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ABOUT THIS HANDBOOK

This Employee Handbook has been written to provide information and guidance to all employees
of Weston Public Schools, though it does not represent an exhaustive list of each of Weston
Public Schools’ employment practices. This handbook, and its provisions, do not constitute a
contract of any kind and make no guarantees or promises of employment, compensation, or
benefits. It is not possible to anticipate every situation that may arise in the workplace, or to
provide answers to every possible question. Policies and procedures listed in this handbook may
change from time to time. Weston Public Schools, at its sole discretion and from time to time,
reserves the right to modify, supplement, rescind or revise any provisions of the handbook.
Employees will be advised of any changes in published procedures and policies.

Please note that employees covered under collective bargaining agreements should consult those
agreements for information regarding certain working conditions that may override the provisions
within this handbook. This handbook provides no additional rights or benefits to employees
whose terms and conditions of employment are subject to a union collective bargaining
agreement or individual employment contract. Absent a written agreement to the contrary, your
employment is as an employee at will and as such can be terminated either by Weston Public
Schools or you at any time, with or without notice and with or without cause.

The highlights of benefits contained in this handbook are not intended to take the place of more
detailed benefit plan documents. Descriptions in the plan documents will override the
information in this handbook in the event that information presented in the handbook is
inconsistent with information in the plan documents.

If an employee has questions concerning this handbook or the policies of Weston Public Schools,

please contact the Office of Human Resources. Weston Public Schools will gladly assist any
employee who is unable to understand its policies.

EQUAL OPPORTUNITY EMPLOYMENT

Weston Public Schools is an equal opportunity employer. It is the policy of Weston Public
Schools to prohibit discrimination in hiring, promotion, discharge, compensation, benefits, job
training or any other terms and conditions of employment on the basis of race, color, religion,
gender, gender identity, sexual orientation, national origin or ancestry, veteran status and national
guard or reserve unit obligations, handicap, disability, age, sexual orientation, genetics, or any
other basis protected by applicable, federal, state or local laws. All employees, volunteers, and
students shall not demonstrate any discrimination in any activity associated with Weston Public
Schools.

In addition, in accordance with applicable federal, state and local law protecting qualified
individuals with disabilities, Weston Public Schools will attempt to reasonably accommodate
those individuals unless doing so would create an undue hardship on Weston Public Schools.
Any qualified applicant or employee with a disability who may require an accommodation in
order to perform the essential functions of their job should contact their supervisor to request an
accommodation
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GENERAL PERSONNEL INFORMATION

Staff Hirin

It is the responsibility of the Superintendent and the Administration to determine the personnel
needs and to recruit suitable candidates for employment. Any eligible candidates must meet the
certification requirements for the position and employment eligibility verification.

All new hires shall be CORI and fingerprint compliant.

Student Teachers

All student teacher assignments must be approved by the Building Principal and the Director of
Human Resources. It is the responsibility of the cooperating teacher to monitor the work of the
student teacher. No student teacher may independently lead a classroom without prior approval
of the principal. Student teachers must be SAFIS and CORI certified before they can start their
student teaching.

Criminal Offender Record Information (CORI) Policy

The Weston Public Schools’ employment verification process includes Criminal Offender Record
Information (CORI) checks as part of a general background check for employment, volunteer or
contract work for anyone who may come in contact with students. In addition, the Weston Public
Schools are required to conduct CORI checks of employees, volunteers, contractors, and
contracted transportation providers at least once every three years and Weston Public Schools
reserves the right to periodically update CORI records for individual employees.

All offers of employment are contingent upon satisfactory results of these CORI checks as well as
any other background checks that may be required. If the Weston Public Schools Administration
is inclined to make an adverse employment decision based on the results of the CORI check, the
applicant/employee will be notified. The applicant or employee shall be provided with a copy of
the criminal record and the District’s CORI policy, advised of the part(s) of the record that make
the individual unsuitable for the position or license, and given an opportunity to dispute the
accuracy and relevance of the CORI record.

Employees who are involved in criminal proceedings are required to immediately notify the
Human Resources Office. Failure to report involvement in any criminal proceeding may result in
disciplinary action up to and including dismissal.

Personnel Files

A personnel folder for each present and former employee is maintained in the Office of Human
Resources. The Superintendent/designee is the official custodian for personnel files and has
overall responsibility for maintaining and preserving the confidentiality of the files within the
provisions of the law. Each employee has the right, upon written request, to review the contents
of his/her own personnel file. Records cannot be removed from the Office of Human Resources;
however, employees who wish to obtain copies of documents contained in their personnel file
must first submit a written request to the Human Resources Director.

e
(= TOWN OF ¢!
)

* | incoreomaren 1%}
'1‘ 1712-13. ot

3
it

L
e,

Page 4



If there is a disagreement with any information contained in a personnel record, removal or correction
of such information may be mutually agreed upon by the employer and the employee. If an agreement
is not reached, the employee may submit a written statement explaining the employee's position which
shall be part of such employee's personnel record.

