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CODE: STAFF CONDUCT 

Category: Personnel Adopted: 1/7/2020 

File No.: GBEB Revised:  

 
All staff members have a responsibility to familiarize themselves with and abide by the laws and 

regulations of the State as these affect their work, the policies of the School Committee, and the 

procedures designed to implement them. 

 

In the area of personal conduct, the Committee expects that teachers and others will conduct 

themselves in a manner that not only reflects credit to the school district but also sets forth a model 

worthy of emulation by students. 

 

All staff members will be expected to carry out their assigned responsibilities with conscientious 

concern. 

 

Essential to the success of ongoing school operations and the instructional program are the 

following specific responsibilities, which will be required of all personnel: 

1. Faithfulness and promptness in attendance at work. 

2. Support and enforcement of policies of the Committee and their implementing procedures 

and school rules in regard to students. 

3. Diligence in submitting required reports promptly at the times specified. 

4. Care and protection of school property. 

5. Concern for and attention to their own and the school district's legal responsibility for the 

safety and welfare of students, including the need to ensure that students are under 

supervision at all times. 

 

SOURCE: MASC September 2016 

 

LEGAL REFS.: M.G.L. 71:37H; 264:11; 264:14 
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CODE: DRUG-FREE WORKPLACE   

Category: School Committee Adopted: 12/6/94 

File No.: GBEC Revised:  

 

1. The School Committee hereby notifies employees that the unlawful manufacture, distribution, dispensing, 

possession or use of a controlled substance is prohibited in the Southwick-Tolland-Granville Regional 

School District. Violation of such prohibition can lead to dismissal. 

2. An ongoing drug-free awareness program is established to inform employees about: 

 The dangers of drug abuse in the workplace; 

 The Southwick-Tolland-Granville Regional School District’s policy of maintaining a drug-free 

workplace; 

 Any available drug counseling, rehabilitation and employee assistance programs; and 

 The penalties that may be imposed upon employees for drug abuse violations occurring in the 

workplace. 

3. As a condition of continuing employment on a grant, employees will: 

 Abide by the terms of this policy; and 

 Notify the Southwick-Tolland-Granville Regional School District in writing of any criminal drug 

statute conviction for a violation occurring in the workplace (e.g., Southwick-Tolland-Granville 

Regional School District) no later than five (5) calendar days after such conviction. 

4. The Southwick-Tolland-Granville Regional School District will notify the agency granting funds to the 

Southwick-Tolland-Granville Regional School District, in writing, within ten (l0) calendar days after 

receiving notice under sub-paragraph (3) from an employee or otherwise receiving actual notice ‘of such 

conviction. 

5. The Southwick-Tolland-Granville Regional School District will take one of the following actions, within 

thirty (30) calendar days of receiving notice under sub-paragraph(3), with respect to any employee who is 

convicted: 

 Taking appropriate personnel action against such an employee, up to and including termination; 

or 

 Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation 

program approved for such purposes by the federal, state or local health, law enforcement or other 

appropriate agency. 

Each employee engaged in the performance of a grant is given a copy of this policy annually. 
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DRUG-FREE WORKPLACE POLICY 

1. The School Committee hereby notifies employees that the unlawful manufacture, distribution, dispensing, 

possession or use of a controlled substance is prohibited in the Southwick-Tolland-Granville Regional 

School District. Violation of such prohibition can lead to dismissal. 

2. An ongoing drug-free awareness program is established to inform employees about: 

 The dangers of drug abuse in the workplace; 

 The Southwick-Tolland-Granville Regional School District’s policy of maintaining a drug-free 

workplace; 

 Any available drug counseling, rehabilitation and employee assistance programs; and 

 The penalties that may be imposed upon employees for drug abuse violations occurring in the 

workplace. 

3. As a condition of continuing employment on a grant, employees will: 

 Abide by the terms of this policy; and 

 Notify the Southwick-Tolland-Granville Regional School District in writing of any criminal drug 

statute conviction for a violation occurring in the workplace (e.g., Southwick-Tolland-Granville 

Regional School District) no later than five (5) calendar days after such conviction. 

4. The Southwick-Tolland-Granville Regional School District will notify the agency granting funds to the 

Southwick-Tolland-Granville Regional School District, in writing, within ten (l0) calendar days after 

receiving notice under sub-paragraph (3) from an employee or otherwise receiving actual notice ‘of such 

conviction. 

5. The Southwick-Tolland-Granville Regional School District will take one of the following actions, within 

thirty (30) calendar days of receiving notice under sub-paragraph(3), with respect to any employee who is 

convicted: 

 Taking appropriate personnel action against such an employee, up to and including termination; 

or 

 Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation 

program approved for such purposes by the federal, state or local health, law enforcement or other 

appropriate agency. 

6. Each employee engaged in the performance of a grant is given a copy of this policy annually. 

This is to certify that I have received and read the Drug-Free Workplace Policy adopted by the Southwick-

Tolland-Granville Regional School District.  I understand that this acknowledgement and agreement are 

required as condition of continued employment. 

   

Name of Employee  Date 
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EMPLOYEE CONVICTION / DISPOSITION REPORT 

BY LAW, THIS REPORT MUST BE FILED WITH THE SUPERINTENDENT OF SCHOOLS NO LATER 

THAN FIVE (5) DAYS FOLLOWING ANY CONVICTION (INCLUDING PLEAS OF GUILTY, NOLO 

CONTENDERE, OR ANY OTHER DISPOSITION) WHICH DOES NOT RESULT IN AN ACQUITTAL 

OF VIOLATING A CRIMINAL DRUG STATUTE ARISING FROM WORKPLACE CONDUCT. 

FAILURE TO SO REPORT TO THE SUPERINTENDENT WITHIN FIVE (5) DAYS MAKES YOU 

LIABLE TO DISCIPLINARY ACTION, UP TO AND INCLUDING TERMINATION. 

EMPLOYEE NAME:  

SCHOOL:  

POSITION:  DATE HIRED:  

 

I hereby report that I was convicted of, or plead guilty to nolo contendere to, the following violation of a 

criminal drug statute arising from workplace conduct. (Describe violation, when and where it happened): 

 

 

 

This conviction/disposition was entered in the following court at the date shown. 

COURT:  DATE:  

TODAY’S DATE:    

 

I understand that within thirty (30) days of today’s date, the Southwick-Tolland-Granville Regional School 

District must either discipline me, including the possibility of terminating me, or refer me for participation in 

an authorized drug abuse assistance or rehabilitation program. If referred, and accepted by me, I must 

satisfactorily take part in the program to continue m employment in the Regional School District. 

 

DISCIPLINARY ACTION 

 DRUG ABUSE ASSISTANCE OR 

REHABILITATION PROGRAM 

    

   

 SIGNATURE  DATE 
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CODE: ADMINISTRATIVE SEARCH AND INTERVIEWING 

Category: PERSONNEL Adopted: 10/19/93 

File No.: GCA-1  Revised: 3/20/07 

 

 

POSTING: 

A. Inside posting 

B. Newspapers 

 

I. Paper Search Committee: 

A. Composition 

a. Two teachers elected by teachers whenever possible 

b. Two parents selected by a building administrator in consultation with parents’ association 

c. Two school committee members 

d. One administrator selected by the superintendent 

B. The Chairperson of the Paper Search Committee will be appointed by the Superintendent. 

C. Duties: 

a. Review application forms 

b. Review letters of reference 

c. Review teaching and administrative history of candidates 

d. Check certification 

e. Check job description 

D. Procedure: 

The seven member committee will review all applications and each committee member will select 

candidates for interview.  These candidates will be submitted to the chairperson.  The chairperson 

and the Paper Search Committee will review and evaluate all additional information. 

E. The Chairperson will list all candidates as submitted.  The top candidates will be submitted to the 

Superintendent for an interview by the interviewing committee. 

II. INTERVIEWING COMMITTEE 

A. Composition: 

a. Two teachers elected by teachers whenever possible 

b. Two parents selected by a building administrator in consultation with parents’ association 

c. Two school committee members  

d. One administrator selected by superintendent 

B. The superintendent will serve as the chairperson of the Interviewing Team.  The superintendent 

will be a non-voting member. 
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C. Interviews: 

1. The interviews will be approximately 45 minutes 

2. The members of the Interviewing Committee will individually grade the candidates from 1 

to 10 in 10 different areas of school administration. 

3. The chairperson will compile in the presence of the committee all of the grades for the 

individual candidates. 

4. After the grades have been compiled the interviewers will have an opportunity to discuss the 

pros and cons of the individual candidates. 

5. The names of the top three candidates will be submitted to the superintendent.  Whenever 

possible or necessary the superintendent and the chairperson of the Paper Search Committee 

will visit the home district of the candidate. 

6. If an assistant principal is to be appointed, the superintendent will consult with the principal 

before an appointment is made. 

7. If the superintendent chooses to make a recommendation outside of the top three candidates, 

he/she will reconvene the Interviewing Committee before a final appointment is made. 

8. In all administrative positions the superintendent will inform the school committee before 

the appointment is made. 

III. SPED DIRECTOR 

The appointment of a SPED Director will follow the same procedure, except that the Interviewing 

Committee will consist of the following: 

A. Two SPED teachers selected by SPED teachers K-12 whenever possible. 

B. Two parents selected by the superintendent 

C. Two school committee members 

D. Principal: 

1. STRHS 

2. PMMS 

3. WES 

E. Guidance Director 

The Superintendent will be the chairperson. 
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CODE: MASSACHUSETTS MATERNITY LEAVE 

Category: PERSONNEL Adopted: 5/21/2013 

File No.: GCCBC  Revised:  

 

 

I. Administrative Policy 

 

It is the Administrative Policy of the Southwick-Tolland-Granville Regional School Committee to 

implement and administer the provisions of the Massachusetts Maternity Leave Act.  This law is 

intended to balance the demands of the workplace with the needs of the family, promote stability 

and economic security of families, promote national interests in preserving family integrity and 

entitle employees to take reasonable leaves for qualifying reasons. 

 
II. Definitions 

 

Eligible Employees:  An employee who has worked in a full-time position for three consecutive 

months is covered by the MMLA. 

