the building and grounds of 
Coe-Brown Northwood Academy to the highest degree possible.  Appropriate 
staff will be hired and supervised by the Headmaster or designee.  Funding, to 
the degree possible, will be approved in the budget in order to meet this 
requirement. 
 
It is also expected that students and staff will do their part to keep the school 
grounds and buildings clean and free of debris.  Disciplinary action may be taken 
if students are found to be misusing or abusing the facilities.   
 
 
 
 
 
 
 



CBNA Policy #8-3 
Parking and Traffic Control 
Approved 6/13/01, 
Revised 11/8/06, 1/14/15, 12/9/20 

Coe-Brown Northwood Academy 
Policy #8-3 
 
PARKING AND TRAFFIC CONTROL 
 
Purpose: 
To establish a policy for on-campus parking and traffic management 
 
Policy: 
It is the policy of the Board of Trustees that on-campus vehicle operation and 
parking is a privilege and not a right.  For this reason the Headmaster will have 
the authority to establish appropriate procedures and requirements for granting 
parking privileges.   
 
The following priorities will be used in assigning student parking spaces: 
 
 a) students who are handicapped or have a special need 
 b) seniors 
 c) students who live more than ½ mile from a bus stop 
 d) students’ car pooling 
 e) all other students 
 
Staff members will be required to apply for and receive a parking sticker from the 
Administration to park on Academy grounds. 
 
Any individual operating any motored vehicle in an inappropriate manner may 
lose the privilege of parking on Academy grounds. Parking enforcement may 
include towing at the owner’s expense, ticketing by the police and/or in-school 
suspension. 
 
Police presence or designated guards shall be provided as much as possible 
during periods of heavy entrance or egress from parking areas.  The responsibility 
for planning and funding this for non-school events will fall to the organization or 
group holding the event. 
 
 
 
 
 
 
 



CBNA Policy #8-4 
Care of School Property 
Approved 6/13/01,  
Revised 11/8/06, 11/10/10, 1/14/15, 11/15/17, 12/9/20 

Coe-Brown Northwood Academy 
Policy #8-4  
 
CARE OF SCHOOL PROPERTY    
 
Purpose: 
To insure that school property is used appropriately by students and staff 
 
Policy: 
The Board of Trustees recognizes that a wide variety of school property will be 
used by students and staff in the course of normal school activities.  It is expected 
that all school property will be treated with respect and that proper care will be 
taken for all supplies, books, furniture, computers and other equipment/property 
furnished by the Academy. 
 
Anyone who defaces, destroys, disfigures or loses Academy property shall be 
held responsible for the repair or replacement of such property.  This will also 
hold true for property on loan to the Academy from any source.  Anyone 
involved in such activity may be held responsible to school and civil authorities. 
 
It is expected that staff shall monitor the use and care of school or loan property 
by students and shall set a proper example concerning its use and maintenance. 
 
Students are also expected to meet all the expectations documented in the 
netbook procedures and agreements.  When this equipment is given to all 
students, it continues to be the property of the school until graduation. It is to be 
used for appropriate educational purposes and cared for in a manner that 
reasonably insures it will be functional for the full four years students are at Coe-
Brown Northwood Academy. 
 
 
 
 
 
 
 
 



CBNA Policy #8-5 
Tunnel Use 
Approved 6/13/01,  
Revised 11/8/06, 12/9/20 

Coe-Brown Northwood Academy 
Policy #8-5   
 
TUNNEL USE  
 
Purpose: 
To establish the policy of the Academy regarding the use of the tunnel 
 
Policy: 
It is the policy of the Board of Trustees that all students, staff, visitors and the 
general public will be expected to use the tunnel whenever it is necessary to 
cross the highway.   
 
Students shall not linger in the tunnel and will be expected to make every effort 
to keep it clean.  Failure by students to use the tunnel crossing the highway, or 
any unacceptable behaviors while in the tunnel will result in detention or other 
administrative and or criminal disciplinary action.  
 
