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PERSONNEL POLICIES GOALS

The District's specific personnel goals are:
1. To develop and implement those strategies and procedures for personnel recruitment, screening, and
selection that will result in the employment and retention of individuals with the highest capabilities,
strongest commitment to quality education, and greatest probability of effectively implementing the
system's learning program.
2. To develop a general staff assignment strategy that will contribute to the learning program, and to use
it as the primary basis for determining staff assignments.
3. To provide positive programs of staff development that contribute both to improvement of the
learning program and to each staff member's career development aspirations.
4. To provide for a genuine team approach to education.
5. To develop and use for personnel evaluation positive processes that contribute to the improvement of
both staff capabilities and the learning program.
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POLICY FOR SCHOOL PERSONNEL

The School Committee reserves the authority to fund any vacant position.

An immediate member of a Principal's family may not be assigned to the Principal's school except for
existing and continuing arrangements.

Business Manager, Director of Buildings & Grounds, All School Principals, All School Physicians, Supervisor of
Attendance, Director of School Lunch, Athletic Trainer, Copy Center Coordinator, Parent Information Center
Coordinator and Title I Office Aide shall be employed by the Waltham Public Schools under individual
employment contracts. Said contracts shall be submitted to the School Committee for its approval of all terms
concerning compensation/benefit levels.

Individual Employment Contracts were issued to the above-named individuals for a three-year contract and
may be reissued by the Superintendent for terms at levels of compensation/benefits determined by the
School Committee, provided that the Superintendent may employ said individual under the terms and
conditions of the previous year's contract.

As a condition of employment, each Principal must maintain current certification, adhere to the policies and
goals of the School Committee and the directives of the Superintendent, and annually before April 1 must
submit with the School Council the educational goals and school improvement plan for the school building(s)
under his/her/their direction.
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NEGOTIATIONS GOALS

The School Committee recognizes that education is a public trust; it therefore is dedicated to providing the
best possible educational opportunities for the young people of this community. In negotiations, this objective
may be best attained if there is a climate of mutual trust and understanding between the negotiating parties.

The School Committee believes that the best interests of public education will be served by establishing
procedures that provide an orderly method for the School Committee and representatives of the staff to
discuss matters of common concern.

It is further recognized that nothing in negotiations will compromise the School Committee's legal
responsibilities nor will any employee's statutory rights and privileges be impaired.

NEGOTIATIONS LEGAL STATUS

All negotiations between the School Committee and recognized employee groups are conducted subject to
Chapter 150E of the Massachusetts General Laws. The legal status of negotiations is defined in part by Section
2 of that chapter, as follows:

Employees shall have the right of self-organization and the right to form, join, or
assist any employee organization for the purpose of bargaining collectively
through representatives of their own choosing on questions of wages, hours,
and other terms and conditions of employment, and to engage in lawful,
concerted activities for the purpose of collective bargaining or other mutual aid
or protection, free from interference, restraint, or coercion. An employee shall
have the right to refrain from any or all of such activities, except to the extent of
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making such payment of service fees to an exclusive representative as provided
in section twelve.

Basic to all employer/employee negotiations is the concept of "bargaining in good faith." It is the legal
responsibility of both the School Committee and employee organizations to bargain in good faith as they
conduct negotiations. However, such obligation does not compel either party to agree to a proposal or make a
concession.
SCHOOL COMMITTEE NEGOTIATING AGENTS

The School Committee is responsible for negotiations with recognized employee bargaining units. However,
because of the expertise and time required for negotiations, the Committee may hire a negotiator to bargain
in good faith with recognized bargaining units to help assure that mutually satisfactory agreements on wages,
hours, and other terms and conditions of employment will be developed.

The School Committee will appoint the negotiator and the fee or salary for his/her services will be established
in accordance with the law at the time of appointment.

The duties of the negotiator will be as follows:
1. To negotiate in good faith with recognized bargaining units to arrive at a mutually satisfactory
agreement on wages, hours, and working conditions of employees represented by the units.
a. The negotiator may recommend members of the administration to serve on the negotiation
team. They will not be members of any unit that negotiates with the Committee, and their
participation in negotiations must be recommended by the Superintendent and approved by
the Committee.
b. He/she will direct accumulation of necessary data needed for negotiations, such as comparative
information.
c. He/she will follow guidelines set forth by the Committee as to acceptable agreements and will
report on the progress of negotiations.
d. He/she will make recommendations to the Committee as to acceptable agreements.
2. The negotiator will interpret the signed negotiated contracts to administrators and may be called upon
to offer advice on various aspects of contract administration during the terms
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of the contracts with employee organizations.

EQUAL EMPLOYMENT OPPORTUNITY

The School Committee subscribes to the fullest extent to the principle of the dignity of all people and of their
labors and will take action to ensure that any individual within the District who is responsible for hiring and/or
personnel supervision understands that applicants are employed, assigned, and promoted without regard to
race, creed, color, age, sex, gender identity, national origin, disability, sexual orientation or homelessness.
Every available opportunity will be taken in order to assure that each applicant for a position is selected on the
basis of qualifications, merit and ability.
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NONDISCRIMINATION

Public schools have the responsibility to overcome, insofar as possible, any barriers that prevent children from
achieving their potential. The public school system will do its part. This commitment to the community is
affirmed by the following statements that the School Committee intends to:
1. Promote the rights and responsibilities of all individuals as set forth in the State and Federal
Constitutions, pertinent legislation, and applicable judicial interpretations.
2. Encourage positive experiences in human values for children, youth and adults, all of whom have
differing personal and family characteristics and who come from various socioeconomic, racial and
ethnic groups.
3. Work toward a more integrated society and to enlist the support of individuals as well as groups and
agencies, both private and governmental, in such an effort.
4. Use all appropriate communication and action techniques to air and reduce the grievances o
individuals and groups.
5. Carefully consider, in all the decisions made within the school system, the potential benefits or adverse
consequences that those decisions might have on the human relations aspects of all segments of
society.
6. Initiate a process of reviewing policies and practices of the school system in order to achieve to the
greatest extent possible the objectives of this statement.

The Committee's policy of nondiscrimination will extend to students, staff, the general public, and individuals
with whom it does business; No person shall be excluded from or discriminated against in admission to a
public school of any town or in obtaining the advantages, privileges, and courses of study of such public school
on account of race, color, sex, gender identity, religion, national origin, homelessness, sexual orientation or
disability. If someone has a complaint or feels that they have been discriminated against because of their race,
color, sex, gender identity, religion, national origin, homelessness, sexual orientation or disability, their
complaint should be registered with the Title IX compliance officer.
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NONDISCRIMINATION ON THE BASIS OF SEX

The School Committee, in accordance with Title IX of the Education Amendments of 1972, declares that the
school system does not and will not discriminate on the basis of sex in the educational programs and activities
of the public schools. This policy will extend not only to students with regard to educational opportunities, but
also to employees with regard to employment opportunities.

The School Committee will continue to ensure fair and equitable educational and employment opportunities,
without regard to sex, to all of its students and employees.

The Committee will designate an individual to act as the school system's Title IX compliance officer. All
students and employees will be notified of the name and office address and telephone number of the
compliance officer.
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NONDISCRIMINATION ON THE BASIS OF HANDICAP

Title II of the Americans with Disabilities Act of 1992 requires that no qualified individual with a disability shall,
because the District's facilities are inaccessible to or unusable by individuals with disabilities, be excluded from
participation in, or be denied the benefits of the services, programs, and activities of the District or be subject
to discrimination. Nor shall the District exclude or otherwise deny services, programs, or activities to an
individual because of the known disability of a person with whom the individual is known to have a
relationship or association.

Definition: A "qualified individual with a disability" is an individual with a disability who, with or without
reasonable modification to rules, policies, or practices, the removal of architectural, communication, or
transportation barriers, or the provision of auxiliary aids and services, meets the essential eligibility
requirements for the receipt of services or the participation in programs or activities provided by the District.

Reasonable Modification: The District shall make reasonable modification in policies, practices, or procedures
when the modifications are necessary to avoid discrimination on the basis of disability, unless the District can
demonstrate that making the modifications would fundamentally alter the nature of the service, program, or
activity.

Communications: The District shall take the appropriate steps to ensure that communications with applicants,
participants, and members of the public with disabilities are as effective as communications with others. To
this end, the District shall furnish appropriate auxiliary aids and services where necessary to afford an
individual with a disability an equal opportunity to participate in, and enjoy benefits of, a service, program, or
activity conducted by the District. In determining what type of auxiliary aid or service is necessary, the District
shall give primary consideration to the requests of the individuals with disabilities.

