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Employment Practices

The White River ValleySupervisory Union/Chelsea Public School District is an equal opportunity
employer. This handbook was written in accordance with federal, stat local lawsand applicable

contract languagein effect at the time of print. Subsequent revisions may cause conflicting statements. If
such a situation should arise, théederal, state, local lawspolicies of the district, as well ascontracts will
always be the official documents upon which a ruling will be based. This handbook shall be provided to
each employee, upon hiring, and at anytime it is amended or republished.

Personnel Records

An official employee file is kept for each employee at th&/hite River Valley SupervisoryJnion (WRVSU)
OffcectEach empl oyee who arranges an appointment wit
shall have a reasonable opportunity to inspect his or her file. An employee may also be provided a copy

of all or part of his or her file.

Open Communication Procedure

The WRVSUChelsea Public School encouragesnployeesto discuss any workrelated issue you may

have with that coworker directly. If a resolution is not reached, or iitn employee isuncomfortable in
addressing the issue directly with the ceworker involved, please arrange a meeting witlthe school

principal to discuss any concern, problem, or issue that arise during the course of employment. Any
information discussed in this meeting is considered@onfidential with the school principal, except as may

be necessary in order to address the problem. Retaliation against any employee for appropriate usage of
open communication channels is unacceptable and should likewise be reported to the school priraipr
another member of WRVSUadministration as soon as possiblePlease remember it is counterproductive
for employees to create or repeat rumors or gossip about colleagues or Chelsea Public School; whereas, it
is constructive for an employee to consulhis supervisor or school principal immediately with any
guestions or problems related to our workplace or employees.

Suggestions

Chelsea Public School encouragell employees to bring forward to the school principal their suggestions
and good ideas abouhow our school can be made a better place to work, and our service to students and
parents enhanced. Wheman employeesees an opportunity for improvement, pleasediscuss with the

school principal.

Supervision of Faculty and Staff
The school principal sipervises all faculty and staff in the building. Staff assigned &particular
classroom or area may also be supervised by the classroom teacher or case manager.

9 Teachers: Teacher supervision and evaluation will be conducted following the protocols as
outlined in the 2015-2017 Negotiated Contract of the OWSU Boards and Associatioasd/or
outcome of pending negotiations All new teachers will be evaluated twice in the first two years of
their employment.

1 Kitchen Manager, Head of Maintenance, Registrakdministrative Assistant Student Support
Specialist/Athletic Director: These school positions shall be evaluated annually by the school
principal.

1 Special Education ParaeducatorsSPED Paraeducators shall be evaluated annually by Special
Education Cas Managers and reviewed by th#/RVSUWDirector of Special Services/school
principal. TheWRVSUSpecial Education protocols and evaluation form shall be used.
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Background Investigation, Criminal Records Check

As part of efforts to provide a safe learningnvironment, applicants for employment will be subject to
background investigation. All offers of employment are conditioned upon submitting to, and the
satisfactory results of a criminal records check, a background investigation, and fingerprinting as
outlined in Chelsea Board of School Directors Polidersonnel, Recruitment, Selection, Appointment, and
Criminal Records Check-D.

Employee Information - Forms

All new employees must furnish theWVhite River ValleySupervisory Union/Chelsea Public Schoohe

following before they may start work: Completed application, transcripts verifying college degrees and
courses taken, a minimum of three (3) letters of recommendation, a copy of state certificate, social

security number (for W-4), completed 9 form (which requires an employee to show evidence that they
are eligible for employment in the United States
notify the White River ValleySupervisory Union (7638840) of any changes in this informatiorduring

the course of employment.

Job Posting

The White River Valley Supervisory UnionChelsea Public School may consider current employees for
new or vacant positionspending certification and experience To that end, openings for anticipated, new
or vacant positions will be posted at the schooWRVSUschools,SchoolSpringcom, and may include local
papers.

1 Teachers Seethe Negotiated Contract of the OWSUBoardsand Associationsand/or outcome of
pending negotiationsregarding job postings and vacancyrovisions.

Internal vacancies andWWRVSUWvacancies shall be posted on the bulletin board in the mail room.

Safety and Accidents

Safety to ouremployeesis of paramount importance to theWhite River ValleySupervisory
Union/Chelsea Public School. Afaculty and staff are encouraged to exercise good judgment and
consider safety when performing tasks for Chelsea Public School. Each employee should report any
condition or situation he or she reasonably believes to be unsafe to the school principal.

All work related accidents must be reported to the school nursand WRV3J Business Officéanmediately.
Minor injuries should be treated at once.Accidents requiring immediate medical attention may require
transport to an area hospital.

It is imperative that all work related injuries and accidents be documented immediately and sent

to the White River Valley Supervisory Union Office within 48 hours. Documentation is critical

should a worker compensation claim be filed as a result of the accident/injury. Aamp | oyee’ s f a
file a report in a timely manner may result in t

Professional Standards

Standards of Conduct
Any group of employees who come together for a common purpose must have policiedes and
procedures to work by. No list of rules can be all inclusive. The following areas, however, are expressly
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described to guide employee@ recognition of certain behavior that is clearly prohibited byfederal and
state law as well as theolicies of the Chelsea Board of School Directors

All employees are expected toadhere to and to carry out all applicable federadnd statelaws as well as
the policies of the Chelsea Board of School Directors. All employees are expectauédet the
performance and conduct requirements of his or her position. Employees who fail to satisfy these
requirements may be subject to disciplinary action The following behaviors are prohibited:

1 Theft.

1 Hazing

1 Failure to report child abuse and neglect.

1 Falsifying time sheets or other district records.

T Filling out another employee’ s time sheet.

1 Use of copyrighted material without authorization of the copyright owner

1 Engaging in an act of discrimination on the basis of race, color, religion, national origin, sesxual
orientation, gender,marital status, physical or mental disability or sexual harassment.

1 Disclosure of confidential information.

1 Use of intoxicants or illegal drugs during work hours or reporting to work under the influence of
intoxicants or illegal drugs.

1 Repeatedand excessivainexcused absence or tardiness

1 Abuse or damage of district property, equipment, vehicles, tools or abuse of property of others

1 Unauthorized possession of firearms or other dangerous weapons on district property or while

performing district business.
1 Disregard for safety which includes, but is not limited to, any behavior that creates an
unnecessary dangerous situation.

Thesestandards of conductare not set in any particular order of severity. Your cooperation in observing
these standardsis expected. Any questions or concerns regarding thestandards of conduct or anything
not covered hereinshould be directed to the school principal or théVhite River ValleySupervisory

Union Superintendent.

Conduct and Appearance

Employees are prohibited in engaging in general misconduct, which includes, but is not limited to profane
or abusive language, physical violence, threats thereof, or interference with the work of others. As an
employee of Chelsea Public School you are expectadttimes to use your best efforts to perform
assigned tasks promptly and efficiently and to be courteous and impartial in dealing with those we serve.

Employees are asked to dress in a manner suitable for their work and consistent with good taste and
personal hygiene. It is expected that all clothing will be clean and in good repair. Questions regarding
work clothing may be addressed to your supergor and school principal.

Personal Electronic/Communication Devices

Chelsea Public School expects thall employees to be fully engaged with students during instructional
time and not using personaknd/ or schoolowned devices for norrschool business.Personal
electronic/ communication devicesor school owned devicesnay be used during norstudent contact
time such as breaks, lunch or planning period®r such purposes when necessary
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Absences and Tardiness

Chelsea Public School expects all employees to be present and ready to work at his or her starting time.
Any absence or anticipated late arrival shdd be communicated to your supervisor or school principal as
soon as possible prior to the start of the working dayln the event of any absence or anticipated late
arrival, it is imperative that the school be notified at 6854551 ext. 100 (general mailba) by 6:00 AM. If

it is anticipated that you will not be in the night before, please call at that time. The voicemail is checked
until 8:30 PM the night beforeand again at 6:00AM. Leave your name and the reason for your absence.
If you need a subtitute, please leave the time your sub should arrive and what time they can leave and if
you have any duties.If you are emailing subplans, please send them to the administrativessistant, the
registrar and thestudent support specialistby 7:30 AM. You @n also fax your sub plans to the school by
7:30 AM. Please remember to fill out a Leave Request Forpnomptly upon your return and submit to

the administrative assistant

Emergency sub plarbinders for the 2016-2017 school year need to be submittedto the administrative
assistant no later thanSeptember 11, 2017.

