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File: GBA 
 

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 their 
race, creed, color, age, sex, national origin, disability or sexual orientation.  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. 
 
 
LEGAL REF.:  603 CMR 26:08 
 
CROSS REF.:  AC, Nondiscrimination 
 

 
 
 

File: GBD (also BHC) 
 

SCHOOL COMMITTEE-STAFF COMMUNICATIONS 
 
 
The School Committee wishes to maintain open channels of communication between itself and the staff.  The 
basic line of communication will, however, be through the Superintendent. 
 
Staff Communications to the School Committee
 
All communications or reports to the Committee or any of its subcommittees from Principals, supervisors, 
teachers, or other staff members will be submitted through the Superintendent.  This procedure does not deny the 
right of any employee to appeal to the Committee from administrative decisions on important matters, except 
those matters that are outside the Committee's legal authority, provided that the Superintendent has been 
notified of the forthcoming appeal and that it is processed in accordance with the Committee's policy on 
complaints and grievances. Staff members are also reminded that Committee meetings are meetings held in 
public.  As such, they provide an excellent opportunity to observe first hand the Committee's deliberations on 
problems of staff concern. 
 
School Committee Communications to Staff
 
All official communications, policies, and directives of staff interest and concern will be communicated to staff 
members through the Superintendent.  The Superintendent will develop appropriate methods to keep staff fully 
informed of the Committee's problems, concerns and actions. 
 
Visits to Schools
 
Individual School Committee members interested in visiting schools or classrooms will inform the Superintendent 
of such visits and make arrangements for visitations through the Principals of the various schools.  Such visits will 
be regarded as informal expressions of interest in school affairs and not as "inspections" or visits for supervisory 
or administrative purposes.   
 
Official visits by Committee members will be carried on only under Committee authorization. 
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File: GBEA 
 

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. 
 
 
LEGAL REFS.:   M.G.L. 71:52; 268A:1 et seq. 
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File: GBEC 
 

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. 
 

 
LEGAL REFS.:   The Drug-Free Workplace Act of 1988 
 
CROSS REFS.:  JICH,  Drug and Alcohol Use by Students 

 
File: GBED 

 
TOBACCO USE ON SCHOOL PROPERTY BY STAFF MEMBERS 

 
 
Smoking or the use of tobacco 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. 
 
 
 
LEGAL REF.:  M.G.L. 71:37H 
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File: GBGB 
 

STAFF PERSONAL SECURITY AND SAFETY 
 
 
Through its overall safety program and various policies pertaining to school personnel, the Committee will seek to 
assure the safety of employees during their working hours and assist them in the maintenance of good health. 
 
Prior to employment in the school system, all employees will submit evidence of freedom from tuberculosis, as 
specified by state law. Additional physical examinations will also be required of bus drivers and food handlers as 
law or state regulations require. 
 
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 needed to verify need for sick leave. 
 
 
LEGAL REFS.:   M.G.L. 71:54; 71:55B; 71:55C 
 
CROSS REFS.:   EB, Safety Program 
 

 
 
 
 

File: GBI 
 
 
 

 
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 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 campaign with school personnel or students during the working day; use any time during the working 
day for campaigning purposes.  Under no circumstances, will students be pressured into campaigning for any staff 
member. 
 
 
LEGAL REF.:   M.G.L. 71:44 
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File:  GBJ 
 

PERSONNEL RECORDS 
 
 
Information about staff members is required for the daily administration of the School District. The 
Superintendent will develop and maintain a comprehensive and efficient system of personnel records maintenance 
and control under the following guidelines: 
 
1. A personnel file for each present and former employee will be accurately maintained in the office of the 

Central Administration. The folders will contain the application for employment and references, 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. Lists of school employees' names and home addresses will be released only as required by law. 

 
 
LEGAL REFS.:   Family Educational Rights and Privacy Act, Sec. 438, P.L. 90-247  
   Title IV, as amended  
   88 Stat. 571-574 (20 U.S.C. 1232g) and regulations 
                M.G.L. 4:7; 71:42C  
   Teachers' Agreement 
 
CONTRACT REF.: All Agreements 
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File:  GBJA 
 

STAFF CONFIDENTIALITY 
 
 
Effective and appropriate communication between administrators, staff, parents and students is vital to the success 
of the educational process. In order to ensure that such communication can take place in confidence, it is necessary 
to protect the right to privacy of students and staff. 
 
Individuals associated with students in any capacity shall: 
 
1. not disclose confidential information about students obtained in the course of professional services unless 

disclosure serves a compelling professional purpose or is required by law. 
 
2. not accept employment or engage in any business or professional activity which will require the disclosure of 

confidential information which has been gained by reason of official position. 
 
3. not knowingly make disparaging, false, or malicious statements about staff or students. 
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File: GBK 
 

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. 
 

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. 
 
 
LEGAL REFS.:    M.G.L. 150E:5 and 8 
 
CONTRACT REFS.:    All Contract Agreements 
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File: GCCC/GDCC 
 

PROFESSIONAL STAFF 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. 
 
 
LEGAL REFS.:  P.L. 103-3, "Family and Medical Leave Act of 1993" 
 

 
 
 
 
 
 
 

File:  GCRD 
 

TUTORING FOR PAY 
 
 
Tutoring is defined as giving private instruction or help to an individual or group for which the teacher receives 
remuneration other than through the School Committee. 
 
Public school buildings may not be used for private teaching for which tuition charge is made, either by staff 
members employed by the school department, or by any other outside agencies or persons, except as approved by 
the Superintendent. 
 
 
 
 