Auxiliary Aids and Services: "Auxiliary aids and services" includes (1) qualified interpreters, note takers,
transcription services, written materials, assisted listening systems, and other effective methods for making
11

aurally delivered materials available to individuals with hearing impairments; (2) qualified readers, taped texts,
audio recordings, Braille materials, large print materials, or other effective methods for making visually
delivered materials available to individuals with visual impairments; (3) acquisition or modification of
equipment or devices and (4) other similar services and actions.

Limits of Required Modification: The District is not required to take any action that it can demonstrate would
result in a fundamental alteration in the nature of a service, program, or activity or in undue financial and
administrative burdens. Any decision that, in compliance with its responsibility to provide effective
communication for individuals with disabilities, would fundamentally alter the service,
program, or activity or unduly burden the District shall be made by the School Committee after considering all
resources available for use in funding and operating the program, service, or activity. The decision shall be
accompanied by a written statement of the reasons for reaching that conclusion.

Notice: The District shall make available to applicants, participants, beneficiaries, and other interested persons
information regarding the provisions of Title II of the American with Disabilities Act (ADA) and its applicability
to the services, programs, or activities of the District. The information shall be made available in such a
manner as the School Committee and Superintendent find necessary to apprise such persons of the
protections against discrimination assured them by the ADA.

Compliance Coordinator: The District shall designate at least one employee to coordinate its efforts to comply
with and carry out its responsibilities under Title II of ADA, including any investigation of any complaint
communicated to it alleging its noncompliance or alleging any actions that would be prohibited under ADA.
The District shall make available to all interested individuals the name, office address, and telephone number
of the employee(s) so designated and shall adopt and publish procedures for the prompt and equitable
resolution of complaints alleging any action that would be prohibited under the ADA. The school system
receives federal financial assistance and must comply with the above requirements. Additionally, the School
Committee is of the general view that:
1. Discrimination against a qualified handicapped person solely on the basis of handicap is unfair; and
2. To the extent possible, qualified handicapped persons should be in the mainstream of life in the school
community. Accordingly, employees of the school system will comply with the above requirements of
the law and policy statements of this Committee to ensure nondiscrimination on the basis of handicap.
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Accordingly, employees of the school system will comply with the above requirements of the law and policy
statements of this committee to ensure nondiscrimination on the basis of handicap.
SEXUAL HARASSMENT

I. Introduction
The Committee recognizes that as a general rule, the private and personal life of a teacher or other school
department employee is not an appropriate concern of the Committee. However, the exception to that
general rule is if a teacher’s private or personal life interferes with the teacher’s responsibilities to and
relationships with students and/or the school system. Therefore, no teacher or other school department
employee shall date or have an amorous relationship, consensual or otherwise, with any student while that
student is enrolled in the Waltham Public Schools. Such relationships are inimical to the educational process
and can seriously undermine a proper educational environment and may cause serious psychological injury to
the student.

It is the goal of the Waltham Public Schools to promote a workplace that is free of sexual harassment. All
persons associated with this school system, including, but not necessarily limited to, the School Committee,
the Administration, the staff, and the students are expected to conduct themselves at all times so as to
provide an atmosphere free from sexual harassment. Any person who engages in sexual harassment while
acting as a member of the school community will be in violation of this policy.

Sexual harassment of employees occurring in the workplace or in other settings in which employees may find
themselves in connection with their employment is unlawful and will not be tolerated by this school district.
Further, any retaliation against an individual who has complained about sexual harassment or retaliation
against individuals for cooperating with an investigation of a sexual harassment complaint is similarly unlawful
and will not be tolerated. To achieve our goal of providing a workplace free from sexual harassment, the
conduct that is described in this policy will not be tolerated and we have provided a procedure by which
inappropriate conduct will be dealt with, if encountered by employees.

Because the Waltham Public Schools takes allegations of sexual harassment seriously, we will respond
promptly to complaints of sexual harassment and where it is determined that such inappropriate conduct has
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occurred, we will act promptly to eliminate the conduct and impose such corrective action as is necessary,
including disciplinary action where appropriate.

Please note that while this policy sets forth our goals of promoting a workplace that is free of sexual
harassment, the policy is not designed or intended to limit our authority to discipline or take remedial action
for workplace conduct which we deem unacceptable, regardless of whether that conduct satisfies the
definition of sexual harassment.

II. Definition of Sexual Harassment
In Massachusetts, the legal definition for sexual harassment is this: "sexual harassment" means sexual
advances, requests for sexual favors, and verbal or physical conduct of a sexual nature when:
a. submission to or rejection of such advances, requests or conduct is made either explicitly or implicitly a
term or condition of employment or as a basis for employment decisions; or,
b. such advances, requests or conduct have the purpose or effect of unreasonably interfering with an
individual's work performance by creating an intimidating, hostile, humiliating or sexually offensive
work environment.

Under federal law, sexual harassment is a form of sex discrimination that violates Title VII of the Civil Rights
Act of 1964. Under federal law, “Unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature constitute sexual harassment when this conduct explicitly affects an
individual’s employment, unreasonably interferes with an individual’s work performance, or creates an
intimidating, hostile, or offensive work environment.”

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

The legal definition of sexual harassment is broad and in addition to the above examples, other sexually
oriented conduct, whether it is intended or not, that is unwelcome and has the effect of creating a work place

14

environment that is hostile, offensive, intimidating, or humiliating to male or female workers may also
constitute sexual harassment.

While it is not possible to list all those additional circumstances that may constitute sexual harassment, the
following are some examples of conduct which if unwelcome, may constitute sexual harassment depending
upon the totality of the circumstances including the severity of the conduct and its pervasiveness:


Unwelcome sexual advances – whether they involve physical touching or not;



Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s sex life;
comment on an individual’s body, comment about an individual’s sexual activity, deficiencies, or
prowess;



Displaying sexually suggestive objects, pictures, cartoons;



Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting
comments;



Inquiries into one’s sexual experiences; and, discussion of one’s sexual activities.

In addition, under the provisions of the Fair Educational Act, Mass. G.L.c.151C, the term “sexual harassment”
means any sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature
when: - (i) submission to or rejection of such advances, requests or conduct is made either explicitly or
implicitly a term or condition of the provision of the benefits, privileges or placement services or as a basis for
the evaluation of academic achievement; or (ii) such advances, requests or conduct have the purpose or effect
of unreasonably interfering with an individual’s education by creating an intimidating, hostile, humiliating or
sexually offensive educational environment. It shall be an unfair educational practice for an educational
institution to sexually harass students in any program or course of study in any education institution.

Under Title IX of the Education Amendments of 1972 (Title IX) and its implementing regulations, no individual
may be discriminated against on the basis of sex in any education program or activity receiving Federal
financial assistance. Sexual harassment of students is a form of prohibited sex discrimination. The following
types of conduct constitute sexual harassment:
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Quid Pro Quo Harassment – A school employee explicitly or implicitly conditions a student’s participation in an
education program or activity or bases an educational decision on the student’s submission to unwelcome
sexual advances, requests for sexual favors, or other verbal, nonverbal, or physical conduct of a sexual nature.
Quid pro quo harassment is equally unlawful whether the student resists and suffers the threatened harm or
submits and thus avoids the threatened harm.

Hostile Environment Sexual Harassment – Sexually harassing conduct (which can include unwelcome sexual
advances, requests for sexual favors, and other verbal, nonverbal, or physical conduct of a sexual nature) by
an employee, by another student, or by a third party that is sufficiently severe, persistent, or pervasive to limit
a student’s ability to participate in or benefit from an education program or activity, or to create a hostile or
abusive educational environment.

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

III. Complaints of Sexual Harassment
The Superintendent will annually appoint a sexual harassment grievance officer, who will be vested with the
authority and responsibility of processing all sexual harassment complaints in accordance with the procedure
set out below. This person is George Frost, Human Resources Director.

If any members of the school community believe that he or she has been subjected to sexual harassment, the
person has the right to file a complaint with the Superintendent of the Waltham Public Schools or Mr. Frost.
This may be done in writing or orally.

If you would like to file a complaint you may do so by contacting the Superintendent for the Waltham Public
Schools. The Superintendent is also available to discuss any concerns you may have and to provide
information to you about our policy on sexual harassment and our complaint process.