Resignation/Retirement of Employment

Asan educational professionatourtesy, employees are asked to provide advanced written notice in the
event they decide to resign or retire from the Célsea Public School. Such notice shall be provided to the
school principal, White River ValleySupervisory Union Superintendent and to the Chelsea Board of
School Directors The notice should include the effective date of the resignaticand or retirement.

1 Teachers: See contract regarding resignation/retirement of employment.

1 Support Staff(i.e. Kitchen Manager, Head of Maintenance, Administrative Assistant, Registrar,
SPED Paraeducators): It is recommended thttis group provide up toa three (3) week written
notice to the Principalin the event of a resignation or retirement fromWRVSU/Chelsea Public
School

Classifications

All employees, regardless of their employment statu@ull -time, part-time or temporary) are subject to
applicable federal/state laws, applicable negotiated contract(s) WRVSUand Chelsea Board of School

Directors policies and procedureswhich may be modified attheBoad s di scr et i on fr om

Instructional Employees

Certified personnel who are engaged in the instructionf students and who aresubject to the terms and
conditions of the2015-2017 Negotiated Contract of theOWSUBoards and Associationgnd/or outcome
of pending negotiations.

Support Staff (i.e. Kitchen Manager, Head of Maintenance, Administrative Assistant, Registrar,
SPED Paraeducators):

Employment with the WRVSUWChelsea Public School is subject to the terms and conditions set forth in
the written contract entered between the employee and employeWWRVSUChelsea Public School.

Year Round Employees
Yearround employees are those who are contraed to work for 260 days

School Year Employees
School year employees are those who are contracted to work between 180 and 220 days.



Faculty-Staff Handbook

Temporary Employees

Temporary employees are those hired for a limited time peod, usually to perform jobs arising out of
special projects, abnormal workloads, and temporary absences of an employee, emergencies, and so
forth.

Non-Exempt Employees

Non-exempt employees are those employees who are covered by the overtime provisionglod Fair
Labor Standards Act (FLSA) and applicable state law. Employees in this category will receive overtime
pay for work in excess of 40 hours in a work week.

Exempt Employees

Exempt employees are defined as those employees who are classified asw@xefrom the overtime
provisions of thefederal Fair Labor Sandards Act and any applicable state law. Exempt employees do
not receive overtime pay, as their salaries represent compensation for all work performed in a pay
period.

Compensation/Hours

WRVSUChelsea Public School applies the same principles of fairness to all employees, regardlesacé,
ancestry, religion, gender, age, marital or civil union status, national origin, sexual orientation, place of
birth, veteran status, or disability, as déned and required by state and federal laws.

Basis for Determining Pay

Instructional Employees

Basis for determining payfor certified personnel who are engaged in the instruction of students and who
are subject to the terms and conditions of the015-2017 Negotiated Contractof the OWSUBoardsand
Associationsand/or outcome of pending negotiations.

Support Staff (i.e. Kitchen Manager, Head of Maintenance, Administrative Assistant, Registrar,

SPED Paraeducators)

Basis for determining pay for administative/support staff is subject to the terms and conditions set forth
in the written contract entered between the employee and employeWRVSUWChelsea Public School. The
Chelsea Board of Directorannually reviews and determines pay considering nature angcope of job,

what other employers pay their employees for comparable jobs and rate of inflation among other factors.

Pay Cycle

WRVSUChelsea Public School pays employees dine 1stand 15" day of each month except when it may
fall on a holiday or weekernl day. The pay periodand work week for overtime purposes(i.e. for eligible
employees)runs from Sunday-Saturday.

Mandatory Deductions from Paycheck

WRVSUChelsea Public Schoak required by law to make certain deductionsfroran e mpl oyee’ s
paycheckeach time one is prepared. Among these are federal, state and local income taxesangloyee
contribution to Social Security as required by law. These deductions will be itemizedonh e e mp | oy e
check stub. The amount of the deductions will depend aamn e mp | @asniags and on the information

the employeefurnisheson her or his W-4 form regarding the number of exemptions claired. If an
employeewishesto modify this number, please request a new W form from WRV3J Payroll Officer
immediately (763-7795). Only an employeemay modify their W-4 form. Verbal or written instructions

8
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are not sufficient to modify withholding allowances. It is advised that the employeeto checkher or his
pay stub to ensure that it reflects the proper number of withholdigys.

The W2 form an employeereceives annually reflects how much oter or his earnings were deducted for
these purposes.

Any other mandatory deductions to be made frona n e mp Ipaygheck, sueh as courbrdered
garnishments, or child support,Vermont Teachers Retirement for Vermont Municipal Retirement will be
set out onher or his pay stub as required to make such deductions.

Direct Payroll Deposit

Direct payroll deposit is the automatic depositof n e mp |Ipayyn® éhé fgancial institution accounts
of her or his choice. Ifan employee isnot currently enrolled in direct deposit, but would like to do so
please contacthe WRVSUPayroll Office (763-7765). Written authorization is required to deposit
employeepay through electronic funds trander or other direct deposit systems

Error in Pay

Every effort is made to avoid errorsimfa n e mp |paygheck. If @& employeebelieves an error has
been made, please contache WRV3J Payroll Office(763-7765). The payroll office will take the

necessay steps to research the problem and to assure that any necessary correction is made promptly.

Overtime Pay

When operating requirements or other needs cannot be met during regular hourspn-exempt

employees may be scheduled to work overtime. When poss#yladvance notification of these

assignments will be provided. When required, overtime work is a job requirement for all

WRVSUChelsea Public Schoahon-exempt employees.All overtime work requirest he s upamdvi S c
school principal prior authorization. Overtime assignments will be distributed as equitably as practical

to all employees qualified to perform the required work.

Overtime compensation is paid to all norexempt employees in accordance with the federal and state
wage requirements, and is bsed upon actual hours worked. Time off for paid personal, sick, any leave of
absence, or holiday hours will not be considered hours worked for purposes of performing overtime
calculations. For overtime purposes, theWRVSU workweek runs from Sundg 12:00am to Saturday
11:59pm.

Compensatory Time Off

WRVSUChelsea Public Schoabffers compensatory time off, ("comp time"), to any o?WRVSWChelsea

Public Schoohon-exempt employee in lieu of overtime pay for overtime hours worked. There are limits

to how muchcompensatory time off you may accrueComp time must be taken within the same pay

period. Asa courtesy, norexempt employees using compensatory time off, must seek authorization from
her or his school principal or supervisor and provide a minimum of 4 hour advance notice to

empl oyee’s who may be affected. This includes r

Time Records

WRVSUChelsea Public School takethe issue of recording time worked seriously.Further, and by law
WRVSUChelsea Public Scholoare obligated to keep accurate records of the time worked by each

employee. This is done by time sheets for neexempt employees.Non-exempt employeesare

responsible for accurately tracking time. No one may track hours worked for another employee (exite

for administrators who can track in times of abs

9
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sheet is cause for disciplinary actionIn the event of an error in reporting time, please report the matter
to your supervisor or school principalimmediately.

Wage Garnishments
If court-ordered wage garnishments requiredeductions to be taken froma n e mp Ipayghecksheor
he will be notified, and it will appearont h e e mppaysjule e’ s

Benefits

Eligibility For and Information about Benefits - All Employees

An eligible full-time employeewill enjoy all of the benefits described in thidhandbook. Benefitswill be
implemented as soon ashe employeemeets the eligibility requirements as defined within the benefit
plans(s) or asrequired bylaw.Benef i t s t ake effect the first day
first day of work.

All employees are notified annually in June by the Business Department for employees to make changes
to health insurance coverage which must be completed priootJuly Ft.

Summary Plan Descriptions are available prior to enrollment and may be obtained through
WRV3J/Chelsea Public Schodtarrier or by contacting theWRVSUPayroll and Benefits Department.

An eligible part-time employee will enjoy pro rated beneits specifically required by law, provided that
the employeemeets the minimum requirements set forth by law and in the benefit plan(s).

Group Insurance Programs - All Employees

The following benefits are available and are described in the literature prvided by WRVSU/Chelsea
Public Schoolnsurance carrier(s):

Medical Care Coverage (to include prescription coverage)
Vision Care

Dental Insurance

Life Insurance

Accidental Death and Dismemberment

Short Term Disability

Long Term Disability

w W W W W W W

For more information on rates, premiums and coverage please contact thNéRVSUPayroll & Benefits
Coordinator (763-7795).

