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DISCLAIMER
This Employee Handbook is designed as a reference and may be updated periodically.  The content of this Employee Handbook is not meant to be an exclusive and exhaustive statement of the rights, benefits, duties, or obligations of our employees, but rather is intended to serve as a guide only.  The School reserves the right unilaterally to amend, eliminate or add to these policies at any time, with or without advance notice.  If you would like to determine the current status of a particular policy, if you have a question that is not covered by this Employee Handbook or if a statement is not clear to you, please consult with your supervisor, the Chief Financial Officer, or the Head of School XE "General statement about our Employee Handbook" 
Employment at Walnut Hill School (the “School”) is “at-will” and may be terminated by either you or the School at any time, with or without notice and with or without cause.  This Employee Handbook is not a contract, express or implied, guaranteeing employment for any duration.  Therefore, you are not assured that any particular policy (other than the employment “at-will” policy”) will be applied in all circumstances.

Each employee is required to acknowledge receipt of this handbook. Your signature signifies that you have received a copy of the handbook, and have read and understood its contents. At the bottom of this page, please sign your name and indicate the date. Please make a copy of this page for yourself, and give the original signed page to the Chief Financial Officer.

Name of Employee______________________________________________________________

Signature of Employee___________________________________________________________

Date signed____________________________________________________________________

Handbook Introduction XE "Handbook Introduction"  

This handbook has been prepared to acquaint you with the employment policies of Walnut Hill School (the “School”).  We hope that you will find this handbook helpful as you go about your work within our community.
You are our greatest asset. Through you and with you, we have the capacity to fulfill our mission.  The mission of Walnut Hill School is to provide its students with intensive  training of professional standard in the fine and performing arts with a strong academic program.  The School seeks to do so in a humane and ethical community designed to support the intellectual, artistic, and emotional growth of young people with a strong commitment to the arts.
The information in this handbook is presented in an informal manner, and, as such, serves only as a general summary of our policies and practices. Our goal is to treat faculty and staff fairly. Because this handbook is designed to serve both our faculty and staff, we will use the term “employee” rather than to “faculty” or “staff “ (except when appropriate to distinguish between the two).

As a school that is also an employer, we must set forth and comply with government laws and regulations affecting both employees and employers. There may be sections of this handbook that sometimes do not “feel like our school.” We are sensitive to this, but we must also abide by the laws and regulations of the larger society in which we live. We appreciate your understanding of our need to comply with the law.

The School’s policies are established and reviewed from time to time by the Board of Trustees. Only the Board of Trustees, in consultation with the Head of School, may add, alter, or delete a policy.

Responsibility to administer employment policies XE "Responsibility to administer employment policies" 
The Head of School has the responsibility for administering employment policies of the School. The Head of School may take problem-solving action without Board approval, but will inform the President of the Board of outcomes that may indicate need for a formal policy.

Only the Head of School may make exceptions to these written policies. Any exception granted must be documented with a written report of the action taken placed in the employment file of the person for whom the exemption was granted. 

Each employee, and particularly those with supervisory responsibility, is expected to be familiar with the employment policies of the School. If a supervisor is unclear about a particular employment policy, the supervisor should consult with the Head of School on questions of interpretation before decisions are made or actions taken.

Employees who have questions about employment policies should consult with the Head of School or the Chief Financial Officer.

Succession of responsibility XE "Succession of responsibility" 
In the event that the Head of School is absent for a prolonged period due to illness or other unanticipated circumstances, direction of the School’s business will be the responsibility of an individual designated by the Board of Trustees. In any other case of prolonged anticipated absence, the Head of School in consultation with the Board of Trustees will reassign responsibilities. The person designated to act as Head of School will also oversee these employment policies.

Mission Statement
 XE "Mission Statement" The mission of Walnut Hill is to educate talented, accomplished and intellectually engaged young artists from all over the world.  The School does so in a diverse, humane and ethical community.
School Motto

Non Nobis Solum – Not for ourselves alone

Credo XE "Credo" 
Each member of the School community strives toward artistic, scholastic, and moral excellence. We are devoted to demonstrating respect in all phases of school life. Together we pledge ourselves to honesty, self-respect, compassion and the active pursuit of learning. We will honor our community with conduct that enables us to celebrate our individual and collective achievements.

Employment Policies XE "Employment Policies" 
Hiring XE "Hiring" 
Non-discrimination in hiring XE "Discrimination in hiring" 
Candidates for employment will be considered without regard to race, color, creed, sex, sexual orientation, marital status, religious preference, national origin, ancestry, age, disability, or any other characteristic protected by law.

Recruitment XE "Recruitment" 
Recruitment XE "Recruitment"  efforts and publicity generally will be directed at all appropriate sources of applicants in a geographical area wide enough to attract an adequate number of qualified candidates. A job description for each position usually will be developed and included in the recruitment information. The job description will include those requirements and attributes that the School considers essential..

Hiring XE "Hiring" 
The Board of Trustees shall have the responsibility for hiring the Head of School. The Head of School shall have the responsibility for hiring all other employees.

Candidates who are related to a person currently employed by the School will be considered for employment, internships, and long-term volunteer opportunities, provided their appointment does not result in their being supervised by a relative. For the purposes of this Handbook a “relative” is defined, as a spouse, child, parent, sibling, grandparent, grandchild, aunt, uncle, niece, nephew, in-law, “step” relationship, or “significant other” with whom the candidate has a relationship. In such cases, the School will decline to consider a candidate.

Eligibility for employment XE "Verification of eligibility for employment" 
Federal law requires employers to verify that new employees are eligible to work in the United States.

Once a contingent employment offer has been made, the employee will have three business days to provide the documentation required by law. The Business Office will have the responsibility for checking the documents and maintaining a record of such documentation. Failure to provide the required documentation will result in the contingent offer of employment being withdrawn by the School.

CORI (criminal records) and SORI (sex offender records) check XE "Background check" s
Once a contingent employment offer has been made, the School will conduct a background CORI and SORI check on the employee, as required by law in Massachusetts. The School will make every effort to complete this background check in an expeditious manner. Failure of the employee to complete successfully a background check will result in immediate termination.  

A CORI and SORI check will be redone no less than every three (3) years on all current employees as mandated by law of the Commonwealth of Massachusetts.

Tuberculosis Test XE "Tuberculosis Test" 
Every School employee, including members of Food Service, must be certified free from communicable tuberculosis at the time of employment. Therefore, each new employee is expected to take a TB test, unless s/he has evidence of an acceptable test taken within one year of the time of employment.. A new employee who has had a positive TB test in the past should discuss his/her situation with a physician or the School’s Health Services. 

Tests are given at the School’s Health Services Office for a fee of $10; the individual must return in 48 hours to have the test read. Appointments should be made in advance.

Tests are also offered at the Commonwealth of Massachusetts Health Department, by appointment. The test is free of charge.

Other Employment–related Policies and Definitions XE "Other Employment–related Policies and Definitions" 
Non-discrimination in work practices XE "Discrimination in work practices" 
Work assignments, promotions, or compensation decisions will be considered without regard to race, color, creed, sex, sexual orientation, marital status, religious preference, national origin, ancestry, age, disability or any other characteristic protected by law.

Employment classifications XE "Employment classifications" 
Under Federal and State law, employees are classified as either exempt or non-exempt with respect to the payment of overtime.  Non-exempt employees are entitled to be paid overtime at the rate of 1½ times their regular rate for all hours worked over 40 hours a week.  Exempt employees are not entitled to overtime pay.

Faculty XE "Faculty" 
Persons classified as faculty at the School include academic and arts teachers, those persons providing resources and support to students (such as but not limited to school nurses or school counselors), or other positions that may be listed as faculty in the yearly “Guide to Walnut Hill.”

Administration XE "Administration" 
A person whose primary responsibilities are not as a classroom teacher or who directs a major support office for the School, such as Admission and Placement, Institutional Advancement, Finance, or other positions, may be listed as administration in the yearly “Guide to Walnut Hill.”

Dorm Staff XE "Dorm Staff" 
From time to time the school will designate faculty or administrators with the responsibility to serve as the head of a dorm or as a dorm parent. This assignment may be in addition to their primary job responsibility.

 Support Staff XE "Support Staff" 
Exempt Support Staff hold managerial positions. Under the Fair Labor Standards Act (FLSA), any person in such a position is considered exempt from the payment of overtime.

Non-Exempt Support Staff hold support positions and may include those persons who provide clerical assistance to the administration directly, other dorm staff (not considered as head of a dorm or a dorm parent), maintenance, custodians, housekeepers, security personnel, and drivers. Under the Fair Labor Standards Act (FLSA), these persons are entitled to the payment of overtime, as prescribed under FLSA.

Full-time XE "Full-time" 
A full-time employee, in a faculty position, is one who is contracted to work for more than 1,560 hours per year. These hours would typically cover the full school day on each day that school is in session as well as opening and closing meetings and events prior to or after the school year is completed.

A full-time employee, in any other classified position, is one who is contracted to work for more than 1,820 hours per year.

Part-time XE "Part-time" 
Anyone who does not fall within the definition of full-time is considered a part-time employee.