 

Qualifying events:  The leave is for the time period immediately after childbirth or adoption.   

 

Length of Leave:  The leave entitlement under the MMLA is 8 weeks for each child birth or 

adoption.  If twins are born or there are 2 adoptions then the entitlement is up to 8 weeks for each 

child.  Therefore, in the above circumstances, the employee would be entitled to up to 16 

consecutive weeks of leave. 

 

Leave for FMLA and MMLA will run and be determined concurrently.  Leave under this policy 

runs concurrently with workers’ compensation leave when the work-related injury qualifies as a 

serious health condition and maternity leave under M.G.L c. 149, § 105D. 

 
III. Procedure 

 

Notice Requirement:  An employee is required to give at least two weeks’ notice of her anticipated 

date of departure and intention to return. 

 
IV. Effect of Benefits 

 

A. An employee granted a leave under this policy will continue to be covered under the 

District’s group health insurance plans and life insurance plans under the same conditions as 

coverage would have been provided if he/she had been continuously employed during the 

leave period. 

 

B. Employee contributions will be required either through payroll deduction or by direct 

payment to the Business Office.  The employee will be advised in writing at the beginning of 
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the leave as to the amount and method of payment.  Employee contribution amounts are 

subject to change in rates that occur while the employee is on leave. 

 

C. If an employee’s contribution is more than 30 days late, the Business Office may terminate 

the employee’s insurance coverage.  A written notification of intent to terminate coverage 

will be sent to the employee by certified mail at least five business days prior to said 

termination date. 

 

D. If the employee fails to return from maternity leave, the District may seek reimbursement 

from the employee for the portion of the premiums it paid on behalf of that employee (also 

known as the employer contribution) during the employee’s leave. 

 

E. An employee is not entitled to seniority or benefit accrual during periods of unpaid leave, 

but will not lose any seniority or accrued benefits earned prior to the leave. 

 

F. Under an MMLA leave the employee has the option of using available accrued paid time, or 

being placed in an unpaid leave status for the duration of the leave. 

 
V. Job Protection 

 

A. If the employee returns to work within the 8 weeks of the maternity leave, he/she will be     

reinstated to his/her former position or an equivalent position with equivalent pay, benefits,  

     status and authority. 

 

B. The employee’s restoration rights are the same as they would have been had the employee 

not been on leave.  Thus, the employee will be subject to any pay or benefit reductions or 

other adverse actions, including layoff, that he or she would have experienced if he or she 

had not taken leave under this policy.   

 

C. If the employee fails to return after a maternity leave, the employee may be terminated, 

unless reinstated to his/her same or similar position, in accordance with applicable laws, 

other leave-related policies, and/or appropriate bargaining unit contract language. 

 

VI. Paternity Leave 

 

Male employees are entitled to unpaid leave in accordance with the terms of this policy.   
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CODE: EMPLOYEE FAMILY AND MEDICAL LEAVE 

Category: PERSONNEL Adopted: 10/20/09 

File No.: GCCC  Revised:  

 

 

The Southwick-Tolland-Granville Regional School District shall comply with the mandatory provisions of the Family 

and Medical Leave Act of 1993.  The Superintendent shall ensure compliance with those regulations either personally or 

by delegation, or by some combination of personal oversight and delegation. 

 

 

 

 

 

 

 

 

LEGAL REFS.: P.L. 103-3, “Family and Medical Leave Act of 1993.” 

  P.L. 110-181, “National Defense Authorization Act” 
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CODE: FAMILY AND MEDICAL LEAVE 

Category: PERSONNEL Adopted: 10/20/09 

File No.: GCCC-E  Revised:  

 

A. Leave without Pay 

1. Employees may take leave without pay when they have exhausted their leave benefits and need 

additional leave to cover personal illness; the illness of a spouse, child, or parent; the birth or adoption 

of a child; for any “qualifying exigency” arising out of the fact that the employee’s spouse, son, 

daughter, or parent is on active duty, or has been notified of an impending call or order to active duty as 

a member of the National Guard or Reserves, in support of a contingency operation; or to care for a 

covered service member with a serious injury or illness if the employee is the servicemember’s spouse, 

son, daughter, parent, or next of kin. 

2. An employee is not entitled to leave without pay unless: 

a. that employee has been employed for at least twelve (12) months by the School  Committee* and 

b. that employee has worked at least 1250 hours in the previous 12 month period or has a salaried 

position of at least .5 F.T.E.s 

* While the twelve (12) months of employment need not be consecutive, employment periods prior 

to a break in service of seven (7) years or more need not be counted unless the break is occasioned 

by the employee’s fulfillment of his/her National Guard or Reserve military obligation (as 

protected under the Uniformed Services Employment and Reemployment Rights Act (USERRA)), 

or a written agreement, including a collective bargaining agreement, exists concerning the 

employer’s intention to rehire the employee after the break in service. 

 3. Extent of leave: 

  a. An eligible employee may take up to twelve weeks (or twenty-six (26) weeks if leave to care for a 

covered servicemember with a serious injury or illness is also used) of leave total during a twelve 

(12) month period, including any paid leave used.  The employee must exhaust all sick leave as per 

contract, available paid vacation leave and personal leave before being entitled to take leave 

without pay. 

 4. Definitions: 

  a. "Child" means a son or daughter, whether biological adopted, foster child, a stepchild, legal ward 

or child to whom the employee stands in loco parentis, if the child is either under the age of 

eighteen (18) years or is incapable of self-care because of a mental or physical disability. 

  b. "Health care provider” means a doctor of medicine or osteopathy who is authorized to practice 

medicine or surgery by the state where the doctor practices, or any person determined by the 

Secretary of Labor to be capable of providing health care services. 

  c. "Intermittent Leave" means leave taken in whole day periods but less than a whole work week. 

  d. "Parent" means a biological parent of an employee or an  individual who stood in loco parentis 

to an employee when the employee was a child. 

  e. "Reduced leave schedule" means a leave schedule that reduces the usual number of hours per work 

week, or hours per workday, of an employee. 

  f. "Serious health condition" means an illness, injury, impairment,  or physical or mental condition 

which involves either 
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   (1) inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility, 

including any period of incapacity (i.e., inability to work, attend school, or perform other regular 

daily activities) or subsequent treatment in connection with such inpatient care;  

                                  or 

   (2) continuing treatment by a health care provider, which includes: 

(a) A period of incapacity lasting more than three (3) consecutive, full calendar days, 

and any subsequent treatment or period of incapacity relating to the same condition, that 

also includes: 

a. treatment two (2) or more times by or under the supervision of a health care 

provider (i.e., in-person visits, the first within seven (7) days and both within 

thirty (30) days of the first day of incapacity); or 

b. one (1) treatment by a health care provided (i.e., an in-person visit within seven 

(7) days of the first day of incapacity) with a continuing regimen of treatment 

(e.g., prescription medication, physical therapy); or 

(b) Any period of incapacity related to pregnancy or for prenatal care.  A visit to the health 

care provider is not necessary for each absence; or 

(c) Any period of incapacity or treatment for a chronic serious health condition which 

continues over an extended period of time, requires periodic visits (at least twice a year) 

to a health care provider, and may involve occasional episodes of incapacity.  A visit to a 

health care provider is not necessary for  absence; or 

(d) A period of incapacity that is permanent or long-term due to a condition for which 

treatment may not be effective.  Only supervision by a health care provider is required, 

rather than active treatment; or 

(e) Any absences to receive multiple treatments for restorative surgery or for a condition 

that would likely result in a period of incapacity of more than three (3) days if not 

treated. 

  g. "Spouse" means a husband or wife, as defined by state law. 

  h. "Twelve Month Period" the preceding twelve-month period from when the leave commences. 

B. Types of Leave without Pay 

 1. Personal Medical Leave without Pay:  The Superintendent may grant a medical leave of absence without 

pay to an employee who, because of a serious health condition is unable to perform the functions of his 

or her job. 

  a. An employee must exhaust all available sick leave before taking leave without pay. 

  b. Medical Certification: 

   (1)  The Superintendent may require a medical certification from the employee's health care 

provider, stating— 

i. the date on which the health condition began,  

ii. the probable duration of the condition, 

iii. the appropriate medical facts within the health care provider's knowledge regarding 

the condition, 

iv. a statement that the employee is unable to perform the functions of his/her job. 

   (2) If the Superintendent has reason to doubt the validity of the medical certification provided by 

the employee's health care provider, he or she may require, at the School Committee's 

expense, a second opinion.  The employee must obtain the opinion of the School Committee's 

designated health care provider concerning the information in b., above. 

The health care provider giving the second opinion may not be a person regularly employed 

by the School Committee. 
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   (3) If the second opinion conflicts with the first, the School Committee may require, at the 

School Committee's expense, a third opinion.  The third health care provider's opinion shall 

be final and binding on the School Committee and the employee. 

   (4) The Superintendent may require an employee on medical leave without pay to provide 

medical certifications at reasonable intervals.   

  c. If the necessity for leave is foreseeable based on planned medical treatment, the employee— 

   (1) shall make a reasonable effort to schedule the treatment so as not to disrupt unduly the 

operations of the school, subject to the approval of the employee's health care provider. 

   (2) shall give the employee's supervisor at least thirty (30) days' notice, before the date the leave 

is to begin, of the employee's intention to take personal medical leave without pay, except 

that if the date of treatment requires the leave to begin in less than thirty (30) days, the 

employee shall provide such notice as practicable. 

  d. If the necessity for leave is foreseeable less than thirty (30) days in advance, the  

   employee must provide notice as soon as practicable – generally, either the same or  

   next business day. 

  e. If the necessity for leave is not foreseeable, the employee must provide notice to the  

   employer as soon as practicable under the facts and circumstances of the particular  

   case.  Absent unusual circumstances, employees must comply with the employer’s  

   usual and customary notice and procedural requirements for requesting leave. 

  f. The employee may take intermittent leave or take leave on a reduced leave schedule when 

medically necessary. 

  g. Before the employee may resume work, the employee must present his or her supervisor with 

written medical certification from the employee's health care provider that the employee is able to 

resume work.  If reasonable safety concerns exist, the School Committee may, under certain 

circumstances, require such a certification for employees returning from intermittent FMLA leave.  