Employees have an obligation to report any change of name, address, telephone number or
emergency contact to the Office of Human Resources.

Page 5



COMPENSATION PRACTICES

Payroll Calendar

Administrators, teachers, administrative assistants, buildings and grounds personnel, cafeteria
workers, aides and paraprofessionals, bus drivers, and learning assistants are paid on a bi-monthly
basis.

Payroll checks are sent to the employees’ corresponding buildings when school is in session. All live
checks will be mailed when school buildings are closed for vacations, holidays, and/or inclement
weather. Employees with direct deposit may find their deposit information on Employee Forward — a
web-based tool that allows employees to view their personal payroll information.

Direct Deposit

Employees are encouraged to elect Direct Deposit for their payroll checks. Direct Deposit allows
the Town to credit an employee's net pay to his/her bank account. Direct Deposit saves time,
eliminates lost, stolen or forged checks, and ensures timely deposits.

The initiation of Direct Deposit takes at least one payroll cycle after receipt of an employee’s
authorization form and a voided check or deposit slip. Once initiated, an employee will be able
to view their pay stubs in Employee Forward. To change banks or accounts, an employee will
need to fill out a new authorization form. Contact the Payroll Department at 781-786-5262 for
forms or further information.

Payroll Deductions

All payroll deductions are itemized on employees’ paycheck stubs or Advice of Deposit forms.
Mandatory payroll deductions are made, depending upon the number of exemptions claimed, for
federal and state income taxes, and for retirement contributions. Employees may also authorize
payroll deductions for health and life insurance and other voluntary elected deductions.

Employees who qualify for membership in either the Middlesex County Retirement System
(MCR) or the Massachusetts Teachers’ Retirement System (MTRS) are required to contribute a
percentage of salary to the appropriate plan which will be deducted each pay period.

Employees who are employed in a union position may also have union dues (or an agency fee)
deducted from their pay. Union dues authorization cards are obtained from union representatives.

More information can be obtained by contacting the Union President or Treasurer of each
respective union.

Garnishments, Liens, Trustee Processes

Subject to the provisions of applicable federal and state law, Weston Public Schools may be
obliged to retain, and pay over to a third party, a portion of the employee’s earnings.
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OVERVIEVW OF EMPLOYMENT BENEFITS

TOWN OF WESTON EMPLOYEE BENEFITS

Town Retirement Plans

Employees who work at least 50% of full-time on a regular, permanent basis shall contribute to
one of the two State retirement plans: the Middlesex County Retirement (MCR) or the
Massachusetts Teachers’ Retirement System (MTRS). When an employee retires, or if an
employee becomes disabled, he/she may receive a pension based on his/her earnings from this
job. This pension shall reduce or may eliminate an employee's entitlement to Social Security
benefits when he/she retires. Contributions shall be made as follows, subject to any changes in
MTRS and/or MCR regulations and law:

An employee is eligible to retire if he/she meets any of the following requirements:
e Anemployee may retire at any age if he/she has 20 years of creditable service.
e Ifemployment began before January 1, 1978, he/she may retire at age 55 with any
number of years of service.
e If employment began on or after January 1, 1978, he/she must have 10 years of creditable
service and be at least age 55.

More information can be obtained by contacting the Office of Human Resources for the Weston
Public Schools at 781-786-5261 or the Middlesex County Retirement System at 800-258-3805
or 978-439-3000, or by viewing Massachusetts Teachers’ Retirement System website at
www.state.ma.us/mtrb.

OBRA - Deferred Compensation Plan

Employees not eligible to participate in the Massachusetts Teachers’ Retirement System, or the
Middlesex County Retirement System shall contribute, on a pre-tax basis, 7.5% of their pay to the
Massachusetts’ deferred compensation plan administered by the Great-West Retirement Services
of Great-West Life and Annuity Insurance Company. This contribution is in lieu of the social
security tax of the Federal Insurance Contributions Act (FICA). This is to implement the
rules set forth by the Omnibus Budget Reconciliation Act of 1990 (OBRA), pursuant to Internal
Revenue Code, Section 3121(b) (7), and in accordance with M.G.L, Chapter 494. An employee's
contribution will be invested in The Income Fund.

Deferred Compensation Plan (457)

Employees contributing to the Middlesex County Retirement System or the Massachusetts
Teachers’ Retirement System may also choose to defer income on a pre-tax basis through the
deferred compensation plan (457) to provide additional retirement income. No Federal or State
income taxes are paid on the deferred income and its earnings until withdrawn upon retirement,
death, disability, termination, or approved financial hardship.

