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ABOUT THIS HANDBOOK 

This handbook sets forth some of the general procedures and policies 
currently in effect at the Benjamin Banneker Charter Public School. (“BBCPS” 
or “the School”) Subject to any overriding state or federal law, the handbook 
provides only guidance because personnel policies and benefits, by their 
nature, are constantly under review as they are affected by changes in 
applicable law, regulations, economic conditions and the way the School 
operates. The School therefore necessarily reserves the right to change, 
revoke or add policies or procedures described in this handbook without 
notice when it deems the changes to be in the best interest of the School and 
its personnel; to decide whether and to what extent a policy or procedure 
applies to any particular situation; and to interpret the handbook provisions.  
If there are any questions concerning a policy or procedure, please check 
with the Executive Director to confirm the School’s policy. 

Neither this handbook nor any of its provisions form the basis or terms of a 
contract of employment between the School and any employee. In the 
absence of an executed written contract to the contrary, employment with 
the School is at-will, meaning simply that both the employee and the School 
are free to terminate the employment relationship at any time, with or 
without notice, and with or without cause.  No supervisor, manager or 
representative of the School has the authority to make any contrary 
assurance or agreement whether oral or in writing. 

Should any provision in this Employee Handbook be found to be unenforceable or invalid, 
such finding does not invalidate the entire Employee Handbook but only that particular 
provision.  This Employee Handbook replaces and supersedes any and all other Benjamin 
Banneker Charter Public School’s Employee Handbooks or other Benjamin Banneker Charter 
Public School’s policies, whether written or verbal. 



 

Mission Statement 

The Benjamin Banneker Charter Public School, a Pre-K through 

grade 6 Science, Technology, Engineering and Mathematics (STEM) school 

serving Cambridge and surrounding communities, is founded on the 

belief that all students can develop academic mastery, regardless of race, 

socioeconomic status, culture, native language, gender, or sexual 

orientation. The staff of caring, dedicated, and highly qualified 

professionals integrates language and fine arts into the standards-based 

STEM curriculum and uses authentic data to monitor every student’s 

growth and achievement. 
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SECTION I: EMPLOYMENT 

I.1 Employee Relations

I.2 Equal Employment Opportunity

I.3 Criminal Background Checks Policy

I.4 Outside Employment

I.5       Ethics Standards 

I.6 Nepotism 

I.1 Employee Relations:

The work conditions, wages and benefits offered by the Benjamin Banneker Charter Public 
School are competitive with those offered by similar organizations. Employees who have 
concerns about work conditions or compensation should voice them openly and directly to 
their supervisors.  When employees and supervisors deal openly and directly with one 
another, the environment, morale and lines of communication are all enhanced. 

I.2 Equal Employment Opportunity:

Employment decisions at the Benjamin Banneker Charter Public School will be based on 
merit, qualifications, and abilities.  The School does not discriminate in employment 
opportunities or practices on the basis of race, color, religion, sex, national origin, age, 
gender identity, sexual orientation, marital status, disability, veteran status, or any other 
characteristic prohibited by law.  This policy governs all aspects of employment, including 
selection, job assignment, compensation, discipline, termination, and access to benefits and 
training.  Anyone found to be engaging in any unlawful discrimination will be subject to 
disciplinary action, up to and including termination of employment. 

I.3 Criminal Background Check Policy:

The School is required to conduct Criminal Offender Record Information (CORI) and 
fingerprint background checks, including on all school personnel who come into direct and 
unmonitored contact with students. Where CORI checks are conducted, the School will be 
guided by the practices and procedures set forth in the School’s Criminal Background 
Checks Policy.  A copy of the policy is available in the Business Office. 
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I.4 Outside Employment:  
 
Employees may hold jobs in other organizations as long as such jobs do not interfere with 
their job responsibilities at the School.  If the School determines that outside work 
interferes with performance or conflicts with the interests of the School, it may require such 
employees to terminate their outside employment as a condition of remaining at the School.  
Outside employment will be deemed to pose a conflict of interest if it has or threatens to 
have an adverse impact on the School. 
 

  

I.5 Ethics Standards: 
 
The Benjamin Banneker Charter School expects its teachers and staff to adhere to ethics 
standards.  Employees serve as role models for students and their actions and conduct 
reflect on the school as a whole. Employees are to conduct themselves in a manner 
supportive of the mission of the school. 
 
It is important for employees to maintain an effective working relationship with the 
administration, co-workers, students and parents. Appropriate relationships are established 
by extending social courtesies, following through on commitments and promises, 
complying with administrative directives and Board polices, being honest and consistent, 
and not intruding into personal matters outside the scope of duties or gossiping or 
spreading rumors about others.  
 
The Benjamin Banneker’s ethical standards include:  

 
Commitment as a School Employee: 
 
Employees shall exhibit good moral character, maintain high standards of 
performance 
and promote equality of opportunity. In fulfillment of the employee's 
responsibilities, the employee: 
 

A. Shall not interfere with the exercise of political and citizenship rights and 
responsibilities of students, colleagues, parents, or Board of Trustee members. 
 
B. Shall not discriminate on the basis of race, color, religion, sex, national origin, 
age, sexual orientation, marital status, disability, veteran status, or any other 
characteristic prohibited by law. 
 
C. Shall not use coercive means, or promise or provide special treatment to 
students, 
colleagues, or Board of Trustee members in order to influence 
personal decisions. 
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D. Shall not make any fraudulent statement or fail to disclose a material fact for 
which the employee is responsible. 
 
E. Shall not exploit school relationships with students, colleagues, parents, or 
school Board of Trustee members for personal gain or private advantage. 
 
F. Shall not engage in conduct involving dishonesty, fraud, deceit, or 
misrepresentation in the performance of job duties. 
 
G. Shall report to the Executive Director any known violation above. 

 
 
Commitment to the Student: 
 
Mindful that the employee’s position exists for the purpose of serving the best 
interests of the school’s students, the employee shall perform his/her job duties 
with genuine interest, concern, and consideration for the student. The employee 
shall work to stimulate the spirit of inquiry, the acquisition of knowledge and 
understanding, and the thoughtful formulation of worthy goals. In fulfillment of the 
obligation to the student, the employee: 
 
A. Shall make reasonable effort to protect the student from conditions which 

interfere with the learning process or are harmful to health or safety. 
 

B. Shall keep in confidence personally identifiable information that has been 
obtained in the course of employment, unless disclosure is approved by the 
Executive Director or is required by law. 

 
 

I.6 Nepotism: 
 
The Benjamin Banneker Charter Public School does not prohibit the hiring of more than one 
person from the same family; however, no family member is allowed to hold a supervisory 
position over another family member. Family with regard to nepotism is defined as 
husband, wife, brother, sister, father, mother, child or domestic partner. Additionally, no 
supervisor may supervise an employee if the two are dating or if the two are involved in a 
serious emotional relationship of an affectionate nature.   
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SECTION II: EMPLOYMENT STATUS AND RECORDS 
 
II.1 Employment Categories 

 II.2 Confidential Personnel Files 

 II.3 Personnel Data Changes 

 II.4 Employment Application Standards 

 

II.1 Employment Categories: 
 
Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage 
and hour laws, pursuant to M.G.L. c. 151, and 29 CFR §541 et. seq. NONEXEMPT employees 
are entitled to overtime pay under the specific provisions of federal and state laws. EXEMPT 
employees are excluded from specific provisions of federal and state wage and hour laws.  
An employee’s EXEMPT or NONEXEMPT classification may be changed only upon written 
notification by the Board of Trustees and Executive Director.  In addition, each employee 
will be considered as being in one of the following employment categories: 
 

   
           REGULAR FULL-TIME 

Those employees who are not in a temporary or introductory status and who are 
regularly scheduled to work a full-time schedule.  Generally, they are eligible for 
the School’s benefit package, subject to the terms, conditions, and limitations of 
each program. 
 
REGULAR PART-TIME 
Those employees who are not assigned to a temporary or introductory status 
and who are regularly scheduled to work less than full-time but at least twenty 
hours per week.  Generally, they are eligible for some of the School’s benefit 
package, subject to the terms, conditions, and limitations of each program. 
 
PART-TIME  
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Those employees who are on introductory status and who are regularly 
scheduled to work less than twenty hours per week.  While they receive all 
legally mandated benefits such as Social Security and Workers' Compensation 
Insurance, they are ineligible for all other benefits. 
 
TEMPORARY 
Those employees who are hired as interim replacements, temporary 
supplementary assistance, or to assist in the completion of a specific project.  
Employment assignments in this category are of a limited duration and require 
new contracts when such terms expire.  Temporary employees receive all legally 
mandated benefits but are not eligible for other School benefits. 

  
        PER DIEM  

Those employees who are routinely working either a full or part-time schedule 
and who accept additional compensation in lieu of participation in all but legally 
mandated benefit programs.  The School offers this category in limited 
classifications and to limited numbers of employees.  Individuals participating in 
this program must sign waivers of their rights to participate in the benefit 
programs applicable to regular employees.  Service in this category cannot be 
credited in any way toward any benefit program, even if the employee is later 
assigned to a benefit-eligible category.  A change to or from this category can be 
accomplished only with the written consent of the Board of Trustees and the 
Executive Director. 
 
CASUAL  
Employees who have established an employment relationship with the School 
but who are assigned to work on an intermittent and or unpredictable basis.  
While they receive all legally mandated benefits, they are ineligible for all other 
School benefits. 
 

  All School employees, whatever their employment category, remain employees-at-will, 
meaning simply that both the employee and the School are free to terminate the employment 
relationship at any time, with or without notice, and with or without cause. 
 

II.2 Confidential Personnel Files: 
  
The school maintains a confidential personnel file on each employee. The personnel file will 
contain evaluation documents, as well as any other employment-related documents or 
correspondence, including such information as education, experience, work performance 
and progress.  Employees who wish to review their own file may do so with five days prior 
notice to the Executive Assistant.  Employees may view their files only in the presence of a 
person authorized to maintain the files during normal business hours. Employees have the 
right to obtain a copy of their personnel file upon written request.  
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 All employee records kept by the School will be preserved for at least three years from the 
personnel action unless otherwise required by law.  The School regards this information as 
confidential and will release it only with the written permission of the employee or required 
by law.  When the School receives a request for information from agencies, stores, banks, or 
other institutions, only non-confidential information such as date of employment and name 
of position will be released.  Confidential information such as pay rate, past earnings, home 
address, telephone number, or social security number will not be released unless 
authorized in writing by the employee. 
 

 
 
 
II.3 Personnel Data Changes:  
 
Each employee must timely notify the School of any changes in personnel data such as 
mailing address, phone number, dependents’ names, emergency contacts, and new 
educational accomplishments. Also, the School needs to know any changes of marital 
status, life insurance beneficiary or W-4 Exemptions.  
 

II.4 Employment Application Standards: 
 
Any misrepresentations, falsifications, or material omissions of any information or data 
requested on the employment application may lead to immediate suspension or 
termination. 
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SECTION III: EMPLOYMENT BENEFITS 
 

III.1 Benefits Package 

III.2 Personal Days 

III.3 Sick Leave 

III.4 Vacation Days 

III.5 Bereavement 

III.6 Jury Duty 

III.7 Workers Comp 

III.8  Professional Growth  

III.9  Leaving School   

 
III.1 Benefits Package 
 
Several programs cover all employees in the manner prescribed by law; they include: Social 
Security, workers’ compensation, state disability, and unemployment insurance.  The school 
also offers several other benefits including Health Insurance and Life and Disability 
Insurance.  Please see Summary Plan Description for details.  

 

III.2 Personal Days 
 
Full-time, 12-month employees may be granted three (3) personal days by the Head of 
School each year. Applications for personal leave should be made at least twenty-four (24) 
hours in advance (except in cases of emergencies). Subject to exception by the Head of 
School, no personal leave shall be granted immediately preceding or immediately following 
a holiday or a vacation period. 

 

III.3 Sick Leave 
 
Sick Days 
BBCPS provides paid sick leave benefits to all full-time, 12-month employees for periods of 
temporary absence due to illness or injury. Employees may use sick leave benefits for an 
absence due to their own illness or injury or that of a family member who resides in the 
employee's household. Sick leave benefits are intended solely to provide income protection 
in case of illness or injury and may not be used for any other absence. Unused sick leave 
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benefits will not be paid to employees while they are employed or upon termination of 
employment. Employees on extended absences must apply for any other applicable 
compensation and benefits. 
 