Insurance - Instructional Employees
Seethe 2015-2017 Negotiated Contract of theOWSUBoards andAssociationsand/or outcome of
pending negotiationsregarding details of insurance.

Changes to Personal Information

For purposes such as an emergency, compensation and benefits, WIBRVSUChelsea Public School keeps
records of employee’s addresses, telephone numbe
information. All employees are requested tmotify the WRVSU763-8840) of any changes in such
information as soon as changes occur

10
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Workers' Compensation

All employees are entitled to Workers' Compensation benefitsThis coverage is automatic and
immediate and provides certain benefits to compensatan employee 6r an onthe-job injury or illness.
An onthe-job injury is defined as an accidental injury suffered in the course of your work, or an illness
that is directly related to performing your assigred job duties. WRV3J/Chelsea Public Schogbays for
this on the job-injury/iliness insurance. An employee whocannot work due to a jobrelated injury or
illness, Workers' Compensatiorinsurance payst h e e mprhedigalebds asd provides a portion oher
or hisincome until the employeecan return to work or for a limited period of time defined by law,
whichever comes first.

All'injuries or illnesses arising out of the scope of your employment must be reported the school nurse
and/or Payroll department immediately. Prompt reporting is the key to prompt benefits. Employees can
insure their right to benefits by reporting every injury, no matter how slight.

Employees returning to work after being absent due to a workelated injury must report to their school
principal or supervisorpr i or t o beginning work and must bring
order to return to work. This notice is required to list any job restrictions if applicable.

Unemployment Compensation

Depending upon the circunstances, employees may be eligible feamemployment compensation upon
termination of employment or a reduction in hours of work with WRVSUChelsea Public School The
Vermont Agencyof Employment and Training determines eligibility forunemployment compensation.
WRVSU orChelsea Public Schoglays the entire cost of this insurance program.

Social Security

Employeesare required by law to contribute a set amount of weekly wages to the trust fund from which
future Social Security benefits are paidWRVSUChelsea Public Schodk required to deduct this amount
from each paycheclan employeereceives. In addition, WRVSU/Chelsea Public Schoohatchesemployee
contribution s dollar for dollar, thereby paying onehalf of the costofa n e mp ISocialéSecurisy
benefits.

T he e mp Socigl Beeuritg number is used to record your earningEmployeesare encouraged to

protect their Social Security record by ensuringhat your name and Social Security number othe pay

stub and W-2 Form are correct. Employeesmay also want to make sure your earnings statement is

accurate each year by requesting a Personal Earnings and Benefit Estimate Statement from the U.S. Social
Security Administration.

Both paid and unpaid time off may be granted tostructional employeesof the collective bargaining
agreementor other eligible employees based on district leave policiePlease consult with the Payroll
Department for more information. For purposes of determining allowable leave, iMermont, the term
“spouse” i nuenliuodne sp aar tenievri/ldomesti c partner, the te
uni on partner, ain-ldawhei nelrmmdé patrfeemtparent of a ci

Authorized Leaves

Holidays

1 Instructional Employees Holidays are not defined irthe 2015-2017 Negotiated Contract of the
OWSUBoards and Associations

11
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1 Support Staff Employees: Per Chelsea Board of Direct@spport Staff Policy E17, eligible full
year empl oyees shall have ten (10) paiaghTdwol i d
Meeting Day, Memori al Day, | n d e pEhankisgiving PayaDd vy ,
the day after and Christmas Day and the day after.

Vacation
1 Instructional Employees: Vacation is not a defined authorized leave in tl2915-2017 Negotiated
Contract of theOWSUBoards and Associations.
1 Support Staff Employees: Per Chelsea Board of Direct@spport Staff Policy E17, eligible full
year employees shall be entitled to vacation days according to the following schedule:

First year .......days................. 5

Years two through seven........10 days
Years eight through fourteen..... .15 days
Year fifteen..... viiiiinn. 20 days

Upon completion of 15 years of employment, one (1) additional vacation day shall be added for
each additional year of employment up to a maximurof 25 vacation days.

Personal Leave
1 Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provisions of personal leave.
1 Support Staff Employees: Per Chels@&oard of DirectorsSupport Staff Benefits Policy-D7,
eligible full-time and school year employees who are contracted 30 hours or more shall receive
three (3) paid personal leave days at the start of each year. These days may not be accumulated.

Sick Leave

1 Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provisions of sick leave.

1 Support StaffEmployees Per Chelsea Board of DirectoiSupport Stdf Benefits Policy E17,
eligible full-time employees (working a minimum of 30 hours per week) are entitled up to twelve
(12) sick days per year starting thirty (30) days after their first day of employment and cumulative
to sixty (60) days. When a suppdrstaff member leaves Chelsea School employment, unused sick
leave will not be compensated.

Bereavement Leave

1 Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provisions of bereavement leave.

1 Support StaffEmployees Per Chelsea Board of DirectorSupport Staff Benefits Policy-D7,
eligible full-time employees (working a minimum of 30 hours per week) shall have up to four (4)
paid bereavement days for any éath in their immediate family (parent, spouse/partner, child or
sibling).

Professional Leave
1 Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provisions d professional leave.
1 Support StaffEmployees While there is no defined professional leave i@helsea Board of
Directors Support Staff Benefits Policy-ID7,the policy does define the following:
Inservice Training Days Support staff members can be pa for work days during which they
received in-service training related to their job assignments at the discretion of the principal.

12
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Course Reimbursement Support staff members shall be reimbursed for a course, workshop,
seminar, or educational conferenes up to the dollar amount of one (1) UVM credit.

Parental Leave
Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provisions of parental leave

1 Support Saff Employee While there is no defined parental leaven Chelsea Board of Directors

Support Staff Benefits Policy-D7, an eligible employee who has worked fotWRVSUWChelsea
Public School for at least twelve (12) months (whether or not consecutive) andif at least 1,250
hours during the previous twelve (12) months is entitled tounpaid leave under the provisions of
the Federal Family Medical Leave Aand Vermont Family Leave.

Family and Parental Leave Act

1 Instructional Employees: Seethe 2015-2017 Negptiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provisions of family and parental
leave act

1 Support StaffEmployee An eligible employee who has worked foilWRVSUWChelsea Public School
for at least twelve (12) months (whether or not consecutive) and for at least 1,250 hours during
the previous twelve (12) months is entitled to unpaid leave under the provisions of the Federal
Family Medical Leave Act and Vermont Family Leave.

For FMLA/Vermont Family Leave forms and additional information, contact theWRVSU Business
Office at (7637795).

Discretionary Leave
1 Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provisions of discretionary leave.
1 Support StaffEmployees For medical, personal or other reasons, an eligible employee may need
to be temporarily released from work duties withWRVSU/Chelsea Public School. Support staff
are entitled to unpaid leave umer the provisions of the federal and Vermont Family Leave Acts.

Jury and Witness Duty

1 Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provision of jury duty.

1 Support StaffEmployees WRVSU/Chelsea Public School understands the importance of an
employee’s civic duty to report for jury duty
summons requiring an appearance as a withess. When an employeeabBex for jury duty or
summoned as a witness, the employee must notify his or her supervisor or school principal within
forty -eight (48) hours of receipt of the summons WRVSWChelsea Public School will reimburse
the employee for their regular pay, not teexceed eight (8) hours per day, for a maximum of ten
(10) business days. Employees will not be penalized for any length of jury or withess duty and
will continue to accrue seniority, leave time and other benefits while serving as a juror or witness.
If paid by the court, reimbursement is expected t&VRVSU/Chelsea Public School.

Military Leave
1 Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotiationsregarding provisions ofmilitary leave.
1 Support Staff Employees: Employees who serug U.S. Military Organizations, Reserves or the
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National Guard may take the necessary time off without pay to fulfill this obligation, and will
retain all of their legal rights for continued empgoyment under existing laws. Support staff
employees may apply accrued personal leave and unused vacatione to the leave, but are under
no obligation to do so. An employee is expected to notify her/his school principal or supervisor as
soon as s/he isaware of the dates to be called up for duty so arrangements can be made for
replacement during this absence.

Sabbatical
1 Instructional Employees: Seethe 2015-2017 Negotiated Contract of theOWSUBoards and
Associationsand/or outcome of pending negotidions regarding provisions of sabbatical leave.
1 Support Staff Employees: Not available as a defined leave per CheBeard of DirectorsSupport
Staff Benefits Policy 27.