Tax-Sheltered Annuity 403(b)

Employees may also choose to defer income on a pre-tax basis through a 403(b) to provide
additional retirement income. No Federal or State income taxes are paid on the deferred income
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http://www.state.ma.us/mtrb

and its earnings until withdrawn upon retirement, death, disability, termination, or approved
financial hardship. TSA Consulting Group is our plan's Third Party Administrator (TPA).
Please contact TSA Consulting regarding any questions about a 457(b) or a 403(b) Plan.
Contributions can only be made to vendors approved by Weston Public Schools and TSA
Consulting. All plan-related transactions (other than investment decisions) must now be
validated through TSA Consulting. These include all distributions, hardships, loans, and
procession of salary reduction agreements before they may be set up with payroll and
contributions sent to the selected vendor. Employees can call TSA Consulting toll free 888-796-
3786 or visit their website at tsacg.com/individual/plan-sponsor/massachusetts/weston-public-
schools/

Health Insurance

Health insurance for Town of Weston employees and retirees is governed by Chapter 32B of the
Massachusetts General Laws and is administered by the state's Group Insurance Commission. As of
2025 the Town contributes 82.5% of the premium cost for HMO-type plans, 78% for PPO plans, 79%
for POS plans, and 65% for indemnity plans.

For more info contact the Human Resources Office at Town Hall at 781-786-5090. The GIC website
also offers helpful information. Health plan options for 2025-2026 are detailed in the GIC 2025-26
Benefits Guide

Go to bit.ly/MyGICLink to access the GIC Employee Portal and view/manage your health benefits
online.

What to do when an employee becomes eligible for Medicare:
Employees who become eligible for Medicare and continue to work must contact the
Town Hall’s Office of Human Resources at (781) 786-5090 to change to Tax Equity and
Fiscal Responsibility Act (TEFRA) coverage. Employees also need to contact the Social
Security Administration to determine if they are eligible for Medicare Parts A and B. If
eligible, employees must determine whether or not to defer Part B until retirement. A
surcharge of 10% per year is assessed for each year Part B is deferred after retirement.
Medicare Parts A and B become the primary insurance only upon retirement. Retired
employees who become eligible for Medicare Parts A and B may participate in one of the
Town’s supplemental plans. More information may be obtained by contacting the Office
of Human Resources at Town Hall.

Continuation of Health Insurance

Under the Consolidated Omnibus Budget Reconciliation Act (COBRA) employees, as well as
spouses and dependents, may be entitled to the opportunity to continue health coverage through
the Town, with the employee bearing a portion of the cost, for a period up to 18 months (Health
coverage may continue under COBRA as a result of the following: termination of employment,
change in hours which results in ineligibility for health insurance, divorce or legal separation,
and/or when a dependent child becomes ineligible.

For more information, contact the Town Office of Human Resources at 781-786-5090.
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Term Life Insurance

Eligible employees can participate in the Town's group life insurance program offered through Boston
Mutual. Basic life and accidental death and dismemberment coverage is in the amount of

$2,000.00. Effective 8/1/21, the total premium will be $1.70 per month, of which the Town
contributes half or $.85 per month.

In addition, optional group insurance is available, the entire cost of which is paid by the
employee. The rates for this insurance are as follows per $1,000 of coverage per month:
o Under 45 years of age: $ .35
o 45 to 55 years of age: $ .75
o Over 55 years of age: $1.45

Employees may purchase optional group insurance in an amount not to exceed $2,000 less than their
annual compensation rounded up to the nearest thousandth.

Upon election life insurance premiums may be exempt from federal and state taxes.

Disability Insurance and Universal Life Insurance

Through Mutual of Omaha, the Town offers short-term and long-term disability insurance and
universal life insurance at group rates. The employee covers the full cost of the policy. Disability
insurance premiums may be exempt from federal and state taxes.

For information, contact Mark Noe, Mutual of Omaha, at 781-817-6589, x 4388990 (office) or 508-
517-3132 (cell), or toll free 800-870-6900. He can also be reached at mark.noe@mutualofomaha.com.

Unemployment Insurance Benefit

An employee may be eligible for unemployment insurance benefits if he/she is laid off from
his/her position. Call the Office of Human Resources of Weston Public Schools at 781-786-5261
or the Massachusetts Unemployment Office toll free at 877-626-6800 for more information.

Flexible Spending Account (FSA)

Employees can set aside pre-tax dollars for out-of-pocket medical/dental-related and/or dependent care
expenses. The employee estimates the amount of expenses for the 1 year plan period and has a fixed
amount deducted from each paycheck. The IRS limit on medical/dental expenses is $3,200/year; the
limit on dependent care expenses is $5,000 per family. Employees may roll-over up to $610 of the
benefit into the following year’s FSA enrollment.

Cafeteria Plan Advisors administers these accounts. Contact HR for more info, or CPA at 781-848-
9848, email info@cpal25.com.