Sick Day Accrual 
Full-time, 12-month employees shall be entitled to ten (10) days of paid sick time per year, 
which entitlement shall accrue at the rate two (2) days per month during the  first five 
months of the academic year. Unused sick leave benefits may be accumulated up to a 
maximum of forty-five (45) days. Once this maximum is reached, employees will accrue no 
sick leave benefit s until the balance has been reduced to fewer than forty-five days. 
 

Sick Day Notification 
Employees must notify their manager of their planned use of a sick day as soon as possible, 
and the manager must also be contacted for each subsequent day of absence. If an 
employee uses two (2) or more sick days during any seven (7) day period, a physician's 
statement verifying the illness or injury must be provided to management. Such verification 
may be requested by management for other absences charged to sick leave, and may be 
required as a condition of receiving sick leave benefits. 

 

III.4 Vacation Days 
 

Vacation Day Accrual 
Full time, 12-month employees shall be entitled to ten (10) days of paid vacation per year, 
which entitlement shall accrue at the rate of one (1) day per month over the course of the 
first ten months of employment. 
 

Vacation Schedules 
With the approval of Management, employees may use such vacation (after it has accrued) 
at any time during the calendar year. Vacation requests must be made at least two (2) weeks 
prior to the desired vacation time. The granting of vacation requests will be solely at the 
discretion of management, which will attempt to accommodate each employee. However, 
job requirements and operational needs will always take precedent over vacation schedules. 
BBCPS will attempt to have employees stagger vacations to avoid affecting coverage. 
Seniority will be considered in the event a conflict of vacation schedules arises. 
 

Vacation Pay 
Pay for vacation time will be at the employee’s regular rate of pay.  Paid vacation time will 
not be considered as time -worked for the purpose of computing overtime for hourly paid 
employees. Pay in lieu of unused vacation at any time will not be provided except upon 
separation from employment under certain conditions. 
 
A holiday that falls during the vacation period will be considered a paid holiday and not 
vacation time. This day of vacation may be taken at another time as approved and 
consistent with the policies of BBCPS. An employee must work the regularly scheduled 
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workdays before and after the paid vacation period in order to be eligible to receive 
vacation pay. 
 

III.5 Bereavement 
 
Bereavement leave will normally be granted upon the death of someone in an employee’s 
immediate family.  For these purposes “immediate family” means an employee’s parents, 
spouse, partner, child, sibling, in-law, grandparents or grandchildren.  Special consideration 
shall also be given to any other person whose association with the employee was similar to 
any of the above relationships.  While bereavement leave is normally for three days, 
employees may use any available paid leave for additional time if necessary and approved 
by a supervisor. 
 

III.6 Jury Duty 
 
Jury duty will not be deducted from the employee's lump sum of leave time. Employees 
called for jury duty must give a copy of the summons to the supervisor when requesting 
time off from work and the copy and request will be filed in the employee’s personnel file. 
The letters JD should be indicated on the time sheet for Jury Duty time served.   If jury duty 
is required while on a leave day, the day will be counted as a leave day.  Employees must 
report to work if they are not selected for a panel or are released in enough time to get to 
the School and complete their shift.  
 
For the first 3 days of Jury Duty, no leave time will be deducted, and the Employee will 
receive regular pay. After 3 days of jury service, the School will pay the difference between 
jury duty pay provided by the court and the employee’s regular pay. This difference will be 
paid only after the School is in receipt of court payment documentation, so employees 
should be prompt to provide such notification. 
 
 

III.7 Workers’ Compensation 
 
The School provides a comprehensive worker’s compensation insurance program at no cost 
to the employees.  Employees who sustain injuries while on the job or work-related illnesses 
must inform their supervisor immediately.  No matter how minor the injury may appear, it 
must be reported immediately.  Failure to do so may affect an employee’s right to coverage.  
Neither the School nor the insurance carrier will be liable for injuries that occur during an 
employee’s voluntary participation in an off-duty recreational, social or athletic activity. 
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III.8 Professional Growth  
 
Personal Professional Goals 
All staff will work with the Executive Director or immediate supervisor to draft and 
complete personal professional goals on an annual basis. Goals should be directly related to 
efforts to increase student success and achievement. 
 
Professional Development: In-service Opportunities 
The purpose of professional development (i.e., in-service) is to provide opportunities for 
teachers and staff to increase and enhance their own teaching skills through activities such 
as networking with colleagues, reflecting on their own professional practice and creating 
instructional and assessment materials. The Executive Director is responsible for the 
direction, development, implementation and evaluation of all in-service activities. Interested 
faculty and staff members are urged to contact the Executive Director to discuss ways to get 
involved or to strengthen efforts in this area. 
 
Individualized In-service Plans 
The purpose of an Individualized In-service Plan is to provide teachers and staff with the 
opportunity to pursue a professional passion that is not offered through the school’s 
professional development in-service opportunities. Teachers and staff should work with the 
Executive Director on participation in external in-service programs. 
 
Professional Leave 
The Benjamin Banneker School strongly encourages professional growth and development 
for all its faculty and staff members. 
 
Short-term Professional Leave 
 
When you wish to attend a conference or workshop, please make a formal written request 
which includes the following. 
 

a. The time and date of the meeting/conference, whether a substitute will be 
needed, and (if appropriate) the hours the substitute will be needed.  

b. Estimate the cost, including registration fees, travel expenses, meals and motel 
(if needed).  

c. If appropriate, attach the brochure/registration form. 
d. Submit the request to the Executive Director for approval.  
e. Please note that two weeks advance notice is needed so that substitutes can be 

arranged and the necessary purchase order(s) prepared for registration and 
accommodations.  

f. Submit an expense reimbursement form following the activity (attach receipts if 
appropriate) to the Executive Director for approval. S/he will submit it for 
reimbursement. 

 
Leave of Absence Without Pay 
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Benjamin Banneker school employees may be granted leaves of absence without pay for 
periods determined by the Executive Director.  The most common circumstances for 
granting leave without pay is for personal reasons, but there are other categories of leave 
without pay which teachers may be granted. Leave without pay will not be granted for short 
periods immediately before or after school vacations. 
 
III.9 Leaving School 
 
Employees are to be on duty at all times during the assigned work day. Employees may not 
leave school or their assigned area during duty hours without approval of the Executive 
Director or supervisor. Employees who leave the school during their designated lunch 
period must check out with the Executive Director or their supervisor. Employees who leave 
during their work hours for an approved absence must check out with the Executive 
Director or their supervisor when leaving, and check back in upon return. Employees who 
need to leave during the school day for reason of illness or emergency are to check out with 
the Executive Director or their supervisor and make sure that a responsible person has been 
notified of their unexpected absence so work coverage may be provided. 
 
Any employee who wishes to resign from employment, the School may request that notice 
of such resignation be submitted in writing. 
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SECTION IV: LEAVE OF ABSENCE 
 
 IV.1 Family and Medical Leave 
 
 IV.2 Procedures for FMLA 
 
 IV.3 Maternity and Paternity Leave 
 
 IV.4 Small Necessities Leave 
 
 IV.5  Military Leave 
 

IV.1 Family and Medical Leave Act (FMLA) 
 
The Family and Medical Leave Act allows employees who have met minimum service 
requirements (12 months of employment with the agency and 1,250 hours of service in the 
preceding 12 months) to take up to 12 weeks of unpaid leave for a serious health condition, 
to care for a family member with a serious health condition, following the birth of a child, 
or for the placement of a child for adoption or foster care. 
 
A serious health condition is a mental or physical condition involving inpatient care in a 
hospital, hospice, or residential medical facility, or continuing health treatment by a health 
care provider. Examples of such conditions include heart attacks, severe respiratory 
conditions, severe nervous disorders, injuries caused by accidents, severe morning sickness, 
and recovery from childbirth. The agency may require a supporting medical certification, a 
second or third medical opinion and periodic reports during the leave period. 
  
Eligible employees are entitled to a total of twelve (12) weeks of leave during any twelve (12) 
month period. The entitlement to leave is measured on a “rolling” basis, calculated back 
from the date of a leave request. If, for example, an employee requests leave on December 
1, 2012, the agency will calculate the maximum available number of days of leave by 
looking to see how many days of leave have been taken since December 1, 2011. 
 
Employees on leave are entitled to reinstatement to the same or equivalent pay, benefits, 
and other terms and conditions of employment as they held before going on leave. 
Employees on leave may be subject to workforce reduction if the position they had prior to 
their leave is eliminated. 
 
If, in the determination of the School, denial of an employee’s job restoration is necessary 
to prevent substantial and grievous economic injury to the School, employees may be 
denied reinstatement following their leave under this policy. Employees will be informed of 
such a denial as soon as possible after the determination is made by the School. Affected 
employees may then elect to return to work to avoid being denied reinstatement. 
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If both marital partners are Benjamin Banneker Charter Public School employees, they are 
permitted to take only a combined total of twelve (12) weeks of leave during a twelve-month 
period if the leave is taken: 
 

1. For the birth of a son or daughter or to care for the child after birth; 
2. For the placement of a son or daughter for adoption or foster care, or to care  
 for the child after placement; or 
3. To care for a parent (but not parent “in-law”) with a serious health condition. 

 
Under certain circumstances, such as the serious health condition of an employee, or the 
employee’s spouse, child or parent, employees may take FMLA qualified leave on an 
intermittent basis, or by reducing their normal work schedule. FMLA leave time may run 
concurrently with other leave time such as Short-Term Disability (STD) leave if the condition 
for which an employee is taking the STD is an FMLA-qualifying condition. 

 

IV.2 Procedures for FMLA 

 
1. The employee must to the best of his/her ability; notify his/her supervisor in writing 

at least 30 days in advance (except in emergency situations) of the date s/he intends 
to begin the leave and of the planned date of return. In addition, employees requesting 
to take leave because of medical need of their own or those of an eligible family 
member must submit written documentation from the attending physician describing 
the medical condition and any related work limitations. The School’s Executive 
Director must approve all requests. 

 
2. Prior to using FMLA leave, the employee must exhaust all paid leave, for which s/he 

is eligible in connection with the leave request. If the employee has also been granted 
Maternity/Paternity Leave which is to run concurrently with FMLA Leave the employee 
may not be required to use paid leave for maternity/paternity leave unless she wishes 
to do so.  See Section IX.3 on Maternity/Paternity Leave. 

 
3. The School will continue its contribution to the employee’s health/dental insurance 

(if applicable) during the approved leave. The employee is responsible for his/her 
portion of premiums during this leave period and is responsible for forwarding 
his/her portion of the health/dental insurance to the School prior to their due dates. 
If the employee fails to return to work on the stipulated date and no extension for a 
serious medical condition has been approved, the premiums paid by the employer are 
a debt owed by the non-returning employee to the agency. 

 
4. Failure to return to work upon the expiration of a leave period may subject the 

employee to immediate termination unless an extension is granted. An employee may 
request an extension of an approved leave due to continuation, recurrence, or onset 
of his/her own serious health condition or the serious health condition of the 
employee’s spouse, child or parent. The employee must submit a request in writing, 
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with physician’s documentation, prior to the end of leave. All extensions are at the 
discretion of the School and must be approved by the Executive Director. 

 

IV.3 Maternity/Paternity Leave 
  
A staff member, male or female, is entitled to a 12-week unpaid maternity/paternity leave 
(after all applicable benefits have been exhausted) to care for a newly-born or adopted child 
subject to the following conditions: 
 

● Adopting a child under 18 years of age 
● Adopting a person under the age of 23 who is mentally or physically handicapped 

 
 The following conditions must be met before Maternity/Paternity Leave is granted: 
 

● The employee must have completed three consecutive months, as a full-time 
employee. 

● The employee must give at least 2 weeks’ notice of the expected departure as well 
as notice of intent to return to work. 

● The employee must be a regular full-time employee. 
 

IV.4 Small Necessities Leave 
  
The Small Necessities Leave Act (SNLA) of 1998 allows for 24 hours of unpaid time off (in 
addition to FMLA leave) every 12 months. The entitlement for leave is measured on a 12-
month "rolling" basis and is calculated back from the date of a SNLA request. If, for 
example, an employee requests leave on September 1, 2006, the agency will calculate the 
maximum number of days of leave available by looking to see how many days of leave have 
been taken since September 1, 2005. 
 
SNLA Leave may be requested for the following purposes: 
 

● Regular doctor or dentist appointments for an employee’s children or elderly relatives; 
● School activities related to educational advancement of an employee’s children (e.g., 

parent-teacher conferences); 
● Accompanying an employee’s elderly relative on appointments for professional 

services related to the elder’s care, such as visits to nursing or group homes. 
 