The Administration will have responsibility for informing visitors and those who 
are given permission to use CBNA facilities about the rules for using the tunnel 
and shall make this a condition for approval of current or future use. 
 
 
 
 
 
 
 
 



CBNA Policy #8-6 
Construction Management 
Approved 6/13/01 
Revised 11/8/06, 11/15/17 

Coe-Brown Northwood Academy 
Policy #8-6 
 
CONSTRUCTION MANAGEMENT   
 
Purpose: 
To establish the policy regarding the management of major construction projects 
at the Academy 
 
Policy: 
It is the policy of the Board of Trustees that during the construction of buildings, 
athletic facilities and other facilities the Academy shall insure compliance with all 
local, State and Federal construction rules, permit requirements, bids, contracts 
and shall provide proper personnel for monitoring entrance and egress of 
construction and school approved vehicles. 
 
Whenever possible, and deemed necessary, the Board of Trustees shall appoint 
and compensate a Project Manager to insure safety measures are carried out and 
to monitor the ongoing construction for compliance with agreed upon contracts, 
standards and procedures. 
 
Construction projects shall be carried out in a manner least disruptive to the 
surrounding community as possible. 
 
The Board of Trustees may elect to use such bidding or management procedures 
as it may choose providing such choices comply with adopted or required 
conflict of interest policies. 
 
 
 
 
 
 
 



CBNA Policy #8-7 
Property Management 
Approved 6/13/01 
Revised 11/8/06, 12/13/23 

Coe-Brown Northwood Academy 
Policy #8-7 
 
PROPERTY MANAGEMENT 
 
Purpose: 
To establish the policy regarding the management of property owned by the 
Academy. 
 
Policy: 
It is the policy of the Board of Trustees that, through its designated committee or 
responsible official, an up-to-date record shall be maintained on all owned, leased 
or rented property used by the Trustees, faculty, students, or any other 
authorized group of persons.  Such records shall be available in considering all 
buildings, budgeting, borrowing, insurance, purchase, repair, or disposal 
decisions. 
 
The Board, through its Facilities Liaison, shall assemble and secure all deeds and 
descriptions of real estate owned by the Academy and will engage counsel or 
other such persons as necessary to research and verify legal titles to the same 
when needed.  A file on assessed or market value will be maintained. Copies of all 
this will be given to the Administration. 
 
The Board, through its Facilities Liaison, and with the aid of employees and staff, 
shall maintain a current inventory of all taxable and non-taxable buildings located 
on lands owed by the Academy or on land owned by others.  Such inventory 
shall include descriptions, current uses, number of rooms, dates of acquisitions, 
construction, purchase, renovation, additions or repair, taxable or market value 
and insurance coverage. 
 
The Administration shall designate an employee(s) responsible for maintaining a 
listing of all computer equipment, furniture, classroom equipment, outdoor 
equipment, maintenance equipment and any other items of sustainable value.  
This listing shall be updated as acquisitions or dispositions are made and shall be 
available for review in determining future needs, disposals acquisitions or repairs. 
 
 
 
 
 
 



CBNA Policy #9-1 
Bomb Threats 
Approved 6/13/01, 
Revised 11/8/06, 11/15/17, 12/9/20 

Coe-Brown Northwood Academy 
Policy #9-1  
 
BOMB THREATS/FALSE FIRE ALARMS   
 
Purpose: 
To establish a policy to provide for the safety of students, faculty and staff in the 
event of a bomb threat or false fire alarm 
 
Policy: 
It is the policy of the Board of Trustees that the overall safety of the students, 
faculty and staff will be the underlying basis for all decisions in the event of a call 
or notice that a bomb has been placed at any location on Academy grounds. This 
will also cover any false fire alarms. 
 
In the case of a bomb threat will be the responsibility of the Headmaster or 
designee to call for an immediate evacuation of the school or buildings and to 
notify the local police department of the threat. Any fire alarm will be assumed to 
be real and standard notification to the local fire department and evacuation 
procedures will be followed. 
 