Dental Insurance

Active benefits-eligible employees have a choice of 2 plans offered by Delta Dental. The total cost of
this insurance is borne by the employee. Learn more, including finding a Delta Dental provider,
at deltadentalma.com.
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TIME OFF PRACTICES

FAMILY AND MEDICAL LEAVE

All eligible employees who have been employed for at least one year, have completed at least
1,250 hours of service during the 12-month period immediately preceding the commencement of
leave, are eligible for leave under the Family and Medical Leave Act (FMLA). An eligible
employee may request FMLA leave up to 12 weeks on a fiscal year basis (July 1 - June 30) for
any of the following reasons:

1. The birth or adoption of a child or the placement of a foster child with the employee, or to
care for the employee's child during the first 12 months after birth or placement.

2. To care for the “serious health condition” of an employee's spouse, domestic partner (does
not apply to MA residents), child, or parent. For purposes of this policy, a “serious health
condition” is an illness, injury, impairment or physical or mental condition that involves
either an overnight stay in a medical care facility or continuing treatment by a health care
provider for a condition that either prevents the employee from performing the functions of
the employee’s job or prevents the qualified family member from participating in school or
other daily activities. Subject to certain conditions, the “continuing treatment” requirement
may be met by a period of incapacity of more than three (3) consecutive calendar days
combined with at least two (2) visits to a health care provider; or one (1) visit and a
regimen of continuing treatment; or incapacity due to pregnancy; or incapacity due to a
chronic condition. Other conditions may meet the definition of “continuing treatment.”

3. The “serious health condition” of an employee that causes the employee to be unable to
perform the functions of his or her position, including incapacity due to pregnancy,
prenatal medical care, or childbirth.

4. Any “qualifying exigency” arising out of the fact that the spouse, son, daughter, or parent
of the employee is on covered duty in the Armed Forces or National Guard or Reserves in
support of a contingency operation. A “qualifying exigency” includes: (1) short notice
deployment (limited to seven calendar days from date notified of deployment); (2) military
events and related activities; (3) childcare and school activities; (4) financial and legal
arrangements; (5) counseling; (6) rest and recuperation (limited to five days of FMLA
leave); (7) post-deployment activities; and (8) additional activities, only as mutually agreed
to by employee and Weston Public Schools.

Special leave entitlement relating to an emplovee’s family member in the Armed Forces:

A spouse, son, daughter, parent, or “next of kin”” may request up to 26 workweeks of leave in a 12-
month period to care for a covered service member. A covered service member is: (a) a current
member of the Armed Forces (including a member of the National Guard or Reserves) who has a
serious injury or illness incurred in the line of duty on active duty that may render the service
member medically unfit to perform his or her duties for which the service member is undergoing
medical treatment, recuperation, or therapy; in outpatient status; or on the temporary disability
retired list; or (b) a veteran who: (i) has a serious injury or illness incurred in the line of duty on
active duty (or existed before the beginning of the member’s active duty and was aggravated by
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service in the line of duty on active duty) for which the veteran is undergoing medical treatment,
recuperation, or therapy and (ii) was a member of the Armed Forces (including a member of the
National Guard or Reserves) at any time during the period of 5 years preceding the date on which
the veteran undergoes that medical treatment, recuperation, or therapy.

Use of Leave

The leave may be taken in one block of twelve (12) weeks, or if required, employees may take
FMLA leave on an intermittent or reduced leave schedules (select days or hours, for example)
when medically necessary to care for a seriously ill family member or a covered service member,
because of the employee’s own serious health condition, or due to a qualifying exigency.
Employees needing intermittent leave for planned medical treatment must make reasonable efforts
to schedule the leave so as to not to unduly disrupt the Weston Public Schools’ operations.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take FMLA leave when the need is
foreseeable. Such notice must be submitted in writing to the Office of Human Resources. When
30 days notice is not possible, the employee must give notice of the need for such unforeseeable
leave as soon as practicable under the facts and circumstances of the situation and generally must
comply with Weston Public Schools’ normal call-in procedures for an absence or tardiness.

Employees must provide sufficient information for Weston Public Schools to determine if the leave
may qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient
information may include that the employee is unable to perform job functions, the family member
is unable to perform daily activities, the need for hospitalization or continuing treatment by a health
care provider, or circumstances supporting the need for military family leave. Employees also
must inform Weston Public Schools if the requested leave is for a reason for which FMLA leave
was previously taken or certified. Employees also may be required to provide a certification and
periodic recertification supporting the need for leave.

Weston Public Schools Responsibilities

Employees requesting leave will be advised whether they are eligible under FMLA., as well as the
employee’s rights and responsibilities under the FMLA.

An employee’s failure to comply with Weston Public Schools” FMLA leave procedures can be
grounds for delaying or denying an employee’s request for FMLA-qualifying leave.
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Use of Sick/Personal/Vacation Time

In order to use paid benefit time during an approved FMLA leave, employees must comply with
Weston Public Schools’ normal paid leave policies. Earned and accrued sick, personal and
vacation time must be used during an approved FMLA leave or any other approved leave (e.g.
ADA, worker’s compensation) prior to taking any unpaid leave, in accordance with school
policies and any applicable collective bargaining agreement

Benefits and Protections

During an approved FMLA leave, the employee's position will be held open to the extent required
by the FMLA, and Weston Public Schools will maintain the employee’s health insurance coverage
under any group health plan (if there is such coverage) on the same terms as if the employee had
continued to work. Upon returning from FMLA leave, employees will be restored to their original
or equivalent positions with equivalent pay, benefits, and other employment terms.