An employee is eligible for leave under the SNLA if he/she has been employed for at least 12 
months and has worked at least 1,250 hours during the previous 12-month period.  
 

IV.5 Military Leave 
 
A military leave of absence will be granted to employees as provided by applicable law.  
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SECTION V:  TIME KEEPING / PAYROLL 
 

 V. 1 Employee Pay 
 
 V.2 Time Keeping Responsibility 
 
 V.3 Overtime 

 

V.1 Employee Pay 
 
Pay Period 
All employees are paid in two-week intervals. Each paycheck will include earnings for all 
work performed through the end of the previous payroll period. If a regularly scheduled 
payday falls on a day off, employees will receive pay on the last day of work before the 
regularly scheduled payday. 
 
Check Pickup or Deposit 
The Office Manager distributes checks to employees. Employees may have pay directly 
deposited into their bank accounts if they provide advance written authorization to BBCPS. 
Employees will receive an itemized statement of wages when their check is deposited 
directly. If a regular payday falls during an employee's vacation, the employee's paycheck 
will be available upon his or her return, unless the employee has signed up for direct 
deposit. 
 
Statutory Payroll Deductions 
BCBPS will deduct federal and state income taxes, Social Security taxes, family health 
coverage, back taxes, garnishments (including child support), for uniforms, and for loss or 
destruction of the organization's property from an employee's gross pay. 
 
Authorized Payroll Deductions 
BBCPS will not make improper or unauthorized deductions from an employee's gross pay. 
All deductions, other than statutory deductions, from an employee's paycheck must be 
authorized by the employee. No other deductions will be made by BBCPS unless specifically 
authorized in writing by the employee. Deductions will be itemized on the employee's 
paycheck stub. Questions regarding payroll deductions should be directed to the Office 
Manager. 
 
Pay Errors/Notification of Management 
Every precaution is taken by BBCPS to ensure that employees are paid correctly. BBCPS 
advises all employees to check their pay stub to ensure that it reflects the proper amount 
and number of withholdings. If an employee believes there is an error in his or her pay, 
such as an error in the amount of pay or an improper or unauthorized deduction from their 
pay, the employee should notify the Business Office. An employee may submit a complaint 
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in writing to management regarding the possible error in pay. BBPCS will investigate the 
complaint, explain its findings, and if appropriate, adjust any error in a timely manner. 
 
Wage Garnishment 
State law requires BBCPS to honor garnishments of employee wages (including child 
support) as a court or other legal judgment may instruct. The law also provides for an 
administrative fee to be charged when a garnishment occurs. 
 

V.2 Time Keeping 
 
Time Keeping Responsibility 
Hourly employees are responsible for accurately recording time worked. Federal and state 
laws require BBCPS to keep an accurate record of time worked to calculate employee pay 
and benefits. Some employees may be required to record the beginning and ending times of 
their meal periods. Hourly paid employees must record their time on a daily basis. If hourly 
paid employees take longer than their allotted lunch break or need to leave for any 
scheduled appointments, they must record the additional time taken on their time sheet. 
 
Altering Time Keeping Records 
Altering, falsifying, and tampering with time records, and recording time on another 
employee's time record are strictly prohibited and may result in disciplinary action up to 
and including unpaid suspension and termination. Management will review and approve all-
time records before submitting them for processing.  If corrections or modifications are 
made to a time record, both employee and supervisor must verify the accuracy of the 
changes. 
 

V.3 Overtime 

 
Non-exempt Employees 
Hourly paid employees are expected to confine their work to the normal workday and 
workweek unless their manager authorizes overtime in advance. Hourly paid employees will 
be paid overtime for all authorized hours worked in excess of forty (40) in a workweek. 
 
Exempt Employees 
The hours worked by salaried employees are often irregular and begin and end beyond the 
normal workday. Salaried employees are exempt from the overtime provisions of the 
Federal Wage and Hour Law, and do not receive overtime pay. 
 
Overtime Eligibility 
Hourly paid employees (non-exempt employees) may be expected to work overtime in case 
of emergency, whenever necessary, or when otherwise in the best interests of BBCPS. 
Salaried Employees (exempt employees) are not eligible for overtime and are subject to 
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more flexible work schedules. Overtime will not be paid to employees who are paid on a 
salary basis. 
 
Overtime Authorization 
Overtime work must be authorized by management for time spent beyond an employee's 
standard workweek. When overtime work is required or otherwise indicated, BBCPS will 
attempt notify the affected employee(s) as early as practical. 
 
Overtime Rate 
Hourly paid employees will be paid one and one-half (1.5) their normal hourly rate of pay 
for approved overtime hours worked in excess of forty (40) hours per week.
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SECTION VI: WORK CONDITIONS / HOURS 
 
 VI. 1  Work Schedule 

 VI. 2 Lunch Periods 

 VI. 3 Emergency Closing 

 VI. 4 Visitors 

 VI. 5 Workplace Monitoring 

 VI. 6 Workplace Safety 

VI. 7 Accidents and Injuries 

VI. 8  Fire Drills  

VI. 9 Purchasing Guidelines 

VI. 10 Expense Reimbursement 

VI. 11  Classroom and Teacher Videotaping Policy 

VI. 12 Grievances and Complaints  

 

VI.1 Work Schedules: 
 
Work Schedule Variations 
Each employee’s work schedule depends on the employee’s job description and the needs 
and operational demands of BBCPS. Management will advise employees of their individual 
work schedules. Some work schedules may be included with the employee’s job description. 
The needs and operational demands of BBCPS may necessitate variations in starting and 
ending times of an employee’s work schedule of shifts. 
 
Work Schedules (Hourly Paid Employees) 
For hourly paid employees, work schedules will be established according to school year 
requirements. Employees will be notified in advance of changes in the starting and ending 
times of their work schedules or shifts. Unless otherwise approved by management, hourly 
paid employees must start their work shift no earlier than five (5) minutes prior to their 
starting time and complete their work shift no later than fifteen (15) minutes after their 
scheduled shift has ended. 
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Work Schedules (Salaried Employees) 
For salaried employees, a typical work schedule might total 40 hours per week. However, 
additional time is often required and, at times, fewer hours may be needed the meet the 
needs of BBCPS. The Executive Director will establish work expectations for salaried 
employees.  
 

VI.2 Lunch Periods: 
 
Each workday, salaried employees are provided a forty (40) minute lunch period. Hourly 
paid employees are provided a one-hour lunch period. Management will coordinate these 
breaks to maintain adequate coverage of all areas at all times. 
 

VI.3 Emergency Closing: 
 
The School’s normal operations may be disrupted by emergencies such as extreme weather, 
fires, power failures, etc.  Employees will be paid when the School is closed due to 
emergency conditions.  Employees should check the TV stations 4,5,7 or 56 to verify 
emergency closings. The closings are made prior to six a.m. 

 

VI.4 Visitors: 
 
Only authorized visitors are allowed in the School.  All visitors must sign in at the reception 
area where they will be given identification and escorted to their destinations.  Employees 
are expected to report any unauthorized visitors to security immediately. 
 

VI.5 Workplace Monitoring: 
 
Appropriate personnel may be charged with monitoring the workplace from time to time to 
ensure quality control, employee safety, and security.  The School is sensitive to legitimate 
privacy rights of employees and will ensure that any workplace monitoring is done in an 
ethical and respectful manner. 
 

VI.6 Workplace Safety: 
 

General Employee Safety 
BBCPS is committed to the safety and health of all employees and recognizes the 
need to comply with regulations governing Injury and accident prevention and 
employee safety.  Maintaining a safe work environment, however, requires the 
continuous cooperation of all employees. 

 
BBCPS will maintain safety and health practices consistent with the needs of our 
industry.  If you are ever in doubt about how to safely perform a job, it is your 
responsibility to ask your supervisor for assistance.  Any suspected unsafe 
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conditions and all injuries that occur on the job must be reported immediately.  
Compliance with these safety rules is considered a condition of employment.  
Therefore, it is a requirement that each supervisor make the safety of employees 
an integral part of her/his regular management functions.  It is the responsibility 
of each employee to accept and follow established safety regulations and 
procedures. 

 
Reporting Safety Issues 
All accidents, injuries, potential safety hazards, safety suggestions and health and 
safety related issues must be reported immediately to your supervisor.  If you or 
another employee is injured, you should contact outside emergency response 
agencies, if needed.  If an injury does not require medical attention, a Supervisor 
must be notified, and an Employee Report of Accident Form must still be 
completed in case medical treatment is later needed and to ensure that any 
existing safety hazards are corrected.  The Employee's Claim for Worker's 
Compensation Benefits Form must be completed in all cases in which an injury 
requiring medical attention has occurred. 

 
Federal law (Occupational Safety and Health Administration) requires that we keep 
records of all illnesses and accidents which occur during the workday.  The State 
Workers' Compensation Act may also require that you report any workplace illness 
or injury, no matter how slight.  If you fail to report an injury, you may jeopardize 
your right to collect workers' compensation payments as well as health benefits.  
OSHA also provides for your right to know about any health hazards which might 
be present on the job.  Should you have any questions or concerns, contact your 
supervisor for more information. 
 

VI.7 Accidents and Injuries  
 

Injury to Staff Member 

 
All work-related accidents that involve personal injury or property damage MUST be 
reported to the Executive Director or Business Office immediately following the 
accident. An Employee Report or Accident Form must be completed and given to the 
Executive Director or your supervisor within 24 hours and submitted to the Business 
Office. Where personal injuries are involved, reporting is not only mandatory but also 
very important for protecting and preserving your access to worker’s compensation 
insurance coverage. Any employee who has been involved in an accident while working 
(no matter how slight) should submit an “Accident Report” for staff or visitor.” If you 
are unable to file a report, someone else who is knowledgeable of the incident must file 
the report for you within the required 24-hour timeline.  
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The Business Office will then use the information from the “Accident Report” to 
complete and send an accident report to our worker’s compensation insurance carrier 
within three days of the injury.  
 
In cases of serious or life-threatening injury requiring immediate action and medical 
treatment, reporting and receipt of an authorization by the injured party may not be 
possible. In this situation, a person who is knowledgeable about this incident should file 
an accident report within the 24-hour window. 
 

Injury to Student 

 
When an accident involving injury to a student occurs, use good sense to maintain 
classroom control and get the student the assistance s/he needs. A “Student Accident 
Report” must be completed and given to the Executive Director within 24 hours. If it is 
necessary to send the student to the office, an adult must accompany him/her. If the 
student cannot walk to the office, call the office or, if necessary, send one responsible 
person to the office to request help. A “Student Accident Report” form should be 
completed within 24 hours of the incident by the classroom teacher or other supervisor 
on duty and given to the Executive Director. 
 
The Executive Director or her Designee will make phone contact with the 
parents/guardians the day of the injury. 

 

VI. 8 Fire Drills  
 
In case of fire, the main concern is for the safety of all students, faculty, and staff.  
 
You must familiarize yourself and your students with exits from all rooms that you use, 
not only the primary exit, but a secondary exit in case your first exit is blocked. All 
teachers must locate the nearest fire alarm box and know how to use it. Also, you need 
to know where a fire extinguisher is in your area and understand how it functions. 
 
Fire drills are required by state law. Teachers must accompany students and stay with 
them at all times; you are legally responsible for students’ safety. The following rules 
must be followed by all students. 
 

1) Students will leave their classrooms by the designated route in a single file 
formation. 

2) The last person out should close the door. 
3) Books, etc. should be left in school during fire drills. 
4) Walk rapidly. Do not push or run. No talking. 

 
The administrative staff will check for students in their areas of the building (e.g., rest 
rooms, etc.). In the case of a real fire, the Executive Director will check with all teachers 
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to account for all pupils. The Executive Director will meet the fire truck in front of the 
school and direct the fire department to the fire location. 
 

 
VI.9 Purchasing Guidelines 

 
The primary purpose of a budget is to translate the school’s educational goals into fiscal 
terms. Applying the available budget to those goals is vital to effective school operation. 
All faculty, staff and administrators, in cooperation with the members of the Board of 
Trustees, play important roles in the planning and budget design process. We believe 
that involving faculty, staff, administrators and the Board of Trustees in the preparation 
and implementation of the budget is vital as it acknowledges the critical nature of the 
connection between the school’s resources and the children it serves. 
 