 2. Family Medical Leave without Pay:  The Superintendent may grant a medical leave of absence without 

pay to an employee who needs the time off to care for the employee's spouse, child or parent, if the 

spouse, child or parent has a serious health condition. 

  a. Medical Certification 

   (1) The School Committee may require a medical certification from the health care provider for 

the spouse, child, or parent, as the case may be, stating -  

i. the date on which the health condition began, 

ii. the probable duration of the condition, 

iii. the appropriate medical facts within the health care provider's knowledge regarding 

the condition, 

iv. that the employee is needed to care for the spouse, child, or parents, as the case may 

be, and an estimate of the amount of time that such employee is needed to care for 

the spouse, child, or parent. 

   (2) If the School Committee has reason to doubt the validity of the medical certification provided 

by the employee’s health care provider, he or she may require, at the School Committee's 

expense a second opinion. The employee must obtain the opinion of the School Committee's 

designated health care provider concerning the information in b., above. The health care 

provider giving the second opinion may not be a person regularly employed by the School 

Committee.   
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   (3) If the second opinion conflicts with the first, the School Committee may require, at the 

School Committee’s expense, a third opinion.  The third provider’s opinion shall be final and 

binding on the School Committee and the employee. 

   (4) The Superintendent may require an employee on medical leave without pay to provide 

medical certification at reasonable intervals. 

  b. If the necessity for leave is foreseeable based on planned medical treatment, the employee— 

   (1) Shall make a reasonable effort to schedule the treatments so as not to disrupt unduly the 

operations of the school, subject to the approval of the health care provider for the spouse, 

child, or parent of the employee, as the case may be, and 

   (2) Shall give the employee's supervisor at least thirty (30) days notice, before the date the leave 

is to begin, of the employee's intention to take family medical leave without pay, except that 

if the date of the treatment requires the leave to begin in less than thirty days, the employee 

shall provide such notice as practicable. 

  c. If the necessity for leave is foreseeable less than thirty (30) days in advance, the  

   employee must provide notice as soon as practicable – generally, either the same or  

   next business day. 

  d. If the necessity for leave is not foreseeable, the employee must provide notice to the  

   employer as soon as practicable under the facts and circumstances of the particular  

   case.  Absent unusual circumstances, employees must comply with the employer’s  

   usual and customary notice and procedural requirements for requesting leave. 

  e. the employee may take intermittent leave or take leave on a reduced leave schedule when 

medically necessary. 

 3. Parental Leave without Pay:  An employee may take parental leave without pay within one year of the 

birth of the child in order to care for that child.  An employee may take parental leave without pay within 

one year of the placement of a child with the employee for adoption or foster care. 

  a. When the need for parental leave without pay is foreseeable based on expected birth  

   or placement, the employee shall give his or her supervisor at least thirty (30) days'  

   notice before the date the leave is to begin.  If the date of the birth or placement  

   requires leave to begin in less than thirty days, the employee shall provide such  

   notice as is practicable. Absent unusual circumstances, employees must comply with  

   the employer’s usual and customary notice and procedural requirements for  

   requesting leave. 

  b. An employee taking parental leave without pay may not take intermittent leave or   

   work on a reduced leave schedule without the express consent of the Superintendent in writing. 

 

4. Qualifying Exigencies Leave Without Pay:  An employee may take leave without pay for  

  qualifying exigencies arising out of the fact that the employee’s spouse, son, daughter, or  

  parent is on active duty or call to active duty status as a member of the National Guard or  

Reserves in support of a contingency operation.  Qualifying exigency leave is not available to family 

members of military members in the Regular Armed Forces.  A qualifying exigency is defined as: (1) 

Short-notice deployment (i.e., deployment on seven or less days of notice) for a period of seven days 

from the date of notification; (2) Military events and related activities; (3) Childcare and school 
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activities; (4) Financial and legal arrangements; (5) Counseling; (6) Rest and recuperation; (7) Post-

deployment activities; and (8) Additional activities not encompassed in the other categories, but agreed 

to by the employer and employee.  

a. Certification 

(1)  Leave for a qualifying exigency must be supported by a copy of the covered military 

member’s active duty orders and certification providing the appropriate facts related to the 

particular qualifying exigency for which leave is sought, including contact information if the 

leave involves meeting with a third party.  A second and third opinion and recertification are 

not permitted for certification of a qualifying exigency.  The employer may contact the 

individual or entity named in a certification of leave for a qualifying exigency for purposes of 

verifying the existence and nature or the meeting. 

b. An employee must provide notice of the need for foreseeable leave due to a  

qualifying exigency as soon as practicable.  When the need is not foreseeable, the employee must 

provide notice to the employer as soon as practicable under the facts and circumstances of the 

particular case.  Generally, it should be practicable to provide notice for unforeseeable leave 

within the time prescribed by the employer’s usual and customary notice requirements. 

c. Leave may be taken intermittently for a qualifying exigency. 

5. Care for Service Member Leave Without Pay:  An employee who is a spouse, son,  

  daughter, parent, or next of kin of a current member of the Armed Forces, including a  

  member of the National Guard or Reserves, with a serious injury or illness may take leave  

  without pay for up to a total of twenty-six (26) workweeks during a single twelve (12)  

  month period to care for the servicemember. 

A covered servicemember is a current member of the Armed Forces, including a member of the National 

Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in 

outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or illness.  A 

serious injury or illness is one that was incurred by a servicemember in the line of duty on active duty 

that may render the servicemember medically unfit to perform the duties of his or her office, grade, rank, 

or rating.  The “single 12-month period” for leave to care for a covered servicemember with a serious 

injury or illness begins on the first day the employee takes leave for this reason and ends 12 months 

later, regardless of the 12 month period established by the employer for other types of FMLA leave.  An 

eligible employee is limited to a combined total of 26 workweeks of leave for any FMLA-qualifying 

reason during the “single 12-month period.” (Only 12 of the 26 weeks total may be for a FMLA-

qualifying reason other than to care for a covered servicemember). 

a. Medical Certification 

(1) Leave to care for a covered servicemember with a serious injury or illness must be 

supported by a certification completed by an authorized health care provider or by a 

copy of an Invitational Travel Order (ITO) or Invitational Travel Authorization (ITA) 

issued to any member of the covered servicemember’s family.  Second and third 

opinions and recertification are not permitted.  The employer may use a health care 

provider, a human resource professional, a leave administrator, or a management official 

– but not the employee’s direct supervisor – to authenticate or clarify a medical 

certification of a serious injury or illness, or an ITO or ITA. 
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b. Employees seeking to use military caregiver leave must provide 30 days advance notice of the 

need to take FMLA leave for planned medical treatment for a serious injury or illness of a 

covered servicemember.  If leave is foreseeable, but 30 days advance notice is not practicable, the 

employee must provide notice as soon as practicable – generally, either the same or next business 

day.  When the need is not foreseeable, the employee must provide notice to the employer as soon 

as practicable under the facts and circumstances of the particular case.  Generally, it should be 

practicable to provide notice for unforeseeable leave within the time prescribed by the employer’s 

usual and customary notice requirements. 

 

c. Leave may be taken intermittently whenever medically necessary to care for a covered 

servicemember with a serious injury or illness.  When leave is needed for planned medical 

treatment, the employee must make a reasonable effort to schedule treatment so as not to unduly 

disrupt the employer’s operation. 

C. Special Rules 

 1. Rules Applicable to Instructors in Periods Near the Conclusion of the Academic Term: 

  The following rules apply to any employee who takes leave without pay under this policy and who is 

employed principally in an instructional capacity. 

  a. If leave without pay begins more than five weeks before the end of an academic term, the 

principal may require the employee to continue taking leave until the end of that academic term, 

if-- 

   (1) the leave is of at least three weeks duration, and  

   (2) the return to work would occur during the three-week period before the end of the academic 

term. 

  b. If leave because of the birth of a son or daughter; leave because of the placement of a son or 

daughter for adoption or foster care; leave taken to care for a spouse, parent, or child with a 

serious health condition; or leave taken to care for a covered servicemember without pay begins 

within five weeks before the end of an academic term, the principal, may require the employee to 

continue taking leave until the end' of that term, if-- 

   (1) the leave is of at least two weeks duration, and 

   (2) the return to work would occur during the two-week period before the end of the academic 

term. 

  c. If leave because of the birth of a son or daughter; leave because of the placement of a son or 

daughter for adoption or foster care; leave taken to care for a spouse, parent, or child with a 

serious health condition; or leave taken to care for a covered servicemember without pay begins 

within three weeks before the end of an academic term the principal may require the employees to 

continue taking leave until the end of that term, if the leave is for more than five working days. 

  d. The extended leave is counted against the teacher's FMLA allotment.  If the teacher's FMLA 

allotment expires during the extension, the additional time is nevertheless deemed FMLA leave. 

 2. Intermittent Leave and Reduced Leave Schedules: 
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  a. If the intermittent leave or reduced leave schedule is foreseeable based on planned medical 

treatment, the Superintendent may require the employee to transfer temporarily to an available 

alternate position— 

   (1) which is offered by the Superintendent, 

   (2) for which the employee is qualified, 

   (3) which has equivalent pay and benefits, and 

   (4) which better accommodates recurring periods of leave than  the regular employment 

position of the employee. 

  b. If a teacher does not give the School Committee the required thirty (30) days notice for 

intermittent leave or a reduced leave schedule which is foreseeable, he or she must delay the 

taking of leave until the notice provision is met. 

  c. If a teacher takes intermittent leave or a reduced leave schedule which is for more than 20% of the 

normal working days over the period of the leave, that teacher must instead take the entire period 

as FMLA leave. 

 3. Benefits during Leave: 

  a. While the employee is on leave, the Southwick-Tolland-Granville Regional School District shall 

maintain coverage of that employee under its group health plan at the level and under the 

conditions which would have been provided if the employee had continued in employment 

instead of being on leave. 

  b. If the employee normally had a monthly payment to that plan, the employee must make that 

monthly payment.  If the employee fails to make such payments, the Southwick-Tolland-Granville 

Regional School District shall, if possible, continue the benefits at the reduced rate.  If such a 

reduced rate is not possible, then the employee shall be excluded from the group health plan. 