Employees on FMLA leave will maintain any benefits accrued prior to the start of their leave.

Unlawful Acts and Enforcement

The District will not interfere with, restrain, or deny the exercise of any right provided under the
FMLA; or discharge or discriminate against any person for opposing any practice made unlawful
by the FMLA or for involvement in any proceeding under or relating to the FMLA.

An employee may file a complaint with the US Department of Labor or may bring a private
lawsuit against an employer. (DOL contact information is: 1-866-487-2365; www.dol.gov.)
FMLA does not affect any federal or state law prohibiting discrimination, or supersede any State
or local law or collective bargaining agreement which provides additional rights.

OTHER WESTON PUBLIC SCHOOLS EMPLOYEE LEAVE PRACTICES

Small Necessities Leave Act

Weston Public Schools employees who have been employed by Weston Public Schools for at
least 12 months (July 1 - June 30) and for at least 1,250 hours in the previous 12 months may take
up to a total of 24 hours of unpaid leave during any 12-month period. This leave may be taken
intermittently or on a reduced leave schedule. If the leave is foreseeable, the Weston Public
Schools employee must put the request in writing to his/her supervisor at least seven (7) days
prior. If the leave is not foreseeable, written notice as soon as practical is required. The request
for leave is, to engage in such activities as:

1. participating in school activities directly related to the educational advancement of the
employee’s children, such as parent-teacher conferences; or

2. accompanying children to routine medical or dental appointments; or
3. accompanying elderly relatives to routine medical or dental appointments or

appointments for other professional services related to the elder's care, such
as interviewing at nursing or group homes.
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The District reserves the right to request documentation for such leave under the SNLA.

Parental Leave

Requests for parental leave must be submitted in writing to the Office of Human Resources,
indicating the date the employee wishes to begin leave and expected date of return. Employees,
who regularly work thirty hours or more per week, are eligible for an unpaid parental leave upon
completion of 90 days of employment.

Eligible employees are entitled to a leave of up to eight (8) weeks for the birth of his or her child,
adopting a child under age 18 or adopting a person under age 23 who is mentally or physically
disabled. This leave may run concurrently with any other leave where permitted by state and
federal law. The Massachusetts Maternity Leave Act requires that employees be provided the
option to use paid or take unpaid leave.

Eligible employees are required to provide two weeks' notice of their expected departure date and
intention to return to their job. Employees may be required to provide proof of birth or adoption.

Employees will be expected to return to work on the date indicated on their leave of absence
request. If employees wish to seek an extension in their leave of absence, they must send a
written request to Director of Human Resources a minimum of two weeks before the expiration
of their leave.

While out on parental leave, employees may be required to pay their portion of health insurance
co-payment. After 90 days, employees may be required to pay full health insurance premium.

If an employee should fail to return to work on scheduled date of return from parental leave, or
work for another employer during leave, it will be deemed as a voluntary resignation from
Weston Public Schools. However, Weston Public Schools will hold the same or equivalent
position for an employee to return to, provided the employee returns to work at the conclusion of
the eight-week parental leave.

Military Leave

Weston Public Schools provides military leaves of absence to all regular and part-time employees
in compliance with the Uniformed Services Employment and Re-employment Rights Act
(“USERRA”) and all other applicable federal and state laws.

Jury Duty

If an employee is called for jury duty, Weston Public Schools will grant him/her a leave of
absence in accordance with applicable law. The employee must inform the Office of Human
Resources within three (3) days of his/her receipt of notice to appear for jury duty, so that proper
coverage can be arranged.

Upon completion of jury duty, a verification of attendance form from the court must be provided
to the Office of Human Resources. If the employee is excused from jury duty for the day, or is
excused early, he or she should report to work when practical to do so.

If an employee is called to serve on a jury at a time that would unreasonably interfere with normal
school operations, Weston Public Schools may suggest to the employee to request that his or her
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jury service be rescheduled for a later date. Weston Public Schools is required by law to pay

regular wages to the employee for the first three (3) days of state jury service. If required to serve
more than three (3) business days, the employee shall not be paid for such additional time.

For further information, refer to employee's negotiated contract or contact the Office of Human
Resources.

Miscellaneous Leave Practices

For information concerning Weston Public Schools’ practices regarding vacation leave, sick
leave, personal days, administrative leave, bereavement leave, holidays and any other applicable
leave practices, refer to the provisions of the employees’ relevant collective bargaining agreement
or contact the Office of Human Resources.