In the case of the bomb threat it will be the responsibility of the local police 
department and state police, if requested, to conduct a thorough search of the 
premises.  The senior member of the local police department on-site will notify 
the Headmaster or designee if/when re-entry will be permitted.  For a fire alarm 
the local fire department will handle extinguishing the fire and notifying the 
Headmaster or designee if/when re-entry will be permitted.   
 
In either case any subsequent decision concerning dismissal of Academy students 
will be the decision of the Headmaster or designee. 
 
The Board supports implementing appropriate consequences, legal and 
otherwise, for any person(s) found guilty of calling in a bomb scare and/or false 
fire alarms.  At the discretion of the Academy, any costs incurred in dealing with 
the situation may be charged to the individual who is found guilty of 
perpetrating the either threat. 
 
 
 
 



CBNA Policy #9-2 
Field Trips 
Approved 6/13/01 
Revised 11/8/06, 12/9/20, 12/13/23 

Coe-Brown Northwood Academy 
Policy #9-2  

 
FIELD TRIPS 
 
Purpose: 
The purpose of this policy is to support field trips that provide a valuable 
supplement to classroom instruction 
 
Policy: 
It is the policy of the Board of Trustees that field trips are a valuable tool for 
adding to the depth and experience of classroom instruction.  The Board 
supports incorporating field trips into classroom activities when sufficient 
planning, budgeting, and student preparation has occurred to support the 
activities. 
 
It will be the responsibility of the teacher, chaperones, and any other adults to 
follow the process outlined in the Manual prior to, during, and after the field trip. 
 
It is expected that all students, chaperones and staff will represent Coe-Brown 
Northwood Academy in a positive manner during all aspects of a field trip. 
 
 
 
 



CBNA Policy #9-3 
Fire Drills/Evacuation 
Approved 6/13/01 
Revised 11/8/06, 11/15/17 

Coe-Brown Northwood Academy 
Policy #9-3 
 
FIRE DRILLS/EVACUATION  
 
Purpose: 
To establish a policy to insure appropriate procedures are in place to facilitate the 
safe evacuation of the building in case of fire 
 
Policy: 
It is expected that every person on Coe-Brown Northwood Academy premises 
will adhere to fire evacuation procedures during fire drills or actual fires. 
 
In cases where the fire alarm system is activated by something other than a fire 
drill it will be the responsibility of the Northwood Fire Department to investigate 
the cause, take appropriate action and determine when/if re-entry to the building 
can occur. 
 
It will be the responsibility of the Headmaster to develop evacuation procedures 
to insure that all parties leave the building and that the students are accounted 
for and kept in a safe location.  This includes procedures to insure that the fire 
department is notified as soon as possible of any students that are not accounted 
for in the evacuation. 
 
The Headmaster will also be responsible for establishing a procedure to follow 
state laws on requirements for evacuation drills.  This will be to prepare students, 
faculty and staff as much as possible on what to do in the case of an actual fire.  
 
 



CBNA Policy #9-4 
Weapons 
Approved 6/13/01 
Revised 11/8/06, 11/15/17 

Coe-Brown Northwood Academy 
Policy #9-4 
 
WEAPONS   
 
Purpose: 
To support efforts to provide students, faculty and staff with a safe learning 
environment free from any threat from weapons 
 
Policy: 
It is the policy of the Board of Coe-Brown Northwood Academy that no 
dangerous weapons will be allowed on any Academy grounds (this includes all 
buildings, playing fields, parking lots and wood lots) except for as specifically 
listed here: 
 1)   Weapons under the control of law enforcement personnel are  
  permitted 
 2) Weapons that are registered and handled in a legal manner for  
  purpose of education may be authorized by the Headmaster 
 3) Weapons properly registered with the Academy and handled  
  during an approved community use of the school facilities may be  
  permitted 
 
Dangerous weapons are defined as a gun, knife, razor, tasers,  karate stick or 
implement, metal knuckle, fire cracker or other explosive device, anti-personal 
spray such as Mace or similar irritant or any other object or material which by the 
manner in which it is used or intended to be used, is capable of inflicting bodily 
harm.  “Toy guns” and other facsimiles of weapons used to create a feeling of 
intimidation will be treated as if they were real. 
 
