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 Disclaimer 

 This  Handbook  is  prepared  for  informa�onal  purposes  only.  It  does  not  cons�tute  a  contract 
 between  the  Har�ord  Public  Schools  and  its  employees  and  should  not  be  construed  as  such. 
 The  policies  and  prac�ces  referenced  in  this  Handbook  may  be  changed  or  amended  at  any  �me 
 as  necessary.  Most  policy  statements  in  this  Handbook  have  been  paraphrased  for  brevity. 
 Should  any  ques�on  arise  regarding  a  policy  issue,  please  refer  to  the  full  text  of  the  referenced 
 policy  in  the  Har�ord  Board  of  Educa�on  Policies,  and/or  consult  the  Office  of  Talent 
 Management.  Employment  by  the  Har�ord  Public  Schools  is  not  for  a  definite  term  and  may  be 
 terminated  by  the  Har�ord  Public  Schools  or  by  the  employee  at  any  �me,  pursuant  to  law  or  in 
 accordance with any labor agreement currently in force. 

 Each employee is responsible for the contents of this document and the Board policies. 

 A copy of the Har�ord Public Schools’ Policies are available on the website 
 h�ps://www.har�ordschools.org/board-policies-and-plans/  . 
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 M  ESSAGE  F  ROM THE  S  UPERINTENDENT 

 Dear Members of the Har�ord Public School Community, 

 Thank you for your commitment and dedica�on to our school district. As one of the largest 
 districts in the state, our schools are filled with beau�ful, capable students who each bring their 
 own unique talents, experiences, and needs. We are dedicated to providing equitable resources 
 for all students with a focus on collabora�on, inclusivity, con�nuous improvement, and the 
 no�on that all students are capable of achieving. 

 Har�ord Public Schools is home to 39 schools, including 18 magnet schools, serving nearly 70 
 surrounding towns. Our comprehensive schools offer their own set of engaging ac�vi�es for 
 students, including Career Pathways, unified arts, and robust athle�c offerings. Each magnet 
 school offers unique, thema�c learning opportuni�es while following the core values and 
 curriculum taught at all of our schools. Several of our magnet schools and comprehensive 
 schools share campuses, allowing for equal access and alloca�on of resources. The structures 
 we have created provide an opportunity for all students to achieve from Pre-K through Grade 12 
 and beyond. 

 Our District Model for Excellence (DME) is Har�ord Public Schools’ road map to success. Our 
 strategies for academic, social, and emo�onal wellness align to four major priority areas: 
 Teacher and Learning, Family and Community Partnerships, Opera�onal Effec�veness, and 
 School Climate and Culture. 

 The district Employee Handbook guides our professional prac�ce and is crucial in providing the 
 best possible experience for all students and staff. We uphold all our staff to a high standard, 
 entrus�ng them to be educators, caretakers and leaders in the community, and to model 
 ra�onal and construc�ve conduct that influences the development of our students. We take 
 pride in crea�ng a welcoming, safe, and inclusive environment at Har�ord Public Schools. 

 Sincerely, 

 Dr. Leslie Torres-Rodriguez 
 Superintendent, Har�ord Public Schools 
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 Working for Har�ord Public Schools 

 E  MPLOYMENT  A  T  -W  ILL 

 Except  for  employees  covered  by  a  collec�ve  bargaining  agreement,  the  employment 
 rela�onship  between  an  employee  and  the  District  is  considered  employment  at-will.  Neither 
 the  employee  nor  the  District  is  bound  to  con�nue  the  employment  rela�onship.  While  we 
 hope  and  expect  that  the  employment  rela�onship  remains  mutually  beneficial  and  desirable, 
 either  party  may  freely  elect  to  end  the  employment  rela�onship  at  any  �me  and  for  any  lawful 
 reason with or without advance no�ce. 