Chelsea Public School Guidelines and Procedures

In addition to information contained in this Faculty/Staff Handbook, all Chelsea Public School employees
are responsible in the enforcement of applicable federal and state law, the policies and procedures of the
Chelsea School Board of Directors and student handbook.

Animals in School

The Vermont Department of Health has issued specific guidelines regarding the presence of animals on
school grounds and at school functions. The school nursaust be notified before bringing any animal to
school. Theschoolprincipal reserves the rightto prohibit certain animals from being in school based on
Vermont Departmentof Healthguidelines.

Attendance/Lunch Count

Facultyis required to submit electronically daily attendanceas well as completdunch countfor the school
administrative assistart by 8:30 AM. The cafeteriastaff uses linch count information to project how much
food to prepare. Attendance at grades 612 will be taken daily by period. The office needsattendance
information to call families of studentswho are absent.

Bus Passes/Pick-Up Notes

All bus passes will be written by theadministrative assistant Faculty should sendall notes receivel from
students changing after school planthat include bus instructions,to the office with lunch court. Theoffice
staff will write the bus passesnd deliver them to the classrooms by2:15.

Communication Procedure

All classroom teachers will have a page on the website thaill include a class or course description,
syllabus, and a personal introduction.Website materialshould beupdated quarterly. All materialwill be
accurate, up to date, and user friendly.

Each K5 student will be provided a school folder. Classroom teachers (K5) are responsible for sending
school i nformati on ho melfastudes doesaa mavesheir falderhtioeyp hay beo | d
provided another one because school information will always be sent home in the school foldéramilies

and students are responsible for returning folders to school dailyK-12 faculty will communicate with

families by phone call, email, or by appointment as necessaryln addition to communicating academic

and behavioral areas of academic concern, the Chelsea Board of School Directors and administration
encourages communicating positive accomplishments and a&vement of students.
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All K-12 faculty members will communicate through a school newsletterK-5 teachers will send

newsl|l etters home in each student’s school Thel der
administrative assistant will distribute an electronic copy via email and place a paper copy in the school
board’ s mail box.

All faculty and staff when communicatingall school business should use assigned email.

Dismissal
The school day ends at 3:00 p.m. Kindergarten will be dismigbat 2:55 p.m.

Duty Coverage

If faculty or support staffare absent on a day thashe or he hagluty, please let theadministrative assistant
know sothe substitute teacher may be informed of theluty. It is the responsibility of the individual on duty
coverageto have awalkie-talkie device for theplayground. When supervising the playground, if a duty
partner is not present, please call the office for assistance.

If a faculty or support staff member is supervising &eld trip or for whatever reason cannot cover recess or
lunch duty, please findcoverage Please notify theadministrative assistantof the change

Educational Support System
As part d the educational support team(EST), Act 157 requires that schools have an education support
team. The role of the EST is to assist teachers in developing plans to support students.

The goal of the education support team is to ensure that all students who require additional classroom
assistance are provided with an appropriate educational experience wrder to provide for their continuing
growth and development and preparation for independence and productivity as community members.

Pl ease not e: Throughout the EST process, ThetSthdentc | a
Support Spedaalist serves as thesrades6-12 ESTCoordinator and the School Counselor serves#he K-5
EST Coordinator

The Process:
1. Ateacher has oncernsbased on dataabout a student not currently on an IEP or a 504 plan.
2. Notify an EST Coordinator of a studerfor an EST meeting.
3. Obtain and complete the referral forms. Please complete the needed forms in pen so that they
may be copied.
Invite any additional staff members to the meeting.
Notify the parents/caregivers about the meeting.
Come to the EST meetingith the completed referral form, work samples and assessments.
The EST writes a plan for your student with action steps, timeline and evaluation criteria.
The EST sets a date to review the plan and r

©NOoOA

Emergency Response/Drills - School Safety

During the school day it is possible for emergencies to arise. In order to ensure the safety and well being

of our students, Chelsea Public Schoolmiinuously revises as neededts emergency response plans and
proceduresinc ooper ation with the state Agency of Educa
Chelsea Fire Department and others. As required by the State of Vermont, Chelsea Public School
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conducts eight (8) drills each school year. The drills enable faculty, staind students to practice the
procedures in the possible event of an emergency.

Please ensure that all classrooms ka an Emergency Response Plan Binder. In addition all photo ID badges
feature classroom crisis commandsand are required to be worn durhg school hours

For any other emergency, contact the affe immediately at extension 10(r 125.
For school security and safety, all exterior doors must be lockewhile school is in session
Energy

Faculty and staff are required to turn off all ligts when the room is not in use. All technology equipment
and devices must be shut down nightly.

During cold weather when the school is heated, please keep all windows and any outside doors closed.

Field Trips and Class Trips

Faculty planning field tripsfor academic experiences are requested to following the following protocols:
1 Communication about any and all trips will be made from teacher to the principal or

administrative assistant prior to any communication with families or students about the tip.
1 Teachers will submit a Field Trip Request Form to the administrative assistant 12 school days
prior to the trip.

The administrative assistant will stamp each request with the date it was submitted.

Teachers will prepare and submit a Purchase Ordéo the registrar for the cost of the bus (get an

estimate from administrative assistant) and include date of trip.

1 Teachers will prepare and submita Purchase Order to the registrar for any fees or expeason the
trip and include date of trip.

1 Teachers wil send permission slips home in school folders and place one in the administrative
assistant’s mail box etriz@e. TharsdaysQttabgersfor a trip oo Tuestlag, t h
October 23.

1 Teachers will communicate all trips with the entire sclool via email 48 hours prior to the
scheduled departure. Teachers will provide the cafeteria manager with the number of bagged
lunches that are needed 48 hours prior to the scheduled departure.

1 All chaperones are required to have a criminal background cb&through WRVSU Please check
with the schooladministrative assistant foradditional information and forms.

1 Teachers will provide the school principal with a listing of all chaperones two weeks prior to the
trip.

= =

Field trips are considered part ofthe curriculum and all children must have access ta planned field trip.
Field trips cannot be used as a reward or punishmentacultywhohave concerns about
on a field trip, pleasediscuss withthe schoolprincipal at least two weels prior the trip.

All field trips require bus and/ or v amrompanyonahpror t a
approved transportation provider. Facultyis requested to complete al'ransportation RequestForm two

weeks in advance Please @nany year-end trips well in advance Faculty whowould like confirmation of
transportation arrangements are requested to check with th@administrative assistant to call the day before

the trip so that if there is a problemadjustment can be madeFacuty is requested not to call the bus
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company. All correspondence should be through the officadministrative assistantto avoid
miscommunication.

Grading Procedures

It is expected that all students in grades K2 will receive areport card for every clas that includes a
combination of teacher commentgas necessaryyand specific grade or evidence, as well as a report card
that will include a final quarter grade and teacher commentgas necessary}that are specific to the
student s’ ac ad evthifoceveayrcldss. sThectimaline fogconapleting and releasing reports
is found on the official Chelsea Public School Calendar at the front of this handbook.

Students in grades €12 will have their grades updated on Wel®2-Schoolat a minimum ofevery two
weeks. Students in grades 612 are responsible for obtaining any assignments, projects, tests, and
quizzes when absent.

Every effort will be made by faculty to communica¢ academic progress to parents and/or guardians.
Students in grades 912 who receive a failing grade on their reportcard will get a phone call home from
the teacher of the class in which they are failing prior to receiving their report card and will be referred
for EST if not previously referred.

Health Office

The health officeis available to address the needs of students when they are feeling ill or are injurdéaculty
who needto send a child to the health officshould call to see if the school nursesavailable to receive the
chil d. Thi s 1 s i mtg dormiaardcradesfacultytshoeldkeep a supply of basesds
available in theclassroom.

Every staff member encountering a sick (vomiting) or injured (bleeding) child or adult should protect
themselves with gloves prior to making contact with bodyluids. Disposable gloves are located in the health
office, in the kitchen, at the east exit to the playground, and in each classroom. Gloves should be in large
manila envelopes, marked clearly as suclraculty whouse a pair or notice gloves are notailable at a

stated location, contact the custodian at once.