IV. Sexual Harassment Investigation
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When the Superintendent (or his/her/their designee) receives the complaint he/she/they will promptly
investigate the allegation in a fair and expeditious manner. The investigation will be conducted in such a way
to maintain confidentiality to the extent practicable under the circumstances. The investigation will include a
private interview with the person filing the complaint and with witnesses (if any). The Superintendent (or
his/her/their designee) will also interview the person alleged to have committed sexual harassment. When
he/she/they has completed the investigation, he/she/they will, to the extent appropriate, inform the person
filing the complaint and the person alleged to have committed the conduct of the results of that investigation.

If it is determined that inappropriate conduct has occurred, the District (or its designee) will act promptly to
eliminate the offending conduct, and where it is appropriate will also impose disciplinary
action.

V. Disciplinary Action
If it is determined that inappropriate conduct has been committed by a member of the school community, the
District (or its designee) will take such action as is appropriate under the circumstances. Such action may
range from counseling to termination from employment, and may include such other forms of disciplinary
action as he/she deems appropriate under the circumstances (including, but not limited to suspension without
pay, withholding of promotions and/or pay raises, or reassignment). In the case of students, such action may
include appropriate student discipline.

If a person is found to have filed a false complaint, the School Department reserves the right to take
disciplinary action against such person.

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

The Waltham Public Schools is committed to providing a safe, positive and productive educational
environment where students can achieve the highest academic standards. No student shall be subjected to
harassment, intimidation, bullying or cyber-bullying. This plan applies to students and members of a school
staff, including, but not limited to, educators, administrators, school nurses, cafeteria workers, custodians, bus
driver, athletic coaches, advisors to an extracurricular activity and paraprofessionals.

"Bullying" is the repeated use by one or more students or by a member of a school staff including, but not
limited to, an educator, administrator, school nurse, cafeteria worker, custodian, bus driver, athletic coach,
advisor to an extracurricular activity or paraprofessional, of a written, verbal, or electronic expression, or a
physical act or gesture, or any combination thereof, directed at a target that:


causes physical or emotional harm to the target or damage to the target's property;



places the target in reasonable fear of harm to him/herself, or of damage to his/her property;



creates a hostile environment at school for the target;



infringes on the rights of the target at school; or



materially and substantially disrupts the education process or the orderly operation of a school.

"Cyber-bullying" means bullying through the use of technology or any electronic communication, which shall
include, but shall not be limited to, any transfer of signs, signals, writings, images, sounds, data or intelligence
of any nature transmitted in whole or in part by a:


wire



radio



electromagnetic



photo-electronic or photo-optical system, including, but not limited to, electronic mail, internet
communications, instant messages or facsimile communications.
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Cyber-bullying shall also include the creation of a web page or blog in which the creator assumes the identity
of another person or knowingly impersonates another person as author of posted content or messages, if the
creation or impersonation creates any of the conditions enumerated in the definition of bullying.

Cyber-bullying shall also include the distribution by electronic means of a communication to more than one
person or the posting of material on an electronic medium that may be accessed by one or more persons, if
the distribution or posting creates any of the conditions enumerated in the definition of bullying.

Bullying and cyber-bullying may occur in and out of school, during and after school hours, at home and in
locations outside of the home. When bullying and cyber-bullying are alleged, the full cooperation and
assistance of parents and families are expected.

For the purpose of this policy, whenever the term bullying is used it is to denote either bullying, or cyberbullying.

Bullying is prohibited:


On school grounds;



On school property immediately adjacent to school grounds;



At school-sponsored or school-related activities;



At functions or programs whether on or off school grounds;



At school bus stops;



On school buses or other vehicles owned, leased or used by the school district; or,



Through the use of technology or an electronic device owned, leased or used by the Waltham Public
Schools;

Bullying and cyber-bullying are prohibited at a location, activity, function or program that is not school-related
or through the use of technology or an electronic device that is not owned, leased or used by the Waltham
Public School district if the act or acts in question:


create a hostile environment at school for the target;



infringe on the rights of the target at school; and/or
19



materially and substantially disrupt the education process or the orderly operation of a school.

Retaliation against a person who reports bullying, provides information during an investigation of bullying, or
witnesses or has reliable information about bullying is also prohibited.
Perpetrator- a student or member of a school staff including, but not limited to, an educator, administrator,
school nurse, cafeteria worker, custodian, bus driver, athletic coach, advisor to an extracurricular activity or
paraprofessional who engages in bullying, cyber-bullying, or retaliation.

As stated in MGL c. 71, §370, nothing in this policy requires the Waltham Public Schools to staff any nonschool related activities, functions, or programs.

Additional information regarding the District's prevention plan, as well as reporting forms, may be found
on the Waltham Public Schools website: http://www.walthampublicschools.org/index.cfm/STAFF ETHICS/.
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STAFF ETHICS/CONFLICT OF INTEREST

The School Committee expects members of its professional staff to be familiar with the code of ethics that
applies to their profession and to adhere to it in their relationships with students, parents, coworkers, and
officials of the school system.

No employee of the Committee will engage in or have a financial interest in, directly or indirectly, any activity
that conflicts or raises a reasonable question of conflict with his duties and responsibilities in the school
system. Nor will any staff member engage in any type of private business during school time or on school
property.

Employees will not engage in work of any type where information concerning customer, client, or employer
originates from any information available to them through school sources.

Moreover, as there should be no conflict of interest in the supervision and evaluation of employees, at
no time may any administrator responsible for the supervision and/or evaluation of an employee be
directly related to him/her.

In order to avoid the appearance of any possible conflict, it is the policy of the School Committee that when an
immediate family member, as defined in the Conflict of Interest statute, of a School Committee member or
district administrator is to be hired into or promoted within the School District, the Superintendent shall file
public notice with the School Committee and the Town or District Clerk at least two weeks prior to executing
the hiring in accordance with the law.
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STAFF CONDUCT

All staff members have a responsibility to familiarize themselves with and abide by the laws of the State as
these affect their work, the policies of the School Committee, and the regulations designed to implement
them.

In the area of personal conduct, the Committee expects that teachers and others will conduct themselves in a
manner that not only reflects credit to the school system but also sets forth a model worthy of emulation by
students.

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

Essential to the success of ongoing school operations and the instructional program are the following specific
responsibilities, which will be required of all personnel:
1. Faithfulness and promptness in attendance at work.
2. Support and enforcement of policies of the Committee and their implementing regulations and school
rules in regard to students.
3. Diligence in submitting required reports promptly at the times specified.
4. Care and protection of school property.
5. Concern for and attention to their own and the school system's legal responsibility for the safety and
welfare of students, including the need to ensure that students are under supervision at all times.
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LINE AND STAFF RELATIONS

The School Committee expects the Superintendent to establish clear understandings on the part of all
personnel of the working relationships in the school system.

Personnel will be expected to refer matters requiring administrative action to the administrator to whom they
are responsible. The administrator will refer such matters to the next higher administrative authority when
necessary.

It is expected that the established lines of authority will serve most purposes. But all personnel will have the
right to appeal any decision made by an administrative officer through established grievance procedures.

Additionally, lines of authority do not restrict in any way the cooperative, sensible working together of all staff
members at all levels in order to develop the best possible school programs and services. The established lines
of authority represent direction of authority and responsibility; when the staff is working together, the lines
represent avenues for a two-way flow of ideas to improve the program and operations of the school system.
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ADMINISTRATIVE COUNCILS, CABINETS AND COMMITTEES

The Superintendent may establish such permanent or temporary councils, cabinets, and committees as he/she
deems necessary for assuring staff participation in decision making, for implementing policies and procedures
and for the improvement of the educational program.

Functioning in an advisory capacity, all councils, cabinets and committees created by the Superintendent may
make recommendations for submission to the School Committee through the Superintendent. Such groups
will exercise no inherent authority. Authority for establishing policy remains with the

Committee and authority for implementing policy remains with the Superintendent. The membership,
composition and responsibilities of administrative councils, cabinets and committees will be defined by the
Superintendent and may be changed at his/her discretion. However, the School Committee wishes to be kept
informed of the establishment and dissolution of these groups as well as their membership and their purpose.

Expenses incurred by such groups for consultative services, materials, and any investigative travel will be paid
by the school system, but only within budgetary allotments and when approved in advance by the
Superintendent.