 C  ONFIDENTIALITY 

 All  employees  are  required  to  protect  the  confiden�ality  of  informa�on  they  learn  during  their 
 employment  with  the  District  that  is  not  otherwise  known  to  the  public  and/or  not  subject  to 
 public  disclosure  due  to  legal  requirements  (i.e.,  Freedom  of  Informa�on  (FOI)  requests, 
 subpoenas,  mandatory  repor�ng,  etc.).  Examples  of  such  confiden�al  informa�on  would  include 
 student/family  informa�on,  financial  informa�on  not  available  in  a  public  mee�ng  or  FOI, 
 curriculum  and  assessment  strategies,  medical  informa�on  and  certain  personnel  informa�on. 
 The  District  shall  not  discriminate  or  otherwise  take  any  adverse  ac�on  against  any  employees 
 who  inquire  about,  discuss,  or  disclose  informa�on  about  the  terms  or  condi�ons  of  their  own 
 employment  or  about  any  other  employee’s  employment  (such  as  pay  and  benefit  informa�on) 
 in a lawful manner. 

 W  ORKING  R  EMOTELY 

 Given  the  nature  of  our  business,  generally  the  District  does  not  allow  employees  to  work 
 remotely  on  a  regular  basis  in  lieu  of  their  regular  daily  assignment  on  District  property.  For 
 most  posi�ons,  students  are  the  immediate  customer  which  makes  it  imprac�cal  to  work 
 remotely and away from students. 

 In  extenua�ng  circumstances,  an  employee  may  be  approved  to  work  remotely  for  a  short 
 dura�on  or  for  a  specific  reason.  In  such  cases,  the  details  of  the  remote  work  assignment  must 
 be  discussed  in  advance  and  approved  by  the  appropriate  administrator  or  supervisor,  in 
 consulta�on  with  the  Superintendent  and/or  Office  of  Talent  Management.  The  Superintendent 
 and  the  Office  of  Talent  Management  reserve  the  right  and  full  authority  to  approve  or  deny  any 
 employee request to work remotely for any reason. 
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 Job Classifica�on 

 There  are  two  broad  categories  of  job  classifica�ons  within  the  system:  cer�fied  and 
 non-cer�fied.  The  law  requires  that  all  persons  teaching  in  public  schools  and/or  holding 
 supervisory  or  certain  administra�ve  posi�ons  must  have  valid  cer�ficates  for  the  posi�on  they 
 hold.  These  cer�ficates  ensure  that  employees  in  those  posi�ons  meet  certain  State-mandated 
 educa�onal and experience requirements. 

 Copies  of  job  descrip�on/classifica�ons  and  collec�ve  bargaining  agreements  are  available  in 
 the Office of Talent Management. 

 Equal Employment Opportunity 

 All  personnel  policies  and  prac�ces  of  the  Har�ord  Public  Schools  will  be  in  accordance  with 
 equal  employment  opportunity  prac�ces  as  determined  by  state  and  federal  legisla�on.  A  job 
 descrip�on  and  required  qualifica�ons  will  be  made  available  for  each  posi�on  to  be  filled. 
 Equal  employment  opportunity  will  be  available  to  all  protected  groups;  no  individual  will  be 
 discriminated  against  because  of  race,  color,  religious  creed,  age,  marital  status,  na�onal  origin, 
 ancestry,  sex,  sexual  orienta�on,  gender  iden�ty  or  expression,  intellectual  disability,  mental 
 disability or physical disability, or gene�c informa�on. 

 The  district’s  staffing  plan  should  be  designed  to  ensure  that  the  public  schools  are  con�nuously 
 moving  toward  integrated  staff  at  all  levels,  in  all  schools,  and  in  other  areas  throughout  the 
 system. 

 The  Board  believes  in  the  importance  of  the  district’s  prac�ces  to  support  the  concept  of  staff 
 balance because staff and students benefit greatly from a diverse staff (See HPS Policy 2111.) 