Leave Request Forms
These forms are locatedh a bin mounted to the wall opposite thefaculty/ staff mailboxes. Faculty/staff who
are absent forany reason, mustcomplete a Leave Requedform and submit to the administrative assistant
For faculty, ifa substitute is not needed, please indicate so on the forrRaculty who know they will be
absent ahead of time are required taubmit aLeave Request Fornbefore theadministrative assistant will
arrange for a substitute.
Personal Leave — A completed Leave Request Form needs to be given to the administrative assistant
as soon as possible.
Sick Leave —Please complete a¢aveRequest loerm to documentasick dayand submit to the
administrative assistant upon return.
Professional Leave — Please complete &eave Request 6rm prior to your professional event.

Leaving the Classroom

If aclass is visiting another classroom or is out of the classroom at an unscheduled tifagulty is required

to notify the administrative assistart. Faculty whomay betaking a class outside and on school grounds are
requested to have a walkie talkie.
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Lesson Plans

Upon request of the Principal, KL2 Faculty may berequired to submit classroom lesson plans Lessonplans
may be randomly checked at any time.

Lost and Found
I f an item i s found by an empl oyee, alsideghe cateteria.f f a
Items will be kept for up to a semester.

Media

Faculty and staffare encouragedto submit newsworthy and promotional articles of interest about Chelsea
Public School student events, accomplishments, and achievementsis recommended that elementary,
middle and high school each submit one to two newsworthy and promotional articlesf interest per month
to the Administrative Assistant

Parking

Faculty and staff are requested to park in the parking lot at the south end of the school or on either the north
or south side of the South Common at the front of the school. Faculty andfEare requested not to park
personal vehicles at the top of the South Common as it is reserved for official business at the Orange County
Courthouse.

Parent-Guardian Meeting Protocols

1. Identify who is running the meeting This person is responsible fokeeping the meeting on track,
keeping it from getting bogged down or sidetracked, and seeing that all participants are being treated
in a safe and respectful manner.

2. Articulate the purpose of the meeting Do this even i f *“ eprevidestherne Kk
opportunity to say that all present have the common interest of wanting what is best for the student.
At this point all other legal requirements orprotocols for IEP/504 or other meetings are taken care of
such as Parents’ Right s.

3. Outline the Agenda Exampl e: “During this meeting we W
hear behavioral concerns from the parents and teachers and we can discuss what steps we will want
and/ or need to take next.”

This is the point at which guidelines ér participants can be set.How these are presented can vary,
depending on the level of education, sophistication, anger and hostility of the parent(s).

Exampl e: For parents who will assuredly pose
or may not reach agreement on every issue, but the best way to figure out how to help [student
name] get the most out of school will be to he

In addition to the above, a parent who is more likely, based on reputation or history, be hostile or

aggressive may need to be tol d: “We will, of
even i f we are in disagreement.”’

There is no “"one size fits all” template for e
of the need to treat one another in a respectful manner may be sufficient. For egregiously bad
behavior, It may be necessary to simply end th
end the meeting for now @rn,d “rWe oarvee nreo altomgdrat
we wi | | reconvene when tempers are cooler.”)
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There is no definitive script for all situations and some parents may be very difficult to deal with. The
more practice the facilitator has, and the more clearly paraeters are defined, the easier it is to
facilitate a meeting.

4. Set and define time parameters

5. Brief summation at the end of the meeting, including who is going to do whaiNext steps to be taken,
and by whom. Are we convening again? Do we schedulethabw or wi Il | it be

6. Thank everyone for having been there

Purchase Orders

All purchases must be made through the purchase order process and must have prior approvahis is
required for the protection of faculty and support supervi®rs and as well as folWRVSU/Chelsea Public
School audits

Purchase Order (PO) forms are available in the office (in wall bin) and should be filled out completely.
Indicate the grade level, classroom, departmerdand the area (i.e. supplies, books, equipnt) of the budget
that the requestisbeingmad®e n t he “ Budget Category” | ine.

It is important for faculty and support supervisors that spending is limited to the budgeted amounPlease
check with the Registrar if there is any uncertainly of the bahce prior tocompleting a purchase order.

Pl ease r et thenegisaarforth®sChodpr t mci pal ' s signature. Aft
faxed unlesaunless otherwise indicated

Recess
Recess is an important part ofhes t u d e n tit gives stldegts time to relax and refresh themselves for
the rest of the day.

Per WRVSU/Chelsea Public Schatellness Policy, r ecess shall not be withhel
consequence for missed work or poor behavior, exceptin caseswhereastudt * s presence at
deemed unsafe or detrimental-bdiondg hef cht haelr s. 'Wwel |

A fanny pack with first aid supplies should be taken out to the playground daily. Fanny packs will be issued
by the school nurse.

Students will be expected to go outside unless it is raining or the temperature and wind chill factor is below
10°F.

Restraint

Physical restraint of students bytrained school employees shall be used only when necessary to protect
persons, to protect property,or to provide for self defense.SeeChelsea Board of Director®olicy on
Restrictive Behavioral Intervention 1 and associate procedures and protocolson the school websitefor
guidelines.

Retention

If you are considering a student for retentionit must be discussed with the school principal prior to
recommendation at an Educational Support Team or a Special Education Team Meetingeadline for
recommending retention is thefirst Friday in March. If the decision is made to retain a student, the

cd assroom teacher will write a |letter documenting
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Room Use Sign-Up

Faculty and saff members needing rooms for meetings, conferences, performance rehearsals, etc., need to
reserve these rooms. Please emaif see the administrative assistantegarding requests and availability. To
avoid scheduling conflicts, faculty and staff are required to arrange all requests through the administrative

assistant

Faculty Meetings

Faculty meetingsare scheduled for Tuesdys*. Every grade span will have a monthlyull-faculty meeting
(occasionally includes staff)committee meetingtime, two PLCmeetings, and a monthly EST meeting.
Staff meetings will begin at 3:10 p.m. and end at 4:00 p.r&very faculty member is expeted to attend

every meeting. Faculty members who coach sports are asked to start practice after 4 p.m. on Tuesdays

and communicate game schedules with the principal.

Faculty Meeting Schedule for 2017-18 SY:

Typical meeting daysare on Tuesdays, withthe following exceptions(*):

Full Faculty PLCs Committees EST
Meeting
September | 8/28 (Mon)* 9/5 (K-5) 9/19 9/5 (6-12)
9/12 (6-12) 9/12 (K-5)
9/ 26 (K-12)
Full Faculty PLCs Committees EST
Meeting
October 10/3 10/ 10 (K-5) 10/ 17 10/10 (6-12)
10/2 4 (6-12) 10/ 24 (K-5)
Full Faculty PLCs Committees EST
November Meeting
10/31 11/7 (K-5) 11/1 4 11/7 (6-12)
11/21 (6-12) 11/21 (K-5)
Full Faculty PLCs Committees EST
December Meeting
11/28 12/5 (K-5) 12/12 12/5 (6-12)
12/19 (6-12) 12/19 (K-5)
Full Faculty PLCs Committees EST
Meeting
January 1/ 4 (Thurs)* 1/9 (K-5) 1/16 1/9 (6-12)
1/2 3 (6-12) 1/2 3 (K-5)
1/30 (K-12)
Full Faculty PLCs Committees EST
February Meeting
2/6 2/ 13 (K-5) 2/13(6-12)
2/20(6-12) 2/ 20 (K-5)
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Full Faculty PLCs Committees EST
March Meeting
3/ 8 (Thurs)* 3/13 (K-5) 3/20 3/13(6-12)
3/27(6-12) 3/27 (K-5)
Full Faculty PLCs Committees EST
April Meeting
4/ 3 4/10 (K-12) 4/24
Full Faculty PLCs Committees EST
Meeting
May 5/1 5/ 8 (K-5) 5/8 (6-12)
5/15(6-12) 5/ 15 (K-5)
5/2 2 (K-12)
Full Faculty PLCs Committees EST
June Meeting
5/ 29
6/ 5**

**Denotes End of Year Reception for departing faculty/staff.

Faculty Committees: Faculty are required to serve on at least one of the following committees: Diversity
Day, GreerUp Day/Spring Fling, SU Technology, SU Pesfsional Development/Curriculum Committeesor
Farm to School

Parent-Guardian Communication Log

Faculty are required to maintain the provided communication log binder on a weekly basis. The purpose of
the communicaions binder is to ensure that parents are partners vih faculty in the education ofour

students. Communications may be used to inform, to address performance issues, to correct behavioral
issues, or to promote student achievement and accomplishments. &following proceduresare to be used

to journal communications:

1 Record all phone, email, and appointments on a weekly basis and specify purpose of call, email,
appointment.

1 Emails may be copied and printed into the binder as documentation.

9 Binder submission: Friday prior to the end of each quarter

Teachers are welcome to submit their own individualized record keeping system.