BONDED EMPLOYEES AND OFFICERS

Each employee of the school system who is assigned the responsibility of receiving and dispensing school
funds will be bonded individually or covered by a blanket bond. The city will pay the cost of the bond.
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EXPENSE REIMBURSEMENTS

Personnel and school department officials who incur expenses in carrying out their authorized duties will be
reimbursed by the school department upon submission of a properly completed and approved voucher and
any supporting receipts required by the Superintendent.

When official travel by a personally owned vehicle is authorized, mileage payment will generally be made at
the rate currently approved by the Council.

To the extent budgeted for such purposes in the school budget, approval of travel requests will be as follows:
1. Travel by School Committee members must have prior approval of the School Committee.
2. Each individual request will be judged on the basis of its benefit to the school system.

.
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STUDENT/SCHOOL DEPARTMENT EMPLOYEE RELATIONSHIPS POLICY

The Committee recognizes that as a general rule the private and personal life of a teacher or other school
department employee is not an appropriate concern of the Committee. However, the exception to that
general rule is if a teacher's private or personal life interferes with the teacher's responsibilities to and
relationships with students and/or the school system.

Teachers, guided by a deep conviction of the worth and dignity of both their students and the advancement of
knowledge, have special responsibilities placed upon them. At all times teachers must demonstrate their
respect for their students as individuals and must adhere to a teacher's proper role as intellectual guide and
counselor. Accordingly, teachers must avoid any personal exploitation of students.

Therefore, no teacher or other school department employee shall date or have an amorous relationship,
consensual or otherwise, with any student while that student is enrolled in the Waltham Public Schools as
such relationships are inimical to the educational process, can seriously undermine a proper educational
environment and may cause serious psychological injury to the student.
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GIFTS TO AND SOLICITATIONS BY STAFF

Gifts
The acceptance of gifts worth $50 or more by school personnel in a calendar year when the gift is given
because of the position they hold, or because of some action the recipient could take or has taken in his, her
or their public role, violates the conflict of interest law. Acceptance of gifts worth less than $50, while not
prohibited by the conflict of interest law, may require a written public disclosure to be made.

In keeping with this policy, no employee of the school district will accept a gift worth $50 or more that is given
because of the employee’s public position, or anything that the employee could do or has done in his, her or
their public position. Gifts worth less than $50 may be accepted, but a written disclosure to the employee’s
appointing authority must be made if the gift and the circumstances in which it was given could cause a
reasonable person to think that the employee could be improperly influenced. The value of personal gifts
accepted is aggregated over a calendar year (4 gifts of $20 value is the same as 1 gift of $80 if given in the
same calendar year).

In general, homemade gifts without retail value are permissible because a reasonable person would not
expect an employee would unduly show favor to the giver, so no disclosure is required. Such gifts could
include homemade food items (cookies, candy, etc.), handpicked flowers, and handmade gifts worth less than
$10 (ten) dollars.

Class Gifts
There is a specific exception to the prohibition against accepting gifts worth $50 or more, when the teacher
knows only that the gift is from the class, not from specific donors. A single class gift per calendar year valued
up to $150 or several class gifts in a single year with a total value up to $150 from parents and students in a
class may be accepted provided the gift is identified only as being from the class and the names of the givers
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and the amounts given are not identified to the recipient. The recipient may not accept an individual gift from
someone who contributed to the class gift. It is the responsibility of the employee to confirm that the
individual offering such gift did not contribute to the class gift.

Gifts for School Use
Gifts given to a teacher solely for classroom use or to purchase classroom supplies are not considered gifts to
an individual employee and are not subject to the $50 limit. However, an employee who accepts such gifts
must keep receipts documenting that money or gift cards were used for classroom supplies.

Solicitations
In spirit, the School Committee supports the many worthwhile charitable drives that take place in the
community and is gratified when school employees give them their support. However, the solicitation of funds
from staff members through the use of school personnel and school time is prohibited by the conflict of
interest law. Therefore, no solicitations of funds for charitable purposes should be made among staff
members. Staff members of course remain free to support charitable causes of their own selection.
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ONLINE FUNDRAISING AND SOLICITATIONS – CROWDFUNDING BY STAFF

School District employees shall comply with all of the following provisions relating to online solicitations and
the use of crowdfunding services for school-related purposes as well as all applicable laws, regulations and
district policies. No online fundraising may occur except as provided below.

The Principal of each school shall review and forward for approval from the Superintendent for all online
fundraising activities within their buildings prior to any employee posting any such fundraising solicitation. The
Superintendent shall have final authority to approve any online fundraising activities by school district
employees and shall determine and communicate to Principals the circumstances under which online
fundraising proposals shall require Superintendent or School Committee approval in accordance with law and
school district policy.

Any solicitation shall be for educational purposes only (field trips, supplies, supplemental materials, books,
etc.). The solicitation of personal items (coats, nutritional snacks, etc.) shall only be to benefit students
directly. To the extent an employee solicits any technology or software, the employee shall secure the prior
written approval of the Director of Technology or designee prior to any such solicitation. Any employee
seeking to display or post a photograph of a student in conjunction with a fundraising solicitation must first
secure the written consent of the student’s parent or guardian.

Employees shall not use a crowdfunding source, or set up their appeal in such a way, that they are asking for
donations directly from people over whom the employee making the request has authority, or with whom the
public employee is having official dealings (such as parents of student’s in a teacher’s classroom - the
solicitation can say “Classroom X needs tissues and crayons,” but it shouldn’t be directed to parents who have
shared email addresses with the teacher for purposes of communicating about their student).
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Employees using crowdfunding services shall periodically disclose in writing to the Superintendent the names
of all individuals whom the employee has directly solicited in any manner including but not limited to oral,
written, or electronic solicitation. The Superintendent shall maintain these disclosures as public records
available for public review.
Employees may only use crowdfunding services that send the items or proceeds solicited by the employee
directly to the employee’s school or to the school district. Employees must verify under the crowdfunding
service’s terms and conditions that they meet all requirements for such solicitation. Items or proceeds directly
sent to employees are considered gifts to the employee and may result in violation of state ethics laws.

If an employee’s proposal is approved by the crowdfunding service, the employee agrees to use the donated
materials solely as stated in the employee’s proposal.

If a solicitation is not fully funded within the time period required by the crowdfunding service, or the
solicitation cannot be concluded for any reason, every attempt will be made to return donations to the
donors. Donations unable to be returned shall only be used as account credits for future solicitations. Unless
otherwise approved by the Superintendent in writing, all goods and/or proceeds solicited and received
through any online solicitation shall become the property of the School Committee, and not of the individual
employee who solicited the item(s) or funds. The employee is prohibited from taking any such item(s) or funds
to another school or location, without the Superintendent’s written approval.

NOTE: Crowdfunding services are defined as any online service used for the solicitation of goods, services, or
money from a large number of people via the internet or other electronic network. Examples include
GoFundMe, Kickstarter, Indiegogo, YouCaring, and DonorsChoose.
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DRUG-FREE WORKPLACE POLICY

The School District will provide a drug-free workplace and certifies that it will:
1. Notify all employees in writing that the unlawful manufacture, distribution, dispensing, possession or
use of a controlled substance, is prohibited in the District's workplace, and specify the actions that will
be taken against employees for violation of such prohibitions.
2. Establish a drug-free awareness program to inform employees about the dangers of drug abuse in the
workplace; the District's policy of maintaining a drug-free work-place; and available drug counseling,
rehabilitation, and employee assistance programs; and the penalty that may be imposed on employees
for drug abuse violations occurring in the workplace.
3. Make it a requirement that each employee whose employment is funded by a federal grant be given a
copy of the statement as required.
4. Notify the employee in the required statement that as a condition of employment under the grant, the
employee will abide by the terms of the statement, and will notify the District of any criminal drug
statute conviction for a violation occurring in the workplace no later than five days after such
conviction.
5. Notify the federal agency within ten days after receiving notice from an employee or otherwise
receiving notice of such conviction.
6. Take one of the following actions within 30 days of receiving notice with respect to any employee who
is so convicted; take appropriate personnel action against such an employee, up to and including
termination; or require such employee to participate satisfactorily in a drug abuse assistance or
rehabilitation program approved for such purposes by a federal, state or local health law enforcement,
or other appropriate agency.
7. Make a good faith effort to continue to maintain a drug-free workplace through implementation of all
the provisions of this policy.
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ALCOHOLIC BEVERAGES PROHIBITED

The Waltham School Committee prohibits any school department professional staff member or any other
adult who has agreed to serve as a chaperon of students at any School Committee sponsored event, including
out-of-state travel, from using or consuming alcoholic beverages during any portion of that event.