Leave Request Procedures

Any leave request should be submitted and forwarded to the Superintendent of Schools for
approval. This formal letter should include type of leave request, pertinent dates, and intent to
apply for eligible sick days or not. If applying for eligible sick days a letter from a doctor stating
the reason for absence, and the dates of absence must accompany the employee's leave request.

Refer to employee's negotiated contract or contact the Office of Human Resources for further
information.
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GENERAL EMPLOYMENT PRACTICES

School Calendar

On an annual basis the Weston School Committee approves the annual school calendar which is
available on the website (http://www.westonschools.org/). The school calendar details school
year days including early release days, professional development days, and other important days
during the school year.

School Cancellation and Delays

The Superintendent will exercise one of the following options when weather conditions dictate a
change in the normal opening of the school day:

e Cancellation of school
e Delayed opening of schools: 1-hour or 2-hour option;
o Ifal-hour delay is announced, preschool will be held
o Ifa2-hour delay is called, AM preschool will be cancelled

Bus pick-up times will be delayed accordingly. Example: If school is delayed by 1 hour, buses
will pick up the students 1 hour later than the usual pick-up time. Announcements of no school
or delayed opening will be communicated by the following methods:

e Radio stations: WBZ 1030; WRKO 680
o Television stations: Channels 4, 5, 7 & Fox 25
e Posting on the Weston Public Schools’ web page

Staff members are notified via Email.

Snow Days
Employees (administrators, administrative assistants, custodians, and non-unit staff) that work

eleven months or more are expected to report to work when school is called off due to weather
conditions, except when the Governor has declared a State of Emergency (state wide or regional,
not if he closes states offices) in which case those individuals will be paid for the day. If travel or
related problems prevent attendance, staff is expected to notify their supervisors at the earliest
time possible. In general, 11-month employees should arrive as close to the start of work as
possible, but the Superintendent may announce a delay of one hour or more for all workers. It
should be noted that employees who do not arrive within that time frame will be paid for only the
hours worked, and may use vacation time to replace the time lost, or may take a vacation day if
they do not report to work.

Employees who work a school year contract (teachers, aides, tutors, lunch monitors, cafeteria,
drivers, and school year administrative assistants) work when school is in session. Therefore,
these staff would make up the day at the end of the year and are paid for their contracted number
of days.

e
(= TOWN OF ¢!
)

* | incoreomaren 1%}
'1‘ 1712-13. o

3
it

L
e,

Page 15


http://www.westonschools.org/)

Weston Public Schools Employee Standard of Conduct

All Weston Public Schools employees are expected to demonstrate a professional, cooperative,
knowledgeable and courteous demeanor in all interactions with students, parents, colleagues and
members of the community. Work attire should reflect the professional responsibilities of an
employee’s position, exhibiting concern for safety, hygiene, neatness, cleanliness and projecting
positive role models for students enrolled within the Weston Public Schools. The use of profane
language is prohibited and may be cause for disciplinary action.

At a minimum, it is expected that all Weston Public Schools employees will follow general and
specific work and employment guidelines, carry out instructions and directions appropriately
issued by supervisors or administrators and perform job responsibilities in a satisfactory manner.
Weston Public Schools employees are expected to be regular in attendance, arriving on time and
adhering to designated starting and ending times for work, breaks, lunch, prep periods, etc.
Excessive personal calls, or use of supplies, services or equipment for personal reasons are not
allowed. Inappropriate use of equipment, supplies or services including electronic access may
result in discipline up to and including termination of employment.

Procedure for Reporting of Child Abuse & Neglect

Under Massachusetts Law, a mandated reporter who has reasonable cause to believe that a child
under the age of eighteen years is suffering physical or emotional injury resulting from abuse,
including sexual abuse, or from neglect, shall immediately report such condition to the
Department of Children and Families (“DCF”). Mandated reporters include public and private
school teachers, educational administrators, guidance or adjustment counselors, psychologists,
attendance officers, social workers, day care providers, health care professionals, court and public
safety officials.

In the Weston Public Schools, mandated reporters may either report directly to DCF or they may
notify the superintendent or the school principal who will then be responsible for making the oral
and written report to DCF. The mandated reporter must make the report orally to DCF
immediately, and then make a written report to DCF within 48 hours. Reports can be telephoned
to the local DCF area office. Please note that any mandated reporter who fails to file the required
oral and written reports can be punished by a fine of up to $1,000.00. Under the law, mandated
reporters are protected from liability in any civil or criminal action, and from any discriminatory
or retaliatory actions.

Weston Public Schools also strongly encourages all other school employees who are not
“mandated reporters” to inform a Principal if they suspect a child has been abused or neglected.
In addition, there is a statewide DCF Child Abuse/Neglect Reporting Line, 1-800-KIDS-508.
After 5:00 p.m. and on weekends, calls should go to the Child-At-Risk Hotline at 1-800-792-
5200.

Tobacco Use On School Property

Smoking includes use of all forms of tobacco such as cigarettes and cigars, tobacco-related
products such as e-cigarettes/vaping, and any other substances (such as illegal drugs) that can be
smoked.