All expenditures must be approved by the Executive Director or approved Department 
Heads prior to the dollars being committed to a purchase. Staff may not purchase or 
obtain materials or services without the proper authorization. You may be personally 
responsible for the costs of purchases made without an approved purchase order. You 
may request a purchase in writing to the Executive Director for approval. Once 
approved, the school office will order. Please allow two to three weeks for an average 
order to be processed. If the purchase is approved to be made by the staff member, 
receipts from all purchases made must be submitted to the business office immediately 
after purchase.  
 

VI.10 Expense Reimbursement  
 

Necessary materials and supplies are provided by the school. If an employee needs 
additional materials for performance of duties, the request should be made to the 
Executive Director.  Employees who purchase materials or supplies without advance 
approval may not be reimbursed. 
 
Reimbursement for other expenses such as School-required travel must be submitted to 
and approved by the Executive Director. The request for reimbursement should include 
sufficient information to establish that the expense was actually incurred and that the 
expense was reasonable and related to a school-purpose. 
 

VI.11 Classroom and Teacher Videotaping Policy 

 
Teachers should have expectations that they may be videotaped teaching a lesson in 
their classroom.  This videotape may be viewed by the Teacher, Supervisor, and 
Executive Director. The use of the videotape during the year provides a helpful tool for 
assessing instructional procedures and for evaluation purposes. Teachers may be 
required to provide a written self-evaluation of the video.  
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Each videotaped class may be subsequently discussed in a confidential session with the 
Supervisor and / or Executive Director. Together, they may analyze specific teaching 
issues and focus on the tape, recognizing that there are many effective ways to teach. 
Videotaping allows teachers to experience their own teaching in a safe, supportive 
atmosphere. 

 

VI.12   Grievances and Complaints  
 
When any member of the Benjamin Banneker school community has a complaint or 
grievance about a matter of school policy or procedure, concern over the actions of 
another community member, or a serious misunderstanding which develops between or 
among parties at the Benjamin Banneker Charter School community, specific procedures 
should be followed.  

 
Employee Grievance Procedures 

 
The Benjamin Banneker Public Charter School is committed to ensuring timely 
resolution of serious work-related issues for its employees.  The following procedure 
will assist the Executive Director or other administrative staff in resolving work-related 
problems.  Employees are encouraged to use this procedure within a reasonable time 
after the problem arises.  
 
Procedure: 
 

1. The staff member shall first discuss the problem with his/her immediate 
supervisor.  In most cases, a problem can be resolved at this point. 

2. After considering the supervisor’s response, should the staff member not feel 
that the problem is satisfactorily resolved, (or if the nature of the problem has 
prevented a discussion with the supervisor) the staff member may refer the 
problem in writing to the Executive Director. The staff member should make 
arrangements and meet with the Executive Director. Except in cases in which the 
Executive Director believes further inquiry is required, the Executive Director will 
reply to the staff member within 10 business day of the meeting. 

3.  Staff members who deem an Executive Director’s response unsatisfactory may 
refer the matter in writing to the Executive Director who will refer the matter to 
the Grievance Committee.  The Grievance Committee shall consist of the 
Executive Director and two members from the management team.  If the problem 
involves a Grievance Committee member, the Executive Director will assign a 
neutral person from the school’s administrative team. If the problem involves 
the Executive Director the matter will be referred to the HR Committee of the 
Board of Trustees. 

4. The Grievance Committee or the HR Committee, as applicable, shall review the 
matter and consult with all parties involved.  The Grievance Committee or the 
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HR Committee typically gives a decision within 15 business day after concluding 
its review.  The Grievance Committee or HR Committee, as applicable, will give 
the staff member a written record of the decision. If an employee is not satisfied 
with the Grievance Committee’s or the HR Committee’s decision, he/she may 
appeal to the schools’ Board of Trustees.  

5. Note: Performance Reviews are exempt from this policy. 
 

 
 
Appeal to the Board of Trustees 
 
If the communication and subsequent decisions at the school level are not satisfactory 
to the employee, or if the decision is not received within the established time frame or 
the decision is not properly implemented, the matter may be appealed to the Board of 
Trustees who will make a final decision on the matter. To proceed with the appeal to the 
Board of Trustees, the grievant must provide a written summary detailing the fact of 
his/her complaint to the Executive Director within five (5) calendar days after steps 
outlined in the Grievance Policy have been determined to be yet unresolved, inconsistent 
with policy.  
 
The chairperson or a designated member of the Board may preside over the grievance 
hearing.  For the sole purpose of answering procedural questions and/or questions 
pertaining to school policy, the Executive Director or designee must be in attendance at 
the grievance hearing, but shall not participate in the deliberation of the Board.  The 
Board will record the minutes of the grievance hearing.  
 
 

School Community Complaint Procedures 
 
Any parent, guardian, individual or group who believes that the Benjamin Banneker 
Charter Public School has violated or is violating the law and regulations that govern 
Charter Schools (M.G.L. c.71 s. 89; 603 CMR 1.00) has the right to file a complaint 
directly with the Benjamin Banneker Charter Public School’s Board of Trustees.  Copies 
of M.G.L. c.71 s. 89; 603 CMR 1.00 can be obtained from the Executive Director.  
 
(1) A parent, guardian or other individuals or group who believe that the Benjamin 
Banneker Charter Public School has violated or is violating any provision of M.G.L. c.71 
s.89, or 603 CMR 1.00 may file a complaint with the school’s Board of Trustees. 
 
(2)  The Board of Trustees shall respond no later than thirty (30) days from receipt of 
the complaint in writing to the complaining party. 
 
(3)  The Board of Trustees shall, pursuant to a complaint received under 603 CMR 1.10, 
or on  
its’ own initiative, conduct reviews to ensure compliance with M.G.L. c.71 s. 89 and 603 
CMR 1.00 The Benjamin Banneker Charter Public School and the specific individuals 
involved shall cooperate to the fullest extent with such review by the Board of Trustees. 
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(4) A complaining party who believes the complaint has not been adequately addressed 
by the Benjamin Banneker Charter Public School Board of Trustees may submit the 
complaint in writing to the Commissioner of Education, who shall investigate such 
complaint and make a written response. 
 
 (5) In the event the Benjamin Banneker Charter Public School is found in non-
compliance with M.G.L, c.71, s. 89, or 603 CMR 1.00, as a result of a complaint or upon 
investigation, the Commissioner or Board of Education may take such action as it deems 
appropriate, including but not limited to suspension or revocation of the charter under 
603 CMR 1.13 or referral of the matter to the District Attorney or the Office of the 
Attorney General for appropriate legal action. 
 
(6) A parent, guardian or other individuals or groups who believe that the Benjamin 
Banneker Charter Public School has violated or is violating any state or federal law or 
regulation regarding special education may file a complaint directly with the 
Department of Education.  
 
 

Grievance Procedures for Persons with a Disability 
 

The Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act 
address discrimination, harassment or failure to provide reasonable accommodations to 
persons with a disability. The following grievance procedure shall be used for resolution 
of complaints of alleged violations of the ADA or Section 504: 
 
1. Complaints shall be filed with the ADA and Section 504 Coordinator (Coordinator). 
Complaints shall be made in writing, unless the Complainant's disability prevents such, 
in which event the Complaint can be made verbally. 
 
2. Complaints shall set forth: (a) the name of the Complainant, (b) the address and 
telephone number or other such information sufficient to enable the Coordinator to 
contact the Complainant, (c) a brief description of the alleged violation, and (d) the relief 
requested by the Complainant. 
 
3. Complaints shall be investigated by the Coordinator or the Coordinator's designee. 
Investigations shall be thorough, but informal, and the Complainant shall be given a full 
opportunity to submit evidence relevant to the complaint. 
 
4. The Coordinator shall make a decision on the Complaint within thirty (30) days of the 
filing of the Complaint, unless such time period is extended by agreement of the 
Complainant. The decision shall be made in writing, shall set forth the Coordinator's 
proposed resolution of the Complaint, and shall be forwarded to the Complainant. 
 
5. The Complainant shall have ten (10) days from the date the Coordinator's decision is 
sent to the Complainant to accept or reject the Coordinator's proposed resolution, and 
shall be deemed to have accepted the proposed resolution unless the Complainant 
rejects the proposed resolution within such time period. In the event the Complainant 
rejects the proposed resolution, the Complainant shall be given the opportunity to file a 
request for reconsideration within the ten (10) days from the date the Coordinator's 
division is sent to the Complainant. The request for reconsideration shall be filed with 
the Coordinator. The Coordinator shall consider any additional information provided in 
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the request for reconsideration and make a decision on the request for reconsideration 
within 10 (ten) days after the request for reconsideration was filed. 
 

 
 
 
 
 
 
  



 
 

 
31 

 

 
SECTION VII: WORKPLACE CONDUCT 

 
VII.1  Workplace Conduct & Disciplinary Action 

VII.2 Attendance and Punctuality 

 VII.3 Personal Appearance  

VII.4 Smoking 

 VII.5 Drugs and Alcohol 

VII.6 Conflict of Interest 

VII.7 Harassment/Sexual Harassment 

  1   Harassment 

  2   Sexual Harassment 

 VII.8 Violence in the Workplace 

           VII.9 Bullying and Intimidation Policy 

VII.10 Reporting Abuse and Neglect 

1    Mandated Reporting of Abuse or Neglect 

2   Physical Restraint Guidelines 

VII.11 Communications  
 
VII.12 Field Trips  
 
VII.13 Parent Concerns 
 
VII.14 Bulletins and Announcements  

 
 
 

VII.1 Workplace Conduct and Disciplinary Action 
 
All employees are expected to treat each other with courtesy and respect at all times; 
employees are expected to refrain from any conduct that may be dangerous to others.  
Weapons of any kind and other dangerous devices and substances are prohibited from the 
premises.  The School will not tolerate threatening, intimidating or coercing another 
employee, student, parent, visitor, Trustee or member of the public at any time, including 
off-duty periods.  Any and all threatening, intimidating and coercing conduct must be 
reported to a supervisor immediately. Employees engaging in conduct that threatens, 
intimidates or coerces may be subject to disciplinary action up to and including termination 
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To ensure orderly operations and provide the best possible work environment, the school 
expects employees to follow rules of conduct that will protect the interests and safety of all 
employees, students, and the organization.  The following is a non-exhaustive list of 
examples of infractions that may result in disciplinary action up to and including 
termination. 
 

● Theft or inappropriate removal or possession of School property; 
● Falsification of timekeeping records; 
● Working under the influence of alcohol or illegal drugs; 
● Possession, distribution, sale, transfer or use of alcohol or illegal drugs while on 
duty; 

● Fighting or threatening violence in the workplace; 
● Abuse or neglect of any kind directed toward a student; 
● Disruptive activity; 
● Negligence or conduct leading to damage of property; 
● Violation of safety or health rules; 
● Smoking in prohibited areas; 
● Sexual or other unlawful or unwelcome harassment; 
● Possession of dangerous or unauthorized materials; 
● Excessive absences or any absence without notice; 
● Unauthorized absence from work station during the workday; 
● Unauthorized use of School property; 
● Unauthorized disclosure of confidential information; 
● Violation of personnel policies; 
● Unsatisfactory performance or conduct; and 
● Insubordination. 

 
Employment may also be terminated for any other reason deemed by the School to justify 
termination.  In the absence of an executed written contract to the contrary, all employment 
with the School is at-will.  

 
VII.2 Attendance and Punctuality: 
 
Attendance and Punctuality Duties 
Each employee at BBCPS has specific duties to fulfill in the education of our students and 
the operation of our school. Each job at BBCPS depends on the successful and timely 
completion of all of its duties. An employee's absence or tardiness may cause a shift in, or 
change to, the work of others at BBCPS in order to accomplish the work that is not 
completed by the absent or tardy employee. Your attendance and punctuality are therefore 
of vital importance, not only in relation to your co-workers, but also with respect to the 
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overall mission of BBCPS. BBCPS's ability to provide high quality education depends on your 
commitment, attendance, and punctuality. 
 

Attendance Requirement 
Employees are required to report for work in accordance with their work schedule. When an 
employee is unable to report for work, he or she must notify the appropriate manager of 
the anticipated absence and the reason for it as soon as possible. 
 

Punctuality Requirement 
Employees are required to report for and begin their work on time. When an employee is 
unable to report for and begin work on time, he or she must notify the manager as soon as 
possible of the anticipated tardiness. 
 