When school staff receive a report of, or discover, a dangerous weapon, they will 
immediately notify the Headmaster or designee.  The Headmaster or designee 
will be responsible for confiscating the weapon and/or taking any other 
necessary measures to insure the safety of students, staff and faculty.   This will 
include notifying the Northwood Police Department as soon as possible.  
 
Violations of this policy will result in disciplinary action up to and including 
expulsion.  At the discretion of the Academy, any costs incurred in dealing with 
the situation may be charged to the individual who brought the weapon on 
school grounds.  Individuals who know of the weapon and do not report it are 
also subject to disciplinary action up to and including expulsion. 
 



CBNA Policy #9-5 
Early Dismissal 
Approved 6/13/01 
Revised 11/8/06, 11/15/17, 12/9/20 

Coe-Brown Northwood Academy 
Policy #9-5  
 
EARLY DISMISSAL  
 
Purpose: 
To address circumstances where students need to leave school early 
 
Policy: 
The Board of Trustees recognizes that occasionally it may be necessary for a 
student to leave school early for doctor’s appointments or other unavoidable 
commitments.  In these cases, students can bring in an early dismissal note prior 
to school or have prior parental permission submitted to the school. 
 
Students will not be excused from school without a written request from the 
parent or guardian or by a phone or email request through the main office unless 
approved by the Headmaster or Assistant Headmaster  
 
Students who become sick during the school day should see the school nurse at 
the earliest opportunity.  If, in the judgment of the nurse, the student should be 
sent home, the parent or guardian will be contacted and appropriate 
arrangements made.  Students will not be dismissed from school for any reason 
unless the parent or guardian has been contacted. 



CBNA Policy #9-6 
Fighting 
Approved 6/13/01 
Revised 11/8/06, 1/14/15, 12/9/20 

Coe-Brown Northwood Academy 
Policy #9-6  
 
FIGHTING 
 
Purpose: 
To promote an educational environment that is, as much as possible, free of 
fights and physical violence 
 
Policy: 
The Board of Trustees will not tolerate fighting as a means of dealing with 
conflicts among students or any other individuals on Academy grounds.  This 
includes Academy buildings, fields, wood lots, parking lots, tunnel, grounds, on 
the buses, at the bus stops and at the site of an away-from-school activity. 
 
Fighting includes punching, hitting, slapping, kicking, scratching, biting, butting, 
hair pulling, pushing/shoving opponents or any behavior that meets the 
threshold of unprivileged physical contact with another. 
 
The Headmaster has the authority to report fights to the appropriate police 
agency and complaints may be filed.  Substantiated reports of confrontations said 
to be happening away from school may also be reported to police. 
 
Any fights that include any type of weapon will be automatically reported to the 
police and disciplinary action as outlined in the weapons policy will be followed. 
 
Disciplinary action up to and including expulsion may be taken against any 
students found to be fighting.  Students who promote or encourage other 
students to fight will be considered full participants in the fight and will be 
subject to the same level of disciplinary action. 



CBNA Policy #9-7 
Student Conduct 
Approved 6/13/01 
Revised 11/8/06, 1/14/09, 5/13/09 

Coe-Brown Northwood Academy 
Policy #9-7 
 
STUDENT CONDUCT 
 
Purpose: 
To promote appropriate standards of conduct and performance for students as 
an essential part of the educational process 
 
Policy: 
The Board of Trustees expects that students will act responsibly and abide by the 
policies, procedures and rules of the Academy.  Information on this policy will be 
included in the student handbook. 
 
In cases where a student does not act in accordance with these expectations, the 
following disciplinary actions may be taken:  verbal reprimand, detention, 
administrative detention, in-school suspension, out-of-school suspension. 
 