Additionally, any student, regardless of age, who has been drinking alcoholic beverages prior to attendance at,
or participation in, a school-sponsored activity, will be barred from that activity and subject to disciplinary
action.

TOBACCO USE ON SCHOOL PROPERTY BY STAFF MEMBERS PROHIBITED
Smoking or the use of tobacco products, including e-cigarettes and vaping devices, within school buildings, the
school facilities or on school property or buses by any individual, including school personnel, is prohibited.

Staff members who violate this policy will be referred to their immediate supervisor.
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STAFF PERSONAL SECURITY AND SAFETY

Through its overall safety program and various policies pertaining to school personnel, the School Committee
will seek to assure the safety of employees during their working hours and assist them in the maintenance of
good health.

Employees offered a position as a custodian, maintenance worker or food service worker must successfully
pass a pre-employment physical examination (provided at School Committee cost) prior to the date of
employment.

The Superintendent may require an employee to submit to a physical examination by a physician appointed by
the school system whenever that employee's health appears to be a hazard to children or others in the school
system or when a doctor's certificate is legally required to verify need for sick leave. School employees, their
families and members of their household are eligible to use the confidential services provided by the town's
employee assistance program.

STAFF PARTICIPATION IN POLITICAL ACTIVITIES

The School Committee recognizes that employees of the school system have the same fundamental civic
responsibilities and privileges as other citizens. Among these responsibilities and privileges are campaigning
for an elective public office and holding an elective or appointive office.

In connection with campaigning, an employee will not: use school system facilities, equipment or supplies;
discuss his/her campaign with school personnel or students during the working day; use any time during the
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working day for campaigning purposes. Under no circumstances, will students be pressured into campaigning
for any staff member.

BACKGROUND CHECKS

It is the policy of the Waltham Public Schools that, as required by law, a state and national fingerprint criminal
background check will be conducted to determine the suitability of full or part time current and prospective
school employees, who may have direct and unmonitored contact with children. School employees shall
include, but not be limited to any apprentice, intern, student teacher or individuals in similar positions, who
may have direct and unmonitored contact with children. The School Committee shall only obtain a fingerprint
background check for current and prospective employees for whom the School Committee has direct hiring
authority. In the case of an individual directly hired by the School Committee, the Chair of the School
Committee shall review the results of the national criminal history check. The Superintendent shall also obtain
a state and national fingerprint background check for any individual, who regularly provides school related
transportation to children. The School Committee, Superintendent or his/her designee, as appropriate, may
obtain a state and national fingerprint criminal background check for any volunteer, subcontractor or laborer
commissioned by the School Committee, school or employed by the city to perform work on school grounds,
who may have direct and unmonitored contact with children. School volunteers and subcontractors/laborers
who may have direct and unmonitored contact with children must continue to submit state CORI checks.

The fee charged by the provider to the employee and educator for national fingerprint background checks will
be $55.00 for school employees subject to licensure by DESE and $35.00 for other employees, which fee may
from time to time be adjusted by the appropriate agency. The employer shall continue to obtain periodically,
but not less than every 3 years, from the Department of Criminal Justice Information Services all available
criminal offender record information (CORI) for any current and prospective employee or volunteer within the
school district who may have direct and unmonitored contact with children.
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Direct and unmonitored contact with children is defined in DESE regulations as contact with a student when
no other employee who has received a suitability determination by the school or district is present. "Contact"
refers to any contact with a student that provides the individual with opportunity for physical touch or
personal communication.

This policy is applicable to any fingerprint-based state and national criminal history record check made for
non-criminal justice purposes and requested under applicable federal authority and/or state statute
authorizing such checks for licensing or employment purposes. Where such checks are allowable by law, the
following practices and procedures will be followed.

Requesting CHRI checks
Fingerprint-based CHRI checks will only be conducted as authorized by state and federal law, in accordance
with all applicable state and federal rules and regulations. If an applicant or employee is required to submit to
a fingerprint-based state and national criminal history record check, he/she shall be informed of this
requirement and instructed on how to comply with the law. Such instruction will include information on the
procedure for submitting fingerprints. In addition, the applicant or employee will be provided with all
information needed to successfully register for a fingerprinting appointment.

Access to CHRI
All CHRI is subject to strict state and federal rules and regulations in addition to Massachusetts CORI laws and
regulations. CHRI cannot be shared with any unauthorized entity for any purpose, including subsequent hiring
determinations. All receiving entities are subject to audit by the Massachusetts Department of Criminal Justice
Information Services (DCJIS) and the FBI, and failure to comply with such rules and regulations could lead to
sanctions. Federal law and regulations provide that the exchange of records and information is subject to
cancellation if dissemination is made outside of the receiving entity or related entities. Furthermore, an entity
can be charged criminally for the unauthorized disclosure of CHRI.

Storage of CHRI
CHRI shall only be stored for extended periods of time when needed for the integrity and/or utility of an
individual's personnel file. Administrative, technical, and physical safeguards, which are in compliance with the
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most recent CJIS Security Policy have been implemented to ensure the security and confidentiality of CHRI.
Each individual involved in the handling of CHRI will familiarize himself/herself with these safeguards.

In addition to the above, each individual involved in the handling of CHRI will strictly adhere to the policy on
the storage, retention and destruction of CHRI.

Retention and Destruction of CHRI
Federal law prohibits the repurposing or dissemination of CHRI beyond its initial requested purpose.
Once an individual's CHRI is received, it will be securely retained in internal agency documents for the
following purposes only.


Historical reference and/or comparison with future CHRI requests,



Dispute of the accuracy of the record



Evidence for any subsequent proceedings based on information contained in the CHRI.

CHRI will be kept for the above purposes in a secure location accessible only to the designee of the Office of
the Superintendent. When no longer needed, CHRI and any summary of CHRI data must be destroyed by
shredding paper copies and/or by deleting all electronic copies from the electronic storage location, including
any backup copies or files. The shredding of paper copies of CHRI by an outside vendor will be supervised by
an employee of the district.

CHRI Training
An informed review of a criminal record requires training. Accordingly, all personnel authorized to receive
and/or review CHRI at the district will review and become familiar with the educational and relevant training
materials regarding SAFIS and CHRI laws and regulations made available by the appropriate agencies, including
the DCJIS.

Determining Suitability
In determining an individual's suitability, the following factors will be considered: these factors may include,
but not necessarily be limited to: the nature and gravity of the crime and the underlying conduct, the time
that has passed since the offense, conviction and/or completion of the sentence, nature of the position held
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or sought, age of the individual at the time of the offense, number of offenses, any relevant evidence of
rehabilitation or lack thereof and any other factors deemed relevant by the district.

A record of the suitability determination will be retained. The following information will be included in
the determination:


The name and date of birth of the employee or applicant;



The date on which the school employer received the national criminal history check

results;
and,


The suitability determination (either "suitable" or "unsuitable").


A copy of an individual's suitability determination documentation must be provided to another district school
employer, or to the individual, upon request of the individual for whom the school employer conducted a
suitability determination.

Relying on Previous Suitability Determination
The school employer may obtain and may rely on a favorable suitability determination from a prior employer,
if the following criteria are met:


The suitability determination was made within the last seven years; and



The individual has not resided outside of Massachusetts for any period longer than three years

since the suitability determination was made; and either


The individual has been employed continuously for one or more school employers or has gaps

totaling no more than two years in his or her employment for school employers; or


If the individual works as a substitute employee, the individual is still deemed suitable for

employment by the school employer who made a favorable suitability determination. Upon request of
another school employer, the initial school employer shall provide documentation that the individual is
still deemed suitable for employment by the initial school employer.

Adverse Decisions Based on CHRI
If inclined to make an adverse decision based on an individual's CHRI, the district will take the following steps
prior to making a final adverse determination:
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Provide the individual with a copy of his/her CHRI used in making the adverse decision;



Provide the individual with a copy of this CHRI Policy;



Provide the individual the opportunity to complete or challenge the accuracy of his/her CHRI;



Provide the individual with information on the process for updating, changing, or correcting



CHRI.

A final adverse decision based on an individual's CHRI will not be made until the individual has been afforded a
reasonable time depending on the particular circumstances not to exceed thirty days to correct or complete
the CHRI.

Secondary Dissemination of CHRI
If an individual's CHRI is released to another authorized entity, a record of that dissemination must be made in
the secondary dissemination log. The secondary dissemination log is subject to audit by the DCJIS and the FBI.
The following information will be recorded in the log:


Subject Name;



Subject Date of Birth;



Date and Time of the dissemination;



Name of the individual to whom the information was provided;



Name of the agency for which the requestor works;



Contact information for the requestor; and



The specific reason for the request.