Absences and Tardiness 
BBCPS will only compensate an hourly paid employee for the time actually worked by the 
employee. Salaried employees must schedule an absence from work in accordance with the 
personal, vacation, and sick day policies of BBCPS. An unauthorized absence by a salaried 
employee may, at the sole discretion of BBCPS and as applicable, be deducted from the 
salaried employee's personal days or accrued vacation days. 
 
If a salaried employee is absent from work for a full day for personal reasons other than 
sickness or disability, BBCPS may, at its sole discretion, adjust the employee's pay to reflect 
the work day or work days missed by the employee. If a salaried employee is absent from 
work for a full day for sickness or disability, BBCPS may, at its sole discretion, adjust the 
employee's pay to reflect the work day or work days missed by the employee, provided that 
the salaried employee has exhausted his or her accrued sick days. 
 
Any unauthorized absence or tardiness, whether excessive or part of a pattern, by an 
employee may be cause for disciplinary action up to and including termination. An 
employee’s unauthorized absence or tardiness may affect his or her performance evaluation 
and any bonus for which the employee may be eligible at the sole discretion of the 
Executive Director. 
 
BBCPS, at its sole discretion, may inform an employee not to report to work or to return 
home in situations of excessive tardiness. If a salaried employee is absent from work for 
less than a full day for personal reasons, BBCPS may, at its sole discretion, require the 
employee to make up the time missed on the same or a different day. 
 

VII.3 Personal Appearance 
 
Employees are expected to dress according to the requirements of their position and in 
accordance with accepted social standards.  Employees who are dressed inappropriately 
may be asked to leave the workplace; they will not be compensated for such time away from 
work. 
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VII.4 Smoking 

 
Smoking is prohibited throughout the workplace and up to one hundred yards from the 
school grounds.  This policy applies to all employees, students, parents, visitors, and 
Trustees. 

 
VII.5 Drug and Alcohol-Free Workplace 
 
The School is committed to maintaining a workplace that is free from illegal drugs and 
alcohol.  Employees are strictly prohibited from the use of alcohol while on duty at any of 
the School's programs.   In addition, with respect to illegal drugs, the manufacture, 
distribution, dispensing, possession or use of a controlled substance is prohibited in the 
workplace. Pursuant to Federal regulation, employees are mandated as a condition of 
employment to notify the School of any drug statute conviction occurring in the workplace 
within 5 days of such a conviction. 
 
Any employee who violates this policy will be subject to immediate disciplinary action, up to 
and including termination. The School aims to provide drug and alcohol abuse awareness 
training to all staff.  Such training will include information on any available drug counseling, 
rehabilitation, and employee assistance programs. 

 
 

VII.6 Conflict of Interest  
 
Employees will all receive a copy of the Conflict of Interest Law and will be required to take 
an online Conflict of Interest Training Program as required by the State of Massachusetts.  
Briefly stated, the following ACTIVITIES are RESTRICTED OR PROHIBITED BY THE CONFLICT 
LAW: 

 
Actions on the Job (Section 19) 

● To discourage “self-dealing”, the law prohibits you from participating in a particular 
matter in which you or any of the following have a financial interest: your immediate 
family; your partner(s); a business organization in which you serve as an officer, 
director, trustee, partner or employee 
Municipal Contracts (Section 20) 

● Section 20 prevents you from using your position to benefit from municipal contracts 
and to avoid the public perception that municipal employees have an “inside track” on 
municipal contracts. 
Accepting Gifts (Section 3) 
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● Extra payments, gifts or privileges offered because of (but not necessarily to influence) 
your official actions are prohibited. 
Outside Activities (Section 17) 

● The law limits what you may do for someone other than the municipality which employs 
you—in other words what you may do on the side. This section is designed to protect 
the municipal employee and municipality from the problems resulting when people 
“serve two masters”. 
Standards of Conduct (Section 23) 

● Essentially, the conflict law prohibits you from using or attempting to use your official 
position to secure an unwarranted privilege or from giving a reasonable basis for the 
impression that you can be improperly influenced in the performance of your official 
duties. 
Former Municipal Employees (Section 18) 

● The conflict law aims to prevent the “revolving door syndrome”. It prohibits former 
employees from deriving unfair advantage by improperly using friendships and 
associations formed or confidential information obtained while serving the government. 
 

VII.7 Harassment /Sexual Harassment 
Harassment/Sexual Harassment Policy:  The Benjamin Banneker Charter Public School is 
committed to maintaining a work environment free of harassment based on, race, color, 
religion, national origin, age, sexual orientation, marital status, disability, veteran status, or 
any other characteristic prohibited by law. We expect all employees to conduct themselves in 
a professional manner and to show concern for fellow employees, students and visitors. 

 
 Harassment 
 The harassment of individuals by School employees on the basis of race, color, 

religion, national origin, age, sexual orientation, marital status, disability, veteran 
status, or of any form will not be tolerated by the School. 

 
Harassment is behavior that is not welcome by an individual and is considered by the 
individual (and would be by any reasonable individual) to be humiliating, demeaning 
or offensive. Behavior is considered harassment when such conduct has the purpose 
or effect of unreasonably interfering with an employee’s work performance or 
creating an intimidating, hostile, or offensive working environment. Harassment can 
be physical or verbal behavior and can include stereotypical statements, derogatory 
statements, abusive language, and discriminatory remarks that are offensive or 
objectionable to the recipient, cause the recipient humiliation, or interfere with the 
recipient’s job performance. 
 
All employees should take special note that retaliation against an individual who has 
complained about harassment, and retaliation against individuals for cooperating with 
an investigation of a harassment complaint is unlawful and will not be tolerated by the 
School. 
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Sexual Harassment 
Because the School takes allegations of sexual harassment seriously, we will respond 
promptly to complaints of sexual harassment and where it is determined that such 
inappropriate conduct has occurred, we will act promptly to eliminate the conduct and 
impose such corrective action as is necessary, including disciplinary action where 
appropriate. 
 
Please note that while this policy sets forth our goals of promoting a workplace that is 
free of sexual harassment, the policy is not designed or intended to limit our authority 
to discipline or take remedial action for workplace conduct which we deem 
unacceptable, regardless of whether that conduct satisfies the definition of sexual 
harassment. 

 
Definition of Sexual Harassment 
In Massachusetts, the legal definition for sexual harassment is this - “Sexual 
Harassment” means sexual advances, requests for sexual favors, and verbal or physical 
conduct of a sexual nature when: 

  

(a) submission to or rejection of such advances, requests or conduct is made 
either explicitly or implicitly as a term or condition of employment or as a 
basis for employment decisions or; 

(b) such advances, requests or conduct have the purpose or effect of 
unreasonably interfering with an individual’s work performance by creating 
an intimidating, hostile, humiliating or sexually offensive work environment. 

 
Under these definitions, direct or implied requests by a supervisor for sexual favors 
in exchange for actual or promised job benefits such as favorable reviews, salary 
increases, promotions, increased benefits, or continued employment constitutes 
sexual harassment. 
 

The legal definition of sexual harassment is broad and in addition to the above 
examples, other sexually oriented conduct, whether it is intended or not, that is 
unwelcome and has the effect of creating a workplace environment that is hostile, 
offensive, intimidating, or humiliating to male or female workers may also constitute 
sexual harassment. 
 
While it is not possible to list all those additional circumstances that may constitute 

sexual harassment, the following are some examples of conduct, which if unwelcome, 
may constitute sexual harassment depending on the totality of the circumstances 
including the severity of the conduct and its pervasiveness: 

 

● Unwelcome sexual advances -- whether they involve physical touching or not; 
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● Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding 
one’s sex life; comment on an individual’s body, comment about an individual’s 
sexual activity, deficiencies, or prowess; 

● Displaying sexually suggestive objects, pictures, cartoons; 
● Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive 

or insulting comments; 
● Inquiries into one’s sexual experiences; 
● Discussion of one’s sexual activities. 

 
All employees should take special note that, as stated above, retaliation against an 
individual who has complained about sexual harassment, and retaliation against 
individuals for cooperating with an investigation of a sexual harassment complaint 
is unlawful and will not be tolerated by this organization. 

 

          Complaints of Sexual Harassment  
If any of our employees believes that he or she has been subjected to sexual 
harassment, the employee has the right to file a complaint with our organization.  
This may be done in writing or orally. 
 
If you would like to file a complaint, you may do so by contacting Sharon Lombara 
or Jared Perrine.  These persons are also available to discuss any concerns you may 
have and to provide information to you about our policy on sexual harassment and 
our complaint process. 

 

 Sexual Harassment Investigation 
When we receive a complaint, we will promptly investigate the allegation in a fair 
and expeditious manner.  The investigation will be conducted in such a way as to 
maintain confidentiality to the extent practicable under the circumstances.  Our 
investigation will include a private interview with the person filing the complaint 
and with witnesses.  We will also interview the person alleged to have committed 
sexual harassment.  When we have completed our investigation, we will, to the 
extent appropriate, inform the person filing the complaint and the person alleged to 
have committed the conduct of the results of that investigation. 
 
If it is determined that inappropriate conduct has occurred, we will act promptly to 
eliminate the offending conduct, and where it is appropriate we will also impose 
disciplinary action. 

 

  Disciplinary Action 
If it is determined that inappropriate conduct has been committed by one of our 
employees, we will take such action as is appropriate under the circumstances.  Such 
action may range from counseling to termination from employment, and may 
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include such other forms of disciplinary action, as we deem appropriate under the 
circumstances. 

 

 State and Federal Remedies 
In addition to the above, if you believe you have been subjected to sexual 
harassment, you may file a formal complaint with either or both of the government 
agencies set forth below.  Using our complaint process does not prohibit you from 
filing a complaint with these agencies.  Each of the agencies has a short time period 
for filing a claim. 

 
1. The United States Equal Employment Opportunity Commission (“EEOC”) 

One Congress St. 10th Floor 
Boston, MA 02114 

 
(617) 565-3200 

 
 

2. The Massachusetts Commission Against Discrimination (“MCAD”) 
 

Boston Office Springfield Office 
One Ashburton Place, Room 601 436 Dwight Street, Suite 220 
Boston, MA 02108 Springfield, MA 01103 
(617) 727-3990 (413) 739-2145 

 

VII.8 Violence in the Workplace 
The safety and security of all our employees is of primary importance.  Threats, threatening 
and abusive behavior, or acts of violence against employees, visitors, consumers, tenants, 
clients or other individuals will not be tolerated.  Violations of this policy will lead to 
corrective action up to, and including, termination and/or referral to appropriate law 
enforcement agencies for arrest and prosecution.  The School reserves the right to take any 
necessary legal action to protect its employees. 
 
Any person who makes threats, exhibits threatening behavior, or engages in violent acts 
shall be removed from the premises as quickly as safety permits and shall remain offsite 
pending the outcome of an investigation.  Following investigation, the School will initiate an 
immediate and appropriate response.  This response may include, but is not limited to, 
suspension and/or termination of any business relationship, reassignment of job duties, 
suspension or termination of employment, and/or criminal prosecution of the person or 
persons involved. 
All employees are responsible for notifying management of any threats that they witness or 
receive or that they are told another person witnessed or received.  Even without a specific 
threat, all employees should report any behavior they have witnessed that they regard 
potentially threatening or violent or which could endanger the health or safety of an 
employee when the behavior has been carried out in connection with the School’s business.  
Employees are responsible for making this report regardless of the relationship between the 
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individual who initiated the threatening behavior and the person or persons being 
threatened. 

 

VII.9 Bullying and Intimidation Policy 
Benjamin Banneker is committed to providing a school free of bullying and intimidation. 
Accordingly, bullying and intimidating behavior are strictly prohibited. 
 
Bullying occurs when a student is subjected to repeated unwelcome behavior, often as a 
result of an imbalance of power.  A student is subjected to bullying when he/she is 
repeatedly the target of negative verbal or physical actions by one or more students.  
Bullying also includes “cyberbullying,” which is the sending or posting of harmful and/or 
cruel text or images via the Internet, cell phones, chat rooms, email, instant messaging, or 
any other digital communication devices.  An employee who learns or suspects that a 
student is being bullied should take appropriate steps to intervene, to the extent that he or 
she can do so without danger or peril to himself/herself or others, and report such 
information to the Executive Director, the Behavior Intervention Specialist or the School 
Wellness Coordinator as soon as possible.  Please refer to the School’s Bullying Prevention 
and Intervention Plan for more information. 
 