 R  ECRUITMENT  AND  S  ELECTION 

 The  Superintendent  shall  be  responsible  for  the  selec�on  and  assignment  of  all  personnel  in  the 
 Har�ord  Public  Schools  except  as  noted  below.  They  shall  be  determined  on  the  basis  of 
 poten�al  contribu�on  to  the  educa�onal  program  and/or  the  best  interests  of  the  school 
 system.  It  is  the  policy  of  the  Board  of  Educa�on  to  employ  and  retain  the  best  qualified 
 administrators,  teachers,  and  other  personnel.  This  shall  be  accomplished  through  careful 
 considera�on  of  creden�als,  references,  interviews,  and  evalua�on  of  previous  performance. 
 Personnel  shall  be  considered  on  the  basis  of  their  effec�veness  without  discrimina�on  as 
 defined  by  law.  (cf.  2111-Equal  Employment  Opportunity,  4111.1/4211.1-Affirma�ve  Ac�on  in 
 Recruitment and Selec�on) 
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 A  FFIRMATIVE  A  CTION 

 The  Board  of  Educa�on  will  provide  equal  employment  opportuni�es  for  all  persons  without 
 regard  to  race,  color,  religious  creed,  na�onal  origin,  ancestry,  age,  sex,  sexual  orienta�on, 
 gender  iden�ty  or  expression,  gene�c  informa�on,  disability,  marital  status,  present  or  past 
 history  of  mental  disorder,  intellectual  disability,  learning  disability  or  physical  disability,  or 
 abili�es  unrelated  to  the  performance  of  the  du�es  of  the  posi�on.  The  Board  of  Educa�on 
 directs  the  administra�on  to  set  as  a  goal  the  recruitment,  selec�on  and  employment  of 
 qualified people among all racial and ethnic groups. 

 No  adver�sement  of  employment  opportuni�es  may  by  intent  or  design  restrict  employment 
 based upon discrimina�on as defined by law. (See HPS Policy 4111.1/4211.1.) 

 S  TANDARDS  /C  ONDITIONS  FOR  E  MPLOYMENT 

 Connec�cut  General  Statutes  §10-221  requires  a  criminal  records  check  of  job  applicants  under 
 final  considera�on  for  posi�ons.  This  records  check  is  through  the  Connec�cut  Bureau  of  State 
 Police  and/or  the  Federal  Bureau  of  Inves�ga�on.  The  records  check  is  performed  at  the 
 applicant's  expense,  and  any  employment  offer  is  con�ngent  upon  the  sa�sfactory  comple�on 
 of the check. 

 Employees  of  the  Har�ord  Public  Schools  must  disclose  all  per�nent  informa�on  about 
 convic�ons  for  felonies  and  misdemeanors.  Failure  or  refusal  to  disclose  such  informa�on  is 
 grounds for termina�on.  (See HPS Policy 4112.5/4212.5.) 

 Decisions  regarding  the  effect  of  a  convic�on  upon  an  applicant/employee,  if  disclosed  by  the 
 applicant/employee,  will  be  made  on  a  case-by-case  basis.  Notwithstanding  the  foregoing,  the 
 falsifica�on  or  omission  of  any  informa�on  on  a  job  applica�on  or  in  a  job  interview,  including, 
 but  not  limited  to  informa�on  concerning  criminal  convic�ons  or  pending  criminal  charges,  shall 
 be  grounds  for  disqualifica�on  from  considera�on  for  employment  or  discharge  from 
 employment. (See HPS Policy 4112.5/4212.5.) 

 Addi�onally, there is a zero tolerance policy for DCF substan�a�ons for district employees. 

 P  ROBATIONARY  P  ERIOD 

 All  classified  employees  must  complete  a  proba�onary  period  as  defined  by  the  individual’s 
 bargaining  unit  contract.  All  non-bargaining  classified  employees  are  subject  to  a  proba�onary 
 period  of  at  least  one  hundred  and  twenty  working  days  (excluding  any  authorized  or 
 unauthorized leaves). 
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 For  informa�on  regarding  the  proba�onary  period  for  specific  job  classifica�on,  refer  to  the 
 most  recent  union  agreement  or  contact  the  Har�ord  Public  Schools,  Office  of  Talent 
 Management, at (860) 695-8000. 

 Teachers  should  refer  to  Connec�cut  General  Statutes  §10-151  for  informa�on  regarding  the 
 statutory proba�onary period. 

 P  ERFORMANCE  E  VALUATION 

 The  Administra�on  expects  employees  to  perform  their  du�es  competently.  To  assist 
 employees  in  achieving  performance  levels  consistent  with  their  capabili�es,  supervisors 
 evaluate the performance of most regular employees on a regular basis. 