 4. Employment and Benefits upon Return to Work: 

  a. Any employee who takes leave under this Policy for the intended purpose of the leave shall be 

entitled, on return from leave-- 

   (1) to be restored to his or her former job, or 

   (2) to be placed in an equivalent position with equivalent benefits, pay, and other terms and 

conditions of employment. 

  b. The taking of leave under this policy shall not result in the loss of any employment benefit 

accrued before the date on which the leave began, nor be counted against the employee under a 

“no fault” attendance policy.  If a bonus or other payment, however, is based on the achievement 

of a specified goal such as hours worked, products sold, or perfect attendance, and the employee 

has not met the goal due to FMLA leave, payment may be denied unless it is paid to an employee 

on equivalent leave status for a reason that does not qualify as FMLA leave. 
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 c. No employee shall accrue seniority or employment benefits during any period of leave, nor shall 

the employee be entitled to any right, benefit, or position of employment other than those to 

which the employee would have been entitled if the employee had not taken the leave.  This 

policy does not change the legal status of probationary teachers or the Superintendent's authority 

under M.G.L. Chapter 71, sec. 41 and 42. 

 5. Failure to Return from Leave:  The Southwick-Tolland-Granville Regional School District may recover 

the premium which it paid for maintaining coverage of the employee under its group health plan during 

the employee's unpaid leave under this policy if-- 

  a. the employee fails to return from unpaid leave under this policy after the period of leave to which 

the employee is entitled has expired; and 

  b. the employee fails to return to work for a reason other than-- 

   (1) the continuance, recurrence, or onset of a serious health condition which would entitle the 

employee to personal or family medical leave without pay, or 

   (2) other circumstances beyond the control of the employee.     

 6. Prohibited Acts: 

  a. No employee of the Southwick-Tolland-Granville Regional School District shall interfere with, 

restrain, or deny the exercise of or the attempt to exercise any right provided under this title. 

  b. No employee of the Southwick-Tolland-Granville Regional School District shall discriminate 

against any individual for opposing any practice contrary to this policy. 

  c. No employee of the Southwick-Tolland-Granville Regional School District shall discriminate 

against any individual for: 

   (1) filing any charge, instituting or causing to be instituted any proceeding, under or related to 

this policy, 

   (2) giving, or being about to give, any information in connection with any inquiry or proceeding 

relating to any right provided under this policy, or 

   (3) testifying, or being about to testify, in any inquiry or proceeding relating to any right 

provided under this policy. 

 

LEGAL REFS.: P.L. 103-3 "Family and Medical Leave Act of 1993" 

29 U.S.C. S 2601 et seq. 

Department of Labor Regulations, 29 C.P.R. Part 825 

Va Code S 22.1-303. 

P.L. 110-181, “National Defense Authorization Act”     
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CODE: DOMESTIC VIOLENCE LEAVE 

Category: PERSONNEL Adopted: 2/10/15 1st Reading 

File No.: GCCD  Revised:  

 

 

 

It shall be the policy of the school district to permit an employee to take up to 15 days of domestic 

violence leave from work in any 12 month period. In order to be eligible for said leave:  

 

(i) the employee , or a family member of the employee must be a victim of abusive behavior;  

(ii) the employee must be using the leave from work to seek or obtain medical attention, 

counseling, victim services or legal assistance; secure housing; obtain a protective order 

from court; appear before a grand jury; meet with a district attorney or other law 

enforcement official; or attend child custody proceedings or address other issues directly 

related to the abusive behavior against the employee or family member of the employee; 

and  

(iii) the employee must not be the perpetrator of the abusive behavior against such employee’s 

family member.  

 

The employer shall have the sole discretion to determine whether this leave shall be paid or unpaid. 

An employee seeking such leave shall exhaust all annual or vacation leave, personal leave and sick 

leave available to the employee, prior to requesting or taking domestic violence leave, unless the 

employer waives this requirement.  

 

Except in cases of imminent danger to the health or safety of an employee, advanced notice of 

domestic violence leave shall be required. If such imminent danger exists the employee shall notify 

the employer within 3 workdays that the leave was taken. The notification may be communicated to 

the employer by the employee, a family member of the employee or the employee’s counselor, 

social worker, health care worker, member of the clergy, shelter worker, legal advocate or other 

professional who has assisted the employee in addressing the effects of the abusive behavior. If an 

unscheduled absence occurs, an employer shall not take any negative action against the employee if 

the employee, within 30 days from the unauthorized absence or within 30 days from the employee’s 

last unauthorized absence in the instance of consecutive days of unauthorized absences, provides 

any of the documentation found in (1) to (7) below. An employer may require documentation that 

the employee or employee’s family member has been a victim of abusive behavior and that the 

leave is consistent with clauses (i) to (iii) as above referenced; provided, however, that an employer 

shall not require an employee to show evidence of an arrest, conviction or other law enforcement 

documentation for such abusive behavior.  The documentation shall be provided to the employer 

within a reasonable period after the employer requests it.  

 

An employee shall satisfy this documentation requirement by providing anyone of the following 

documents to the employer: 
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(1) a protective order, order of equitable relief or other documentation issued by a court of 

competent jurisdiction as a result of abusive behavior against the employee or employee’s 

family member;  

 

(2) a document under the letterhead of the court, provider or public agency which the 

employee attended for the purposes of acquiring assistance as it relates to the employee or 

family member;  

 

(3) A police report or statement of a victim or witness provided to police documenting the 

abusive behavior; 

 

(4) documentation that the perpetrator of the abusive behavior has admitted to sufficient 

facts to support a finding of guilt ; or has been convicted of , or has been adjudicated a 

juvenile delinquent by reason of any offense constituting abusive behavior;  

 

(5) medical documentation of treatment as a result of the abusive behavior; 

 

(6) a sworn statement, signed under the penalties of perjury, provided by a counselor, social 

worker, health care worker, member of the clergy, , shelter worker, legal advocate or other 

professional who has assisted the employee in addressing the effects of the abusive 

behavior;  

 

(7) a sworn statement, signed under the penalties of perjury, from the employee attesting that 

the employee has been a victim of or is a family member of a victim of abusive behavior. 

 

All information related to the employee’s leave shall be kept confidential and shall not be disclosed, 

except to the extent that disclosure is:  

 

(i) requested or consented to, in writing, by the employee;  

(ii) ordered to be released by a court of competent jurisdiction;  

(iii) otherwise required by applicable federal or state law;  

(iv) required in the course of an investigation authorized by law enforcement, including, but 

not limited to, an investigation by the Attorney General; or  

(v) necessary to protect the safety of the employee or others employed at the workplace. 

 

The Superintendent shall ensure that notice is provided to all employees in the next school year and 

beyond by appropriately amending the district’s employee handbooks, by whatever title they may be 

known, or by direct notice about the Domestic Violence Law and securing the employees signature 

acknowledging receipt of the handbook/notice. The Superintendent shall be responsible for 

notifying all current employees, unless they have been notified through the handbook, of this policy 

in a manner that he/she deems appropriate. 
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 No employer shall coerce, interfere with, restrain or deny the exercise of, or any attempt to 

exercise, any rights provided herein or to make leave requested or taken contingent upon whether or 

not the victim maintains contact with the alleged abuser. No employer shall discharge or in any 

other manner discriminate against an employee for exercising the employee’s rights under law. The 

taking of domestic violence leave shall not result in the loss of any employment benefit accrued 

prior to the date of such leave. Upon the employee’s return from such leave, he/she shall be entitled 

to restoration to the employee’s original job or to an equivalent position. Definitions of ‘abuse”, 

“abusive behavior”, “domestic violence”, “employees” and  “family members” may be found in the 

laws referenced below. 

 

 

SOURCE:  MASC October 2014 

 

 

 

LEGAL REF.:  M.G.L. 149:52E; Section 10 Chapter 260 of the Acts of 2014 

 

NOTE: The School Committee should seek the advice of counsel, deliberate, and determine 

whether or not to change the following language in the first paragraph as the School 

Committee, in consultation with the Superintendent, may choose to 1) make this type of leave 

paid or unpaid, and 2) make an employee exhaust other leave options or not: 

 

“The employer shall have the sole discretion to determine whether this leave shall be paid or 

unpaid. An employee seeking such leave shall exhaust all annual or vacation leave, personal 

leave and sick leave available to the employee, prior to requesting or taking domestic violence 

leave, unless the employer waives this requirement.” 

 

Additionally, the statute does not require that employers with less than 50 employees provide 

this leave. 
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CODE: PROFESSIONAL STAFF CERTIFICATION 

    

Category: PERSONNEL Adopted: 12/10/10 

File No.: GCFC  Revised:  

 

 

Pursuant to M.G.L., Chapter 71, s.38G, no person shall be eligible for employment as a teacher or 

professional support personnel or administrator unless he/she has been granted by the 

Commissioner an educator license with respect to the type of position for which he/she seeks 

employment. 

State and federal regulations also require that all school districts ensure that highly qualified and 

fully licensed educators serve as teachers for our students.  The Education Reform Act also requires 

teachers to renew their licenses on a pre-determined schedule.  All licenses issued by the 

Massachusetts Department of Elementary and Secondary Education define and record the expiration 

date.  From the date that this policy is adopted by the Southwick-Tolland-Granville Regional School 

District Committee, all professional staff must complete the renewal of appropriate licensure prior 

to the expiration date on their license and submit evidence of appropriate licensure to the 

Superintendent’s office.  Many professional staff members have June expiration dates due to the 

statewide initiation of this requirement. These staff members must submit evidence of a renewed 

license to the Superintendent’s office prior to the end of the academic year.  For professional staff 

with expiration dates that occur in other months, evidence of a renewed license must be submitted 

prior to the expiration date.  For continued employment in the next, or subsequent school year, 

evidence of licensure must be submitted prior to June 30.   

 

While the Superintendent’s office will continue to maintain records of licensure and renewal dates 

consistent with required data management, it is the responsibility of the teachers to complete the 

renewal process in a timely manner.  Failure to submit evidence of licensure according to the 

timeframe delineated in this policy will result in termination of employment. 