Temporary XE "Temporary" 
Anyone who is asked to work for a brief or intermittent period, such as for a day or series of days, or as a substitute teacher, is considered a temporary employee.  Temporary employees’ hours can be part-time or full-time.  Although employment assignments in this category are of a limited duration, employment beyond an initially-stated period of time does not in any way imply a change in employment classification  Temporary employees retain their status as such until the School notifies them of a change.  While temporary employees are covered by programs required by law, such as workers’ compensation insurance, they are not eligible to participate in the School’s other benefit programs.
Seasonal XE "Seasonal" 
Anyone who works in one of the summer programs and who is not employed by the School during the normal school year is considered a seasonal employee.  While seasonal employees are covered by programs required by law, such as workers’ compensation insurance, they are not eligible to participate in the School’s other benefit programs.  Seasonal employees should refer to the Walnut Hill School Seasonal Employee Handbook for the policies and procedures applicable to them.   
At-will employment statemen XE "At-will employment statement" t
Nothing contained in this Employee Handbook in any way creates an expressed or implied right to a contract of employment, or renewal of a contract or letter of appointment.

All persons employed by the School are at-will employees, unless such person enters into an employment contract that sets forth the grounds upon which an employee may be terminated. This means simply that employment is not guaranteed, and the School has the right to terminate any employee at any time, with or without advance notice and with or without cause.

Nothing contained in this Employee Handbook in any way alters the at-will nature of employment.

Employment relationships XE "Employment relationships" 
The School values its employees and looks forward to a continuing and mutually satisfactory relationship. It is understood, however, that the School is not obligated to offer renewal of employment nor is an employee obligated to accept such offered renewal, if s/he does not wish to do so.

Only the Board of Trustees or the Head of School has the authority to enter into an agreement with an employee concerning employment at the School. Any other employment agreements are not legally binding on the School.

Faculty XE "Faculty" 
To set forth information about employment, the School will issue a contract. The School typically will notify each faculty member before the school’s spring break whether the school will offer a contract for the following school year. Each contract will specify responsibilities for the next academic year. The contract will set forth expectations about in-service training, professional development, and meeting attendance, which may include team meetings, division meetings, and special committee meetings during the school year. The contract will be conveyed to the employee with a cover letter. The contract and cover letter combine to form the expectations of the School with respect to the employee. To be accepted, the contract must be returned to the Head of School within 30 days from the date offered.

An employee may be asked from time to time to attend special events held on behalf of the School. The School will make an effort to balance the needs of the School with those of the employee’s personal life.

The school calendar, compensation, and benefits will also be described in the contract. The signed contract will become a part of an employee’s personnel record. 

Administration XE "Administration"  

Administrators will also receive a contract. The School will determine the best schedule for issuing such contracts.

Dorm and Support Staffs XE "Dorm and Support Staffs" 
Dorm and support staffs will receive a letter of appointment no later than one month prior to the start of the new school year. The letter will outline the duties and terms of employment.

Hours of Work XE "Hours of Work" 
Faculty XE "Faculty"  and Administration XE "Administration" 
Teaching schedules or administrative duties govern the hours of work for the teaching faculty and administration. The demands of preparation for such schedules or duties, regardless of what time of day or what days of the week are involved, may also govern both faculty and administrative schedules. Thus, each member of the faculty and administration may have his/her own individual schedule, tailored to fulfill the specific responsibilities and duties assigned. Such work schedules can vary from week to week and cannot be committed to an exact time period. In assigning responsibilities and duties, the School makes an effort to distribute the workload on an equitable basis.

A faculty member or administrator may also have extracurricular assignments and additional duties. As such they may be expected to attend meetings and events that fall outside of what would be termed a normal workday.

Dorm Staff XE "Dorm Staff" 
The hours of dorm staff are governed by the needs of the program. The administration will make an effort to establish a fair and equitable distribution of time and responsibilities.

Support Staff XE "Support Staff" 
Broadly speaking, staff directly supports the teachers, administrators and the daily life of the students in all aspects. While the work schedule of staff is not specifically governed by a daily teaching schedule, it is geared to the life of the School.

Generally speaking, the workday for support staff consists of an eight (8) hour day beginning between 8:00 a.m. and 9:00 a.m. and ending between 4:00 p.m. and 5:00 p.m. with a one hour unpaid lunch.

Exact starting and ending times for each office should be worked out with the person in charge of that office.

During the summer, the workday for full-time support staff will generally be 8:00 a.m. to 4:00 p.m., or 8:30 a.m. to 4:30 p.m. Monday through Friday, with one hour for lunch. It will be the responsibility of supervisors to see that their offices provide appropriate coverage to ensure that work is completed in a timely manner.

Attendance XE "Attendance" 
All employees are expected to work their full scheduled workday, unless otherwise authorized by their department or division head. The work each employee does is important to the School. The School must be able to depend upon employees to report to work regularly and on time.

Leaving campus during school day XE "Leaving campus during school day" 
If an employee leaves campus at any time before the close of the school day, the employee must check out with his/her department or at the front desk and must check in upon returning. This will enable the School -- quickly -- to account for all employees in the event of an emergency.

Faculty and administrator absences XE "Faculty and administrator absences" 
An employee who will be absent or late due to an emergency must call his/her supervisor no later than 7:30 a.m. to facilitate finding a substitute to cover the employee’s responsibilities and duties for the day, or any part of the day.

The supervisor will record the employee’s absence, so that the employee is appropriately “accounted for.” In the event of an emergency, it is critical that the School can account for everyone.

Requests for planned absences must be submitted at least two weeks in advance to the Department Head, and Academic Dean or Dean for the Arts.  Planned absences must be kept to a minimum so as not to disrupt classroom activities. The School reserves the right to disapprove a planned absence request, if it is deemed to compromise the classroom experience of a student or otherwise be materially detrimental to the School.

Prolonged absence XE "Prolonged absence" 
An employee who is absent from work for more than three consecutive days without notification to  the School will be regarded as having resigned without notice, effective as of the beginning of the regular workday on the fourth day of absence, unless the absence is the result of an emergency and the employee is unable to notify the School.

The employee is responsible for asking a family member or friend to be aware of the need for the School to know about the employee’s absence and to take responsibility for informing the School as to the employee’s situation.

Absences for medical and dental appointments XE "Absences for medical and dental appointments" 
Whenever possible, employees are asked to make medical and dental appointments outside of regular working hours. 

Snow days XE "Snow days" 
The School will follow the Head of School’s decision with regard to delayed opening, early release, or cancellation due to weather conditions. Each year a memorandum will be distributed to the community with detailed information regarding  snow policy and procedures.
Personnel records XE "Personnel records" 
The School maintains a personnel record for each employee. Each employee should ensure that his/her personal mailing address, telephone numbers, number and names of dependents, individuals to be contacted in the event of an emergency, academic accomplishments and other such information are accurate and current at all times.  If any such personal data changes, the employee should notify the Chief Financial Officer immediately.
Personnel records generally include information such as an employee’s job application, resume (if any), employment reference check form, transcripts, diplomas and degrees, as applicable, background check authorization form, contracts, salary information, a record of benefits offered,  notes regarding performance and classroom visits, a written record of annual evaluation, letters of commendation, reprimands, disciplinary records, grievances, a record of in-service training and other professional development, payroll record information such as a W-4, and any other record pertinent to the employee’s service.

Personnel records are the property of the School, and access to the information they contain is restricted.  An employee may review his or her own personnel record, or obtain a copy of the personnel record, by submitting a written request to the Chief Financial Officer.

Except as required by law, the School will refuse to release information from a personnel file without written authorization from the employee.

When written information is released to an outside source, a copy of the information released will be sent to the employee.

References and employment information XE "References and employment information" 
Information about an employee, other than routine information such as name, dates of employment and position(s) held, is not released to persons outside the School without the employee’s written authorization, except as required by law.

Any request for a reference for a present or former employee should be referred to appropriate administrator or the Head of School. The Head of School is the only person who is authorized to provide this information on behalf of the School.

This policy does not preclude the use of employee information by the School itself in connection with its own operating needs or the release of such information to government agencies (if required), or other appropriate circumstances.

Outside employment XE "Outside employment" 
An employee must obtain approval from the Head of School before accepting outside employment. Outside employment, if approved, should not diminish the employee’s effectiveness or interfere with his/her School duties or present a conflict of interest. Because of the unique nature of our School and the expertise of some of our employees, such approval will not be unreasonably denied.

If outside employment is deemed detrimental to the employee’s job performance or otherwise conflicts with the best interests of the School, the employee will be required to terminate his/her outside employment as a condition of remaining an employee of the School.

Open Door Policy/Conflict Resolution XE "Conflict resolution (Grievance) policy" 
The School recognizes that problems may develop from time to time that require extraordinary attention and understanding.  Often, the best way to solve problems is to discuss them openly before they become serious. Each employee is encouraged to seek out an administrator to discuss such problems as early as possible.  In most cases that administrator should be the employee’s immediate supervisor.