 E  MPLOYMENT  S  TATUS 

 The  gran�ng  of  tenure  is  a  serious  decision  having  long-term  consequences  for  the  Har�ord 
 Public  Schools.  For  this  reason,  tenure  status  is  not  awarded  to  Har�ord  teachers  whose 
 performance  in  their  proba�onary  years  has  been  no  more  than  adequate.  Rather,  tenure  is 
 achieved  only  when  there  is  evidence  of  high  quality  in  a  teacher’s  professional  performance 
 and  promise  of  con�nued  dis�nc�on  following  the  award  of  tenure.  (See  HPS  Policy  4116.)  A 
 teacher must exhibit excellence or poten�al for excellence to be awarded tenure. 

 Renewal  of  limited  contracts  is  con�ngent  upon  sa�sfactory  performance.  Con�nuing  contracts, 
 as  the  name  implies,  remain  in  force  as  long  as  the  employee's  performance  remains 
 sa�sfactory.  Unless  otherwise  specified,  teachers'  contracts  are  for  one  school  year  or  for  the 
 unexpired por�on of a school year following the effec�ve date of the appointment. 

 Har�ord  Public  Schools  has  several  types  of  work  years,  which  include:  calendar  year  (12 
 months),  11-month,  school  year  (10  months),  and  per  diem  (as  needed).  The  dura�on  of  the 
 appointment  relates  to  the  nature  of  the  work  involved.  Ques�ons  regarding  the  status  of 
 employment  can  be  addressed  to  the  employee’s  immediate  supervisor  or  the  Office  of  Talent 
 Management. 

 E  MPLOYMENT  R  ECORDS 

 Personnel  files  are  maintained  at  the  work  site  and/or  at  the  Har�ord  Public  Schools  Central 
 Office.  Employees  may  request  a  copy  of  their  personnel  file  by  contac�ng  the  Office  of  Talent 
 Management. 

 Employees  are  expected  to  inform  the  Office  of  Talent  Management  of  any  change  in  status  that 
 could  affect  employment  or  benefits,  such  as  marital  status,  educa�onal  a�ainment, 
 cer�fica�ons,  or  similar  changes.  Changes  (even  unlisted  telephone  numbers)  must  be  recorded 
 on  a  Change  of  Address  Form  (available  at  the  Office  of  Talent  Management  and  the  Principal’s 
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 office  or  online  through  MUNIS  self-service)  and  submi�ed  to  the  Office  of  Talent  Management. 
 Emergency  cards  must  also  be  updated  should  there  be  a  divorce,  marriage,  death,  change  in 
 emergency contact’s phone number or address, or other major change in family status. 

 H  OURS  OF  W  ORK 

 For  many  Board  employees,  the  normal  work  week  begins  on  Monday  and  ends  on  Friday. 
 Hours  of  work  and  repor�ng  �mes  vary  from  building  to  building  and  according  to  the  type  of 
 work  being  performed.  The  workday  is  eight  hours  unless  otherwise  specified.  Over�me 
 payment  is  governed  by  state  and  federal  wage  and  hour  laws  and  by  individual  collec�ve 
 bargaining  agreements.  Ques�ons  about  work  hours  or  over�me  can  be  addressed  to  the 
 employee’s immediate supervisor or the Office of Talent Management. 

 R  EPORTING  A  BSENCES 

 All  employees  are  required  to  report  absences  in  the  automated  absence  management  system 
 no  later  than  one  hour  prior  to  the  beginning  of  their  shi�.  Employees  that  require  a  subs�tute 
 must  indicate  as  such  when  recording  their  absence.  In  addi�on,  the  proper  school/department 
 administrator/supervisor  must  be  no�fied  the  morning  of  the  absence.  If  an  employee  needs  to 
 be  absent  addi�onal  days  not  recorded  in  the  automated  system,  the  employee  must  no�fy  the 
 school  before  the  end  of  the  day  prior  to  the  scheduled  day  of  return.  Failure  to  follow  this 
 procedure  can  result  in  an  unauthorized  absence.  If  assistance  is  needed  when  using  the 
 absence management system, contact your supervisor or the Office of Talent Management. 