Professional Development - Procedure for Taking a Course /Workshop/Conference

Course must begin between July 1, 2@land June30, 2018 to usethe 2017-2018 Professional
Development Allowance (PDA) PDA does not roll over to the next yearFaculty and eligible staff are
requested to complete the requirements below prior to registering for a course/workshop/conference.
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This isa 5-pronged procedure:

1) My Learning Plan (MLP)

a) Log in to you MLP account provided by WRVStseeRegistrar for help

b) Enter Professional Developmentequest (Fill-in Forms)

c) Make sure to include cost of books, mileage, lodging if you plan to request reimbensent
d) Submit request for approval

e) Wait for approval status email from MLP

f) Once approved, print out the complete MLP request form; give to Registrar

2) Purchase Order (PO)

a) Fill out PO form for course tuition and credit§and books ifpurchasing all at thesame time from
same institution)

b) Attach printout/brochure of course description

c) Fill out separate POs for travel expensesmd books (if from separate vendo)

d) Wait for PO approval confirmation email from Registrar

3) Registration

a) Onceboth MLP and POs have been approvedgister yourself for the course
b) Itis up to you to do this- if you needa copy ofPO or PQhumber, ask Registrar
c) If the institution sends the invoice to you, forward it to Rgistrar to pay

4) Employee Absence Form

a) If your course falls on a school day, fill out this form
b) Give it to the Administrative Assistant to line up a sub if needed

5) After course completion

a) Upload transcript or certificate onto MLP aproof of completion

b) Submit mileage reimbursement form (see Registrar for form)

c) Submit any detailed receipts for reimbursement

d) Payment is contingent upon successful completion of the course (with a grade of B or better or a
pass under a pass/fail system) or certificates of attendarmcfrom a conference or workshop

Note that payment from the school fundsan takea few weeksfrom the time an invoice has been
received by Registrar If theinstitution will not accepta POas promissory note with prior approval you
may pay out of pocket andgubmit for reimbursement. Give the detailedreceipt to Registrar.

The WRVSU Grants Coordinatananagesindividual PDA expenditure andaculty course credit Please
call 763-7775 for individual PDA balances.

Policies, Procedures of Student Handbooks, Core Teaching Standards, federal /state law

It is expected that all faculty and staff will adhere to and enforce all applicable policies set forth by the
Chelsea Board of School Direats, all procedures and rules found in th&€helsea Public School Student
Handbook all standards as set forth in th€ore Teaching and Leadership Standards for Vermont Educass's,
well as all applicable state and federal laws.
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Students of Employees

Chdsea Public School supports the needs of our employees. For employees arriving prior to 7:55 AM,
employees may have their child(ren) in grades # under their direct supervision (i.e. classroom or
workspace) or may choose morning gym. For employee chiléf) who are grade 3 and above, it is
requested that they go to morning gym (KL2), quiet library (6-12) or may seek teacher support.

Tardiness - Students
School starts at 85 AM. Anystudent arriving after that time is considered tardy. Students are ot marked
tardy for late bus arrivals.

Studentsarrivin g after 815 AM should report to the office to get a tardy slip. If the classroom attendance
has already been delivered to the office, the administrative assistant will mark the student tardy

Teacher Hours and School Year

The work year for teachers is 1& daysper the Negotiated Contract of the OWSU Boards and Associations
and/or outcome of pending negotiations The contracted work day for teachers is 7.5 hours. The teacher
day beginsat 7:55 am 20 minutes prior to the 8:15 am start timeand endsat 3:25 pm,25 minutes after the
end of the last classTeachers are expected to ben school grounds at 7:55 am.Faculty whoneed to leave
the building before 3:25 p.m. on any day, please notify tleehoolprincipal. Faculty (and when staff are
notified) are expected to stay until 4:000m on Tuesdays for meetings and are therefore excused at 3:pth
on Friday. Faculty members who coach sports are asked to start practice after28:p.m. and
communicate game schedules with the principallt is expected that faculty members who coach sports
be in attendance until 4:00 PM amonthly full faculty meetings (unless there is a scheduled game).

Technology

Faculty and $aff members are responsible for moitoring appropriate and considerate behavior while
accessing the internet.Access to network resources and-enail accounts are scanned as needed.
Technology support does look for inappropriate use of the Chelsea School netwoilk-mail and internet
usageon the district network may be monitored without notification during investigations.

Technology Guidelines

U Faculty and saff members are expected to use only Chelsea Public School equipment within our
network.

U Faculty and saff members are not to allow aiy other staff members or studentaccess to their
account.

U Faculty and saff members are expected to view only appropriate and acceptable internet sites.

U Faculty and saff members are expected to report any technology concerns to the technglpteam
through the web help dek site provided.

U Faculty and saff members are expected to allow an acceptable amount of time to reserve and
receive Chelsea Public School technology equipment. Staff members should allow a minimum 2
weeks to reserve Chelsea Public Schaelchnology equipment.

U Faculty and saff members are required to check their emaibnce every 24 hours and voicemail
once every 48 hours

Transportation of Students by Faculty/Staff

The Chelsea Public School encourages the use of busses for transporsituglents. Given the nature of
student enrollment at Chelsea Public School, there are circumstances when faculty/staff need to
transport a small number of students (i.e. 5 or less) for a specific purpose. The procedures for
transporting students in persoral vehicles are as follows:
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T The driver must provide the office a photo co
insurance each time students are transported.

1 The vehicle must display a valid inspection sticker.

9 Drivers will carry at least the state minimum for liability insurance. If an accident does occur
when transporting students, the driver’s insu
School policy covers |liability beyond tdada® 0dyi
the school’s insurance policy.

1 The vehicle must have a seat belt for every passenger and seat belts must be used at all times. Per
Vermont Law, a student under the age of eight (8) must have an approved child restraint system.

1 Before any student s transported in a personal vehicle, the parent must be informed and
permission secured in writing.

1 Parents may transport their child(ren) and are discouraged from transporting anothépther
child(ren).

T Driver i nformati on (i gistratiordandinswance)snudtaccompasyehe v e
field trip request form.

Selected Board Policies, State and Federal Regulations

Alcohol and Drug Free Workplace

It is the policy of the Chelsea Public School District to maintain a workplace free of alcohntdadrugs. No
employee, volunteer, student teacher or work study student will unlawfully manufacture, distribute,
dispense, possess or use alcohol or any drug on or in the workplace. Nor shall any employee, volunteer
or work study student be in the workplace while under the influence of illegal drugs or alcohol. If there
are reasonable grounds to believe that an employee, volunteer or work study student is under the
influence of illegal drugs or alcohol while on or in the workplace, the person will be imediately

removed from the performance of his or her duties.

(Chelsea Board of School Directagr$8 Alcohol and Drug Free Workpla&5-2015)

Bullying Policy
Chelsea Public School recognizes that all students and employees should have a safe, orderily,and
positive learning environment (16 V.S.A. 570(a)) For the purposes of this

any overt act or combination of acts, including an act conducted by electronic means, directed against a
student or employee by another stident or employee or group of students or employees and which:

1. is repeated over time.
2. is intended to ridicule, humiliate, or intimidate the student or employee; and
3. either:
a. occurs during the day on school property, on a school bus or at a school sponsored
activity; or
b. does not occur during the school day on school property, on a school bus, or at a school
sponsored activity but can be shown to pose a clear and substantial interference with
anot her student’s right to access educat.
Examples ofbullying include:
1 Name-calling and verbal taunts
1 Physical threats or actual physical harm
1 Off-campus text messages or social media posts that ridicule or intimidate to the extent that
the target is not able to fully access the s
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In order to be bullying, incidents such as the ones described above must be repeated over time, directed
at a particular student, and intended to ridicule, humiliate, or intimidate.

Reporting Procedures

Any employee who believes that s/he has been subjected to lyihg or who witnesses or has knowledge
of conduct that s/he reasonably believes might constitute bullying, are strongly encouraged to report it to
the school principal If the principal is not available, report the incidentto the school counselor, or
student support specialist. School staff and volunteers are required to report possible incidents of
bullying to the school counselor, student support specialist or principal as soon as practicable. Parents
and other adults are also encouraged to report gnconcerns about possible bullying of students to the
school counselor, student support specialist or principal.