Employees are required to familiarize themselves with the School’s Bullying Prevention and 
Intervention Plan, and the Policy Against Bullying, Cyberbullying, and Retaliation found in 
the School’s Student/Parent Handbook.  Please contact the Executive Director, the Behavior 
Intervention Specialist or the School Wellness Coordinator with any questions regarding the 
School’s anti-bullying efforts.   

 

VII.10 Reporting Abuse and Neglect 
  

Mandated Reporting of Abuse and Neglect 
The School is committed to protecting its students and preventing abuse or neglect of any 
kind.  The first step to ending abuse is to report it when you suspect it.   It is extremely 
important for people who care for children to know how, when and where to report 
incidents of abuse.  Not only does the School require all staff to report incidents of abuse 
and/or neglect, but also Massachusetts laws mandate certain professionals (including 
educational staff members) to report suspected abuse or neglect. 
 

Mandated Reporters 
All employees of the School are mandated reporters by School policy.  As a mandated 
reporter, you have specific responsibilities required by both the law of the Commonwealth 
and the policies of the School that bear on the identification, reporting and prevention of 
abuse and/or neglect of children we serve.  Your awareness and observance of these 
policies are critical to the health, safety and wellbeing of our students. 
 
All employees are required to report any suspected incident of abuse or neglect involving 
the students we serve whether the concern is abuse or neglect at the School or elsewhere.  
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Both a verbal and a written report must immediately be made to ensure their safety and 
well-being. 

 
Reporting Suspected Abuse 
If you suspect abuse, you should notify appropriate supervisory and/or administrative staff 
to make them aware of your observations and concerns.  The goal of this notification is to 
begin to plan for the protection of the alleged victim.  A decision should be made at that 
time regarding the notification of the appropriate state agencies.  Anyone may call a state 
agency to report suspected abuse or neglect. 
 
Abuse of children (ages 0-18) is reported 24-hours per day to: 
 
If you are uncertain where to call to report suspected abuse or neglect, you may contact the 
EOHHS Office of Investigation during business hours at 1-800-792-5200 

 
 
After the Report is Made 
The appropriate state agency is responsible for determining whether or not an investigation 
is warranted, based on the information reported to them.  If an investigation is conducted, 
an investigator is assigned and the investigation proceeds.  Based upon the report and 
findings of the investigator, the state agency makes an assessment of the need for 
protective services for the abused person(s) and provides those services when indicated.  
The state agency may also refer the matter for criminal prosecution, depending on the 
circumstances. 
 
The School may also conduct an internal investigation, simultaneous with the investigation 
by the state agency.  It is the Executive Director’s decision to appoint an investigator and 
monitor the findings of the investigation.  It is the internal investigator’s responsibility to 
interview staff members, students and other potential witnesses and sources of 
information.  The internal investigation may also include a review of written records in 
order to obtain facts regarding the alleged abuse or neglect.  If it is determined that School 
staff should have acted differently, the investigator would draw conclusions and make 
recommendations for corrective action.  The Executive Director reviews the report and 
makes the final decision about corrective actions.  Corrective actions could include any and 
all of the following:  disciplinary actions or dismissal of a staff person, additional staff 
training, revisions of policies and procedures or a number of other interventions aimed at 
preventing further incidents of abuse or mistreatment.  Copies of any internal investigation 
of alleged abuse or neglect are shared with the appropriate state agency. 
 
 
 

Physical Restraint Guidelines 
The BBCPS, in accordance with 603 CMR 46.00 has determined that school staff will adhere 
to the following guidelines: 
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(a) All school staff must receive annual orientation training within the first month  
of each school year with respect to the school’s restraint policy.  New employees 
hired after the school year begins, will be trained within a month of their 
employment.  The school will identify specific staff to serve as school-wide 
resources (Crisis Intervention Team) to assist in ensuring proper administration of 
physical restraint.  These individuals will receive in-depth training with respect to 
restraint and implementation of regulations. 

 
(b) The following staff will be trained to administer physical restraint: 

  a. Behavior Intervention Specialist 
  b. Director or Special Education and Support Services 
  c. School Security and Facilities Associate 
  d. Coordinator of After School Programs 
  e. Middle School Teacher Associate 
  f. Physical Education Teacher 
 
 (c) A physical restraint will be administered only when needed to protect a 

student and/or member of the school community from imminent, serious physical 
harm and when non-physical interventions would be ineffective.  The use of physical 
restraint is to prevent or minimize any harm to the student and/or other individual. 

 
 (d) Physical restraint may not be used as a means of punishment or as a 

response to property destruction, disruption of school order, refusal to comply with 
a school rule or staff directive, or verbal threats that do not constitute a threat of 
imminent, serious, physical harm.  Seclusion is prohibited. 

 
 (e) All incidents of physical restraint must be reported to the Executive Director 

or his/her designee immediately following the incident. 
 
 (f) The Executive Director or designee shall verbally report any physical 

restraint incident that lasts longer than five minutes in duration to the student’s 
parents as soon as possible following the incident.  In addition, the Executive 
Director/designee shall report incidents (described in item (e) – (g)) by written report 
postmarked no later than 3 school working days of the incident in the language that 
is used for other reports to that student’s parents. 

 
 (g) The staff member shall report the use of physical restraint that lasts longer 

than 5 minutes or results in personal injury to the student or a staff member.  The 
staff member shall inform the administration of the physical restraint as soon as 
possible, and by written report no later than the next school day.  The Executive 
Director or his/her designee shall maintain an ongoing record of all reported 
instances of physical restraint, which upon request shall be made available to the 
Department of Education. 
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 (h) Any physical restraint incident that lasts longer than 20 minutes and/or that 

results in personal injury to the student must be reported to the Department of 
Elementary and Secondary Education within 5 days of the incident.  A copy of the 
school’s record of physical restrains covering the 30-day period prior to the incident 
must be included. 

 
 (i) Follow-up procedures for restraint include not only the reporting 

requirements set forth above, but also reviewing the incident with the student, staff 
and consideration of whether follow-up is appropriated for students who witnessed 
the incident. 

 
 (j) The School may seek a parent’s or guardian’s consent to waive the reporting 

requirement of 603 CMR 46.06 for restraints administered to individual students 
that do not result in serious injury to the student or a staff member and do not 
constitute extended restraint.  Extended restraints and restraints that result in 
serious injury to the student or staff member must be reported in accordance with 
the requirements of 603 CMR 46.06 regardless of any individual waiver to which the 
parent or guardian may have consented.  Individual waivers will only be sought for 
students who present a high risk of frequent, dangerous behavior that may require 
the frequent use of restraint. 

 (k) The School will inform parents about the schools’ restraint policy in the 
Parent Handbook, which is updated annually and distributed to parents at the 
beginning of each school year. 

 
 

VII. 11 Communications  
 

Communication Expectations and Responsibilities 
 
1. All employees are required to know and use the Benjamin Banneker email system. 
2. Upon arrival at school, or as soon thereafter as work duties allow, all employees are 
required to check their voicemail, email and mailbox. 
3. Before leaving at the end of the day, all employees are required to check their 
voicemail, email, and mailbox. 
Note: If the nature of your responsibilities does not allow you to do items 2 and 3 above, 
you must check your voicemail, email, and mailbox once per day. 
4. When leaving voicemail or email messages, do not expect them to be heard or read 
until the next “check” time, i.e., the beginning or end of the day. 
 

Email Communication Guidelines 
1. Remember that any email you send always carries the name of the Benjamin Banneker 
School. Treat it as if you were sending a letter on the Benjamin Banneker School 
letterhead. 
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2. Do not assume that email is private or confidential. All email done on school 
computers is potentially subject to “open records” laws and may have to be divulged if 
requested by a citizen.  
 

Effective School-Home Communication 
 

Effective school-home communication is key to helping our students be successful. We 
encourage positive phone calls and notes to parents/guardians--try to “catch the 
students being good” and let parents know that you noticed. A goal of one positive 
contact per year per student is within reach. It is helpful, though not essential, to let 
your Executive Director know that you had contact with a student’s home for this 
purpose. 
 

General Correspondence with Home via Notices or Newsletters 
 
Home-school communication is encouraged and sometimes essential in helping our 
students succeed. Please copy your building Executive Director on e-mails to parents, 
especially if the student’s progress, grades, or behavior are the issue. It is helpful for the 
Executive Director to have some background when the parent contacts him/her. 
 
Please be sure to get the Executive Director’s approval of all communications you intend 
to send home with students before they are copied to be sent home. You must also 
check the school calendar with your Executive Director prior to scheduling any events or 
sending notices out.  The Executive Director should receive a final copy of all notices 
going home. 
 
Keeping parents informed facilitates the smooth operation of the school and has a 
significant effect on student behavioral change. It is our obligation as educators to keep 
parents informed of student progress in all areas. In keeping with this philosophy, the 
following procedures will be followed: 
 
• Parents must be notified by telephone when a student is performing or behaving 
poorly in the classroom. This communication should take place early enough to allow 
for correcting the situation prior to the end of the grading period. 
• No student should be referred to the Executive Director for classroom related 
discipline (except for emergency situations) unless the problem has been discussed with 
the parents prior to the referral. This means that if a student is experiencing difficulty 
with such things as tardiness, class attendance, or other repetitive problems, parents 
should be telephoned. Communicating with parents on a regular basis will enhance your 
classroom management, give you more information about the student and his/her 
environment, and show your interest in him as an individual. 
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VII. 12 Field Trips  
 
Enrichment experiences such as educational field trips for students may be requested. 
Please submit a formal request in writing.  The request should be submitted at least one 
week in advance of the proposed field trip. If there is not a 5-day notice, the trip may 
not be approved.  All students who participate in field trips will present written 
permission from their parent/guardian to participate. Only field trips which are 
pertinent to course content and which contribute directly to specific educational 
objectives will be approved. Approval will not be granted to trips that are simply 
recreational or that have not followed the established protocol for securing approval. As 
a courtesy to colleagues, please email staff the date, time of departure and return time 
of the trip.  
 
The formal request in writing should include: the date, time, location, field trip 
objective, mode of transportation, cost and expenses, and list of students, if there is a 
need for a substitute teacher, sample of the parent permission slip to be used, list of 
chaperones 
  
Before leaving on your field trip, please take accurate attendance of the students. Be 
sure you 
carry along the permission/emergency forms completed by the student’s parents. You 
should also have any other emergency supplies pertinent to the special medical needs of 
the students with you (inhaler, Epi-pen, etc.). If you have a cell phone, please leave that 
number with the office in case we need to contact you. 
 
If you have chaperones that are not staff members, there must be a background check 
conducted on them before the trip. Please check with the office to find out if they have 
had a previous background check. If they have not, you will be given a form for the 
chaperone to fill out before the trip is taken. 
 
Before planning a field trip, reflect on the following questions: 
 
• What educational objectives does this field trip meet for your students? 
• How is this trip linked to the unit you are currently teaching? 
• What instructional follow-up activities will the students do upon returning from the 
field trip? 
• How will the field trip enhance learning more than classroom instruction on this topic 
or lesson? 

 
 

VII. 13 Parent Concerns  
 

Regular communication between teachers and parents is essential to a positive 
understanding between the school and the home. When a parent/guardian (or a 
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concerned citizen) wishes to talk with you, remember you are responsible for creating 
an open and supportive environment that encourages the honest expression of concerns 
and enables you to assist the parent/guardian in resolving any problems. While you may 
feel it is desirable to request that an appointment be made for such conversations, 
please remember that such meetings are a part of your job, and be as flexible, honest, 
and receptive as possible whenever they occur. In no case, however, should meetings be 
held during class time.  
 
The suggested process is as follows. 
 
1. Set an appointment with the parent(s)/guardian(s), you, and any other staff members 
involved. Whenever practical, the student in question should be present. Inform the 
Executive Director of the appointment in case s/he has any insights or information to 
share with you. 
2. Be prepared for the meeting. Take a few minutes to create a hospitable space for the 
conversation. You may want to have student work, copies of textbooks, progress 
reports, and/or other relevant information available. 
3. Ask the parent if she/he has discussed this matter thoroughly with the student and 
ask the parent to tell you how s/he understands the situation. Listen closely. Take notes 
if it will help you be clear. Remember that all parents love their children and that they 
are there, talking with you, because they know you care about the child too. 
4. Try to come to a mutually agreeable solution. You might begin by asking the student 
and parent what they see as the next step(s) and work with that as a starting place. 
Remember - it is your responsibility to facilitate the success of the meeting. 
5. If the parent/guardian is still not satisfied with the conclusions reached at this level, 
suggest that the parent request a conference with yourself and the Executive Director. 
Let the Executive Director know as soon as possible. 
6. If a satisfactory conclusion is not reached at the building level, the Executive Director 
may suggest a meeting with the Board of Trustees. 
 