In cases of serious and/or continuous infractions, the student will be required to 
meet with the Education Committee of the Board of Trustees.  The student will be 
expected to present a plan for corrective action.  The Education Committee has 
the option to accept this plan with or without additional conditions. 
 
In cases where the student is unable to conform to the standards of the 
Academy, he/she may be dismissed by the Headmaster and/or the Education 
Committee of the Board of Trustees.  The Headmaster will have responsibility for 
notifying parents and sending school boards. 
 
Students receiving special education services will be disciplined in accordance 
with the student’s IEP and all applicable provisions of the Individuals With 
Disabilities Education Act (IDEA).  



CBNA Policy #9-8 
Student Attendance 
Approved 6/13/01 
Revised 11/8/06, 1/14/09, 1/14/15 

Coe-Brown Northwood Academy 
Policy #9-8 
 
STUDENT ATTENDANCE 
 
Purpose: 
To clarify Coe-Brown Northwood Academy’s expectations regarding student 
attendance 
 
Policy: 
The Board of Trustees recognizes the importance of constant and regular 
attendance by students.  The expectation is that students will be on time and in 
attendance, if at all possible, every day that the school is in session. 
 
The Headmaster will have responsibility for establishing procedures for handling 
situations when a student cannot be in school for any reason.  These procedures 
will include the responsibility of the parent/guardian to notify the school of 
absences, time frames for the notification, at what point the school will contact 
the parent/guardian, criteria for how absences will be counted, criteria for when 
the student will be allowed to make up work, when a student will be considered 
truant from school, impact of absences on co-curricular participation and at what 
point credit for coursework is threatened due to multiple absences.  
 
If a truancy problem continues, the Headmaster will contact the appropriate SAU 
for cooperation and notification. A letter will be sent by registered mail to the 
parents/guardians of the truant student, indicating the nature and seriousness of 
the problem and enclose a copy of RSA 193:1 and current truancy laws. 



CBNA Policy #9-9 
Student Tardiness 
Approved 6/13/01 
Revised 11/8/06, 12/9/20 

Coe-Brown Northwood Academy 
Policy #9-9  
 
STUDENT TARDINESS 
 
Purpose: 
To clarify Coe-Brown Northwood Academy’s expectations regarding student 
being on time for school and class 
 
Policy: 
The Board of Trustees believes that punctual attendance for school and all classes 
is extremely important.  Students who are habitually late cause needless 
disruptions and negatively impact both their own education and that of 
everyone else in the class. 
 
A student is considered tardy to school if they arrive after the opening bell, if they 
are not in their assigned room of their block one class when the opening bell 
sounds. The Headmaster will have responsibility for establishing procedures for 
students who are late to school or class to follow.  This will include procedures for 
implementing consequences for students who are consistently tardy to school or 
class. 
 
The Academy realizes that transportation problems may be responsible for 
tardiness at the beginning of the school day.  Students who arrive late on the 
school bus will not be counted as tardy but all others will be considered tardy. 



CBNA Policy #9-10 
Student Lockers 
Approved 6/13/01 
Revised 11/8/06, 11/15/17, 12/13/23 

Coe-Brown Northwood Academy 
Policy #9-10 
 
STUDENT LOCKERS  
 
Purpose: 
To clarify Coe-Brown Northwood Academy’s policy regarding student use of 
lockers 
 
Policy: 
Coe-Brown Northwood Academy assigns lockers to all students who request one 
for their use during the school year.  The use of a locker is a privilege and it is 
expected that all students will treat it appropriately. 
 
Students are only allowed to use school locks on their lockers if they receive 
special permission..  It must be noted that the Headmaster or designee has the 
authority to inspect any or all lockers at any time (please see Policy 9-12 Student 
Searches). 