Consequence for violation of Bullying Policy

The schoolprincipal hasthe discretion to determine appropriate consequences and/or interventios for
violations of the policy based upon the relevant facts and circumstances in a particular case, including but
notlimtedtoa consi deration of prior instances of si mi
disciplinary history. Disciplinary consequeices may include awareness, counselingtal warning,

written warning, suspension, and possible dismissal

(Chelsea Board of School Directar$ 30- Policy on the Prevention dlarassment, Hazing an8ullying 12-
2-2015)

Confidentiality

The Family Eduational Rights and Privacy Act (FERPAR0 U.S.C. § 1232g; 34 CFR Parti89 federal

law that protects the privacy of student education records. The law applies to all schools that receive

funds under an applicable program of the U.S. Department of Edion. This federal law potects a child

and a child’"s family. Il nformation about a chil d
need to know in order to meet the child’ s academi

(Chelsea Board of School DirecsgrF6z Policy on the Collection and Maintenance of Education Records 8
1990)

Copyright Materials-Resources

U.S. Copyright Lawl7 U.S.CL01-120) are federal laws that that protects copyrighted materials. Unless
specifically stated herein, or specifially stated on the materials, no copyrighted material or content may be
performed, distributed, downloaded, uploaded, modified, reused, reproduced, reposted, retransmitted,
disseminated, sold, published, broadcast or circulated or otherwise used in any nraar whatsoever without
express written permission from the copyright owner. Any modification of the content, or any portion
thereof, or use of the content for any other purpose constitutes an infringement of the copyrights and other
proprietary rights except under the fair use doctrine articulated in Section 107 of the Act

Employee violation of U.S. Copyright Laand Chelsea Board of Directors&Policy on Use of Copyright Work
shall be considered to have committed misconduct while employed and such misductwill result both in
disciplinary action and natification to the Vermont Agency of Education. Disciplinary action may lead to
discipline, up to and including termination.

(Chelsea Board of Directors-&Use of Copyrighted Wo#k15-2002)
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Dangerous Weapons on School Property

In order to provide for a safe school environment, the Chelsea Board of School Directors bans all weapons
from school property (16 V.S.A. 1166)A weapon is any firearm, knife or explosive device and any other
weapon, instrument, or material, whether animate or inanimate, which is known to be capable of

inflicting bodily harm or death. No person shall at any time bring a dangerous weapon onto school
property or harbor such weapon on school property without specific written pror approval from the
Principal. Law enforcement officers as defined by3 V.S.A. 401&re excluded when engaged in legitimate
law enforcement duties on school property.

Employee violation of this policy will result in both disciplinary action and notifcation to law
enforcement. Disciplinary action may lead to discipline, up to and including termination

(Chelsea Board of School Director2E Prohibition of Firearms and Weapons 12-2015)

Employee Harassment

Harassment is a form of unlawful discrinmation that will not be tolerated in the Chelsea Public School
District. Unwelcome sexual advances, requests for sexual favors, and other verbal, written or physical
conduct constituting harassment as defined herein and by state and federal law violatagtpolicy.
Retaliation against any person raising good faith allegations of unlawful harassment or against any
witness cooperating in an investigation by the District pursuant to this policy is prohibited.

(Chelsea Board of School Directorsl2 EmployedHarassment 85-2015)

Harassment/Sexual Harassment

The Chelsea Board of School Directors does not tolerate the verbal or physical harassment by any

empl oyee based on an employee’s race, religion,
orientation, gender identity, age, political affiliation, ancestry, place of birth or disability which has the
purpose or effect of substantially interfering w
or offensive environment.

Sexual Harasment: The Chelsea Board of School Directors does not tolerate harassment by any
employee on the basis of sex. Sexual harassment includes unwelcome sexual advances, requests for
sexual favors and other verbal, physical or nosphysical conduct of a sexal nature when:

Submission to such conduct is made explicitly or implicitly a term or condition of employment.
Submission or rejection of such conduct by an individual is used as the basis for employment
decisions affecting that individual

f Suchconductha t he purpose or effect of unreasonabl
performance, or creates an intimidating, hostile or offensive environment.

1
1

Sexual harassment includes a wide range of behaviors, from the actual coercion of sexual relations to
unwelcome offensive comments, jokes and innuendo, other sexually oriented statements, and unwelcome
advances emphasizing sexual identity Sexual harassment may be indirect and even unintentional.

Retaliation: The Chelsea Board of School Directors prohib retaliation by any employee for taking

adverse action against a person for making a complaint of unlawful harassment or for participating or
cooperating with an investigation.
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The Chelsea Board of School Directors prohibits all such activities whethemgaged in by a school

principal, supervisor, agent of the Chelsea Public School-worker, student or other non-employee who

is on Chelsea Public School premises or who comes into contact with Chelsea Public School employees or
students.

Employees andhose in positions of authority should be sensitive to the questions about mutuality of
consent that may be raised, and to the conflicts of interest that are inherent in personal relationships
where professional and/or educational relationships are involvel.

Unlawful harassment of any sort is a violation of Chelsea Board of Directors policy and is prohibited by
both state and federal law. An individual who believes that he or she has been subjected to sexual or
other unlawful harassment should report theincident to his or her supervisor, school principal or to the
WRVSUSuperintendent.

Upon receipt of a recommendation that the complaint is valid, the school will take such action as is
appropriate based on the results of the investigation.

Thecomplamnt may appeal the i nvestWRya&8tSaperintesndente c o mme n
(presuming the Superintendent is not the source of the investigation).

The result of the investigation of each complaint may choose to bypass this policy and proceed directly
tooVer mont Attorney General’'s Office, Ci0%02/telRi ght s
(802) 828-3171. Complaints should be filed within 300 days of any unlawful event. The complaint may

also choose to proceed directly to: Office for CIWRights, U.S. Department of Health and Human Services,
Government Center, J.F. Kennedy Federal BuildingRoom 1875, Boston, MA 02203, Voice Phone (617)
565-1340, FAX (617)565-3809, TDD (617)565-1343.

(Chelsea Board of School Directorsl2 Employee Hrassment 85-2015)

Hazing

It is the policy of the Chelsea Board of School Directors, and as set fortiéV.S.A. 140 (&) 140(d), that
no student or employee of the school shall participate in or be members of any organization that is
affiliated with the school or to a school activity; which is intended to have the effect of, or reasonably be
expected to have the effect of humiliating, intimidating or demeaning the student or endangering the
mental or physical health of the student.. No student orgazation or any person associated with any
organization sanctioned by the School Board shall engage or participate in hazing.

“Endanger the mental or physical health” shall i
nature, such as:
Whingp

e Beating
e Brandin
e Forced

g

c i sthenics
e EXxposure

C

f

I
to the el ements

nsumption of any food, alcoholic beve
rced physical activity whi itylbfteoul d ad

a

. Forced
e Or any
individual.

o
o
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Hazing Complaint Procedure

1. Employees who have reason to believe that an incident of hazing occurred shall report such belief to
the school principal. The report may be made orally or in writing.

2. The principal and/or desigree shall conduct a timely, impartial, thorough and comprehensive
investigation of the alleged hazing.

4. The principal and/or designee shall prepare a written report summarizing the investigation and
recommending disposition of the complaint. Copies of theonfidential report shall be provided to the
complainant, the accused and others directly involved, as appropriate. A confirmed report of hazing will
be reported to law enforcement officials.

5. If the investigation results in a substantiated finding ofiazing, the principal shall recommend
appropriate disciplinary action up and including termination of employment.

(Chelsea Board of School Directar$ 30- Policy on the Prevention of Harassment, Hazing and Bullying 12
2-2015)

Smoking Prohibited

In accordance with state law, it is the policy of the White River Valley Supervisory Union and the Chelsea
Public School District to prohibit the use of tobacco, tobacco substitutes oroggarettes on supervisory
union or school grounds or at school sponsoredihctions. This ban extends to any student, employee or
visitor to the school, and applies at all times, whether or not school is in session. Students are,
furthermore, prohibited from possessing tobacco products, tobacco substitutes or tobacco parapherrali
at all times while under the supervision of school staff or at scho@ponsored activities.