If an employee feels that s/he cannot discuss or resolve the problem with his/her immediate supervisor, the employee is encouraged to discuss the problem with the next level supervisor. If the supervisor is an administrator, then the employee is encouraged to discuss the problem with the Head of School (or, in the case of a complaint against the Head of School, the Board Chair). To do this, the employee should first give the administrator or if appropriate, the Head of School, a written summary of the problem and a proposed solution. By putting the problem in writing, the employee will enable the administrator or Head of School to become informed and will allow that individual time to reflect on the problem before meeting with the employee.  
After receiving the written summary, the administrator or Head of School (or, in the case of a complaint against the Head of School, the Board Chair) generally will arrange a meeting with the employee to discuss the problem. The direct supervisor also may be asked to attend the meeting. A decision on the problem will be given at the end of the meeting or, if additional time is needed for further study, as soon after the meeting as is practical. The decision of the Head of School (or, where appropriate, the Board Chair) is final.

Termination from employment XE "Severance from employment" 
Resignation XE "Resignation" 
A voluntary termination is one that is freely made by the employee for any reason s/he chooses.  If an employee does not return an offered contract by the specified date, the School will consider that a voluntary resignation has been offered. The School will still require a letter of resignation to be provided by the employee. In the event that the employee does not provide the requested letter, the School will write a resignation acknowledgement letter to the employee.

A contracted employee is expected to work through the terms set forth in the contract. In unusual circumstances, the Head of School and employee may mutually agree to render the contract null and void.

If an employee must resign during the school year, s/he should discuss it with his/her supervisor first and then the Head of School. Once discussed, the notice must be put in writing. The School would appreciate receiving as much notice as possible. The expectation of the School is that at least two weeks’ notice for support staff and one month’s notice for management level employees will be given
Retirement XE "Retirement" 
There is no mandatory retirement age. An employee may declare his or her retirement date and decide not to enter into a contract for the next School year. The School requests that employees give as much advance notice as possible regarding a retirement date.

Involuntary Termination XE "Involuntary termination" 
An involuntary termination is a termination of employment initiated by the School.  Any employee subject to such termination is not entitled to prior notice or pay in lieu of notice.
Other Employment Policies XE "Other Employment Policies" 
Smoking XE "Smoking" 
The School’s campus -- buildings and grounds -- is a non-smoking environment. When representing the School in public venues, each employee is expected to honor this school policy. Please make every effort to set a good example to our students by refraining from smoking in the general vicinity of the school as well.

Illegal use of alcohol or controlled substances XE "Illegal use of controlled substances" 
The School seeks to ensure a safe, healthy, and productive work environment for all employees. Evidence clearly indicates that illegal drug use by an individual results in low productivity and high absenteeism, and presents a risk to the user’s safety, as well as his/her coworkers.
The School is a drug- and alcohol-free workplace.  The possession, use or sale of alcohol or unauthorized or illegal drugs while on the School’s premises or while conducting School business is strictly prohibited.  Reporting to work under the influence of alcohol or any unauthorized or illegal drugs is similarly prohibited.  Violations of this policy may lead to disciplinary action, up to and including termination.  Such violations also may have legal consequences.  

The School encourages employees with substance abuse problems to confront any such problem; the School will support such efforts. Employees participating in a substance abuse rehabilitation program as outpatients may continue working with the permission of the Head of School and with the recommendation of a physician. Those requiring inpatient care may be eligible for paid sick leave. Normal limitations affecting sick leave and extended leave of absence as defined elsewhere in this handbook will apply. 

Policy and guidelines on infectious illnesses XE "Policy and guidelines on infectious illnesses" 
The School recognizes that serious infectious illnesses – such as tuberculosis – not only have a tragic impact on those who contract them, but also pose significant and sensitive issues for employees and other members of our school’s community.

As an educational institution, the School has an obligation to:

· Inform our community about the nature of infectious illnesses;

· Promote understanding and prevention;

· Combat hysteria, fear, and prejudice; and

· Ensure fair treatment for everyone in our community.

Accordingly, we have established these policies for dealing with employment issues in connection with these types of illnesses.

Expectation to report illness XE "Expectation to report illness" 
Employees who have contracted an infectious illness are expected  to inform the Head of School of their illness.

Continuation of employment
 XE "Continuation of employment" 
An employee who has contracted an infectious illness will continue to work so long as s/he:

· does not pose a substantial health risk to him/herself, to students, or to any member of the school community; and

· is able, with reasonable accommodation, to perform the essential duties of his/her position.

All decisions concerning an employee’s fitness to work will be made on a case-by-case basis by the Head of School, in consultation with appropriate medical personnel, including but not limited to the School physician.

Reasonable accommodation XE "Reasonable accommodation" 
An employee may be unable to maintain acceptable performance standards due to an infectious illness. The School will work with that individual and make a reasonable effort to accommodate any special needs, with the goal of facilitating a return to, and maintenance of, acceptable performance standards. Accommodations might include modified job attendance requirements, alterations in School program, or others. Decisions on such accommodations will be made on a case-by-case basis by the Head of School, in consultation with the School’s legal counsel, based upon guidelines developed by the centers for Disease Control and the State Department of Public Health.

Confidentiality XE "Confidentiality" 
Only persons with a need to know shall have medical knowledge of a particular case. The Head, in consultation with the infected employee, will determine who will be informed and how to preserve confidentiality to the maximum extent practicable under the circumstances.

Expectations of other school employees XE "Expectations of other school employees" 
All employees, whether they are officially informed or become aware of the situation through other means, will be expected to continue to work with an employee with an infectious illness, once the School has determined that the individual does not pose a threat to the health and safety of School personnel.

The employee with an infectious condition should be treated with compassion and understanding. The School employees will not harass or otherwise discriminate against this individual. Any employee who does not adhere to these requirements is subject to disciplinary action, up to and including termination.

Exclusion from the School XE "Exclusion from the school" 
An employee shall be excluded from the School if the School is unable to accommodate the needs of the employee, and documented medical evidence demonstrates that the employee’s continued attendance in classes or at work poses a threat to the health and safety of the employee and/or others.

Return to work XE "Return to work" 
An excluded employee may be permitted to return to work if his/her condition has improved so that :
· he/she can perform his/her required duties; and

· the infectious illness no longer endangers the health and safety of the employee and others in the School community.

The decision to permit the employee to return will be made by the Head of School, in consultation with the employee and appropriate medical personnel. Questions about this policy should be directed to the Head of School.

Anti-Harassment Policy

The School’s operations are based upon a fundamental commitment to treating its staff with dignity and respect. The School’s support of equal employment opportunity includes the recognition that discriminatory harassment of employees’ based on age, sex, race, color, ancestry, national origin, sexual orientation, religion, physical or mental disability, genetic information, or any other characteristic protected by law is unlawful and will not be tolerated. This includes discriminatory harassment by management and non-management staff, and others conducting business with the School.  

All School employees have the right to a workplace environment free from racial, ethnic or similar slurs, unwelcome sexual advances, or any other verbal or physical conduct constituting discriminatory harassment.  Harassment may be illegal and the perpetrator may be subject to significant liability; `however, behavior does not have to rise to the level of illegal conduct to violate this policy.

One form of discriminatory harassment is sexual harassment. Unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature constitutes sexual harassment when (a) submission to or rejection of such advances, requests or conduct is made either explicitly or implicitly a term or condition of employment or 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 or creating an intimidating, hostile, or offensive working environment. 

Examples of prohibited conduct from which sexual harassment may arise include, but are not limited to, 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.  In addition, other sexually-oriented conduct, whether it is intended or not, that is unwelcome and has the effect of creating a workplace that is hostile, offensive, intimidating, or humiliating to male or female employees may also constitute sexual harassment.  While it is not possible to list all of those additional circumstances that may constitute sexual harassment, the following are some examples of conduct which may constitute sexual harassment, depending on the circumstances: (a) sexual epithets, written or oral references to sexual conduct, gossip regarding one’s sex life, comment on an individual’s body, or comment about an individual’s sexual activity, deficiencies or prowess; (b) displaying sexually suggestive objects, pictures or cartoons; (c) unwelcome leering, whistling, brushing up against the body, sexual gestures, or suggestive or insulting comments; (d) inquiries into one’s sexual experiences; (e) discussion of one’s sexual activities; and (f) offensive comments, jokes, innuendoes and other sexually-oriented statements.  Other conduct may constitute sexual harassment if it falls within the definition set forth above. 

Any employee who believes s/he is or has been the subject of discriminatory harassment, whether sexual or otherwise, is strongly urged to report the matter immediately to his or her supervisor (if s/he is comfortable doing so), or said employee may speak directly to the Head of School at extension 5065
Any employee who becomes aware of discriminatory harassment, whether sexual or otherwise, directed at another employee is strongly urged to report the matter immediately to his or her supervisor (if s/he is comfortable doing so), or said employee may speak directly to the Head of School at extension 5065.
Supervisors and members of management are responsible for helping to ensure a workplace free from discriminatory harassment. If a manager or member of management becomes aware of discriminatory harassment directed against any employee, s/he must report the matter immediately to the Head of School at extension 5065  

The School takes allegations of discriminatory harassment seriously and will respond promptly to complaints of discriminatory harassment.  The confidentiality of any reports of discriminatory harassment will be maintained to the extent possible consistent with the School’s legal duty to investigate any such reports fairly and thoroughly under the circumstances. Where it is determined that inappropriate conduct has occurred, the School will act promptly and in its discretion to eliminate the conduct and impose such corrective action as it deems necessary.  Any individual who is dissatisfied with the School’s response to a complaint of discriminatory harassment may discuss his or her dissatisfaction directly with the Head of School.  