CBNA Policy #9-11 
Student Leaving School Grounds 
Approved 6/13/01 
Revised 11/8/06, 11/15/17 

Coe-Brown Northwood Academy 
Policy #9-11 
 
STUDENT LEAVING SCHOOL GROUNDS 
 
Purpose: 
To clarify Coe-Brown Northwood Academy’s policy regarding student leaving 
school grounds during the school day 
 
Policy: 
It is the policy of the Board of Trustees that students are not to leave school 
grounds during the school day without the expressed permission of their parents 
and the Headmaster or Assistant Headmaster or designee.  This does not include 
students who are participating in an approved school activity or have a request 
from a parent/guardian for an early release. 
 
 



CBNA Policy #9-12 
Student Searches 
Approved 11/8/06 
Revised 1/14/15, 11/15/17 

Coe-Brown Northwood Academy 
Policy #9-12 
 
STUDENT SEARCHES   
 
Purpose: 
To clarify Coe-Brown Northwood Academy’s policy regarding student searches 
including lockers, desks, any storage areas and backpacks and student vehicles 
 
Policy: 
It is the policy of the Board of Trustees that the Headmaster, security personnel or 
other designee may detain and search any student(s) on the premises of the 
Academy, or while in transit to any event or function sponsored or authorized by 
the Academy under the following conditions:  
 
1. When any authorized person has reasonable suspicion that the student may: 

• Be in possession of alcohol, dangerous weapons, controlled substances as 
defined by law, or stolen property;  

• Have misused the CBNA internet or network; 
• Have misused any part of the school buildings or property; 
• Have assaulted or threatened any student or Academy employee; 
• Have behaved in any way that is disruptive to Academy operations; 
• Have been in violation of any Academy rules or policy 

2.  Academy netbooks, lockers and desks are the property of the CBNA, not the 
student.  The users of netbooks, lockers, desks, and other storage areas, including 
electronic files, have no reasonable expectation of privacy from CBNA employees 
as to the contents of those areas.  These areas may be subject to searches at any 
time with reasonable suspicion. Random searches are allowable. 
3.  Authorized personnel may search a student whenever the student consents to 
such a search.  However, consent obtained through threats or coercion is not 
considered to be freely and voluntarily given. 
4.  Authorized personnel conducting a search have the authority to detain the 
student or students and to preserve any contraband seized. 
5.  Any search of students will be conducted by the authorized person with the 
assistance of a staff person of same sex as the students.  Strip searches are 
expressly forbidden.   
6.  Student vehicles on Academy grounds may also be searched. 
7.  Authorized personnel are permitted to arrange for the use of trained canines 
and Drug Recognition Experts to aid in the search process. 



CBNA Policy #10-1 
Development and Alumni Affairs Committee 
Approved 11/9/05,  
Revised 6/10/15 

Coe-Brown Northwood Academy 
Policy 10-1 
 

DEVELOPMENT AND COMMUNITY OUTREACH COMMITTEE 
 

 

PURPOSE:  
 
To identify the purpose and responsibilities of the Development and Community 
Outreach Committee of the Board of Trustees. 
 
 
POLICY: 
 
The Development and Community Outreach Committee of Board of Trustees is 
charged with the responsibility for developing long-term goals leading to 
improved relations with Community, increased donations of all kinds, 
identification and implementation of capital campaigns and increased positive 
public relations. 
 
The Committee will identify and work towards implementation of activities that 
will achieve the identified goals.  This may include personnel, technology,  
consultants, work space and trainings. 
 
The Chair of the Committee will keep the full board informed of all activities. 
 
 
 
 
 



CBNA Policy #10-2 
Alumni Relations 
Approved 11/9/05,  
Revised 3/21/12, 6/10/15, 5/8/24 

Coe-Brown Northwood Academy 
Policy 10-2 
 

ALUMNI RELATIONS 
 

 
PURPOSE:  
 
To identify the relationship between the CBNA Alumni and the Development 
and Community Outreach Committee 
 
 
POLICY: 
 
The Board of Trustees recognizes the importance of CBNA Alumni to the current 
and future health of the academy. 
 