Reporting to Commissioner of Elementary and Secondary Education
Pursuant to state law and regulation, if the district dismisses, declines to renew the employment of, obtains
the resignation of, or declines to hire a licensed educator or an applicant for a Massachusetts educator license
because of information discovered through a state or national criminal record check, the district shall report
such decision or action to the Commissioner of Elementary and Secondary Education in writing within 30 days
of the employer action or educator resignation. The report shall be in a form requested by the Department
and shall include the reason for the action or resignation as well as a copy of the criminal record checks
results. The superintendent shall notify the employee or applicant that it has made a report pursuant to the
regulations to the Commissioner.
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Pursuant to state law and regulation, if the district discovers information from a state or national criminal
record check about a licensed educator or an applicant for a Massachusetts educator license that implicates
grounds for license action pursuant to regulations, the superintendent shall report to the Commissioner in
writing within 30 days of the discovery, regardless of whether the district retains or hires the educator as an
employee. The report must include a copy of the criminal record check results. The school employer shall
notify the employee or applicant that it has made a report pursuant to regulations to the Commissioner and
shall also send a copy of the criminal record check results to the employee or applicant.

The hiring authority, subject to applicable law and the model policy, reserves the exclusive right concerning
any employment decision.

The Superintendent shall ensure that on the application for employment and/or volunteer form there shall be
a statement that as a condition of the employment or volunteer service the school district is required by law
to obtain Criminal Offender Record Information for any employee, individual who regularly provides
transportation, or volunteer who may have direct and unmonitored contact with children. Current employees,
persons regularly providing school related transportation, and volunteers shall also be informed in writing by
the Superintendent prior to the periodic obtaining of their Criminal Offender Record Information.

The Superintendent shall amend employment applications to include questions concerning criminal records
which the Massachusetts Commission against Discrimination has determined may be legally asked of
prospective employees. Any employment application which seeks information concerning prior arrests or
convictions of the applicant shall include the following statement: "An applicant for employment with a sealed
record on file with the commission of probation may answer 'no record' with respect to an inquiry herein
relative to prior arrests or criminal court appearances. In addition, any applicant for employment may answer
'no record' with respect to any inquiry relative to prior arrests, court appearances and adjudications in all
cases of delinquency or as a child in need of service which did not result in a compliant transferred to the
superior court for criminal prosecution."

Records sealed pursuant to law shall not operate to disqualify a person in any examination, appointment or
application for public service on behalf of the Commonwealth or any political subdivision thereof.
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The Superintendent shall revise contracts with special education schools and other providers to require a
signed statement that the provider has met all legal requirements of the state where it is located relative to
criminal background checks for employees and others having direct and unmonitored contact with children.

PERSONNEL RECORDS

Information about staff members is required for the daily administration of the school system, for
implementing salary and other personnel policies, for budget and financial planning, for responding to
appropriate inquiries about employees, and for meeting the School Committee's education reporting
requirements. To meet these needs, the Superintendent will implement a comprehensive and efficient system
of personnel records maintenance and control under the following guidelines:

1. A personnel folder for each present and former employee will be accurately maintained in the central
administrative office. In addition to the application for employment and references, the folders will
contain records and information relative to compensation, payroll deductions, evaluations, and any
other pertinent information.
2. The Superintendent will be the official custodian for personnel files and will have overall responsibility
for maintaining and preserving the confidentiality of the files within the provisions of the law.
3. Personnel records are considered confidential under the law and will not be open to public inspection.
Access to personnel files will be limited to persons authorized by the Superintendent to use the files
for the reasons cited above.
4. Each employee will have the right, upon written request, to review the contents of his/her own
personnel file.
5. Employees may make written objections to any information contained in the file. Any written objection
must be signed by the staff member and will become part of the employee's personnel file. Further, no
negative comment will be placed in a staff member's file unless it is signed by the person making the
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comment and the staff member is informed of the comment and afforded the opportunity to include
his/her written response in the file.
6. Lists of school system employees' names and home addresses will be released only to governmental
agencies as required for official reports or by the laws.

MODEL CORI POLICY

This policy is applicable to the criminal history screening of prospective and current employees,
subcontractors, volunteers and interns, and professional licensing applicants.

Where Criminal Offender Record Information (CORI) and other criminal history checks may be part of a
general background check for employment, volunteer work, licensing purposes, the following practices and
procedures will be followed.

Conducting CORI Screening
CORI checks will only be conducted as authorized by the DCJIS, state law, and regulation, and only after a CORI
Acknowledgement Form has been completed.

If a new CORI check is to be made on a subject within a year of his/her signing of the CORI Acknowledgement
Form, the subject shall be given seventy-two (72) hours’ notice that a new CORI check will be conducted.

Access to CORI
All CORI obtained from the DCJIS is confidential, and access to the information must be limited to those
individuals who have a "need to know". This may include, but not be limited to, hiring managers, staff
submitting the CORI requests, and staff charged with processing job applications. The district must maintain
and keep a current list of each individual authorized to have access to, or view, CORI.
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This list must be updated every six (6) months and is subject to inspection upon request by the DCJIS at
any time.

CORI Training
An informed review of a criminal record requires training. Accordingly, all district personnel authorized to
review or access CORI will review, and will be thoroughly familiar with, the educational and relevant training
materials regarding CORI laws and regulations made available by the DCJIS.

Use of Criminal History in Background Screening
CORI used for employment purposes shall only be accessed for applicants who are otherwise qualified for the
position for which they have applied.

Unless otherwise provided by law, a criminal record will not automatically disqualify an applicant. Rather,
determinations of suitability based on background checks will be made consistent with this policy and any
applicable law or regulations.

Verifying a Subject’s Identity
If a criminal record is received from the DCJIS, the information is to be closely compared with the information
in the CORI Acknowledgement Form and any other identifying information provided by the applicant to ensure
the record belongs to the applicant.

If the information in the CORI record provided does not exactly match the identification information provided
by the applicant, a determination is to be made by an individual authorized to make such determinations
based on a comparison of the CORI record and documents provided by the applicant.

Inquiring About Criminal History
In connection with any decision regarding employment, volunteer opportunities, or professional licensing, the
subject shall be provided with a copy of the criminal history record, whether obtained from the DCJIS or from
any other source, prior to questioning the subject about his or her criminal history. The source(s) of the
criminal history record is also to be disclosed to the subject.
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Determining Suitability
If a determination is made, based on the verification of identity information as provided in this policy, that the
criminal record belongs to the subject, and the subject does not dispute the record's accuracy, then the
determination of suitability for the position or license will be made. Unless otherwise provided by law, factors
considered in determining suitability may include, but not be limited to, the following:
a. Relevance of the record to the position sought;
b. The nature of the work to be performed;
c. Time since the conviction;
d. Age of the candidate at the time of the offense;
e. Seriousness and specific circumstances of the offense;
f. The number of offenses;
g. Whether the applicant has pending charges;
h. Any relevant evidence of rehabilitation or lack thereof; and
i.

Any other relevant information, including information submitted by the candidate or requested by the
organization.

The applicant is to be notified of the decision and the basis for it in a timely manner.

Adverse Decisions Based on CORI
If an authorized official is inclined to make an adverse decision based on the results of a criminal history
background check, the applicant will be notified immediately. The subject shall be provided with a copy of the
organization's CORI policy and a copy of the criminal history. The source(s) of the criminal history will also be
revealed. The subject will then be provided with an opportunity to dispute the accuracy of the CORI record.
Subjects shall also be provided a copy of DCJIS' Information Concerning the Process for Correcting a Criminal
Record.

Secondary Dissemination Logs
All CORI obtained from the DCJIS is confidential and can only be disseminated as authorized by law and
regulation. A central secondary dissemination log shall be used to record any dissemination of CORI outside
this organization, including dissemination at the request of the subject.
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STAFF COMPLAINTS AND GRIEVANCES

The School Committee will encourage the administration to develop effective means of resolving differences
that may arise among employees and between employees and administrators; reduce potential areas of
grievances; and establish and maintain recognized channels of communication between the staff,
administration, and School Committee.

It is the Committee's desire that grievance procedures provide for prompt and equitable adjustment of
differences at the lowest possible administrative level, and that each employee be assured opportunity for an
orderly presentation and review of complaints and concerns.