 

 

Legal Ref.:  M.G.L. Chapter 71, s. 38G 

  603 CMR 7.14(9) 

  603 CMR 7.00 



CODE: SUBSTITUTE TEACHER EMPLOYMENT 

 

Category: PERSONNEL      Adopted:  2/5/08 

File No.: GCG       Revised:  12/15/2020 

 

 

The school system will employ as substitute teachers, to the extent possible, persons who meet the 

requirements for teacher appointments and will assign teachers substitute teaching positions on the 

basis of their areas of competence. When the supply of potential substitutes in a particular subject area 

is too limited to meet school department needs, there will be active recruitment for substitutes in those 

areas.  All substitute teachers will be expected to provide educational services, rather than to assume 

merely a student-supervisory role. They will be provided with as much support as possible by building 

administrators and teachers. 

 

The purpose of this policy is to outline the conditions of compensation for daily and long-term 

substitutes employed in this school district. A primary goal is to provide a fair and equitable standard 

which will attract and retain qualified substitute personnel. Inherent in this policy is the assumption 

that teacher substitutes, with the support of regular staff and supervisors will provide an instructional 

program of quality within the normal constraints of a temporary assignment. 

 

DAILY SUBSTITUTES:  Daily substitutes shall be compensated at the daily substitute rate. Half-day 

substitutes shall be compensated at 50% of the daily substitute rate. No regular fringe benefits (e.g. 

health insurance, dental insurance, life insurance, or paid sick days) shall be included. 

 

LONG TERM SUBSTITUTE: The long term substitute teacher is any person assigned to fill a 

temporary vacancy anticipated to be more than twenty (20) consecutive school days and serves 

continuously in the same assignment. One (1) occurrence of sick or emergency absence should 

not be considered a break in service unless it lasts for three (3) or more consecutive days.  

 

Compensation shall be at the daily substitute rate for the first twenty (20) consecutive work 

days. Beginning with the twenty-first (21st) consecutive work day, compensation shall be at sixty 

percent (60%) of the current B1 rate established in the teachers’ contract, retroactive to the first 

(1st) day of the assignment. Beginning with the ninety-first (91st) day, compensation shall be at 

the current B1 rate established in the teachers’ contract.  

 

Employee benefits (e.g. health insurance, dental insurance, life insurance, and paid time off) will 

be available to long term substitutes after the required amount of service as listed below.  

Accrued paid time off is not to be carried over for use in subsequent assignments. 

 

ONE SCHOOL YEAR – LEAVE OF ABSENCE:  If the Superintendent or School Committee grants a 

leave of absence in advance to an employee covered by the collective bargaining agreement between 

the Southwick-Tolland-Granville Regional School Committee and the Southwick-Tolland-Granville 

Education Association for a period of one full school year, the full-year substitute shall be offered a 

contract of one school year duration only with all responsibilities of a teacher. Compensation shall be 

at the B1 rate of the teachers’ contract. Employee benefits (e.g. health insurance, dental insurance, life 

insurance or paid time off) will be available to long term substitutes after the required amount of 

service as listed below. 

 

  



BENEFITS    DESCRIPTION 

 

Sick Days One (1) day per month – beginning after the first full month 

of service, to be credited at the end of each month. 
 

Personal Day One (1) day on the ninety-first (91st) consecutive day of 

service. 
 

Bereavement Up to five (5) days for the death of a spouse, child or parent. Up 

to three (3) days for the death of a substitute’s grandparent, 

father-in-law, mother-in-law, brother-in-law, sister-in-law, or 

any other person living in the employee’s residence. These days 

would be deducted from the substitute’s available sick days. 

 

Medical Benefits Substitutes working twenty (20) hours or more per week are 

eligible for medical and/or dental benefits after three (3) 

consecutive months of service. 
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Administrators 
 
The nature of the duties and responsibilities of administrators and supervisors will require their 
hours of work to vary and extend as necessary to fulfill the requirements of their positions. 
 
During the course of their contract year, all administrators will be expected to work during the hours 
and on the days that the superintendent's office is open unless special scheduling arrangements have 
been made with the superintendent.  On days schools are closed because of bad weather or other 
emergencies, all staff members except those who work only on teacher work days are required to 
report to work as soon as they are able to do so. 
 
The working year for administrators will be established individually through their contracts.   
 
Teachers 
 
Generally, the working day for teachers will be determined by the hours established for students.  
There will be the same seven (7) hour continuous work day for all teachers located in the same 
building, except where otherwise provided. 
 
SCHOOL HOURS:  Southwick-Tolland Regional High School  7:30 – 2:30 
    Powder Mill Middle School    8:05 – 3:05 
    Woodland Elementary School   8:40 – 3:40 
 
Teachers may leave the last school day of each week as soon after closing as possible provided 
his/her students have been cared for, plans for the next day are completed and details are in proper 
order.  
 
Teachers may mutually agree with principals, subject to the approval of the superintendent, to 
adjust reporting and leaving times to accommodate special supervision, meetings, or other special 
demands on a teacher’s time. 

 
Every effort will be made by the administration to provide a uniform work day for teachers at the 
various levels. 
 
The working year for teachers will be established in connection with the committee's adoption of 
the school calendar. 
 
 
Adoption date:  January 1996 
 
LEGAL REF.:   M.G.L. 71:80 
 
SOURCE: MASC Policy 
 
CONTRACT REF.:   Teachers' Contract 
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Category: PERSONNEL Adopted: 3/9/05 

File No.: GCO  Revised:  

 
 
In order to assure a high quality of teacher and administrator performance and to advance the 
instructional programs of the schools, a continuous program for teacher and administrator 
evaluation will be established by the School Committee.  Regular reports will be made to the 
superintendent concerning the outcomes of these evaluations. 
 
The evaluation process will include: 
 
1. The development and periodic review of techniques and procedures for making evaluations. 
2. Interpretation of the information gained in the evaluative process in terms of the objectives 

of the instructional program. 
3. The application of the information gained to the planning of staff development and in-

service training activities, which are designed to improve instruction and increase teacher 
competence. 

 
The evaluation process will include self-evaluation, supervisor initiated observations, and teacher 
initiated observations. 
 
The formal evaluations will be written and will be discussed by the supervisor and the person being 
evaluated.  The discussions may either precede or follow the writing of the evaluation document. 
Copies of the written document will be signed by both parties and incorporated into the personnel 
files of the teacher or administrator.  In addition, the individual and his/her department chairman (if 
applicable) will receive a signed copy.  The signature should indicate that the evaluation has been 
read and discussed. 
 
The written evaluation should be specific in terms of the person's strengths and weaknesses.  Those 
areas where improvement is needed should be clearly set forth and recommendations for 
improvement should be made.  Subsequent evaluations should address themselves to any 
improvement or to any continuing difficulty that is observed. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
CONTRACT REF.:   Teachers' Agreement 
 
LEGAL REFS.: M.G.L. 69:1B; 71:38; 71:38Q; 150E; 152B 

603 CMR 35:00 
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M.G.L. 71:38 reads in part: 
 
Performance standards for teachers and other school district employees shall be established by the 
school committee upon the recommendation of the superintendent, provided that where teachers are 
represented for collective bargaining purposes, all teachers performance standards shall be 
determined as follows: 

 
The school committee and the collective bargaining representative shall undertake for a 
reasonable period of time to agree on teacher performance standards. 
 
Prior to said reasonable period of time, the school district shall seek a public hearing to 
comment on such standards.  
 
In the absence of an agreement, after such reasonable time teacher performance standards 
shall be determined by binding interest arbitration 
 
Either the school district or the teachers' collective bargaining representative may file a 
petition seeking arbitration with the commissioner of education. 
 
The performance standards developed either by mutual agreement or as a result of  
arbitration will be incorporated in the collective bargaining agreement and may be used in 
decisions to dismiss, demote or remove a teacher or administrator pursuant to M.G.L. 71:42; 
71:42A and 71:63.  

 
 
SOURCE: MASC Policy 
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To bring a desirable degree of consistency and uniformity to the evaluation process, the following 
procedures will be observed: 

 
1. Evaluations may be initiated by the superintendent, the assistant superintendents, 

principals, assistant principals, and department heads or coordinators.  These 
personnel will have the privilege of observing a teacher at any time. 

 
2. The evaluation instruments will be the Teacher Evaluation Criteria booklet and the 

Evaluation Work sheet.  Each staff member will be provided with a copy of these 
materials.  The work sheet will be used by the evaluator who will provide the teacher 
with a copy. 

 
3. Teachers will be evaluated through classroom observation during a school year. 
 
4. Conferences will be arranged by the evaluator following each classroom observation. 

The work sheets will be reviewed and discussed at this time.  Teachers may file 
written comments with the summary of each conference. 

 
5. It is the teacher's responsibility to request assistance; the evaluator's responsibility to 

give assistance.  A program designed to bring about needed improvement should be 
developed by the teacher and the evaluator. 

 
6. The evaluation process will be subject to periodic revision. 
 

The substance of the teacher's evaluation will be based on the basic function of the teacher as it is 
understood by the school committee. Specifically, the teacher must institute and direct learning 
activities compatible with the philosophy of the school system.  These learning activities should 
lead to the acquisition of knowledge and promote the maximum development of desirable behavior, 
skills, habits, attitudes, appreciation, beliefs, and standards.  Therefore, teachers will be appraised in 
terms of the following characteristics, qualities, and demonstrated skills: 

 
1. Extent and currency of knowledge and understanding of subject matter, the learning 

process, and general education. 
 
2. Development and use of effective techniques for motivation and instruction. 
 
3. Daily preparations as evidenced in thorough planning and preparation. 
 
4. Quality of student-teacher relationships. 
 
5. Classroom management. 
 
6. Professional appearance and manner. 
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7. Personal development. 
 
8. Effective guidance procedures and use of professional support personnel. 
 
9. Quality of teacher-home-community relationships. 
 
10. Loyalty to, and conscientious support of, all personnel, the objectives of the school 

committee, and the philosophical principles of the school system. 
 