It will be the responsibility of the Development and Community Outreach 
Committee to develop and maintain a strong working relationship with CBNA 
Alumni.  This may take many different forms but will be considered a priority by 
the Committee in all of its activities. 
 
 
 
 
 



CBNA Policy #10-3 
Public Relations 
Approved 11/9/05 
Revised 6/10/15 

Coe-Brown Northwood Academy 
Policy 10-3 
 

PUBLIC RELATIONS 
 

 

PURPOSE:  
 
To ensure that the Development and Community Outreach Committee makes 
effective use of public relations opportunities for the Academy. 
 
 
POLICY: 
 
The Board of Trustees recognizes that public relations are an integral part of 
development and fundraising activities. 
 
To that end the Development and Community Outreach Committee will ensure 
that the Work Plan and specific goals for the year will address the need to 
promote the Academy in a positive light to the community, alumni, 
students/parents, faculty and media. 
 
The Chair of the Committee will keep the full Board appraised of public relations 
activities so they can support these activities as appropriate. 
 
 



CBNA Policy #10-4 
Fund Raising 
Approved 11/9/05 
Revised 3/21/12, 6/10/15 

Coe-Brown Northwood Academy 
Policy 10-4 
 

FUND-RAISING 
 

 

PURPOSE:  
 
To ensure that the Development and Community Outreach Committee 
approaches fund raising activities in a manner that is not only effective but 
reflects positively on Coe-Brown Northwood Academy. 
 
POLICY: 
 
The Board of Trustees recognizes that fundraising is a vital and necessary part of 
its job in order to ensure the long-term financial health of the Academy. 
 
The Development and Community Outreach Committee will ensure that the 
Work Plan and specific goals for the year will address the need to generate 
revenue in a number of ways including, but not limited to, annual appeals, 
capital campaigns, in-kind donations, special events and naming opportunities. 
 
The Chair of the Committee will keep the full Board apprised of fund-raising 
activities so they can support and endorse these activities. 
 



CBNA Policy #10-5 
Oversight of the Development Office 
Approved 11/9/05 
Revised 3/21/12, 6/10/15, 5/8/24 

Coe-Brown Northwood Academy 
Policy 10-5 
 
OVERSIGHT OF THE DEVELOPMENT OFFICE 

 
 

PURPOSE:  
 
To ensure that the activities of the Development Office and staff undergo regular 
review in regard to their effectiveness and achievement of goals. 
  
POLICY: 
 
The Development Office and staff are an important part of Coe-Brown 
Northwood Academy and have the ability to significantly impact the public 
perception and financial health of the school. 
 
In order to ensure that the Development Office and staff maintain a focus on the 
established goals and policies of the Academy there will be on-going review by 
both the Headmaster, or designee, and the Development and Alumni Outreach 
Committee of the Board of Trustees. 
 
It will be the responsibility of the Headmaster and Development and Community 
Outreach Committee to establish the specifics of the regular review and 
communicate clearly to the Development Office staff. 
 



CBNA Policy #10-6 
Naming 
Approved 11/9/05 
Revised 1/10/07, 3/21/12, 6/10/15 

Coe-Brown Northwood Academy 
Policy 10-6 
 

NAMING 
 

 
PURPOSE:  
 
To clarify the purpose and role of the Development and Community Outreach 
Committee to use naming of various physical sites of Coe-Brown Northwood 
Academy for recognition and fund raising. 
 
 
POLICY: 
 
The Board of Trustees recognizes the honor that is entailed in naming a part of 
the Academy after someone.  It is also aware of the value of using this option to 
generate and recognize substantial contributions to the school. 
 
As such, the Development and Community Outreach Committee will track areas 
already named, those that could be named and significant contributions by 
individuals or entities.  The Committee will use naming as an opportunity to 
recognize individuals who have attained achievements of extraordinary and 
lasting distinction, to recognize an organization with historical and exceptional 
ties to Coe-Brown Northwood Academy or to recognize benefactors who have 
made substantial financial contributions to the Academy. 
 