Remember, a parent with a concern is a parent who has information we need in order to 
make our school better. Such occasions are also opportunities to build positive 
relationships with people about whom we care. We hope that good communication will 
minimize parent concerns. 
 

VII.14 Bulletins and Announcements 
 

Bulletin boards and display cases are available for school-related and approved 
materials to be posted and displayed. Posters to be used in the halls or materials and 
announcements for distribution will need the approval of the Executive Director. 
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SECTION VIII: EQUIPMENT and IT 
 

VIII.1 Telecommunications and Other Mobile Devices 
 
VIII.2 Use of Equipment/ Damage or Theft 
 
VIII.3 School Network, Internet, Email, and Social Media 
 
VIII.4 Social Media Guidelines 

 

VIII.1 Telecommunications and Other Mobile Devices 
 
Telephones are available for personal outgoing calls during breaks, meals, and other 
appropriate times of the day.  Employees may be required to reimburse the School for 
any charges resulting from their personal use of the telephone.  Employees answering 
any school phone must always demonstrate appropriate business telephone etiquette. 
 
Personal calls should only be made during personal time: before and after school, lunch 
breaks, and preparation periods.  Personal use of employee cell phones should not 
occur during class, when supervising children, or during work time.  
 
School cell phones are for school business only. Employees issued school cell phones 
are responsible for their proper use and care. The school will replace lost, stolen or 
damaged cell phones one time only; any further losses will be the responsibility of the 
employee.  
 
Any data traffic browsed to and/or sent or received on a mobile device is subject to the 
policies and procedures under VIII.3 School Network, Internet, E-mail, and Social Media. 
 

VIII.2 Use of Equipment/Damage or Theft 
 
All books, calculators, computers and other school equipment used by students should 
have an identification number. The classroom teacher or supervisor is responsible for 
checking out items to students. Teachers are also responsible for seeing that items are 
returned. 
 
Employees are expected to exercise care, and follow all operating instructions, safety 
standards, and guidelines.  Employees should report all defective and/or damaged 
equipment to the Technology Department immediately. Improper, careless, negligent, 
destructive, or unsafe use or operation of equipment may result in disciplinary action 
up to and including termination. 
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If damage or a theft of a personal item is reported to you, please investigate and report 
your findings to the Technology Director or the Executive Director as soon as possible. 
Sometimes items can be found if the item is looked for immediately. Damage or theft of 
school property should be reported to the Technology Director or the Executive Director 
immediately. Any student caught intentionally misusing or destroying school property 
or equipment should immediately be reported to the Technology Director or the 
Executive Director for disciplinary action including dismissal, suspension, paying for the 
damage, or cleaning and repairing it. These incidents should always be brought to the 
attention of the Technology Director or the Executive Director immediately. 
 
 

VIII.3 School Network, Internet, E-mail, and Social Media Policy 
 

Computer technology is a valuable educational resource.  To this end, many school 
employees are required to utilize computer technology, including by contributing to and 
maintaining a classroom or department website, performing various electronic surveys, 
using the electronic student information system for meal- and attendance-related tasks, 
and regularly monitoring and responding to internal communications via school 
intranets and e-mail systems (Referred to as the Benjamin Banneker Technology “Musts 
& Shield’s list”). To guide employees on the appropriate use of computer technology and 
to maintain the School’s commitment to privacy, both on and off school-property, the 
School has implemented this School Network, Internet, E-mail, and Social Media Policy. 
All policies contained in the Employee Handbook, including those governing employee 
conduct and behavior and anti-bullying policies, are incorporated by reference herein.  
 
The school network, Internet, email, School computers, and mobile devices should be 
used predominantly for work-related tasks. They should be used in accordance with the 
guidelines laid out in the Employee Handbook. If an employee does not adhere to the 
acceptable use policy, termination of privileges to all or some of the School’s 
information technology may be revoked for that employee. In addition, depending upon 
the severity of the infraction, employees are subject to disciplinary action up to and 
including termination, in addition to financial restitution. 
 
The School reserves the right to change or amend this policy at any time.  Users are 
encouraged to speak with the Technology Director or the Executive Director with any 
questions or concerns about this policy. 
 

A.  Privacy Notes: Users are reminded that they shall have no expectation of 
privacy when using the School’s information technology. All Internet data 
that is composed, transmitted or received via the School’s information 
technology is considered the property of the School, including 
communications on personal, non-School accounts such as Facebook, 
Twitter, Yahoo or Gmail which are accessed using hardware. Such 
communications are subject to search and disclosure at the School’s 
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discretion at any time and are subject to disclosure to law enforcement 
or other third parties. Therefore, employees should always ensure that 
the business information contained in Internet e-mail messages and other 
transmissions is accurate, appropriate, and lawful.  Employees shall not 
use the organization’s time and resources for personal gain, intentionally 
misrepresent or defame the school, or publicly release confidential 
information. The school shall not be liable for users’ inappropriate use of 
electronic resources or violations of copyright restrictions, users’ 
mistakes or negligence, or costs incurred by users. Users must protect all 
confidential or proprietary information of the School or of any third 
party that may have disclosed such information to the School.  This 
includes student information, financial, legal, economic, business and 
general information on the School’s business operations. 
 

B.   Staff Privacy: Unless otherwise notified, the school, the administration, 
and the Technology Department has permission to use any staff 
member’s name and/or likeness on the school website, blog, and/or other 
electronic and print publications. Users shall not use the names of faculty 
or staff, or any other information that would identify or make known the 
identity of such persons.  Disparaging or defamatory comments should 
not be posted about any staff members on websites, social media, and/or 
any form of electronic communications either during work or personal 
hours.  

 
C.  Student/Family Privacy: Users may not use or disclose any personally 

identifiable information of any kind about any student or a student’s 
family while using the school network, Internet or email without express 
written permission.  Even if the student is not identified by name, if there 
is a reasonable basis to believe that the person could still be identified 
from that information, then its use or disclosure could constitute a 
violation of state and federal laws concerned with the protection and 
security of personal information and is prohibited by this policy.  Staff 
will verify that students have permission to be displayed on websites 
before posting their likenesses online. The full name of a child will 
never be displayed. 

 
D.  Monitoring and Quotas: The School reserves the right to monitor all 

network traffic, including but not limited to e-mail and Internet use, as 
well as set data-related quotas and limitations.  
 

E.   Copyright Information:  The unauthorized use, installation, copying, or 
distribution of copyrighted, trademarked, or patented material on the 
Internet is expressly prohibited. Any questions regarding the use of such 
information should be brought to the Technology Director. 
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F.   Code of Ethics:  Data that is composed, transmitted, accessed, or 

received via the school’s network, e-mail, or the Internet must not contain 
content that could be considered discriminatory, offensive, obscene, 
threatening, harassing, intimidating, slanderous, or disruptive. Employees 
must not access, store, or send inappropriate or offensive graphics, 
games, music, or other materials on the school computers and network. 
This includes, but is not limited to, inappropriate language and 
pornography. Employees must preview Internet content before showing 
them to students. Users must comply with the School’s workplace 
policies, including those policies governing ethics, code of conduct, 
confidentiality and discrimination/harassment. 

 
G.  Malware, Viruses, and Hacking (Network Protection):  Employees shall 

not knowingly download files, access nefarious websites, and/or open 
documents or other material that runs the risk of either introducing 
computer viruses or of encroaching on the bandwidth and computer 
storage space required for the school’s data. Employees should not 
attempt to bypass administrative passwords, virus protection, website 
content filters, and/or change preferences that are meant to protect the 
network and the users thereof. Hacking any school computer system is 
prohibited. Any malicious attempt to harm or destroy equipment, 
materials, data, or programs is prohibited.  Users shall not post any link 
or material when using the School’s hardware which runs the risk of 
either introducing computer viruses, or of encroaching on the bandwidth 
and storage space required by the social networking site, or otherwise in 
violation of this policy and/or the host site’s operating policies.  

 
H.  Usernames and Passwords: Stealing, using, or disclosing someone else’s 

code or password without authorization is prohibited. System users shall 
not use another user’s account. Pretending to be someone else when 
sending/receiving message is prohibited. 

 
 

VIII.4 Social Media Guidelines 
 

A. Definitions of Social Media:   Social media is defined as any form of 
online publication or presence that allows interactive communication, 
including, but not limited to, social networks, blogs, internet websites, 
internet forums, and wikis. Examples of social media include, but are not 
limited to, Facebook, Twitter, YouTube, Google+, and Flickr. 
 
Professional social media is a work-related social media activity that is 
either school-based (e.g., the Benjamin Banneker school network or a 
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Benjamin Banneker teacher establishing an approved blog for his/her 
class).  
 
Personal social media use is a non-work-related social media activity (e.g., 
a Benjamin Banneker administrative employee establishing a Facebook 
page or a Twitter account for his/her own personal use). 
 
The term “communicates”, as used in this Guidance, refers to activity, 
including, but not limited to, “friending,” “following,”“commenting,” and 
“posting messages” using social media sites. 
 
The term “site” and “sites” refer to an online social media account or 
usage. 
 
These Guidelines do not address student-to-student communication via 
social media. 
   

B. Applicability:   These Guidelines apply to all Benjamin Banneker 
employees. The Benjamin Banneker will take steps to ensure that other 
Benjamin Banneker stakeholders, including Benjamin Banneker vendors, 
Benjamin Banneker volunteers, and Benjamin Banneker independent 
contractors are informed of these Guidelines. 
 

C. Personal Social Media Use:   In order to maintain a professional and 
appropriate relationship with students, Benjamin Banneker employees 
should not communicate with students who are currently enrolled in the 
Benjamin Banneker school on personal social media sites. Examples of 
such communications include, but are not limited to, “friending,” 
“following,” “commenting,” and posting messages. This provision is 
subject to the following exceptions: (a) communication with relatives and 
(b) if an emergency situation requires such communication, in which case 
the Benjamin Banneker employee should notify his/her supervisor of the 
contact as soon as possible.  

 

D.  Professional Social Media Use:   Benjamin Banneker employees who decide 
to engage in professional social media activities should maintain separate 
professional and personal email addresses. As such, Benjamin Banneker 
employees should not use their personal email address for professional 
social media activities. The professional social media presence should utilize 
a professional email address and should be completely separate from any 
personal social media presence maintained by the Benjamin Banneker 
employee.  

 



 
 

 
51 

 

E. Communication with Benjamin Banneker Students:   Benjamin Banneker 
employees who work with students and communicate with students through 
professional social media sites should follow these guidelines: 

 

a. Professional social media sites that are school-based should be 
designed to address reasonable instructional, educational or extra-
curricular program matters; 

b. Professional social media sites that are non-school based should have 
a reasonable relationship to the mission and function of the Benjamin 
Banneker school; 

c. Each school year, Benjamin Banneker parents will be notified about 
the professional social media activities in which their children will be 
invited to participate. We will inform parents of the purpose and 
nature of each professional social media account their children will 
access and will instruct parents to contact the school with any 
questions or concerns; 

d. To the extent possible, based on the social media site being used, 
Benjamin Banneker supervisors or their designees should be given 
administrator rights or access to the professional social media 
accounts established by Benjamin Banneker employees; 

e. Benjamin Banneker employees will be required to obtain their 
supervisor’s approval before setting up a professional social media 
presence; 

f. Supervisors and their designees are responsible for maintaining a list 
of all professional social media accounts within their particular 
school or office; and 

g. Professional Benjamin Banneker social media sites should include 
language identifying the sites as professional social media Benjamin 
Banneker sites. For example, the professional sites can identify the 
Benjamin Banneker school, department or particular grade that is 
utilizing the site. 
 

F. Guidance Regarding Professional Social Media Sites 
a. Benjamin Banneker employees should treat professional social media 

space and communication like a classroom and/or a professional 
workplace. The same standards expected in Benjamin Banneker 
professional settings are expected on professional social media sites. 
If a particular type of behavior is inappropriate in the classroom or a 
professional workplace, then that behavior is also inappropriate on 
the professional social media site; 

b. Professional social media communication should be in compliance 
with existing Benjamin Banneker policies and applicable laws, 
including, but not limited to, prohibitions on the disclosure of 
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confidential information and prohibitions on the use of harassing, 
obscene, discriminatory, defamatory or threatening language; 

c. No personally identifiable student information may be posted by 
Benjamin Banneker employees on professional social media sites, 
including student photographs, without the consent of the student’s 
parents; and 

d. Benjamin Banneker students who participate in professional social 
media sites may not be permitted to post photographs featuring 
other students. 
 