Anyone who engages in discriminatory harassment of any School employee, or any School employee who engages in discriminatory harassment of any non-employee while carrying out his or her job duties, will be subject to disciplinary action, up to and including immediate termination of employment. 

It is unlawful to retaliate against a employee for reporting discriminatory harassment, filing a complaint of discriminatory harassment, or for cooperating in an investigation of discriminatory harassment. Such retaliation includes, but is not limited to, threats, intimidation, or coercion of any sort. Any employee engaging is such retaliation will be subject to disciplinary action, up to and including immediate termination of employment. Any employee who believes he or she has suffered retaliation in connection with a report, complaint, or investigation of discriminatory harassment is strongly urged to report the matter immediately to the Head of School at extension 5065.
In addition to the above, an employee who believes he or she has been subjected to discriminatory harassment may file a complaint with either or both of the following government agencies, each of which has a short period for filing a claim (300 days): 

Massachusetts Commission Against Discrimination (MCAD) 
One Ashburton Place, Room 601 
Boston, MA 02108 
617-994-6000 

Equal Employment Opportunity Commission 
John F. Kennedy Federal Building
475 Government Center
Boston, MA 02203 
1-800-669-4000 

Using the School’s complaint process does not prohibit an employee from filing a complaint with either of these agencies.  

Workplace Safety
The School is committed to providing a safe work environment. All employees are expected to obey all safety rules and use caution in work activities.  All potentially hazardous or unsafe circumstances should be reported to the Head of School or the Chief Financial Officer immediately.

If there is any doubt about the seriousness of any unsafe event, accident, condition, or injury, employees should call 911 immediately. In the event of fire, the School should be evacuated at once. An employee should call 911 only after s/he and any others have safely exited from the building. Remember that when calling from a school telephone employees must first dial 9, then 911.

If an employee violates the School’s safety standards, causes a hazardous or dangerous situation, or fails to report or, where appropriate, remedy such situations, the employee may be subject to disciplinary action, up to and including termination of employment.

Personal injury on the job XE "Personal injury on the job" 
For all personal injuries, please see the School nurse in the infirmary to receive first aid. If additional medical attention is necessary, the School nurse will provide information on how to access medical personnel. If the injury is deemed serious, please call 911 to request transport to the nearest hospital.

All accidents must be reported to the Chief Financial Officer immediately. Work-related injuries are covered under our Workers’ Compensation Insurance. We are required to notify our insurance provider that an accident or work-related illness has occurred. Prompt notification by an employee protects both the employee’s and the School’s rights under the policy. 

The Chief Financial Officer, or someone s/he designates, will assist with the completion of the required Worker’s Compensation form. The completion of this form protects the rights of the employee  to compensation under Massachusetts law for medical expenses related to the accident and/or lost salary or wages.

Filing a report also enables the School to review the situation that caused the injury to take appropriate action to correct any unsafe condition or situation.

Use of seatbelts in school vehicles XE "Use of seatbelts in school vehicles" 
All employees are required to wear seatbelts while operating or riding in any vehicle while on School business. In addition, passengers in vehicles operated by staff in the conduct of School business are also required to wear seatbelts.
Ethical conduct and conflict of interest policy XE "Conflict of interest policy"   

The School  expects its employees to act in the best interests of the School and to adhere to the highest ethical standards in all areas.  Employees must avoid any activities that are in conflict with, or give the appearance of being in conflict with, the best interests of the School.  Employees may not accept gifts or entertainment exceeding $100 in value or loans on a personal basis from suppliers, vendors or others who have a business relationship with the School.  If an employee has any questions about circumstances that might represent a potential conflict of interest, please refer them to the Head of School.  Failure to comply with the provisions of this policy may result in disciplinary action up to and including termination of employment.

Any possible conflict of interest on the part of any employee of the School should be disclosed in writing to the Head of School as soon as it is known that a conflict exists.  The Head of School, in consultation with the President of the Board of Trustees  will determine the best solution.

No relative (as previously defined under Hiring procedures) of an employee of the School shall be eligible to serve as a Trustee of the School. XE "Reporting requirements for persons who work with or for children" 
Reporting requirements for persons who work with or for children XE "Reporting requirements for persons who work with or for children" 
As a School, we must act in the best interests of all children. There are certain requirements placed upon each of us individually and upon the School as a whole. All employees are expected to be aware of these requirements and to act accordingly should a situation or condition arise that falls within the scope of these requirements. If an employee is not sure how to respond, s/he should contact his/her supervisor or the Head of School immediately.

Student physical, sexual or emotional abuse or neglect (reporting requirements) XE "Student physical or sexual abuse (State reporting requirements)" 
Employees are required by the Commonwealth of Massachusetts to report any case of suspected physical, sexual or emotional abuse or neglect of a child immediately to the Head of School. The Head of School is obligated to make a verbal report immediately to the Department of Health and Human Services.

Under Massachusetts law, the employee is protected from any lawsuit for taking such action in good faith.  Conversely, an employee may be subject to penalty if the employee does not report such suspected acts of abuse or neglect as required.  
Confidentiality of student and parent information XE "Confidentiality of student and parent information" 
Information about our students and their families should be treated in a confidential manner. All requests for information about a current or former student should be referred to the Head of School for response. Information about students or their families should only be shared with other teachers or administrators on a legitimate, need-to-know basis.

Medical information about our students must also be treated confidentially. Disclosure of confidential medical information to another person without written authorization may result in disciplinary action, up to and including termination.
Salary, Wage, and Benefits Information XE "Salary, Wage, and Benefits Information" 
Compensation XE "Compensation" 
Salary and Wages XE "Salary and Wages" 
The Head of School is the person authorized by the Board of Trustees to set the salary or the hourly wage for all employees of the School.

Adjustments to salary and wages XE "Adjustments to salary and wages" 
The Board of Trustees may authorize funds for salary and hourly wage adjustments in any given year, but there is no guarantee that annual adjustments will be awarded to employees. Any increase in funds budgeted for salary will be distributed at the sole discretion of Head of School, giving consideration to competitive market information and other factors.

Normal workweek XE "Normal workweek" 
The workweek for non-exempt employees will be as follows: 

· Workday – seven (7) hours paid; one (1) hour unpaid – to be used for lunch.
· Work week – begins at 12:01 a.m. Sunday and ends at midnight Saturday.
All overtime will be calculated using this calendar.
Overtime pay XE "Overtime pay" 
Exempt employees are not entitled to overtime pay.

Non-exempt employees may be required to work a reasonable amount of overtime from time to time. For non-exempt employees, a supervisor must authorize, all overtime work, in advance, including an early start or late finish. Supervisors should check with the Chief Financial Officer to ensure that funding for overtime is available.

All non-exempt employees, whether salaried or paid on an hourly basis  are eligible for overtime pay. Non-exempt employees receive overtime pay for all hours actually worked in excess of thirty-five (35) hours in one week. Overtime pay is calculated at straight time for hours worked up to forty (40) hours, then one and one-half times the employee’s hourly rate of pay for hours worked over forty (40) hours per week.

Payroll Information XE "Payroll Information" 
Personal information for payroll XE "Personal information for payroll" 
All new employees are required to complete all necessary documentation for payroll purposes within five days of their first day on the job.

It is the responsibility of all employees to keep the Business Office apprised of current information that may affect payroll (for example, changes affecting name, address, tax-exemptions, or marital status).

Time sheets or cards XE "Time sheets or cards" 
In order to comply with state and federal wage and hour laws, every non-exempt employee is required to complete a time sheet or card for each week in which s/he works. The Business Office will establish a yearly schedule of dates when time sheets or cards are due for payroll processing purposes.

Exempt employees are not required to complete time sheets.

General information about paychecks XE "General information about paychecks" 
All payments will be made by check or direct deposit.

The School is required to withhold for federal and state taxes. In addition, the School is required to withhold for Social Security and Medicare taxes, commonly known as FICA.

The School will also withhold other amounts as directed by an employee. These amounts are voluntary. Typically, these voluntary deductions cover an employee’s share of premiums for health insurance, an employee’s contribution to a retirement plan, childcare expenses, etc.
Pay dates for employees XE "Pay dates for employees" 
Exempt employees XE "Faculty, administration, and support staff" 
For these employees, pay dates are the 15th and the last business day of the month. If the 15th or last day of the month is a Saturday, Sunday, or holiday, payroll will be distributed on the preceding business day. Faculty members receive compensation over a 10 month period, August 31th through June 15.
Non-exempt employees XE "Maintenance, custodial, and housekeeping staff" 
These employees will be paid on a weekly basis on Tuesday. The pay period is for one week ending the preceding Wednesday. Time sheets, signed by the employee and verified by the supervisor, must be submitted to the Business Office by Wednesday at 10:00 a.m. in order for any employee to be paid.   
If the payday is a holiday, then the employee will be paid on a day specified by the School, preceding the regular pay day.

Earnings statements XE "Earnings statements" 
A statement of deductions and earnings (IRS Form W-2) for the preceding calendar year is issued each January no later than the last business day of the month. If an employee’s employment with the School terminates prior to January, the employee’s W-2 form will be mailed to the last address on record at the School. Therefore, it is very important that an employee provide the school with a forwarding address, if the employee leaves employment with the School.

Employees who need a copy of a W-2 issued in a prior year should contact the Business Office.