When appropriate the Committee will bring forth a recommendation for a new 
naming to the full Board for approval.  The Committee will also ensure the 
appropriate notifications, publicity and signage is completed. 
 
 
 
 



CBNA Policy #10-7 
Publications, Marketing Materials and Activities Parameters 
Approved 11/9/05 
Revised 5/10/06, 3/21/12, 6/10/15 

Coe-Brown Northwood Academy 
Policy 10-7 
 
Publications, Marketing Materials and Activities Parameters 

 
 
PURPOSE:  
 
To clarify the purpose and role of any publications, marketing materials or 
activities developed by the Development office 
 
 
POLICY: 
 
The Board of Trustees recognizes the importance of having a variety of 
publications, marketing materials and activities for use by the Development Office 
in meeting its goals of promoting the Academy and increasing contributions to 
the school. 
 
As such, the Development and Community Outreach Committee will work with 
the Development Director to develop appropriate publications, marketing 
materials and activities.  The decisions as to what information will be covered in 
materials or what individuals or groups will be involved in any activities will be 
the decision of the Director and the Development and Alumni Outreach 
Committee.  Inclusion in any such publications, marketing materials or activities 
will not, in any way, create any understanding or agreement regarding inclusion 
in future materials or activities.  It also does not indicate any implied, formal or on-
going support by the full Board. 
 
 
 
 



CBNA Policy #10-8 
Special Requests 
Approved 8/8/07  
Revised 6/10/15 

Coe-Brown Northwood Academy 
Policy 10-8 
 

Special Requests for Fundraising Projects 
 

 

PURPOSE:  
 
To set the parameters whereby the Development and Community Outreach 
Committee will consider special requests for fundraising projects. 
 
POLICY: 
 
The Development and Community Outreach Committee of the Board of Trustees 
has the responsibility for developing an annual work plan that will delineate the 
priorities that the committee and Director will focus on for the coming year.  This 
is to insure the best use of time and resources in meeting the fundraising goals 
for the academy. 
 
The Committee recognizes that other fundraising activities and opportunities may 
arise during the year and it may be asked to participate or provide support in one 
way or another.  The Committee and Director will take these requests under 
advisement and make an assessment as to whether it fits within the priorities set 
for the year, it can be supported without impeding the accomplishment of 
another established goal and is a reasonable and effective use of the resources of 
the Development Office.  Once a decision has been made the Development 
Director will notify the requesting party. 
 
The decision of the Development and Community Outreach Committee and 
Director will be final. 
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Coe-Brown Northwood Academy 
Policy #10-9 
 
MANAGEMENT OF SCHOLARSHIP DONATIONS  
 
Purpose: 
 
To establish appropriate, effective methods for handling inquiries about and 
actual donations to the Academy for scholarships  
 
POLICY: 
 
The Trustees of Coe-Brown Northwood Academy recognize the importance of 
responding effectively and appropriately to any potential or actual donations to 
the Academy that are made outside of any formal fund drives.  Many of these 
donations are for scholarships and the Board is aware it takes a great deal of time 
to accept, manage, track the monies and select recipients for various scholarships. 
Where appropriate the Development and Community Outreach Committee will 
support scholarship activities. 
 
To this end, it will be the responsibility of the Headmaster and the Dean of 
Student Services to develop and implement procedures to make the best use of 
Academy staff time, while managing the numerous scholarship donations. These 
procedures will include at least the following: 
 
1.   Where appropriate, provide information about alternatives to establishing 

scholarships that will benefit students and effectively provide long-term 
recognition of the person(s) being remembered 

2.  Minimum monetary levels for establishing and maintaining individual 
scholarships to be managed by the Academy. 

3.  A process for combining smaller donations into larger, existing 
scholarships that are managed by the Academy. 

4.  A process for recognizing all those being honored by donations to either 
individual or combined scholarships 

5.  Requirements, if any, for reporting back to donors to any scholarship. 
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