G. Privacy:   Employees using professional social media have no expectation of 
privacy with regard to their use of such media. The Benjamin Banneker will 
regularly monitor professional social media sites to protect the school 
community;  
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SECTION IX: PERFORMANCE EVALUATION PROCESS & 
SCHEDULE 

 
IX.1 Mid-Year Evaluation 
 

 IX.2 Formal Evaluation 
 
 IX.3 Non-Teaching Staff 
 
 IX.4 Administrators 
 
 IX.5 Evaluation Forms 

 
The School is committed to providing teachers and staff with supervision and evaluation 
annually to ensure that they have the skills and strategies to assist students in performing 
at high achievement levels.   
 

IX.1 Mid-Year Evaluation 
 
Each teacher will ordinarily receive a mid-year evaluation by the end of February of each 
year.  It is expected that any “trouble” spots identified in the evaluation will be addressed 
and corrected immediately.   
 

IX.2 Formal Evaluations 
 
Teachers can expect a formal evaluation every year.  Formal evaluations consist of pre-
observation conference, observation, and post-observation conference. 
 

IX.3 Non-Teaching Staff 
 
Non-teaching staff will develop annual goals in collaboration with their supervising 
administrator and receive an annual review. 

 

IX.4 Administrators 
  
Administrators will develop annual goals with the Executive Director each fall.  These goals 
will be aligned with the Accountability Plan as well as other agreed areas. 

 

IX.5 Evaluation Forms 
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The Benjamin Banneker Public Charter School evaluation forms are aligned with 
Massachusetts State Standards for Professional Teachers and Administrators. 
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SECTION X: SCHOOL CRISIS GUIDELINES 
 
 X.1 General Crisis Guidelines 
 
 X.2  Lock Downs 
 
 X.3  Bomb Threat  
 
 X.4  Missing Child 
 
 X.5  Natural Disasters 
 
 X.6  Managing a Crisis after the Earliest Stages are Over 
 
 X.7  Computer e-mail Threat  
 
 X.8  Dealing with the Media (Crisis Related Issues) 
 
While no set of guidelines can adequately address every potential situation, the 
following offers some general guidance in how to respond to a crisis.  
 
It is very important to follow the established “communication channels” to ensure the 
safety of everyone involved in the situation. The Executive Director/designee serves as 
the chief spokesperson for the school (i.e. major decisions, and communication with the 
public and press). 
 

*Staff should consult the “School Security System and Student Safety Plan” 
and the “Student /Parent Handbook “for more detailed information. 
 

X.1 General Crisis Guidelines 
 
1. Keep calm. Do not panic.  
2. Those not directly involved should continue their usual activities. Avoid crowds and 
excitement. Most  
    problems are best handled in private.  
3. Evaluate the situation in terms of:  
 * Immediate risks or danger? If so, dial 911.  
 * Who is best able to handle this situation? Send for them immediately.  
 * What is the most appropriate immediate action to take?  
 * What are secondary concerns (comforts, first aid, and reassurance)?  
4. Inform the Executive Director.  
5. Remain with your students.  
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6. A written report including all pertinent facts and actions relating to the emergency 
should be made as soon as possible.  
 * Keep a copy of the report you submit.  
 * Enter the time, duration and date.  
 * List names of witnesses.  
 * Describe the condition of the physical location, such as “oily”, “wet”, “paper 
 strewn”, “bloody”,  
             etc.  
 * Describe the emergency situation.  
 * Describe the condition of the persons in the emergency.  
 * Include relevant comments, verbatim, if possible.  
7. Direct outside inquiries to the Executive Director. 
 
 

X.2 Lock Down Procedures 
 
In the event of an emergency situation, a LOCK DOWN may be required to ensure the 
safety of the staff and students. Our main goal will be to keep everyone stationary until 
the situation/incident is addressed by the administration or the emergency teams arrive. 
To institute a lock down, an announcement will be made which simply states that we are 
in “LOCK DOWN” status and everyone must remain stationary.  If the communication 
system is not available, a lock down directive will come from staff members. An “All 
Clear” message will end the Lock Down. 
 

Lock Down (Level 1/Soft Lock Down) 
 
1. Lock door pulling in any staff/students from the hallway. 
2. Lock windows, close blinds. 
3. Record names of all persons in the room. Create a list of students not present in your 
room who are present at school. 
4. Continue with class lessons. 
4. Do not open door until identity of the police officer or supervisor is confirmed (cell 
phone or intercom) or the “All Clear” is sounded by the Executive Director. 
5. Only call 911 if an immediate emergency exists or information on the incident is 
available. 
6. Stay in the room until the “All Clear” is sounded by the Executive Director. 
7. If you are outside during a LOCK DOWN, do not attempt to enter the building. Move 
students to a designated area away from the building. 
 

Lockdown (Level 2)  
 
1. Lock door pulling in any staff/students from the hallway. 
2. Move students to corner away from doors and windows. 
3. Lock windows, close blinds. 
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4. Shut off lights. 
5. Record names of all persons in the room. Create a list of students not present in your 
room who are present at school. 
6. Remain silent; do not answer anyone at the door. 
7. Do not open door until identity of the police officer is confirmed (cell phone or 
intercom) or the “All Clear” is sounded by the Executive Director. 
8. Only call 911 if an immediate emergency exists or information on the offender(s) is 
available. 
9. Stay in the room until evacuated by a police officer. 
10. If an immediate threat arises, evacuate. 
11. If you are outside during a LOCK DOWN, do not attempt to enter the building. Move 
students to a designated area away from the building. 
 
 

X.3 Bomb Threat 
 
Any bomb threat is treated as a danger to all persons in the school building. Staff 
members shall follow these procedures when a bomb threat is made: 
 
1. The secretary or any person taking the telephone call will attempt to gain as much 
information as possible from the caller, i.e., the bomb’s location, type, when it will 
explode, and the caller’s name, sex, age and voice tone. 
2. The main office will immediately call 911. 
3. The main office will immediately advise the Executive Director or designee of the 
situation.  
4. The Executive Director will sound the fire alarm and evacuate the building. 
5. Staff members should note any “strange” boxes or packages. Do not touch anything 
suspicious. Report any such item to law enforcement after you have left the building. 
6. The Executive Director or designee shall notify the police. 
7. The building Executive Director shall check to ensure everyone has left the 
building(s). 
8. Staff members shall account for everyone by making a roll call check. Names of 
missing students or staff members will be relayed to the Executive Director or designee. 
9. Staff members shall escort the students to a predetermined waiting area that is a safe 
distance from the school and wait for further instructions. 
10. The Executive Director or designee shall assist the police, fire and public safety 
officials as needed. 
11. After a bomb search is completed, the Executive Director or designee and local law 
enforcement will determine if the building should be re-entered. 
12. If the school cannot be re-entered, the students will be moved to the closest 
available facility that can safely house them. 
13. If the decision is made to move students to an alternate location, the building 
Executive Director or designee shall so notify transportation. Buses will be used if the 
school is beyond walking distance or if there is inclement weather. 
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14. Transportation will make arrangements to have the evacuated students picked at the 
regular release time at the alternate site by the normal route school buses. 
15. When a bomb threat is made during inclement weather, the building Executive 
Director or designee shall notify transportation to supply buses for temporary shelters. 
This should not delay the school’s evacuation. 
16. No one shall re-enter the building unless the “All Clear” is sounded by the Executive 
Director. 
17. No electronic devices shall be used to recall students into the building. 
 
 

X.4 Missing Child 
 
1. Notify Executive Director/designee immediately. 
2. Executive Director/designee will notify Police (911) with following information: 
 a) child’s name 
 b) address 
 c) physical and clothing descriptions 
 d) medical status, if appropriate 
 e) time last seen 
3. Executive Director/designee will notify parents of missing child. 
 a) inform of situation and steps taken. 
4. Notify Executive Director. 
5. Complete Incident Report. 
 

X.5 Natural Disasters 
 
A natural disaster includes severe weather situations, hazardous material accidents, 
floods, and earthquakes. The following emergency procedures should be taken: 
 
1. The Executive Director or main office staff will alert staff. 
2. Teachers shall step into the halls to immediately clear them by directing students to 
the classroom. 
3. While in the room, all teachers and students are to maintain sheltered positions. 
4. Call 911 if emergency responders are needed. 
5. Render first aid, if necessary. 
6. The Executive Director or designee will direct designated “couriers” to each classroom 
notifying the teacher/staff of the situation. 
7. Unless the situation requires evacuation, all doors will remain locked and personnel 
and students will remain stationary until the “All Clear” is sounded by the Executive 
Director. 
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X.6 Managing a Crisis After the Earliest Stages are Over 
 
The Executive Director shall: 

 
a. Advise whether or not to maintain normal schedules or dismiss early. This decision 
will depend on the extent of the crisis and may vary from class to class, or school to 
school. Formulate plans if school is to be dismissed early. 
 
b. Communicate with school counselors. 
 
c. Help the designated spokesperson, prepare announcements to: (1) students and 
teachers (2) telephone inquiries (3) parents/guardians, and (4) the media. 
 
d. Help the designated spokesperson, prepare a memo to all teachers giving the facts 
about the crisis and instructions on how to share the information with students, as well 
as suggestions for assisting students. This memo may also invite the staff to a meeting 
after school. Also, facilitate a way for the teachers to share their insights, concerns and 
other pertinent information. 
 
e. Help the designated spokesperson prepare a letter to parents/guardians. Include 
specific factual information about the event; information about how the school is 
handling the crisis, phone numbers for contact people; information about community 
resources, including phone numbers and titles of resource books. Some 
parents/guardians will need to be contacted by phone, particularly if their child’s 
reaction is severe. 
 
f. Supervise pre-designated rooms for media, family, etc. 
 
The Executive Director or designee shall also: 
 
a. Support response efforts; be available for consultation  
b. Notify feeder schools, so they can prepare siblings and other students regarding the 
crisis. 
c. Provide direction for teachers. 
 
Teachers shall: 
 
a. Provide available information to students and lead classroom discussions, when 
warranted, that focus on coping. Answer questions without providing unnecessary 
details. Recognize and honor the various religious beliefs that may help students to 
cope. Be understanding and receptive to students’ expressions of various emotions. 
b. Be careful of TV broadcasts in the classroom. Live newscasts can be traumatizing 
especially if the 
    students are still at school. 
c. Identify students who need counseling and refer them to counseling personnel. 
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d. Provide activities to reduce trauma, such as artwork, music, and writing. 
e. Alter the curriculum as needed. 
g. Know how to get assistance from other professionals should the need arise. 
 
The school nurse, after all injured students are stabilized and being provided 
emergency medical services care, shall: 
 
a. Monitor reactions of traumatized children. 
b. Inform teachers and children about physical manifestations of grief 
 
 Provisions for on-going opportunities to deal with the crisis may include: 
 
a. Have additional support staff and outside professionals available. 
b. Make resources available to teachers who will be dealing with students’ reactions. 
c. Provide a list of suggested readings to teachers, parents, and students. 
d. Amend crisis response procedures as necessary. 
e. Write thank-you notes to anyone who provided (or is still providing) support. 
f. Be alert on crisis anniversaries and holidays. Often students will experience an 
“anniversary” grief 
   reaction the following month or year on the date of the crisis, or when a similar crisis 
occurs that remind 
   them of the original crisis. Holidays are often difficult for students who have 
experienced loss. 
g. Support and explain the hospitals visitation policy. 
h. After one week, consider removing the flowers, cards, displays, etc. and get the 
building back to  
    normal. 
  
 

X.7 Computer E-Mail Threat   
 
1. When the message is received, print the message exactly as it appears on the screen. 
Leave the message on the computer screen.  
2. Do not respond to the message sender.  
3. Contact the Executive Director immediately, and show the message and printed copy.  
4. If there are file attachments associated with the message, do not open them.  
 
 
 

X.8 Dealing with the Media (Crisis Related Issues) 
 
1. The Executive Director is the ONLY employee authorized to speak to the media in an 
emergency. 
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2. Inform the media that you are not authorized to comment and direct them to the 
Executive Director. 
Be aware that students may be approached by the media. Suggest to students that they 
not comment, and refer the media to the Executive Director. 
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