(Chelsea Board of School Directors8E Tobacco Prohibitior8-5-2015)

Threats and Disruptions to School Operations

It is a violation of Chelsea Board of Schoblirectors and state lawfor any person to make, issue, or
otherwise communicate by any means, a threat that a destructive device (bomb threat) has been or will
be placed on school grounds or property. The issuance or communication by any means of a thtieat

an unauthorized hazardous substance or material has been placed or will be place on school grounds
with the intent to disrupt the operations of the school is strictly prohibited. It is a violation of this policy
for any person to knowling place orinstall a hoax device on school grounds or property Violations of

this policy under Vermont State Law for the making of a bomb threat is a criminal offense, punishable for
even a first offense for up to two (2) years and a $5,000 fine. The making of Bcthreat may also lead to
civil liability.

(Chelsea Board of Directors-4 Threats and Disruptions to School Operatid82-2000)

Homeless Students

The White River Valley Supervisory Unioris interested in locating homeless children and youth. There
children and youth are entitled to receive an education and have a full and equal opportunity to succeed
in schools within the supervisory union. If you know any child considered homeless in the area who is
not enrolled in school, please contact Cynthiadwers, Grant CoordinatorWRVSU461 Waterman Road
Royalton, VT 05068 or call (802)7637775.
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Report of Suspected Child Abuse and Neglect

Purpose

The purpose of this policy is to protect children whose health and welfare may be jeopardized by abuse
or neglect and to ensure that school district employees meet their legal reporting obligations undas

VSA 49131t is further the purpose of this policy to make clear to school district employees that it is not
their role to be investigator, judge and juryin cases of suspected abuse or neglect. Rather it is the role of
the school district employees to be faithful and timely reporters of suspected abuse or neglect so that
allegations can be brought to the attention of objective, trained and experienced irstegators.

General Policy

Any school di strict employee, regar dl| esbalirepprf whet
suspected child abuse or neglect to the building principal, school counselor, school nurse, school librarian
or student support specialist. If the building principal or designee is the person suspected of child abuse,
the report shall be made to the superintendent of schools. Any school district employee who is a

“mandated reporter,” in additobonnegleepotboi hbesnp
designee, or superintendentshall immediately report the suspected abuse or neglect to the VT
Department for Children and Families (DCF). Upo

or the superintendent shall remind the reporter of his or her legal responsibility to further report
immediately to DCF.

Definitions
“Mandated Reporter” means a school principal, sc
nurse, and other health care pvider.

“l mmedi ately” means as soon as the abuse or negl
such abuse or neglect is suspected.
“Report” means an oral and/or written descriptio
made orally, the reporter should make a written notation of when and to whom the report was made and
when the report was made. A copy of this notation shall be submitted to the principal. A reportto DCF
shall contain the following:

1. The name and addressf the reporter;

2. The name and address, I f known, of t
persons responsible for the child’s
3. The age of the child;
4. The nature and extent of the child’s
previous abuseorneg ect of the child or the ch
5. Any other information the reporter believes might be helpful.
“Abused or neglected child” means a child under
welfare is harmed or threatened with harmbytte act s or omi ssions of the
i ndividual who may be responsible for the child’

teacher, etc.)or in the case of sexual abuse, any individuaHarm can be caused by the actual inflicin of
harm, by allowing such harm to occur, by failing to provide the child with adequate food, clothing, shelter
or health care, or by abandonment of the child.

“Sexual abuse” means any act by a per sohildiSewal vi
abuse also includes the aiding, abetting, counseling, hiring, or procuring of a child to perform or
participate in any photograph, motion picture, exhibition, show representation, or other presentation
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which, in whole or in part, depicts sexal conduct, sexual excitement or sadomasochistic abuse involving

a chil d. Sexual abuse may al so be sexual har ass
sexual harassment does not fulfill t htke SRArepprangor y
law. Suspected sexual abugaust be reported to SRS.

Availability of Policy

This policy shall be provided each year to parents of students in attendance and to each employee of the
school district.

(Chelsea Board of School DirectdtslO Reporting Suspected Child Abuse or Negk6t2002)

Non-Discrimination Policy

The Chelsea Public School does not discriminate in policies and practices on the basis of age, sex, sexual
orientation, race, color, religion, national origin, gender, omarital status. Inquiries concerning

application of these standards may be referred to the Principal at 6 School Street, Chelsea, VT 05038,
(802)685-4551

Grievance Procedure for Title IX, Title VI, Section 504

The following procedures covering Title IX Title VI, and Section 504 is to be used:

1. The complainant will present his/her grievance in written form to the school principal. Within five (5)
school days an investigation will be conducted and a written response to the grievance will be made.

2. If not satisfied with the resolution at Step 1, the complainant may appeal to the Superintendent within
five (5) school days. The Superintendent will hear the complaint within the ten (10) school days of
receipt of the grievance and render a decision ithin five (5) school days thereafter.

3. If the complainant is not satisfied with the decision at step 2, an appeal may be made within ten (10)
school days to the School Board. The Board will hear the compliant at the next regular meeting. A
written de cision will be rendered within fifteen (15) school days following the hearing.

(Chelsea Board of School Directors/Dritle I1X, Title VI, and Section 504 Discrimination)

Soliciting Policy

It is the practice of the Chelsea Public School (CPS) to allomitied distribution of non-school sponsored
literature on school grounds or at school events by community members, students or district employees
whether acting on their own behalf or on the behalf of a community group. Accordingly, the Principal
may permit the distribution of non-school sponsored literature without discrimination as to the

viewpoint of the literature.

It is the practice of the Chelsea Public School not to allow the solicitation of students for the purposes of
recruitment and fundraising on school property by nonschool organizations, groups or individuals.

(Chelsea Board of Directors-# Soliciting Policy 17-2015)

30



Faculty-Staff Handbook

Appendix
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Appendix 1

Code D17
ORANGE WINDSOR SUPERVISORY UNION
CHELSEA PUBLIC SCHOOL
SUPPORT STAFF BENEFITS

The Board of School Directors recognizes the value of the support staff which serves the
Chelsea Public School and wants the school to be a desirable place to work for members
of the staff. In addition to salary or wages, the board wishes to provide appropriate
employee benefits to support staff members in an equitable and clearly understood
manner. Accordingly, the board establishes the following benefits for support staff
employees:

Holidays
Full year employees shall have ten (10) paid holidays per year. These days are New

Year’s Day, Town Meeting Day, Memorial Day, Independence Day, Labor Day,
Veterans’ Day, Thanksgiving Day and the day after and Christmas day and the day after.

Vacation
Full year employees shall be entitled to vacation days according to the following
schedule:

Firstyear..........cooovviiiiiiiiiininnnn 5 days
Years two through seven................ 10 days
Years eight through fourteen........... 15 days
Year fifteen............cooooeiiii. 20 days

Upon completion of 15 years of employment, 1 additional vacation day
shall be added for each additional year of employment up to a maximum
of 25 vacation days.

Sick Leave

Support staff members are entitled to twelve (12) sick days per year starting thirty (30)
days after their first day of employment and cumulative to sixty (60) days. When a
support staff member leaves Chelsea School employment, unused sick leave will not be
compensated.

Personal Days
Support staff employees shall receive three (3) paid personal leave days at the start of

each year. These days may NOT be retained or accumulated.

Bereavement Days
Each support staff employee shall have up to four (4) paid bereavement days for any
death in their immediate family (parent, spouse/partner, child or sibling).

In-service Training Days
Support staff members can be paid for workdays during which they received in-service

training related to their job assignments at the discretion of the principal.

54
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Insurance Benefits
. Insurance benefits shall be provided on the same basis as provided to staff members
covered by the district’s negotiated agreement with the Teachers Association.

Retirement Plan Contribution
After one year of employment the district will match contributions to a qualified
retirement plan up to three (3) per cent of the employee’s gross income.

Course Reimbursement
Support staff members shall be reimbursed for course, workshop, seminar, or educational
conferences up to the dollar amount of one (1) UVM credit.

Payment for services
Compensation for support staff will be reviewed and set annually by the board of school
directors and is not a part of this policy.

Conditions of Employment
All employees are required to complete a thirty (30) day probation period before sick,

personal or vacation benefits become effective.

Date Reviewed: 9-17-03, 10-15-03, 11-19-03
Date Warned: 2-5-04
Date Adopted: 2-18-04
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Acknowledgment

Please sign below and acknowbige that you have read this Staff Handbook. Return this form to the
administrative assistant by SeptembeB8, 2017.

Name Printed

Signature

Date
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