 P  AY  P  RACTICES 

 Currently,  most  employees  are  paid  on  a  biweekly  schedule.  Any  ques�ons  regarding  pay 
 schedules can be addressed by the Payroll Department. 

 Recordkeeping  of  a�endance  for  pay  purposes  varies  from  office  to  office.  Employees  may  be 
 asked  to  sign  in  to  a  log  sheet,  punch  a  �me  clock,  use  a  swipe  card,  use  a  thumb  print,  submit  a 
 wri�en  �mesheet,  or  report  their  a�endance  orally  to  their  supervisor.  Methods  of  �me 
 repor�ng have no reflec�on on employment status. 

 B  ENEFITS 

 Salary  is  one  part  of  an  employee's  total  compensa�on  package.  Many  Har�ord  Public  Schools 
 employees  are  also  eligible  for  addi�onal  benefits,  which  may  include:  insurance,  pensions, 
 leaves of absences, vaca�ons, and/or holidays. 
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 E  LIGIBILITY 

 Generally,  but  not  exclusively,  non-teaching  employees  are  eligible  for  benefits  if  they  have  a 
 regular  assignment  (or  are  rostered)  and  work  full-�me.  Such  benefits  will  not  generally  apply 
 to  certain  posi�ons  (i.e.  student  employees,  paid  interns,  part  �me  employees,  etc.)  and  any 
 employees  u�lized  on  a  subs�tute  basis  or  for  short-term  assignments  such  as  summer 
 employment.  Employees  should  refer  to  their  respec�ve  collec�ve  bargaining  agreement  to 
 determine eligibility. 

 Cer�fied  personnel  are  generally,  but  not  exclusively,  eligible  for  benefits  if  they  are  employed 
 on  a  limited  or  con�nuing  contract  and  scheduled  to  work  at  least  50  percent  of  the  �me  during 
 the  school  year.  Again,  employees  should  consult  their  collec�ve  bargaining  agreement  or 
 Office of Talent Management for details. 

 W  ORKLOAD 

 It  is  the  inten�on  of  the  Administra�on  to  u�lize  fully  the  talents  and  skills  of  all  its  employees. 
 To  that  end,  workloads  are  designed  to  use  all  of  the  scheduled  work  hours  of  employees.  If  an 
 employee  believes  that  the  workload  the  employee  is  asked  to  complete  is  inconsistent  with 
 this philosophy, they shall discuss the ma�er with their immediate supervisor. 

 E  QUIPMENT  AND  S  UPPLIES 

 The  Har�ord  Public  Schools  provides  all  tools,  equipment,  and  supplies,  including  safety 
 equipment that is reasonable and necessary for the performance of du�es. 

 P  UBLISHING  /C  OPYRIGHTS  AND  P  ATENTS 

 Professional  staff  members  shall  be  encouraged  to  write  and  publish  educa�onal  materials 
 whether it be for local use, periodicals, or books. 

 Staff  members  are  encouraged  to  contribute  professional  ar�cles  and  news  items  to  local,  State 
 and  na�onal  agencies.  As  a  ma�er  of  professional  ethics,  all  professional  ar�cles  should  be 
 cleared  through  the  office  of  the  Superintendent  of  Schools  in  the  event  that  the  school  system 
 or any of its separate departments is men�oned. 

 Materials  created  by  staff  at  the  ins�ga�on  and/or  direc�on  of  superiors  and/or  during  work 
 �me  shall  be  considered  “work  made  for  hire”  under  §§201(b)  and  101  of  the  Copyright  Act  and 
 shall be solely the property of the school district. 
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 It  is  also  understood  that  educa�onal  materials  created  by  an  employee  during  the  employee’s 
 leisure  hours  when  the  employee  is  not  fulfilling  their  contractual  du�es  to  the  school  district 
 are the property of the employee. 

 The  Har�ord  Public  Schools  have  proprietary  rights  to  publica�ons,  instruc�onal  materials,  and 
 devices prepared by district employees during their paid work �me. 