Channels established will provide for the following:
1. That teachers and other school employees may appeal a ruling of a Principal or other administrator to
the Superintendent.
2. That all school employees may appeal a ruling of the Superintendent to the Committee, except in
those areas where the law has specifically assigned authority to the Principal and/or the
Superintendent and Committee action would be in conflict with that law.
3. That all hearings of complaints before the Superintendent or Committee be conducted in the presence
of the administrator who made the ruling that is the subject of the grievance.
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The process established for the resolution of grievances in contracts negotiated with recognized employee
bargaining units will apply only to "grievances" as defined in the particular contract.

PROFESSIONAL STAFF POSITIONS

All professional staff positions in the school system will be created initially by the School Committee. It is the
Committee's intent to activate a sufficient number of positions to accomplish the school system's goals and
objectives and to provide for the equitable staffing of each school building. Although such positions may
remain temporarily unfilled, only the Committee may abolish a position it has created. Each time a new
position is established by the Committee, the Superintendent will present for the Committee's approval a job
description for the position, which specifies the jobholder's qualifications and the job's performance
responsibilities. The Superintendent will maintain a comprehensive set of job descriptions for all positions.

PROFESSIONAL STAFF SALARY SCHEDULES

Teachers
The School Committee will adopt a salary schedule for regular teaching personnel as part of the contract
negotiated with the teachers' bargaining unit. The schedule will be designed to recognize and reward training
and experience and encourage additional study for professional advancement.

Principals
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Salaries will be reviewed annually prior to July 1 unless otherwise specified within the contract. The School
Committee, with the advice of the Superintendent, will establish levels of compensation for each position
based on the circumstances, dynamics, and requirements of each position.

Administrators
Salaries will be reviewed annually prior to July 1 unless otherwise specified within their individual contract.
The Superintendent may, upon the request of the Committee, survey other school systems to determine
salaries being paid for comparable positions in each system. The survey will include the effective date of the
specified salary.

EMPLOYMENT OF PRINCIPALS

Principals shall be employed by the Waltham Public Schools under individual contracts of employment. Said
contracts shall be submitted to the School Committee for their approval of all terms concerning
compensation/benefits, prior to the presentation of a contract of employment to the Principal. The
compensation/benefit levels, above referenced, may be exceeded only with the approval of the School
Committee.

Initial contracts issued to Principals may be up to three years in length, and may be reissued by the
Superintendent at levels of compensation/benefits, determined by the School Committee, provided that the
Superintendent may employ a Principal under the terms and conditions of the previous contract of
employment.

The length of second and subsequent contracts of employment for Principals shall be in accordance with
state law.

As a condition of employment, each Principal must maintain current certification, adhere to the policies and
goals of the School Committee and the directives of the Superintendent, and annually must submit, with the
school council, the educational goals and school improvement plan for the school building(s) under his/her
direction.
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FAMILY AND MEDICAL LEAVE

The School System shall comply with the mandatory provisions of the Family and Medical Leave Act of 1993.
The Superintendent shall issue, and from time to time amend, regulations setting forth the rights and
procedures granted by the Act, and shall ensure compliance with those regulations either personally or by
delegation, or by some combination of personal oversight and delegation.
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DOMESTIC VIOLENCE LEAVE POLICY

It shall be the policy of the school district to permit an employee to take up to 15 days of domestic violence
leave from work in any 12-month period. In order to be eligible for said leave:
i.

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

ii.

the employee must be using the leave from work to seek or obtain medical attention, counseling,
victim services or legal assistance; secure housing; obtain a protective order from court; appear before
a grand jury; meet with a district attorney or other law enforcement official; or attend child custody
proceedings or address other issues directly related to the abusive behavior against the employee or
family member of the employee; and

iii.

the employee must not be the perpetrator of the abusive behavior against such employee’s family
member.

The employer shall have the sole discretion to determine whether this leave shall be paid or unpaid. An
employee seeking such leave shall exhaust all annual or vacation leave, personal leave and sick leave available
to the employee, prior to requesting or taking domestic violence leave, unless the employer waives this
requirement.
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Except in cases of imminent danger to the health or safety of an employee, advanced notice of domestic
violence leave shall be required. If such imminent danger exists, the employee shall notify the employer within
3 workdays that the leave was taken. The notification may be communicated to the employer by the
employee, a family member of the employee or the employee’s counselor, social worker, health care worker,
member of the clergy, shelter worker, legal advocate or other professional who has assisted the employee in
addressing the effects of the abusive behavior. If an unscheduled absence occurs, an employer shall not take
any negative action against the employee if the employee, within 30 days from the unauthorized absence or
within 30 days from the employee’s last unauthorized absence in the instance of consecutive days of
unauthorized absences, provides any of the documentation found in (1) to (7) below. An employer may
require documentation that the employee or employee’s family member has been a victim of abusive
behavior and that the leave is consistent with clauses (i) to (iii) as above referenced; provided, however, that
an employer shall not require an employee to show evidence of an arrest, conviction or other law
enforcement documentation for such abusive behavior. The documentation shall be provided to the employer
within a reasonable period after the employer requests
it.

An employee shall satisfy this documentation requirement by providing anyone of the following documents to
the employer:
1. a protective order, order of equitable relief or other documentation issued by a court of competent
jurisdiction as a result of abusive behavior against the employee or employee’s family member;
2. a document under the letterhead of the court, provider or public agency which the employee attended
for the purposes of acquiring assistance as it relates to the employee or family member;
3. A police report or statement of a victim or witness provided to police documenting the abusive
behavior;
4. documentation that the perpetrator of the abusive behavior has admitted to sufficient facts to support
a finding of guilt; or has been convicted of, or has been adjudicated a juvenile delinquent by reason of
any offense constituting abusive behavior;
5. medical documentation of treatment as a result of the abusive behavior;
6. a sworn statement, signed under the penalties of perjury, provided by a counselor, social worker,
health care worker, member of the clergy, shelter worker, legal advocate or other professional who
has assisted the employee in addressing the effects of the abusive behavior;
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7. a sworn statement, signed under the penalties of perjury, from the employee attesting that the
employee has been a victim of or is a family member of a victim of abusive behavior.

All information related to the employee’s leave shall be kept confidential and shall not be disclosed, except to
the extent that disclosure is:
i.

requested or consented to, in writing, by the employee;

ii.

ordered to be released by a court of competent jurisdiction;

iii.

otherwise required by applicable federal or state law;

iv.

required in the course of an investigation authorized by law enforcement, including, but not limited to,
an investigation by the Attorney General; or

v.

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

The Superintendent shall ensure that notice is provided to all employees in the next school year and beyond
by appropriately amending the district’s employee handbooks, by whatever title they may be known, or by
direct notice about the Domestic Violence Law and securing the employees signature acknowledging receipt
of the handbook/notice. The Superintendent shall be responsible for notifying all current employees, unless
they have been notified through the handbook, of this policy in a manner that he/she deems appropriate.

No employer shall coerce, interfere with, restrain or deny the exercise of, or any attempt to exercise, any
rights provided herein or to make leave requested or taken contingent upon whether or not the victim
maintains contact with the alleged abuser. No employer shall discharge or in any other manner discriminate
against an employee for exercising the employee’s rights under law. The taking of domestic violence leave
shall not result in the loss of any employment benefit accrued prior to the date of such leave. Upon the
employee’s return from such leave, he/she shall be entitled to restoration to the employee’s original job or to
an equivalent position. Definitions of ‘abuse”, “abusive behavior”, “domestic violence”, “employees” and
“family members” may be found in the laws referenced below.
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HIRING OF SCHOOL ADMINISTRATIVE STAFF

Through its employment practices, the Waltham School Department will endeavor to attract and secure the
highest qualified personnel for all professional positions. The district's goal is to employ and retain personnel
who are skilled, knowledgeable, motivated, positive in approach, and possess a strong work ethic. The election
process will focus on hiring candidates who are committed to assisting all children in reaching their highest
level of achievement.

It is the responsibility of the Superintendent or his/her designee to determine district personnel needs, to
recruit candidates and recommend for employment only candidates who meet all requirements for the type
of position for which the nomination is made. The Superintendent or designee will develop hiring procedures
to achieve the hiring goals of the district.