 

 
Revised: January 18, 1996 
 
SOURCE:  MASC Policy 

 
LEGAL REFS.: Collective Bargaining Agreement 
 
 

NOTE:  The Teacher Evaluation Criteria booklet and the Evaluation Work sheets are 
available in the superintendent's office for reference. 
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Authority, Scope and Purpose: 
 
The specific purposes of evaluation under M.G.L. c. 71, & 38 and 603 CMR 35:00 are: 

 
(A) to provide information for the continuous improvement of performance through an 

exchange of information between the person being evaluated and the evaluator, and 
 
(B) to provide a record of facts and assessments for personnel decisions. 
 

The purpose of 603 CMR 35:00 is to ensure that every school committee has a system to 
enhance the professionalism and accountability of teachers and administrators which will 
enable them to assist all students to perform at high levels. 603 CMR 35:00, together with the 
Principles of Effective Teaching and Principles of Effective Administrative Leadership adopted 
by the Board of Education, set out what Massachusetts teachers and administrators are expected 
to know and be able to do. 603 CMR 35:00 requires that school committees establish a rigorous 
and comprehensive evaluation process for teachers and administrators, consistent with these 
principles, to assure effective teaching and administrative leadership in the Commonwealth’s 
public schools. 
 
Definitions 
 
Administrator: shall mean any person employed in a school district in a position requiring a 
certificate as described in 603 CMR 7.10 (34) through (38) or who has been approved as an 
administrator in the area of vocational education as provided in 603 CMR 4.00 et seq. 
 
Evaluation: shall mean the ongoing process of defining goals and identifying, gathering and 
using information as part of a process to improve professional performance (the “formative 
evaluation”) and to assess total job effectiveness and make personnel decisions (the 
“summative evaluation”). 
 
Evaluator: shall mean any person designated by a superintendent, consistent with the 
procedures set out in 603 CMR 35.06, who has responsibility for evaluation. 
 
Performance Standards: shall mean the performance standards locally developed pursuant to 
M.G.L. c.71,& 38, 6093 CMR 35:00, and the Principles of Effective Teaching and Principles of 
Effective Administrative Leadership adopted by the Board of Education. 
 
School Committee: shall mean the school committee in all cities, towns and regional school 
districts, local and district trustees for vocational education, educational collaborative boards 
and boards of trustees for the county agricultural schools. 
 
Superintendent: shall mean the person employed by the school committee pursuant to M.G.L. c. 
71, & 59, or &59A. The superintendent is responsible for the implementation of 603 CMR 
35:00 S/he shall be evaluated by the school committee pursuant to 603 CMR 35.00 and such 
other standards that may be established by the school committee. 
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Teacher: shall mean any person employed in a school district in a position requiring a certificate as 
described in 603 CMR 7.10 (I) through (33), and 603 CMR 7.10 (39) through (42) or who has been 
approved as an instructor in the area of vocational education as provided in 603 CMR 4.00 et seq. 
 
Principles of Evaluation 

 
(1) The performance standards shall be measurable. 
 
(2) The performance standards shall reflect and allow for significant differences in 

assignments and responsibilities. These differences shall be described in evaluation 
reports. 

 
(3) The performance standards shall be shared with the person being evaluated in 

advance of the evaluation process. 
 
(4) The purpose of evaluation shall be stated clearly, in writing, to the person being 

evaluated. 
 
(5) The evaluation process shall be free of racial, sexual, religious and other 

discrimination and biases as defined in state and federal laws. 
 
(6) The person being evaluated shall be allowed to gather and provide additional 

information on his/her performance. Such information must be provided in a timely 
manner and must be considered by the evaluator. 

 
(7) The person being evaluated shall have an opportunity to respond in writing to the 

evaluation reports. 
 

Performance Standards for Teachers and Administrators 
 

(1) School committees shall establish performance standards for teachers upon the 
recommendation of the superintendent and in accordance with the process described 
in M.G.L. c. 71 &38, including conducting a public hearing and engaging in 
collective bargaining and, if necessary, binding interest arbitration. All performance 
standards established for teachers shall be consistent with and meet the Principles of 
Effective Teaching adopted by the Board of Education. 

 
(2) School committees shall establish performance standards for the evaluation of all 

administrators upon the recommendation of the superintendent. Performance 
standards for those administrators who are subject to collective bargaining shall be 
developed in accordance with M.G.L. c. 150E. All performance standards 
established for administrators shall be consistent with and meet the Principles of 
Effective Administrative Leadership adopted by the Board of Education. 
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(3) School committees are encouraged to establish programs and standards which 
provide for a rigorous and comprehensive evaluation process for teachers and 
administrators. The evaluation process may include the extent to which students 
assigned to teachers and administrators satisfy student academic standards or 
individual education plans, and the successful implementation of professional 
development plans, as provided in M.G.L. c. 69 &1B and c.71, &38.  

 
 
 

 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
LEGAL REFS.: M.G.L. c.69, & 1B; c. 71, &38 

   603 CMR 35.00  
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File No.: GCQA  Revised:  

 
 
 

In the event it becomes necessary to reduce the number of staff members, the school department 
will follow the procedure below: 

 
1. Teachers without professional teacher status generally will be terminated first if there 

is a qualified teacher with professional teacher status to fill the position. 
 
2. Should all teachers in the areas subject to reduction be fully certified, the 

superintendent will review the performance of teachers without professional teacher 
status and make recommendations for termination without prejudice. 

 
Prior to making a decision, the superintendent must be sure that there are teachers who are qualified 
and certified to perform all of the needed duties of the terminated teachers. 

 
All certified personnel terminated for purposes of reduction in force may be considered for 
reemployment as vacancies occur in positions for which they are qualified.  Opportunity for re-
employment will be extended for two years to personnel in the reverse order of the termination 
order above.  If recall is refused, the staff member's name will be dropped from the list. 

 
The district will follow all of the requirements of the law in terminating teachers in order to reduce 
staff. 

 
 

 
Revised: January 18, 1996 
 
SOURCE: MASC Policy  
 
LEGAL REFS.:   M.G.L. 71:41; 71:42 
 
CONTRACT REF.: Collective Bargaining Agreements 
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Professional staff members may discontinue their service in the school system during the school 
year by submitting a written notice of intent to resign to the appropriate hiring authority. 
 
Such written notice of intent to resign will be given to the superintendent. The staff member will be 
notified in writing of the superintendent’s action on the resignation. 
 
When a resignation is accepted by the superintendent the employee may be expected to continue in 
service at his or her assigned duties for a period of 30 days after submission of the resignation. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
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The superintendent will inform the committee of the professional staff members who have indicated 
their intentions to retire at the end of the current school year.  No further school committee action is 
necessary unless approval is needed for the payment of or participation in continued local benefits. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
LEGAL REF.:   Age Discrimination in Employment Law, P.L. 95-256 
 
CONTRACT REF.: Teachers Contract 
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The superintendent or principal will strive to assist personnel to perform their duties efficiently.  
However, the superintendent may dismiss any employee in accordance with state law.  Further, the 
committee recognizes the constitutional rights of the district's employees and assures them the 
protection of due process of law.  To guarantee such rights, a system of constitutionally and legally 
sound procedures will be followed in each case of suspension or dismissal of an employee. 
 
When the superintendent or a principal determines that sufficient cause exists that a professional 
employee be suspended or dismissed from service in the school system, he or she will: 

 
1. Be certain that each such case is supported by defensible records. 
 
2. Determine if the individual is to be suspended immediately with the understanding 

that the suspension will be subject to restoration of salary and position if an appeal is 
decided in favor of the individual. 

 
3. Follow the procedures for dismissal or suspension that are contained in applicable 

laws as well as those included in the current agreement with the teachers' bargaining 
unit. 

 
4. Provide the individual involved with a written statement that will: 
 

a. Indicate whether the action the superintendent is taking is dismissal or 
suspension. 

 
b. State the reason for the suspension or dismissal. 
 
c. Guarantee that all procedures will be in accord with due process of law. 
 
d. Inform employees who have a right to request a hearing under appropriate 

 laws that they may be represented at such a hearing by counsel of 
their choice. 

 
 

 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
LEGAL REFS.: M.G.L. 71:42; 71:42D 
 
CONTRACT REF: Teachers’ Contract 
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Definition:  "Tutoring" means giving private instruction or help to an individual or group for which 
the teacher receives remuneration other than through the school committee. 
 
Tutoring is not to be recommended for a student unless the appropriate teacher of the student 
involved is consulted and agrees that it will be of real help.  If tutoring seems advisable, the 
principal may give the parents a list of persons who are willing to tutor.  This list may include 
teachers, but not the student's teacher of the subject in which he or she is to be tutored. 
 
Tutoring for pay is not to be done in the school building. 
 
 
Adoption date:  January 1996 
 
SOURCE: MASC Policy 
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Education is a cooperative enterprise in which all employees of the school system must participate 
intelligently and effectively for the benefit of the children.  This school system will employ support 
staff members in positions that function to support the education program. 
 
All support staff positions will be established initially by the committee.  In each case, the 
superintendent will submit for the committee's consideration and action a job description or job 
specifications for the position. 
 
Although positions may remain temporarily unfilled, or the number of persons holding the same 
type of position reduced in event of de-staffing requirements, only the committee may abolish a 
position it has created. 
 
 
Adoption date:  January 1996 
 
SOURCE: MASC Policy 
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In establishing salaries and salary schedules for support staff personnel, the school committee will 
take into account the responsibilities of the position, the qualifications needed, past experience of 
the individual, and years of service in the school department. 
 
 
The rates of pay for personnel not covered by collective bargaining agreements will be set by the 
school committee. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
LEGAL REF.:   M.G.L. 71:38 
 
CROSS REF.:  GDB subcodes (all relate to compensation) 
 
CONTRACT REFS.: All Contracts 
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File No.: GDBC  Revised:  

 
 
 
 

Support staff employees will be paid overtime wages for work performed in excess of 40 hours in a 
work week. 
 
In counting hours for the purpose of allowing overtime work and pay, supervisors will consider sick 
leave, vacation time, and holidays as time worked. 
 
Every effort must be made to minimize overtime by scheduling duties during the regular work day.  
Overtime will be authorized only by the superintendent and only to cover emergency situations.  All 
such work will be assigned on a fair and equitable basis. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
CROSS REF.:  GDB, Support Staff Contracts 
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Benefits in addition to basic salary are recognized by the school committee as an integral part of the 
total compensation plan for staff members.  The benefits extended regular full-time support staff 
members will be designed to promote their economic security and will include a comprehensive 
health insurance program. 
 