 When  employees  or  staff  commi�ees  develop  original  materials  during  work  �me  or  as  part  of 
 regular  or  special  assignments  for  which  they  are  paid,  the  Har�ord  Public  Schools  has  sole 
 rights  in  ma�ers  of  publica�on  or  reproduc�on.  However,  the  Har�ord  Public  Schools  will 
 clearly recognize and note the iden�ty of the employee(s) who created the material. 

 Employees  who  have  wri�en  a  textbook  purchased  by  the  Har�ord  Public  Schools  for  use  in  the 
 schools  are  required  to  remit  to  the  Har�ord  Public  Schools  an  amount  of  money  equal  to  the 
 royalty  received  by  the  author  from  the  sale  of  the  books  to  the  Har�ord  Public  Schools.  (See 
 HPS Policy 4132) 

 N  ON  -D  ISCRIMINATION 

 The condi�ons or privileges of employment in the school district, including the wages, hours, 
 terms and benefits, shall be applied without regard to race, color, religious creed, na�onal 
 origin, ancestry, age, sex, sexual orienta�on, gender iden�ty or expression, gene�c informa�on, 
 disability, marital status, present or past history of mental disorder, intellectual disability, 
 learning disability or physical disability, or abili�es unrelated to the performance of the du�es of 
 the posi�on. The Board of Educa�on seeks to extend the advantages of public educa�on with 
 full equality of educa�onal opportunity to all students and personnel. The board, any employee 
 or any other person may not aid or compel the performance of an unfair labor prac�ce as 
 defined by law. 

 The board will not make employment decisions related to hiring, assignment, compensa�on, 
 promo�on, demo�on, disciplinary ac�on and termina�ons on the basis of race, color, religion, 
 age, sex, marital status, sexual orienta�on, gender iden�ty or expression, na�onal origin, 
 ancestry, disability or gene�c informa�on, except in the case of a bona fide occupa�onal 
 qualifica�on. 

 For  the  purposes  of  this  policy,  “gene�c  informa�on”  means  the  informa�on  about  genes,  gene 
 products,  or  inherited  characteris�cs  that  may  derive  from  an  individual  or  family  member.  (See 
 HPS Policy 4118.1/4218.1.) 

 N  EPOTISM 

 Board  members  and  school  administrators,  in  order  to  avoid  both  the  reality  and  appearance  of 
 nepo�sm,  will  make  public  any  rela�onship  they  have  to  Board  members  or  administrators  with 
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 any  possible  candidate  for  a  posi�on  for  which  the  Board  members,  or  administrators  must  give 
 approval or have influence in such appointment. 

 For  the  purpose  of  this  policy,  rela�onship  is  defined  as  a  member  of  the  immediate  family 
 which  means  the  mother,  father,  grandmother,  grandfather,  or  a  grandchild  of  the  Board 
 member  or  administrator,  or  of  the  spouse  of  the  Board  member  or  administrator,  and  the 
 spouse,  son,  son-in-law,  daughter,  daughter-in-law,  brother,  sister,  or  any  rela�ve  living  in  the 
 immediate  household  of  the  Board  member  or  administrator,  or  other  close  friendships  or 
 business  rela�onships  that  could  be  construed  as  possibly  causing  a  bias  or  loss  of  objec�vity  on 
 the part of the Board member or administrator. 

 A  Board  member  or  administrator  who  has  such  a  rela�onship  with  any  employee  of  the  school 
 system  as  of  the  effec�ve  date  of  this  policy  shall  declare  such  rela�onship  immediately.  So  far 
 as  possible,  no  administrator  shall  have  a  supervisory  rela�onship  to  any  family  member.  (See 
 HPS Policy 4112.8/4212.8) 

 C  OMPLAINTS  /C  ONCERNS  R  EGARDING  I  N  -  DISTRICT  A  CTIVITIES 

 Complaints  and/or  concerns  regarding  any  HPS  in-district  ac�vi�es  should  be  submi�ed  or 
 forwarded  to  the  Office  of  Talent  Management  for  review.   Follow  up  will  include  sharing 
 complaints and/or concerns with the appropriate staff for ac�on, as needed. 