Pay advances XE "Pay advances" 
The School does not make pay advances.

Employee Benefits XE "Employee Benefits" 
Introduction

The School provides a broad range of benefits for eligible employees.  The benefit plans have been carefully selected to provide a comprehensive benefits package.  The benefit plans below are subject to amendment, modification, or termination at any time in the School’s sole discretion.  

The terms and conditions of all benefit plans are governed at all times by the complete provisions of the insurance contracts or other formal plan documents under which the plans are administered.  If an employee has any questions concerning benefits, the terms of the insurance contract and formal plan documents will govern the answers.  If an employee would like a copy of any Summary Plan Description, please contact the School’s Chief Financial Officer or designated benefits administrator.    

Benefit eligibility XE "Benefit eligibility" 
The School reserves the right to determine the standard for employees to be eligible to participate in its benefit plans. The School may change the standard for eligibility as is necessary from time to time. A benefits provider may require a different standard to which the School will adhere in order to be able to provide the benefit to employees.

Enrollment for benefits XE "Enrollment for benefits" 
The Business Office is responsible for notifying employees when they are eligible to enroll in one of the School’s benefits. If the employee chooses not to enroll or participate, s/he will be asked to sign a waiver form to signify that decision.

If the employee does not enroll or participate during the initial eligibility period, s/he will not be eligible again until the next open enrollment period for the particular benefit, which unless otherwise determined by the benefit provider, will be the first day of the plan year. Each benefit may have a different plan year.

Summary plan descriptions XE "Summary plan descriptions" 
All benefits are described not only in the booklet issued by the benefit provider, but also in summary plan descriptions. Copies of booklets and summary plan descriptions are available in the Business Office. Each employee will be given a booklet and a summary plan description at time of eligibility for the specific benefit.

Health insurance XE "Health insurance" 
Eligibility XE "Eligibility" 
The School offers membership in its Heath Insurance Plan to eligible employees, subject to the following definitions:

· Faculty who teach three or more courses and who have completed one full month of employment with the School are eligible to participate in the health insurance plan.

· All other employees who work at least 30 hours per week (3/4 of full-time equivalent) and have completed one full month of service are eligible to participate in our health insurance plan.

The School pays a percentage of the premium and the employee shares in contributing the balance via payroll deductions.

For information about the health insurance plans and/or enrollment information, please contact the Chief Financial Officer or a designated benefits administrator.

Premium payment during an absence XE "Premium payment during an absence" 
The School will continue to pay its share of the health insurance premium during the first ninety (90) days of an absence due to an illness or accident (under the School’s short-term disability policy) including an accident covered by Worker’s Compensation Insurance.

Thereafter, the employee must pay the full premium.

Continuation of health insurance at termination XE "Continuation of health insurance at termination" 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives eligible employees and their qualified beneficiaries the opportunity to continue health insurance coverage under the School’s health insurance plan when a “qualifying event” would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment, or death of an employee, a reduction in an employee's hours or a leave of absence, an employee's divorce or legal separation, and a dependent child no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at the School’s group rates plus an administration fee. The School provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under the School’s health insurance plan.  The notice contains important information about the employee's rights and obligations.

Section 125 Flexible Benefits Plan XE "Section 125 Flexible Benefits Plan" 
The School offers a Flexible Benefits Plan under IRS Code 125. This benefit is sometimes known as a Section 125 Plan. This plan allows employees to pay for certain expenses such as the employee’s portion of premium for health insurance, unreimbursed medical expenses, or dependent-care expenses on a pre-tax basis. 

The election to defer a portion of the employee’s salary to cover these expenses is made on an annual basis. Employees are not required to participate.

The School, within the applicable law, has the right to limit the amount of money that an employee may set aside for reimbursement purposes. Currently, the set aside amounts are capped at $1,500 for medical expenses. Single parents may set aside $2,500 for dependent care expenses. Married employees should note that a married couple may set aside a total of $5,000 for dependent care expenses – between any two employers offering this plan.

For more information about this benefit, please contact the Business Office.

Life insurance XE "Life insurance" 
The School offers life insurance to faculty who teach three or more courses and to all other full-time employees. Employees must complete one month of employment to begin participation. The coverage is in the amount of the employee’s annual salary. The School pays the cost of the coverage on the employee’s behalf.

This is term life insurance and has no cash value, except as a death benefit to the employee’s designated beneficiary.

For more information about this coverage, please contact the Business Office. 

Short-term disability insurance XE "Short-term disability insurance" 
The School offers short-term disability insurance to all faculty members who teach three or more courses and to all other full-time employees who have completed one year of employment. 

The School self-insures for this benefit. Thus, the School must use prudence in the administration and payment of benefits. It is intended to provide income to a person who is disabled or otherwise unable to work. Complications from pregnancy and childbirth are considered “disabling conditions” and are therefore covered by our short-term disability benefit.

The School reserves the right to request appropriate medical documentation as well as the right to request the opinion of a physician of the School’s choosing to assist with the determination of eligibility for the payment, or continued payment, of this benefit.

For any short-term disability, including maternity, the School will provide full payment of salary or regular hourly rates for eight (8) weeks. After that, the specific amount of the benefit is determined by seniority starting at:


30% of pay

after completion of 1 year of service

40% of pay

after completion of 2 years of service

50% of pay

after completion of 3 years of service

60% of pay

after completion of 4 years of service

70% of pay

after completion of 5 or more years of service
Employees on short-term disability will receive their benefits check on the same time schedule as they would their regular paycheck. The School will withhold the normal taxes and take other voluntary deductions in effect at the time of the disability event.

The short-term disability payments will continue until the earlier of (i) the end of the disability or (ii) ninety (90) days.  Employees who are still disabled at the end of the 90 day period and who are eligible for long-term disability coverage, may apply for long-term benefits.  
Employees will be expected to return to work as soon as they are able to do so.
Long-term disability insurance XE "Long-term disability insurance" 
The School offers long-term disability insurance to all faculty members who teach  three or more courses and to all full-time employees who have completed one month of employment. The School pays the entire premium.

Long-term disability insurance provides financial protection by paying a portion of the employee’s income – sixty (60%) percent of monthly earnings not to exceed the maximum monthly benefit, less other income benefits (such as disability from other sources like social security). The maximum monthly benefit is $5,000 per month while the employee is disabled or otherwise unable to work. The minimum monthly benefit is the greater of $100 or 10% of the monthly benefit before deductions for other income benefits. The amount an employee is eligible to receive is based on the amount the employee was earning before the disability began. In certain circumstances an employee can receive disability payments even if the employee works while disabled.

Benefits will begin after the employee has been disabled for ninety (90) days.

For more information about this coverage, please refer to the Long-Term Disability Benefit Plan booklet. A copy of the booklet is available in the Business Office.

Retirement plan (revised 10/1/08) XE "Retirement plan" 
The School offers a voluntary tax-deferred annuity to its employees to enable them to plan for  retirement needs.  To participate in this plan, eligible employees must complete the necessary enrollment forms and return them to the School. 
While the tax-deferred annuity is available to all employees to use as a retirement planning vehicle, the School will match contributions to the tax-deferred annuity only for full-time employees who have attained age 21.  Adjunct faculty members and part-time employees may make a tax-deferred contribution to the annuity, but the School will not match the employee’s contribution.

Based on the following schedule, the School will match eligible employee’s contributions to the tax-deferred annuity:




Employee

Walnut Hill Matching



Contribution

Contribution




   0% - 1%

no matching contribution




   2%



3%




   3%



4%




   4%



5%

Employees may choose to contribute more of their own funds (in pre-tax dollars) than those required to gain our match. The amount of an employee’s contribution is limited by Internal Revenue Service code. If an employee wishes to make additional contributions beyond the amount required for the match, please contact the Business Office.

For information about this benefit, please contact the Business Office.

Professional development XE "Professional development" 
The School will reimburse employees for professional memberships, workshops or seminars, or college courses that are deemed by the Head of School to be of future benefit to the School and, when considered with all other such requests, are within the limits of the budget. 

Employees must request a check to cover the cost of the professional development opportunity in advance of completing the work. If the request is granted, the employee will be required to furnish evidence of successful completion of the work. The School from time to time may establish a “grade average” expectation for completion of course work in order for course work to be eligible for reimbursement. If the employee does not successfully complete the work, except under extenuating circumstances, s/he will be required to reimburse the School for monies paid.  Reimbursement is not available for any professional development for which the employee receives a grant or other financial assistance from another source.

An employee whose employment terminates prior to the completion of the course or other professional development opportunity for which the School provided assistance is required to reimburse the School for the amount of that assistance.

Tuition Reduction Plan XE "Tuition Reduction Plan" 
For full-time faculty and staff that joined the School on or before December 31, 2002, 100% day tuition remission will be offered to their children who are admitted to and attend the School. For full-time faculty and staff hired on or after January 1, 2003, their children, who are admitted to and attend the School, will be considered for day tuition reduction up to 100% of demonstrated financial need, provided that an application form together with all additional required documents is submitted through the School and Student Service for Financial Aid (SSS-Princeton). Employees who choose not to complete this application process will be granted a 10% discount on tuition. The School will provide no other financial assistance. Employees are expected to submit their applications in a timely manner.