Certain fringe benefits are established through negotiations with employee bargaining units.  
Because the committee wishes to be fair with all its employees, benefits granted to employees who 
are not members of a bargaining unit will be generally equal to those granted employees in similar 
positions that are covered by a negotiated agreement. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
LEGAL REFS.:   M.G.L. 71:37B; 71:48B 
 
CROSS REFS.: GBGB, Staff Personal Security and Safety 

CDB, Support Staff Contracts and Compensation Plans 
 
CONTRACT REF.: All support staff contracts 
 

   



 

 

 

SOUTHWICK-TOLLAND-GRANVILLE REGIONAL SCHOOL DISTRICT 

School Committee Policy 

 

CODE: SUPPORT STAFF LEAVES AND ABSENCES   

Category: PERSONNEL Adopted: 3/9/05 
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Leaves and absences accorded to their support staff will be for the purposes of helping them 
maintain their physical health, take care of family and other personal emergencies, and discharge 
important and necessary obligations. 
 
All requests for long-term leaves of absence will be submitted by the superintendent, along with 
his/her recommendation, to the school committee for its action. 
 
Support staff employees will be granted leaves in accordance with the terms of the agreements with 
recognized bargaining units. 
 
Leave benefits granted to employees who are not members of a recognized bargaining unit will be 
comparable to those granted employees in similar positions that are covered by master agreements 
with employee organizations. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
LEGAL REF.:   M.G.L. 149:105D; 71:41A 
 
CONTRACT REFS.: All support staff contracts 
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The School System shall comply with the mandatory provisions of the Family and Medical Leave 
Act of 1993.  The Superintendent shall issue, and from time to time amend, regulations setting forth 
the rights and procedures granted by the Act, and shall ensure compliance with those regulations 
either personally or by delegation, or by some combination of personal oversight and delegation. 
 
 
 
SOURCE: MASC Policy 
 
LEGAL REFS.:  P.L. 103-3, "Family and Medical Leave Act of 1993." 
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Category: PERSONNEL Adopted: 3/9/05 

File No.: GDCC-E  Revised:  

 
 

A.  Leave without Pay 
 

1. Employees may take leave without pay when they have exhausted their leave 
benefits and need additional leave to cover personal illness, the illness of a spouse, 
child, or parent, or the birth or adoption of a child. 

 
2. The employee's immediate supervisor may authorize leave without pay for up to two 

(2) days per year.  Only the Director may approve leave without pay beyond two (2) 
days per year.  An employee requesting leave without pay for more than two (2) days 
must put the request in writing. 

 
3. An employee is not entitled to leave without pay unless 
 

a. that employee has been employed for at least twelve (12) months by the 
school committee and 

 
b. that employee has worked at least 1250 hours in the previous 12 month 

period. 
 

4. Extent of leave: 
 a. An eligible employee may take up to twelve weeks of leave total during a 

twelve month period, including any paid leave used.  The employee must 
exhaust all available paid vacation leave and personal leave before being 
entitled to take leave without pay. 

 
b. In any case where both husband and wife work for the school committee, 

parental leave or family medical leave to care for a sick parent is limited to 
twelve work weeks total for the husband and wife.  Except as otherwise 
provided, the husband and wife may divide the twelve workweeks leave in 
any way they may agree to. 

 
 5. Definitions: 

a. "Child" means a son or daughter, whether biological adopted, or foster child, 
or a stepchild, legal ward or child to whom the employee stands in loco 
parentis, if the child is either under the age of eighteen (18) years or is 
incapable of self-care because of a mental or physical disability. 

 
b. "Director" means the Director of Finance and Personnel or the designee of 

the Superintendent. 
 
c. "Health care provider: means a doctor of medicine or osteopathy who is 

authorized to practice medicine or surgery by the state where the doctor 
practices, or any person determined by the Secretary of Labor to be capable of 
providing health care services. 
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d. "Intermittent Leave" means leave taken in whole day periods but less than a 

whole workweek. 
 
e. "Parent" means a biological parent of an employee or an individual who 

stood in loco parentis to an employee when the employee was a child. 
 
f. "Reduced leave schedule" means a leave schedule that reduces the usual 

number of hours per workweek, or hours per workday, of an employee.  
Except for teachers, no employee exempt from the overtime rules of the Fair 
Labor and Standards Act may take leave on a reduced leave schedule without 
the permission of the Director. 

 
g. "Serious health condition" means an illness, injury, impairment, or physical 

or mental condition which involves-- 
 

(1) inpatient care in a hospital, hospice, or residential medical care 
facility, or  

 
(2) continuing treatment by a health care provider. 
 

h. "Spouse" means a husband or wife. 
 

i. "Twelve Month Period" means the school system's fiscal year. 
 

B.  Types of Leave without Pay 
 

1. Personal Medical Leave without Pay:  The Director may grant a medical leave of 
absence without pay to an employee who, because of a serious health condition, is 
unable to perform the functions of his or her job. 

 
a. An employee must exhaust all available sick leave, including leave from the 

sick leave bank, before taking leave without pay. 
 
b. Licensure: 

 
(1) The Director may require a licensure from the employee's health care 

provider, stating-- 
 

i. the date on which the health condition began, 
 
ii. the probable duration of the condition, 
 
iii. the appropriate medical facts within the health care provider's 

knowledge regarding the condition, 
 
iv. a statement that the employee is unable to perform the 

functions of his/her job.  
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(2) If the Director has reason to doubt the validity of the licensure 
provided by the employee's health care provider, he or she may 
require, at the school committee's expense, a second opinion. The 
employee must obtain the opinion of the Director's designated health 
care provider concerning the information in b., above. The health care 
provider giving the second opinion may not be a person regularly 
employed by the school committee 

 
(3) If the second opinion conflicts with the first, the Director may require, 

at the school committee's expense, a third opinion.  The health care 
provider shall provide a report concerning the information in b., 
above. The provider shall be final and binding on the school 
committee and the employee. 

 
(4) The Director may require an employee on medical leave without pay 

to provide relicensures at reasonable intervals. 
 

c. If the necessity for leave is foreseeable based on planned medical treatment, 
the employee-- 

 
(1) shall make a reasonable effort to schedule the treatment so as not to 

disrupt unduly the operations of the School System, subject to the 
approval of the employee's health care provider. 

 
(2) shall give the employee's supervisor at least 30 days' notice, before the 

date the leave is to begin, of the employee's intention to take personal 
medical leave without pay, except that if the date of treatment 
requires the leave to begin in less than thirty days, the employee shall 
provide such notice as practicable. 

 
d. Failure to provide notice as mandated by c. above shall result in the denial of 

leave until the required notice period has passed. 
 

e. The employee may take intermittent leave or take leave on a reduced leave 
schedule when medically necessary. 

 
f. Before the employee may resume work, the employee must present his or her 

supervisor with written licensure from the employee's health care provider 
that the employee is able to resume work. 

 
2. Family Medical Leave without Pay:  The Director may grant a medical leave of 

absence without pay to an employee who needs the time off to care for the 
employee's spouse, child or parent, if the spouse, child or parent has a serious health 
condition. 

 
a. Licensure: 
 

(1) The Director may require a licensure from the health care provider for 
the spouse, child, or parent, as the case may be, stating-- 
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i. the date on which the health condition began, 
 
ii. the probable duration of the condition, 
 
iii. the appropriate medical facts within the health care provider's 

knowledge regarding the condition, 
 
iv. a statement that the employee is needed to care for the spouse, 

child, or parents, as the case may be, and an estimate of the 
amount of time that such employee is needed to care for the 
spouse, child, or parent. 

 
(2) If the Director has reason to doubt the validity of the licensure 

provided by the employee's health care provider, he or she may 
require, at the school committee’s expense, a second opinion. The 
employee must obtain the opinion of the Director's designated health 
care provider concerning the information in b., above.  The health 
care provider giving the second opinion may not be a person regularly 
employed by the School Committee. 

 
(3) If the second opinion conflicts with the first, the Director may require, 

at the school committee’s expense, a third opinion.  The health care 
provider shall provide a report concerning information in b., above. 
The provider shall be final and binding on the School Committee and 
the employee. 

 
(4) The Director may require an employee on medical leave without pay 

to provide relicensures at reasonable intervals. 
 
 

b. If the necessity for leave is foreseeable based on planned medical treatment, 
the employee-- 
 
(1) Shall make a reasonable effort to schedule the treatments to as not to 

disrupt unduly the operations of the School System, subject to the 
approval of the health care provider for the spouse, child, or parent of 
the employee, as the case may be, and 

 
(2) Shall give the employee's supervisor at least 30 days notice, before the 

date the leave is to begin, of the employee's intention to take family 
medical leave without pay, except that if the date of the treatment 
requires the leave to begin in less than thirty days, the employee shall 
provide such notice as practicable. 

 
c. Failure to provide notice as mandated by b. above shall result in the denial of 

leave until the required notice period has passed. 
 

d. The employee may take intermittent leave or take leave on a reduced leave 
schedule when medically necessary. 
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3. Parental Leave without Pay:  An employee may take parental leave without pay 
within one year of the birth of the child in order to care for that child.  An employee 
may take parental leave without pay within one year of the placement of a child with 
the employee for adoption or foster care. 

 
a. When the need for parental leave without pay is foreseeable based on 

expected birth or placement, the employee shall give his or her supervisor at 
least 30 days' notice before the date the leave is to begin.  If the date of the 
birth or replacement requires leave to begin in less than thirty days, the 
employee shall provide such notice as is practicable. 

 
b. Failure to provide notice as mandated by a. above shall result in the denial of 

leave until the required notice period has passed. 
 
c. An employee taking parental leave without pay may not take intermittent 

leave or work on a reduced leave schedule without the express consent of the 
Director in writing. 