The following guidelines will be used in the hiring of personnel:
1. The Superintendent will inform the Committee of vacancies and/or changes in the administrative staff
at the School Committee meeting closest to his/her receiving notification.
2. All vacancies will be properly posted. It is the intent of the School Committee to attract a large pool of
applicants.
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3. There will be no discrimination in the hiring process due to age, sex, religion, creed, race, color,
handicap, national origin, homelessness, gender orientation, nor sexual orientation.
4. All candidates will be considered on the basis of their merits, qualifications, and the district needs. In
each instance, the Superintendent and others playing a role in the selection will seek to hire the best
qualified person for the job. As a courtesy, interviews will be granted to all qualified internal
candidates.
5. Concerted efforts will be made to achieve and maintain a diverse staff that is representative of a wide
variation in background, method of educational preparation, and previous experience.
6. The Superintendent shall develop and communicate to the School Committee procedures for the filling
of each vacancy. If any of the following procedures are waived the School Committee will be notified at
the time of waiver. These procedures shall include:
•

Candidate screening process

•

Personal interview(s)

•

Certification checks

•

Reference checks of persons named and submitted by the candidate

•

Reference checks of persons not named by the candidate, including but not limited to the
candidate's supervisors

•

Visit or visits to places of employment of the candidate, where feasible and considered
productive

•

A check of public records for past criminal offenses in each state that the candidate worked
and/or lived

7. The administrator who will directly supervise the selected candidate shall be offered an opportunity to
participate in the selection; however, the final selection shall be approved by the Superintendent.
8. Input on the selection will be sought from interested parties, such as parents, teachers, peer
administrators and the general public. This input, where possible, should be achieved by the use of a
representative screening committee.
9. Prior to the selection of any screening committee, the Superintendent will inform the School
Committee of the screening committee composition, which includes name and relation with the
District.
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10. The School Committee will be promptly informed of the name and background of the successful
candidate upon selection. The Superintendent will forward to the Committee all certifications, degrees
and prior experience of all semi-finalist candidates.
11. No candidate is to be employed for, or assigned to, a position where his/her evaluation will be made
partly or entirely by a person to whom he/she is related.

SUBSTITUTE PROFESSIONAL STAFF EMPLOYMENT

The school system will employ as substitute teachers, to the extent possible, persons who meet the
requirements for teacher appointments and will assign teachers substitute-teaching positions on the basis of
their areas of competence. When the supply of potential substitutes in a particular subject area is too limited
to meet school department needs, there will be active recruitment for substitutes in those areas. All substitute
teachers will be expected to provide educational services, rather than to assume merely a student-supervisory
role. They will be provided with as much support as possible by building administrators and teachers. The
School Committee will set the daily rate of pay for substitute teachers, including extended-term substitutes.
The latter will be granted such additional benefits as approved by the School Committee.
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PROFESSIONAL TEACHER STATUS

Teachers and certain other professional employees who have served in the School District for three
consecutive years shall be entitled to professional teacher status. The Superintendent, upon recommendation
of the Principal, may award such status to a teacher who has served in the Principal's school for not less than
one year or a teacher who has obtained such status in any other public school district in the Commonwealth.
The Superintendent will base his/her/their decisions on the results of evaluation procedures conducted
according to Committee policy.

At the end of each of the first three years of a teacher's employment, it will be the responsibility of the
Superintendent to notify each employee promptly in writing of the decision on reappointment. Notification to
a teacher not being reappointed must be made by June 15 or at an earlier date if required by a collective
bargaining agreement.

A teacher who attains professional teacher status will have continuous employment in the service of the
school system. A teacher with professional teacher status whose position is abolished by the School
Committee may be continued in the employ of the school system in another position for which he/she/they is
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legally qualified.

Nothing in these provisions will be considered as restricting the Superintendent from changing teaching
assignments or altering or abolishing supervisory assignments except that, by law, no teacher may be assigned
to a position for which he/she/they is not legally qualified.

SUSPENSION AND DISMISSAL OF PROFESSIONAL STAFF MEMBERS
The Superintendent will strive to assist personnel to perform their duties efficiently. However, the
Superintendent may dismiss any employee in accordance with state law. Further, the Committee recognizes
the constitutional rights of the District's employees and assures them the protection of due process of law. To
guarantee such rights, a system of constitutionally and legally sound procedures will be followed in each case
of suspension or dismissal of an employee.

When the Superintendent or a Principal determines that sufficient cause exists that a professional employee
be suspended or dismissed from service in the school system, he, she or they will:
1. Be certain that each such case is supported by defensible records.
2. Determine if the individual is to be suspended immediately with the understanding that the suspension
will be subject to restoration of salary and position if an appeal is decided in favor of the individual.
3. Follow the procedures for dismissal or suspension that are contained in applicable laws as well as those
included in the current agreement with the teachers' bargaining unit.
4. Provide the individual involved with a written statement that will:
a. Indicate whether the action the Superintendent is taking is dismissal or suspension.
b. State the reason for the suspension or dismissal.
c. Guarantee that all procedures will be in accordance with due process of law.
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d. Inform employees who have a right to request a hearing under appropriate laws that they may
be represented at such a hearing by counsel of their choice.

OUTSIDE EMPLOYMENT

The Waltham School Committee considers all building administrators responsible for his/her/their building at
all times. The presumption is that building administrators need to be available if and when required by staff,
students and parents during and for a reasonable time before and after the regular school day. This must be
taken into consideration by building administrators upon entering into any outside employment
arrangements. Any building administrator who must leave for outside employment prior to 2 hours following
the end of the scheduled school day must have discussed with, and obtained approval from, the
Superintendent prior to acceptance of any such outside employment by the building administrator.
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TUTORING FOR PAY

Definition: "Tutoring" means giving private instruction or help to an individual or group for which the teacher
receives remuneration other than through the School Committee.

A teacher cannot recommend that one of his or her own students get tutoring, and then be paid to tutor that
same student in a second job.

A teacher may not tutor students who are currently in his/her class. Even if the teacher does not recommend
that the current student receive private tutoring, the teacher should not tutor current students.

Teachers and other public employees may not approach a student, or the student’s parents, seeking private
tutoring work. A teacher may provide tutoring when the relationship is initiated by the parents or a student,
but, if the student is, or in the future may be, under the teacher’s authority, the teacher will need to provide a
written disclosure.
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A teacher cannot use school resources such as classrooms or materials in connection with a private tutoring
business. A public school employee cannot use a school or district website to advertise private tutoring
services. Schools cannot send home brochures for a particular tutoring service with the children.

Tutoring is not to be recommended for a student unless the appropriate teacher of the student involved is
consulted and agrees that it will be of real help. If tutoring seems advisable, the Principal may give the parents
a list of persons who are willing to tutor. This list may include teachers, but not the student's teacher of the
subject in which he, she or they is to be tutored.

Tutoring for pay is not to be done in the school building.

SUPPORT STAFF POSITIONS

Education is a cooperative enterprise in which all employees of the school system must participate
intelligently and effectively for the benefit of the children. This school system will employ support staff
members in positions that function to support the education program. All support staff positions will be
established initially by the Committee. In each case, the Superintendent will submit for the Committee’s
consideration and action a job description or job specifications for the position.

Although positions may remain temporarily unfilled or the number of persons holding the same type of
position reduced in event of de-staffing requirements, only the Committee may abolish a position it has
created.

SUPPORT STAFF CONTRACTS AND COMPENSATION PLANS
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In establishing rates of pay and levels of compensation for support staff personnel, the School Committee will
take into account the responsibilities of the position, the qualifications needed, past experience of the
individual, and years of service in the school department.

Compensation plans will be reviewed annually for all categories of staff. Such review, where applicable, will be
carried out in connection with negotiations with representatives of recognized bargaining units. The master
agreements with these units will be considered appendices to this manual and will have the full force of
School Committee policy.

The School Committee will set the rates of pay for personnel not covered by collective bargaining agreements.

CIVIL SERVICE PERSONNEL

Civil Service staff shall be appointed in accordance with the rules and regulations of the Division of Personnel
Administration.

SUSPENSION AND DISMISSAL OF SUPPORT STAFF MEMBERS

Support staff employees employed by the School District may be terminated by the Principal of the building in
which they serve, with the approval of the Superintendent. However, employees may request the
Superintendent to review the circumstances of their termination.

Bus drivers are employed on a monthly basis with continuity of employment conditioned only upon
satisfactory performance. In the event of failure to perform as required, the Superintendent may immediately
suspend employment.

Support staff employees will generally be given notice of their dismissal two weeks prior to the effective date.

The Superintendent, or the Principal, with the approval of the Superintendent, may also suspend employees
from their assignments.
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