Children are defined as the natural or adopted children of an employee. This Tuition Reduction Plan covers stepchildren of an employee when the employee is married to the legal guardian of such children.

The employee is responsible for the remaining tuition (not covered by the tuition reduction grant or discount) and any other fees or costs. Employees may arrange to have their share of School costs for each child deducted from their paycheck in equal installments. This is done on a post-tax basis. 

Please contact the Business Office for more information about this program.

School reserves right to administer benefits offered XE "School reserves right to administer benefits offered" 
The benefits described above are those that the School currently offers and expects to continue to offer in the future. However, the School reserves the right to amend, modify, or discontinue any of these benefits at any time. 

The School, as administrator of its benefit plans, programs, and policies, has the full discretion to administer them in all of their details, subject to the requirements of law. Any interpretation or determination that the School makes regarding these plans, programs, and policies will be final and conclusive.

Workers’ Compensation Insurance XE "Workers’ Compensation Insurance" 
State law requires the School to provide medical benefits and compensation for injuries and diseases that occur as a result of employment. The cost is borne entirely by the School.

To protect the right of access to this insurance in the event of a work-related accident or illness, the employee must promptly report all accidents and work-related illnesses to the  Chief Financial Officer. This should be done no matter how insignificant the accident or work-related illness is. If the employee is not sure, please err on the side of reporting. Failure to do so in a timely manner, may compromise the protection that is being afforded through Workers’ Compensation Insurance.

Employee Leave XE "Employee Leave" 
Vacation leave XE "Vacation leave" 
Faculty

Faculty members will follow the vacation periods built into the school’s academic calendar, subject to the completion of pre-school and post-school obligations. Each year, the Head’s office will publish an academic calendar, which details this time off; it is generally available by February 1 for the subsequent academic year. Vacation is generally taken during the winter and spring breaks of the school.  

All Other Employees

Administrators – Accrual
Full-time administrators receive six weeks of vacation per fiscal year.  Vacation time accrues ratably on a month-to-month basis over the course of the year (July 1 – June 30).    Winter and Spring breaks are included in this vacation period, and are not in addition to this vacation leave policy (i.e., administrators must use accrued vacation for any time off during the Winter and Spring breaks).

Part-time administrators will accrue vacation time on a pro-rated basis, based on the number of hours per week that they are regularly scheduled to work.

For all other staff - Accrual
 

This policy is effective for employees hired on or after January 1, 2003.

 

Full-time and part-time employees who are on the active payroll are eligible for vacation leave.  Part-time employees will accrue vacation time on a pro-rated basis, based on the number of hours per week that they are regularly scheduled to work.  In addition, all employees who work 10 months per year will accrue vacation time on a pro-rated basis.

 

Vacation does not accrue during an employee’s first ninety days of employment. However, once the first ninety (90) days have been successfully completed, vacation time is credited from the date of hire and will accrue ratably on a month-to-month basis going forward.

 

A day of vacation for a full-time or regular part-time employee is based on the number of hours that the employee is regularly scheduled to work.

 

Completed years of service 

Maximum Time Earned    

1




10 days

2 through 5



15 days

6 through 9                                             
20 days                                   

10+

                                          
25 days                           

 

Employees hired prior to January 1, 2003 will accrue vacation time at the rate consistent with their department’s vacation accrual plan as of December 31, 2002. However, in no event will such accrual be less than that set forth above.  
 

All Employees – Use; Carryover

All time off must be scheduled with the employee's direct supervisor and in a manner consistent with the position's work schedule. All vacation time taken will be reported to the Business Office via a submitted time report. 

 

Employees are encouraged to take their vacation time as accrued each fiscal year (July 1 through June 30). Employees are permitted to carry over five (5) days of accrued vacation six (6) months into the next fiscal year (by December 31).  Any carry-over days not used by then are forfeited.  It is the responsibility of each employee to monitor their vacation accrual and schedule their vacation time so that they do not have excess vacation.

 

Payment of extra compensation in place of vacation time is not permitted since the purpose of vacation pay is to provide time off from work with pay. Vacation not taken by the end of the fiscal year in which it is earned is forfeited, subject to the 5-day carryover provision above.  
 

If a School-recognized holiday occurs during a vacation period, the individual will be given an additional day's vacation in lieu of the holiday. The employee will not receive holiday pay.

Holidays XE "Holidays" 
Faculty will observe the same holiday schedule as their students.

Holidays for all other employees are set forth in the School calendar annually. Employees will receive a copy of the School calendar at the beginning of each School year that will delineate the holidays for that year.

Typically, our regular annual holidays XE "annual holidays"  are:

· New Year’s Day

· Martin Luther King’s Birthday

· Presidents’ Day

· Memorial Day

· Independence Day

· Labor Day

· Columbus Day

· Veterans’ Day

· Thanksgiving Day

· Christmas Day

In addition, the School will issue a “Holidays” memo each year indicating any departure from this schedule. The School may choose to provide additional time when a holiday such as Independence Day falls close to a weekend.

To be eligible for the paid holiday, the employee must be active for payroll purposes. Employees on leave of absence are not eligible to receive holiday pay for holidays falling during their leave period.

In order for a part-time employee to be eligible for holiday pay, the holiday must fall on a day when the employee is regularly scheduled to work.

Sick leave XE "Sick leave" 
Sick leave shall not be considered a privilege that an employee may use at his or her discretion, but shall be allowed only in the case of necessity and actual illness or disability of the employee, or because of illness in the employee’s immediate family. In the event of illness, the employee will contact the person designated below as soon as the employee knows that s/he will be unable to come to School but no later than the specified time:



Who to call



By this time

Academic Faculty 

Department Head or Academic Dean
7:30 a.m.
Arts Faculty                                      Department Head or Arts Dean             
10:00 a.m. 

Administrators

Switchboard/their office


8:30 a.m.

Administrative support staff
Switchboard/their office


8:30 a.m.

Maintenance

Buildings supervisor


8:30 a.m.

Custodial

Buildings supervisor


8:30 a.m. or 
3:00 p.m.







(depending on

shift schedule)

Security

Buildings supervisor


3:00 p.m.

Drivers

Buildings supervisor


8:30 a.m.

Housekeeping

Buildings supervisor


8:30 a.m.

The School may require a physician’s verification of illness at reasonable intervals in order to justify extended periods of sick leave for either the employee or his/her immediate family member.

The employee will be paid for sick leave provided that the appropriate supervisor approves the leave. 

Abuse of our sick leave policy is detrimental to the smooth operation of our School. Abuse will be considered a serious offense  and may result in appropriate disciplinary action.

Bereavement leave XE "Bereavement leave" 
The purpose of bereavement leave is to enable an employee to take care of personal arrangements and problems caused by the death of an immediate member of his or her family and to relieve him or herself of the concern over the loss of earnings on the regularly scheduled workdays immediately following the death.

The Head of School shall, upon the request of an employee, grant up to three (3) working days of bereavement leave without the loss of pay upon the death of an employee’s immediate family member.  Should employees require longer than three days absence, they may take vacation, personal floating holidays or time off without pay as approved by the Head.

Immediate family shall be defined as spouse or life partner, children, father, mother, sister, brother, grandmother, grandfather, and in-laws.

Statutory leave XE "Statutory leave" 
Military leave XE "Military leave" 
An employee who is called for National Guard or military reserve training or who enlists or is called to active duty in the United States armed services will be granted unpaid leave of absence and reinstatement to the position or a comparable position once s/he returns. This is in accordance with applicable law.

The employee is requested to give the School as much notice of such absence as is possible.

Family and Medical leave
Except as otherwise provided in the section below entitled “Leave for Military Families,” employees who have been employed at the School for at least twelve (12) months and who have worked at least 1,250 hours over the previous twelve (12) months are entitled to up to a total of twelve (12) weeks of unpaid leave during a twelve month period pursuant to the Family and Medical Leave Act of 1993 (“FMLA”).  The first twelve (12) month period during which FMLA leave entitlement is measured begins when such leave is first taken.  Later periods begin when FMLA leave is again taken.  FMLA leave may be taken for one or more of the following reasons:

1.
to care for the employee's child after birth, or placement for adoption or foster care;

2.
to care for the employee's spouse, son or daughter, or parent, who has a serious health condition;

3.
for a serious health condition that makes the employee unable to perform his or her job.

Eligible employees must give at least thirty (30) days advance notice of the intended date on which family leave is to commence unless such leave is not foreseeable, in which case the employee must give notice within two days of the time when the employee learns of the need for family leave.  The School has the right to require written medical certification from the health care provider caring for the person who is the reason for the leave request, which shall specify the probable duration of the requested family leave.  The School also has the right to require the employee to provide periodic updates on the employee’s status and intent to return to work.  In the case of a leave for the employee’s own serious health condition, the School also has the right to require the employee to undergo a fitness for duty evaluation at the School’s expense, and to provide written medical certification of the employee’s ability to return to work, prior to returning to work.

Employees must expend any and all paid personal, sick, or vacation leave available to them as part of their leave under this policy, and any such paid leave shall be counted against their maximum family leave entitlement under this provision.  Employees on family leave may continue their group health insurance and benefits by paying the employee’s share of the premiums directly to the School on a monthly basis.  Family leave shall otherwise be in accordance with the federal Family and Medical Leave Act and federal administrative regulations.