Smoking is prohibited in all EMPLOYER buildings, lavatories, elevators, and vehicles and on all
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EMPLOYER premises and parking lots. Smoking also is prohibited at all District programs and
activities.

The use of any tobacco products by anyone is prohibited anywhere within any Weston Public
Schools’ building, on school grounds, and in vehicles which are subject to the custody and

control of Weston Public Schools.

Violations of this policy may result in disciplinary action, up to and including termination of
employment.

Drug-Free and Weapon-Free Workplace

Weston Public Schools will maintain a drug-free, alcohol-free and weapon-free workplace. The
unlawful manufacture, distribution, dispensation, possession or use of controlled substances,
including marijuana or alcohol, or the unauthorized possession of dangerous weapons, firearms or
explosives is prohibited while on duty or on Weston Public Schools property. Any violations of
this policy will be grounds for disciplinary action up to and including immediate termination of
employment.

Weston Public Schools Safety and Health

The safety and health of Weston Public Schools employees and students is of paramount
importance. Accordingly, it is the policy of Weston Public Schools that employees and students
are provided with safe surroundings. It is the obligation of each employee to observe established
safety rules. For individual safety, and the safety of fellow workers, unsafe working conditions
should be promptly reported to the employee’s respective supervisor.

Ethics Training

On July 1, 2009, Governor Patrick signed into law Chapter 28 of the Acts of 2009, An Act to
Improve the Laws Relating to Campaign Finance, Ethics and Lobbying (the “Bill”). The Bill
contains mandatory ethics training requirements for all public employees. Weston Public
Schools employees must complete the online training within 30 days of the date on which they
commence employment, and every 2 years thereafter.

Employee Participation in Political Activity

The Federal Hatch Act, and State Ethics Commission, as well as the Massachusetts Office of
Campaign and Political Finance (OCPF) restrict political activities of public employees. During
work hours, Weston Public Schools employees may not work or be assigned to work for or on
behalf of a political candidate or activity, or participate in other political activity such as
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lobbying, collecting funds, making speeches, assisting at meetings, doorbell ringing or
distributing political pamphlets. Under no circumstances may any Weston Public School
employee participate or allow his or her name to be used in any form of fundraising for a political
candidate or activity, other than in making a personal donation. All Weston Public Schools
employees shall comply with the Hatch Act, OCPF and State Ethics Commission requirements,
where applicable. Furthermore, no Weston Public Schools employee shall use Weston Public
Schools resources such as property or equipment for political activities at any time.

Staff Gifts

It is essential that Weston Public Schools employees avoid taking official actions which are
influenced by potential gain or benefit or may be perceived as such. Therefore, accepting gifts or
gratuities from individuals or organizations who do business with Weston Public Schools, or the
Town of Weston is strictly prohibited. Further, it is illegal under Massachusetts law for Weston
Public Schools employees to accept work-related gifts in excess of $50.00 in value. Questions
concerning this policy should be directed to the Office of Human Resources and/or the State
Ethics Commission.

Confidentiality

Weston Public Schools employees may have access to confidential, protected or privileged
information, including but not limited to student records. All employees are required to protect
others’ rights to privacy by not releasing such information to unauthorized individuals. Failure to
do so may result in disciplinary action up to and including termination of employment. Weston
Public Schools employees should consult their supervisors with any questions regarding
confidentiality. This provision is not intended, and should not be construed, to limit or prevent
Weston Public Schools employees from exercising rights under the National Labor Relations Act
or M.G.L. c. 150E.

Employment-Related Issues and Concerns

Weston Public Schools is committed to sound employee relations and encourages resolution of
job-related problems through open communication and informal resolution whenever possible. If
an employee has any employment-related issues or concerns, he or she should raise such with his
or her direct supervisor, Assistant Principal or Principal who will determine what steps may be
necessary and appropriate to address the employee’s concerns.

School-Issued Cell Phones

School issued cell phones are to be used for business purposes only. No accessing or
downloading of fee-based materials, etc. is allowed. All activities are subject to
disclosure.

Employee Appropriate Use Policy of Information Technology Resources - Regulations

Appropriate Uses: The Weston Public Schools (“WPS”) information technology (“IT”)
resources shall be used in a manner consistent with the educational mission as well as providing
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citizens with better and more efficient services. The user shall show respect of the shared
resources, software, intellectual property rights, ownership of information and system security.
Professional behavior and means of communication are expected. Use contrary to this policy is
unacceptable and prohibited.