 
C.  Special Rules 

 
1. Rules Applicable to Instructors in Periods Near the Conclusion of the Academic 

Term: The following rules apply to any employee who takes leave without pay under 
this policy and who is employed principally in an instructional capacity. 

 
a. If leave without pay begins more than five weeks before the end of an 

academic term, the principal may require the employee to continue taking 
leave until the end of that academic term, if-- 

 
(1) the leave is of at least three weeks duration, and 
 
(2) the return to work would occur during the three-week period before 

the end of the academic term. 
 

b. If Parental or Family Medical leave without pay begins within five weeks 
before the end of an academic term, the principal may require the employee 
to continue taking leave until the end of that term, if-- 

 
(1) the leave is of more than two weeks duration, and 
 
(2) the return to work would occur during the two-week period before the 

end of the academic term. 
 
c. If Parental or Family Medical leave without pay begins within three weeks 

before the end of an academic term the principal may require the employees 
to continue taking leave until the end of that term, if the leave is for more 
than five working days. 
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d. If the School System requires a teacher to extend leave under these rules, the 

extended leave is counted against the teacher's FMLA allotment.  If the 
teacher's FMLA allotment expires during the extension the additional time is 
nevertheless deemed FMLA leave. 

 
2. Intermittent Leave and Reduced Leave Schedules: 

 
a. If the intermittent leave or reduced leave schedule is foreseeable based on 

planned medical treatment, the Director may require the employee to transfer 
temporarily to an available alternate position-- 

 
(1) which is offered by the Director, 
 
(2) for which the employee is qualified, 
 
(3) which has equivalent pay and benefits, and 
 
(4) which better accommodates recurring periods of leave than the 

regular employment position of the employee. 
 

b. If a teacher does not give the school committee the required 30 days notice 
for intermittent leave or a reduced leave schedule which is foreseeable, he or 
she must delay the taking of leave until the notice provision is met. 

 
c. If a teacher takes intermittent leave or a reduced leave schedule which is for 

more than 20% of the normal working days over the period of the leave, that 
teacher must instead take the entire period as FMLA leave. 

 
3. Benefits during Leave: 

 
a. While the employee is on leave, the School System shall maintain coverage 

of that employee under its group health plan at the level and under the 
conditions which would have been provided if the employee had continued in 
employment instead of being on leave. 

 
b. If the employee normally had a monthly payment to that plan, the employee 

must make that monthly payments.  If the employee fails to make such 
payments, the School System shall, if possible, continue the benefits at the 
reduced rate permitted for the School System's payment alone. If such a 
reduced rate is not possible, then the employee shall be excluded from the 
group health plan. 

 
4. Employment and Benefits upon Return to Work: 

 
a. Any employee who takes leave under this Policy for the intended purpose of 

the leave shall be entitled, on return from leave-- 
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(1) to be restored to his or her former job, or 
 
(2) to be placed in an equivalent position with equivalent benefits, pay, 

and other terms and conditions of employment. 
 
b. The taking of leave under this policy shall not result in the loss of any 

employment benefit accrued before the date on which the leave began. 
 
c. No employee shall accrue seniority or employment benefits during any period 

of leave, nor shall the employee be entitled to any right, benefit, or position 
of employment other than those to which the employee would have been 
entitled if the employee had not taken the leave.  This policy does not change 
the legal requirement that probationary teachers teach at least 160 contractual 
teaching days during the school year in order to count the year toward the 
three years of service needed to attain continuing contract status. 

 
d. The Director may deny restoration to salaried employees who are among the 

highest paid 10 percent of the School System's employees, if 
 

(1) such denial is necessary to prevent substantial and grievous economic 
injury to the operations of the School System, 

 
(2) the Director notifies the employee of the intent of the School System 

to deny restoration on the basis of economic injury at the time the 
Director determines that such injury would occur, and 

 
(3) if the leave has begun, the employee does not return to work after 

receiving the notice of intent not to restore him or her. 
 

 
5. Failure to Return from Leave:  The School System may recover the premium which 

it paid for maintaining coverage of the employee under its group health plan during 
the employee's unpaid leave under this policy if--  

 
a. the employee fails to return from unpaid leave under this policy after the 

period of leave to which the employee is entitled has expired; and 
 
b. the employee fails to return to work for a reason other than-- 
 

(1) the continuance, recurrence, or onset of a serious health condition 
which would entitle the employee to personal or family medical leave 
without pay, or 

 
(2)   other circumstances beyond the control of the employee. 

 
6. Prohibited Acts: 
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a. No employee of the School System shall interfere with, restrain, or deny the 
exercise of or the attempt to exercise any right provided under this title. 

 
b. No employee of the School System shall discriminate against any individual 

for opposing any practice contrary to this policy. 
 
c. No employee of the School System shall discriminate against any individual 

for 
 

(1) filing any charge, instituting or causing to be instituted any 
proceeding, under or related to this policy, 

 
(2) giving, or being about to give, any information in connection with any 

inquiry or proceeding relating to any right provided under this policy, 
or 

 
(3) testifying, or being about to testify, in any inquiry or proceeding 

relating to any right provided under this policy. 
 

 
 
Revised: November 1997 
 
SOURCE: MASC Policy 
 
LEGAL REFS.: P.L. 103-3 "Family and Medical Leave Act of 1993," 

  29 U.S.C. S 2601 et seq.; Department of Labor Regulations, 29 
  C.P.R. Part 825; Va Code S 22.1-303. 
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Holidays 
 
The school calendar, as adopted by the school committee, establishes holidays and school recess 
periods for the employees who work on teacher and/or student days. 
 
Employees who work on a 12-month basis will be granted paid holidays on all legal holidays and 
such other holidays as designated by the school committee.  They will also be expected to report to 
work during school recess periods unless days during these periods are considered official and 
designated as paid holidays by the committee. 
 
To qualify for holiday pay, the employee must be at work on the day before and the day following 
the holiday, unless his/her absence is approved on the basis of current leave policies. 
 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
LEGAL REFS.:   M.G.L. 4:7; 136:12 
 
CONTRACT REF.:   All support staff contracts 
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The school committee will establish, and budget for, support staff positions in the school system on 
the basis of need. 

 
The recruitment and selection of candidates for such positions will be the responsibility of the 
principal, for building based positions and superintendent for district-wide positions, who will 
confer with principals and other supervisory personnel, as appropriate, in making a selection. 

 
All support staff vacancies will be made known to all support staff personnel. 
 
 
Adoption date:  January 1996 
 
SOURCE: MASC Policy 
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All candidates will be considered on the basis of their merits, qualifications, and the needs of the 
school system.   
 
Vacancies in positions will be filled by the superintendent and/or the principal in accordance with 
the law and with the applicable regulations. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
LEGAL REFS.:  M.G.L. 71:55B; 71:59B 
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Each support staff employee will serve a probationary period of six months in any position for 
which he is newly hired or in any new classification to which he is transferred or promoted.  During 
that time, the employee will be adequately assisted and supervised so that his/her abilities to carry 
out the duties required, and job performance, may be ascertained.  Should his/her performance be 
unsatisfactory, a new employee may be released at any time during the probationary period, or an 
employee who has been transferred to a new classification may be returned to his/her former 
position. 
 
 
 
SOURCE: MASC Policy 
 
CONTRACT REF: All Staff Contracts 
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The superintendent will make district-wide assignments and transfers of support staff members for 
the efficient operation of the school department as necessary. 

 
The preferences of employees will be taken into consideration in making assignments and transfers; 
however, the best interests of students and the school system must be given priority. 

 
Within an individual school, the principal may assign support staff members to tasks appropriate to 
their positions and qualifications. 

 
 
 

Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
CONTRACT REFS.:  All Support Staff 
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The work day and the work year for members of the support staff will be as set forth on the salary 
schedule. 
 
Specific time schedules for support staff members will be set by the appropriate administrators in 
line with pertinent school opening and closing times, student schedules, and so on. Administrators 
will inform the superintendent of the assigned schedules so that there may be continuity as needed 
throughout the school system. 
 
 
Adoption date:  January 1996 
 
SOURCE: MASC Policy 
 
CONTRACT REF: All Support Staff Contracts 
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A program of continuous observation and evaluation will be developed to find the right employees 
to fill vacancies, determine assignments and equitable work loads, and established wage and salary 
policies that encourage employees to put forth their best efforts.  The evaluation of employee 
achievements and the provision of a good atmosphere in which are some of the major duties of the 
committee. 

 
The evaluation will cover the major areas of the employee's responsibilities and will include the 
following: 

 
1. Specific work assignment 
 
2. Attitude toward students 
 
3. Attitude toward public education 
 
4. Attitude toward supervisors, teachers, and fellow employees 
 
5. Work habits 

 
Each employee will be informed of the basis upon which he is to be evaluated in advance of 
evaluation. 
 
 
 
Revised: January 18, 1996 
 
SOURCE: MASC Policy 
 
CONTRACT REF.:   All support staff agreements 
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When support staff vacancies are to be filled, preference will be given to qualified applicants from 
within the school system, provided their qualifications (proven and potential ability, training, 
experience, and personal characteristics) are equal to those of other applicants.  However, the best 
qualified person from among all who apply within and without the school system will be selected. 
 
The performance of an employee promoted to a higher position will be reviewed during the 
probationary period in the new job.  The employee will discuss the reviews with his/her supervisor 
or principal and will receive a copy of each.  At the completion of the appraisal period, the 
employee will be notified of continued employment in his new position or reinstatement in his/her 
former one. 
 
 
Adoption date:  January 1996 
 
SOURCE: MASC Policy 
 
CONTRACT REF: All Support Staff Contracts 
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All full-time non-instructional personnel are required to participate in the Hampden County 
Retirement System. 
 
Periodically, the superintendent will present to the committee the names of support staff members 
who have indicated their intentions to retire. 
 
 
Adoption date:  January 1996 
 
SOURCE: MASC Policy 
 
LEGAL REFS.:   Age Discrimination in Employment Law, P.L. 95-256 
 

M.G.L. 71:16F  
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Support staff employees employed by the school district may be terminated by the 
principal/supervisor with the approval of the superintendent.  However, employees may request the 
superintendent to review the circumstances of their termination. 
 
. 
 
The principal, with the approval of the superintendent, may also suspend employees from their 
assignments. 
 
 
Adoption date:  January 1996 
 
SOURCE: MASC Policy 
 
CONTRACT REF: All Support Staff Contracts 