Leave for Military Families

Any eligible employee who is the spouse, son, daughter, parent, or next of kin of a “Covered Servicemember” (as defined below) may take up to 26 weeks of unpaid leave in a single twelve month period to care for the Covered Servicemember who is recovering from a serious illness or injury sustained in the line of active duty.  If the Employee takes this type of military caregiver leave, that employee is entitled to a combined total of 26 weeks of all types of FMLA leave during the single twelve month period.  A “Covered Servicemember” is a member of the Armed Forces who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retirement list, for an injury or illness incurred by the member in the line of duty on activity duty that may render the member medically unfit to perform the duties of the member's office, grade, rank, or rating. 

Leave for Certain Family Obligations

Employees who have worked at least 1,250 hours in a year are eligible to take 24 hours unpaid leave during any twelve-month period to participate in school activities directly related to the educational advancement of a son or daughter of the employee, or to take a son or daughter to routine medical or dental appointments, or to accompany an elderly relative to routine medical or dental appointments or appointments for other professional services related to the elder’s care.  The School may require an eligible employee requesting such leave to use accrued paid vacation or unused sick leave for this purpose.

Jury duty leave XE "Jury duty leave" 
Employees required to perform jury duty will receive their standard pay, less any compensation received for performing jury duty.  The employee must inform his/her supervisor as soon as possible when the employee receives a notice to appear for jury duty.  Upon completion of jury duty, the employee must provide a verification of attendance form from the court to his/her supervisor.  If an employee is excused from jury duty for the day, or is excused early, the employee is expected to report to work when practical to do so, unless the employee has taken the time as a vacation day.

Witness Leave

If an employee is required by subpoena to appear in any proceeding as a witness, the employee may use a vacation day or take unpaid leave.   Employees must inform their supervisor as soon as possible and provide a copy of the subpoena.  If an employee is excused from witness duty for the day, or is excused early, the employee is expected to report to work when practical to do so, unless the employee has taken the time as a vacation day.

Maternity or Paternity leave XE "Maternity leave" 
Massachusetts law provides that all employees who have worked full-time at the School for at least three months are entitled to up to eight weeks of unpaid leave for the purpose of giving birth or adopting a child under the age of eighteen (or under the age of twenty-three if the child is mentally or physically disabled).  Any leave taken pursuant to this Massachusetts state law shall run concurrently with any leave under the FMLA that is taken for the birth or adoption of a child.  

To be entitled to this leave, the employee must notify his or her supervisor at least two weeks in advance of the expected departure date and must inform his or her supervisor whether he or she intends to return to work.  If this notice is given, at the completion of the leave the employee will be reinstated to his or her original job with the status, pay, length of service and seniority that he or she would have had as of the date of the reinstatement from maternity or paternity leave, or will be employed in a substantially similar position.  If, due to economic conditions or changes in operating conditions, the employee is not able to be reinstated to his or her original position or a substantially similar position, he or she will be placed on a preferential hiring list for another position.  
Other personal leave  XE "Other personal leave" 
General leave (unpaid) XE "General leave (unpaid)" 
The Head of School may grant an employee an unpaid leave of absence for a period not to exceed one year, provided the leave would not prejudice the School’s interests. For a request to be considered, the employee must provide the Head with a written request, including a statement of the reasons for the leave. 

The employee may continue his/her participation and that of the employee’s eligible dependents in the School’s group health plan by paying the full cost of coverage by the first day of each month during the unpaid leave of absence. 

An employee may continue participation in other group insurance plans only to the extent permitted by law.

Performance Considerations XE "Performance Considerations" 
Performance Reviews
Performance reviews: Faculty XE "Performance reviews\: Faculty"  

Faculty expectations and performance review details and schedule are clearly outlined in the Walnut Hill Faculty Handbook.
A designated evaluator will make regular visits to each classroom on a schedule outlined in the Faculty Handbook. A record of these visits and a summary of impressions will be kept and shared with the employee.

The designated evaluator normally will meet with the teacher between January and the end of February to evaluate the employee’s progress toward attainment of each goal and objective.

Faculty may request additional evaluative support as needed.

Performance reviews: all other employees XE "Performance reviews\: all other employees" 
The Head of School will designate the evaluator(s) for all other employees. Each employee typically will be evaluated yearly. The evaluation will be written and discussed with the person being evaluated. A copy of each written evaluation will be maintained in the employee’s personnel record.
Disciplinary Action XE "Unsatisfactory performance/corrective action" 
It is essential that all employees accept personal responsibility for maintaining high standards of conduct and job performance, including observation of the School’s policies and procedures. 
Deficiencies in job performance include, but are not limited to, failure of an employee in such areas as meeting performance standards set by the Head of School or a supervisor, completing tasks in a timely competent manner, or maintaining a satisfactory work attendance record.

Misconduct includes but is not limited to employee misbehavior on the job, refusal to do work reasonably expected, wrongful use of the School’s property, conviction of a felony, illegal harassment, or substance abuse while on the job.  It is not possible to list all the forms of misconduct, but the following are examples of misconduct that may result in disciplinary action:

· Being under the influence of drugs or alcohol while on campus. 

· Deliberate destruction or removal of school property.

· Altering time cards or other School records.

· Disorderly, immoral, or improper conduct.
· Willful disregard for the safety or comfort of students, other employees or anyone else with whom the employee interacts.
· Stealing.

· Excessive tardiness or absence.

· Sleeping on the job.

· Insubordination.
· Violation of School safety and security rules.

· Violation of harassment policies (including sexual harassment).

· Violation of equal employment policies.

· Creating or contributing to unsafe or unsanitary conditions on our campus.
· Failure to report a work-related accident or illness.

· Failure to notify a supervisor when the employee will be late to work or absent.

· Breach of confidentiality concerning a student or other school information.

· Walking off the job without notice.

In addressing deficiencies in job performance or misconduct, the School strives to be fair and consistent in its treatment of employees. Many factors are taken into consideration if it becomes necessary to discipline an employee, including the nature and seriousness of the offense, the employee’s past record, the impact on the School, and any mitigating or aggravating circumstances.

In general, discipline is applied in progressive steps as follows:

1. Verbal counseling,

2. Written counseling,

3. Final written warning and/or disciplinary probation,

4. Termination of employment.

Although disciplinary steps usually will be progressive, the School has the discretion to deviate from the process outlined in this policy.  The nature and seriousness of the offense and the particular circumstances determine whether or not the School will follow all of the steps in the above sequence.  In addition, the purpose of disciplinary measures, short of termination, is corrective and intended to encourage employees to improve their conduct or performance so that they may continue their employment with the School. Accordingly, these corrective measures will not apply in the event of an offense that warrants immediate termination of employment or in other circumstances when the School, in its sole discretion, determines that corrective measures would be inappropriate.

Housing Policies and Procedures XE "Housing Policies and Procedures" 
Housing is provided to certain Walnut Hill employees (“residents”) in order to satisfy the business purposes of the School. Such purposes may vary and are at the sole discretion of the School. The following are terms that all residents must comply with, unless the Head of School makes an exception in writing.

Residents may not make structural changes, major modifications or extensive redecoration without the prior written approval of the Chief Financial Officer. Some funding and/or materials for approved changes may be available upon request from the Buildings Supervisor. By April 15th of each year, residents should provide the Maintenance Department with a list of summer maintenance requests. The Maintenance Department will reply in writing to residents with a schedule of proposed work.

Residents are expected to provide routine cleaning and maintenance for their homes. Outside maintenance should be appropriate and reflect favorably upon our School. Employees may be expected to maintain lawns, shovel snow, remove ice from sidewalks, etc. The Maintenance Department will usually remove snow and ice from the sidewalks but if circumstances prove otherwise, tenants are responsible for prompt removal. The Head of School will set the caretaking requirements for each residence. Work orders are coordinated through the Buildings Supervisor. The Maintenance Department may have furniture available upon request.

· The Head of School determines housing assignments, and can require a resident to vacate for any reason, with or without notice. Normally, housing assignment changes occur in the summer and ample notice is provided.

· Any child under the age of six must reside in housing that has been determined to be “lead free.” Families with children six years old and under will have first options to bid on the school’s available lead-free housing. If no one bids, the apartment may be used as a temporary residence for families with no children or with children over six. For families with children six years old and under who wish to move from a lead-free apartment in a large dorm to a non-dorm or small dorm leaded unit, the residence will not be assigned until Administration determines that the unit will be deleaded. The determination will require a structural assessment, a survey for lead paint, and an estimate of the cost of lead abating. If the School decides not to lead-abate, the School will not be required to provide campus housing.

· Walnut Hill employees may enter any residence for repairs, inspection or other School purposes. Advance notice ordinarily will be given whenever possible.

· Residents may not sub-lease or allow their residences to be used by any other person or persons without the advance written consent of the Head of School.

· Residents are required to secure advance permission from the Head of School to have house pets. Pet owners are required to restrain their animals at all times while on campus, and to clean up after their pets. Municipal ordinances and common courtesy must be observed. The School reserves the right to ask a pet owner to remove their pet permanently from the campus. Failure to do will mean that the pet owner will immediately forfeit their right to remain in school provided housing.

· Residents must carry (and pay for) Tenant’s Insurance to cover their insurable interests; Walnut Hill’s insurance only covers structures.