Prohibited Uses: Each WPS employee is responsible for his/her actions involving information
technology and his/her computer files, passwords and accounts. Examples of prohibited use of
school IT resources include, but are not limited to, the following:
1. Any use that violates any federal, state or local law or regulation, including copyright
laws, or violates a School Committee policy;
2. Any use to harass, discriminate, threaten, defame, demean or intimidate;

Any use that involves material or language that is profane, obscene, fraudulent, offensive,

vulgar, sexually explicit or sexually suggestive;

Any use for private financial gain, advertising, or solicitation purposes;

Conducting private business

Fundraising for any non-school sponsored purpose, whether non-profit or for-profit;

Downloading, using or copying software in violation of a license agreement or copyright;

Infringing on intellectual property rights;

Connecting any device, such as a personal computer, not owned and managed by the

WPS to the District’s network (other then the "Open" wireless network);

10. Obtaining confidential information about student and/or their families for non-school
related activities or sharing confidential information about students or employees for non-
school related activities;

11. Wasteful use of the schools’ IT resources by, among other things, sending mass mailings
or chain letters, excessive printing, spending excessive amounts of time on the Internet,
or otherwise creating unnecessary network traffic. For the purposes of this section
"excessive amounts of time" is time that interferes with the employee’s official duties and
responsibilities;

12. Revealing one's password to anyone else, using another's password, or pretending to be
someone else when sending information over the school network;

13. Forgery or attempted forgery;

14. Gaining or attempting to gain unauthorized access to any computer or network;

15. Any misuse or disruption of school IT resources, including intentional physical misuse or
damage, or any breach or attempt to breach the security features of school IT resources;

16. Any communication that represents personal views as those of the schools or that could
be misinterpreted as such;

17. Any communication that violates generally accepted rules of electronic mail or computer
etiquette and/or professional conduct;

18. Posting pictures, audio, or video of school personnel, students, or school related activities
to the Internet without the permission of administration, faculty, and the parents of all
student's involved; and

19. Failure to report a breach of school IT security to the Director of Technology, Data, and
Innovation.

(98]
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WPS employees who need further clarification or have a question should seek guidance from
their building Principal and/or the Director of Technology, Data, and Innovation.
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Privacy: The use of school IT resources varies greatly from personal home use. All actions
including, but not limited to, information stored, accessed, viewed or written, are logged and
accessible by the Administration. The WPS has the right to monitor, quarantine, backup, move,
archive and/or delete, and access all electronic files, local or remote, on systems managed by the
district. Employees should have no expectation or guarantee of privacy when using the school's
IT resources whether their use takes place during or outside working hours.

Data Confidentiality: Some WPS employees, as part of their jobs, have access to confidential
information such as personal data about identifiable individuals. WPS employees are expected to
use appropriate judgment and caution in communications concerning students and staff to ensure
personally identifiable information remains confidential. WPS employees are strictly prohibited
from acquiring access to and/or disseminating such confidential information unless access to
and/or dissemination is authorized and required by their jobs.

Resources, such as websites, blogs, wikis, assessments, etc., used or created as part of an
employee’s responsibilities with the WPS must be known by and accessible by the appropriate
administrator (Department Head, Director, Principal, or other District Administrator) and pre-
approved by the Director of IT for continuity, safety, and liability. Resources provided by the
WPS are always preferred to external options unless none are available.

Email and the Public Records Law: Email messages concerning official school business may
be considered public record information that is subject to disclosure under the Massachusetts
public records law. [G.L. c. 66 section 10; G.L. c. 4,s. 7 (26)]

Documents prepared in anticipate of litigation or to reply to a Freedom of Information act
(FOIA) should not be disclosed without prior approval from the Superintendent.

Etiquette: Use of all communications (electronic or written) reflect upon the Town of Weston
and Weston Public Schools. WPS employees should communicate in a professional manner with
proper spelling and grammar. Modeling for students is expected of all staff in and outside of the
classroom. Be mindful of your personal use of social media (e.g. Facebook, Twitter, etc..) as
parents, students, and community members, rightfully or not, may conduct their own search of
you. Such searches may result in discovery of personal postings and/or and your comments made
about work, fellow faculty/staff, and/or students. Therefore, WPS employees are held to a higher
standard of conduct that reflects on your reputation and that of WPS.

Supervisors may, in their discretion, require that work-related e-mail messages be approved as to
form and content prior to dissemination.

Responsibility for Laptops Issued to Faculty and Staff: An employee who has been issued a
laptop is responsible for the laptop at all times in school and outside of school. There should be
no expectation that stolen or damaged laptops will be replaced with similar equipment. Negligent
or excessive damage to WPS equipment may result in repair/replacement charges. Only software
with appropriate licenses owned by WPS may be installed on the laptop.
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Responsibility for Unauthorized Charges, Costs or Illegal Uses: WPS assumes no
responsibility for any unauthorized charges made by WPS employees, including but not limited to
credit card purchases, subscriptions, long distance telephone charges, equipment and line costs, or
for any illegal use of its computers, such as copyright violations.

Disclaimer on Liability: WPS assumes no responsibility for any loss or corruption of data
resulting from the use of the school’s IT resources.

Violation of the Policy: Violation of this policy may result in disciplinary action up to and
including termination of employment.
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