· Residents are responsible for walking through their housing with a Walnut Hill representative upon move-in and move-out to inspect for maintenance issues. Residents should keep a copy of the move-in inspection to assist in the move-out process. 

· Damages beyond normal wear-and-tear shall be invoiced by the Business Office, and promptly paid for by the resident. Residents should talk to the Chief Financial Officer with questions or concerns regarding invoices.

· All residents will be asked to complete a residence agreement each year. Please see the Chief Financial Officer with any questions.

Other Employment Policies XE "Other Employment Policies" 

Food service XE "Food service" 
The School is a residential community. For the convenience of the School and in fulfillment of job requirements, employees may eat lunch in the School’s dining hall or at other times when appropriate. Food may not be removed from the Dining Hall to be consumed elsewhere. In the summer months, when school is not in session, only those working at the School to support the Summer Programs may eat in the dining hall.

Expense reimbursements XE "Expense reimbursements" 
Transportation Expenses XE "Transportation Expenses" 
Automotive: Employees who must use their personal vehicles for School business will be reimbursed for all tolls and parking, but will not be reimbursed for parking violation fees. The School will use the mileage allowance published in the School’s Travel Policy. The mileage allowance covers gas, oil, and routine wear and tear on a vehicle. 

This reimbursement shall not include mileage to and from work. Employees will be reimbursed for transportation expenses under the following conditions: 1) the expense must be incurred solely while the employee is on School business; and 2) the expense must have the prior approval of the employee’s immediate supervisor.

Public Carrier: Employees will be reimbursed for public transportation costs incurred on School business, excluding the employee’s regular commute.

For air and rail transportation, the reimbursement will be for the cost of a coach ticket.

Food and Lodging Expenses XE "Food and Lodging Expenses" 
Employees will be reimbursed for food and lodging expenses while on approved School business in amounts published in the School’s Travel Policy. No other meal expenses will be reimbursed, unless the employee attends a meal that is part of a conference or workshop (that is not included in the fee for the professional development opportunity). The daily meal guideline will be adjusted appropriately for such a meal.

The following conditions apply to such reimbursements: 1) the expense must be incurred solely while the employee is on School business; any portion of the trip that is personal will not be reimbursed by the School; 2) the expense must have the prior approval of the Head of School or the employee’s immediate supervisor; and 3) the specific amount must be reasonably related to the average food and lodging cost levels prevailing in the area where the employee is on assignment. The employee is required to submit receipts to substantiate the expenses incurred.

The employee is expected to request the most economical rate for a single-bed room. The School will reimburse for telephone access fees charged by the hotel and the reasonable cost of local or long-distance calls (only to the School or to the employee’s home). The School will not reimburse for movies, video games, fitness center, mini-bar, laundry or other hotel expenses. 

Other expenses XE "Other expenses" 
Employees may be reimbursed for other business-related expenses incurred on behalf of the School with the prior approval of the Head of School or the employee’s immediate supervisor.

Expense sheets XE "Expense sheets" 
Expense report forms are available in the Business Office and must be approved by the Head of School or the employee’s immediate supervisor before reimbursement is made for any eligible expense. These sheets must be properly completed, on a timely basis, and signed by the employee. Original receipts for all expenses other than mileage must be submitted.

These are the only circumstances under which an employee will be reimbursed for expenses incurred on behalf of the School.

The employee will not be reimbursed for any expenses if the expense report is filed more than thirty (30) days after the conclusion of the trip or meeting.

Office machines XE "Office machines" 
The School provides various types of office machines to enable its employees to complete their assigned responsibilities. Please inform the Business Office when a machine is not functioning properly.

If a piece of equipment is lost or damaged while assigned to or being used by an employee, the employee must discuss with the Chief Financial Officer how the loss or repair will be remedied.

Participation in Annual Fund XE "Participation in Annual Fund" 
The School is unable to cover all of its operating expenses through tuition. It conducts an annual fund appeal each year. All members of the School community including trustees, parents, administrators, faculty, and staff are encouraged to participate. Our goal is to achieve 100% participation by all constituents.  An employee’s participation is more important than the amount of his/her gift because it helps to continue to build the School community. Please consider a donation via payroll deduction. Contact  the Business Office to begin participation.

Use of School facilities for personal reasons XE "Use of School facilities for personal reasons" 
Employees who wish to use the School’s facilities for personal reasons must seek approval, in advance, from the Chief Financial Officer. Under no circumstances may an employee collect any fee for service activities using the School’s facilities without advance written approval by the Chief Financial Officer.

New policies XE "New policies" 
From time to time the School, as it deems necessary, will set forth additional policies. Employees will be notified as soon as possible about any new policies or changes to existing policies.

Technology Use Policies XE "Technology Use Policies" 
Acceptable Use Policy for Technology Resources XE "Acceptable Use Policy for Technology Resources" 
The School is committed to protecting its employees, business partners and itself from illegal or damaging actions by individuals, either knowingly or unknowingly, through the use of its computers, computer files, electronic mail, the Internet/Intranet and related systems, software, operating systems, storage media, network accounts, or other media made available by the School (collectively, the “Computer System”).  The Computer System is the property of the School.  The Computer System is provided to employees to be used for business purposes in serving the interests of the School in the course of normal operations.  

It is the responsibility of every computer user to know these guidelines, and to conduct his or her activities accordingly.

General Use and Ownership 

Users should be aware that the data (including, but not limited to email and Internet use), which they create on the Computer System, is the property of the School and is not the private property of users. The School has the right to monitor and review any communication on its Computer System, including all email and Internet use. Users should not consider information on the Computer System as private. This includes email messages, instant messaging, text messaging, content, attachments, and web sites visited by the user.  

The School reserves the right to access, monitor, review, and disclose all incoming and outgoing messages and attachments, with or without notice, and regardless of any passwords.   

The Computer System is primarily intended for business use. However, limited personal use is permitted, provided that it is not excessive or inappropriate and does not interfere with the employee’s duties to the School.   The School reserves the right to track and monitor use on the School’s Internet, including web sites visited and files downloaded by the user.  

The Computer System may not be used to commit any crime, to view or send any obscene material or to send any emails or other files over the Internet with the intent to annoy, abuse, threaten, harass, or entertain another person.

Data on employee computers is not backed up and may be lost due to system failure.  Therefore all School data must be saved on a shared drive on a server. Furthermore, no applications (Outlook, Word, Excel, PowerPoint, etc. should be left open overnight because it prevents any open documents from being backed up properly during the nightly backup.  Finally, employee computers may be automatically updated with the latest security patches or other software packages and rebooted overnight.  Any unsaved work will be lost if any application is left open overnight. 

Unacceptable Use of Computer Equipment and Information Technology

Under no circumstances is an employee authorized to engage in any activity that is illegal under local, state, federal or international law while utilizing School-owned resources.  

The following activities are, in general, prohibited and, while these listed activities are by no means exhaustive, they do attempt to provide a framework for activities that fall into the category of unacceptable use:

Prohibited System and Network Activities 

· Unauthorized disclosure of School property protected by copyright, trade secret, common law, School policy, trademark, patent or other intellectual property, or similar laws or regulations.  

· Unauthorized copying of copyrighted material including, but not limited to, digitization and distribution of photographs from magazines, books or other copyrighted sources as well as copyrighted music.  Examples of this would be sharing songs for an MP3 player (such as iTunes) or forwarding an email or attachment that is meant for a single subscriber (such as Corporate Financing Week).  

· Downloading and installing unapproved or unlicensed software including Internet browser add-ons, plug-ins and or enhancements.  If in doubt, please contact the IT department.  

· Installing School-licensed software in excess of purchased licenses count.

· Exporting software, technical information, encryption software or technologies, in violation of international or national export control laws.   The School’s legal counsel and School management must be consulted prior to the export of any questionable material.    

· Introducing malicious programs into the network or server (e.g., viruses, worms, Trojan horses, email bombs, etc.).  

· Revealing the employee’s account password to others or allowing use of the employee’s account by others.  This includes family and other household members when work is being done at home.  

· Using a School computing asset to actively engage in procuring, using, downloading, viewing or transmitting material that is in violation of the School’s anti-harassment policy.  This includes web sites, images or email that include: ethnic or racial slurs, pornography, epithets or anything that may be construed as harassment or disparagement of others based on race, color, creed, national origin, age, gender, sexual preference, disability,  military veteran status or other status protected by law.

· Conducting any non-School business activities.  

· Effecting security breaches or disruptions of network communication.  Security breaches include, but are not limited to, accessing data of which the employee is not an intended recipient or logging into a server or account that the employee is not expressly authorized to access, attaching wireless or dial-up access capable devices to the corporate network, unless these duties are within the scope of regular duties.  

· Circumventing user authentication or security of any host, network or account.  

· Providing information about or lists of the School’s employees to parties outside the School.  

Prohibited Email and Communications Activities 

· Sending unsolicited email messages, including "junk mail" or other advertising material to individuals who did not specifically request such material (spam).  

· Any form of harassment via email, telephone, instant messaging, or text messaging, whether through language, frequency, or size of messages.

· Solicitous email for any other email address, other than that of the poster's account, with the intent to harass or to collect replies.  

· Modifying Outlook to connect to a non-School mail server for the purposes of sending or receiving mail (e.g., connecting to a personal POP mail server).
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