 F  REEDOM  OF  S  PEECH 

 Employees  have  the  same  guarantees  of  freedom  of  speech  as  provided  under  the  First 
 Amendment  of  the  United  States  Cons�tu�on  and  applicable  case  law.  In  accordance  with 
 these  principles,  all  employees  of  the  Har�ord  Public  Schools  have  the  right  to  speak  out  on 
 ma�ers  of  public  concern  before  the  Har�ord  Board  of  Educa�on  or  to  speak  out  on  such 
 ma�ers  in  any  other  forum.  No  employee  of  the  Har�ord  Public  Schools  will  be  subject  to 
 disciplinary  ac�on  or  retaliatory  ac�on  of  any  kind  as  a  result  of  the  exercise  of  their  free  speech 
 rights. 

 Compensa�on 

 Salaries  and  wages  paid  by  the  Har�ord  Public  Schools  are  highly  compe��ve  with  other  major 
 metropolitan  areas  for  teachers,  administrators,  and  other  staff  members.  Salary  schedules  for 
 all  employees  are  carefully  reviewed  to  ensure  that  the  system  can  a�ract  and  maintain  the  kind 
 of  talent  required  to  achieve  its  educa�onal  objec�ves,  within  the  constraints  of  the  budget  and 
 other funding sources. 
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 W  AGE  AND  S  ALARY  S  CHEDULES 

 Schedules  of  base  wages,  salaries,  and  step  increments  are  published  as  a  part  of  each  collec�ve 
 bargaining  agreement.  Unless  provided  for  otherwise  in  the  collec�ve  bargaining  agreement,  in 
 years  when  increment  is  granted,  only  employees  with  sa�sfactory  or  be�er  evalua�ons  are 
 eligible.  Further,  absent  a  collec�ve  bargaining  agreement  provision  to  the  contrary,  only  a 
 member  who  has  been  in  the  posi�on  on  ac�ve  payroll  for  120  working  days  prior  to  the  date  of 
 the  increment  being  given  (by  January  1  for  a  July  1  increment)  shall  be  eligible  for  step 
 improvement  if  granted.  Ques�ons  about  compensa�on  may  be  addressed  to  each  employee’s 
 supervisor or the Office of Talent Management. 

 O  VERTIME  P  AY 

 Employees  who  are  exempt  from  the  Wage  and  Hours  Law  because  of  their  administra�ve, 
 execu�ve,  or  professional  status  are  not  eligible  for  over�me  pay.  Employees  who  are  not 
 exempt  from  the  Wage  and  Hour  Law  and  are  required  by  direc�ve  of  a  supervisor  to  work  over 
 40  hours  may  receive  compensa�on  or  recommenda�on  for  over�me  work  as  described  in  the 
 collec�ve bargaining agreement between their labor organiza�on and the Board. 

 Generally,  over�me  is  paid  at  one  and  one-half  �mes  the  employee's  base  rate  for  all  hours 
 worked  in  excess  of  40  hours  in  one  week.  Pay  for  Saturday  work  and  Sunday  work  varies 
 according  to  the  employee's  classifica�on  and  the  labor  contract  involved.  Ques�ons  about 
 over�me for a specific classifica�on should be addressed to the Office of Talent Management. 

 C  OMPENSATORY  T  IME 

 There  is  no  compensatory  �me  for  HPS  employees;  however,  supervisors  may  modify  an 
 employee’s  schedule  during  the  same  pay  period  to  avoid  exceeding  scheduled  hours,  subject  to 
 any collec�ve bargaining agreement provisions. 

 R  ETIREMENT  P  ROGRAMS 

 Employees  should  review  their  applicable  collec�ve  bargaining  agreement,  contact  the  Office  of 
 Talent Management, or review applicable law for informa�on regarding re�rement programs. 

 T  AX  -D  EFERRED  A  NNUITIES 

 Employees  may  choose  to  defer  por�ons  of  their  current  income  for  re�rement  purposes 
 through  the  purchase  of  tax-deferred  annui�es.  Such  deferrals  may  reduce  current  income 
 taxes. 
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 The  Payroll  Department  maintains  a  list  of  companies  authorized  to  sell  annui�es  to  employees. 
 Interested  employees  may  inquire  at  the  Payroll  Department.  This  opportunity  is  purely 
 voluntary and the Board assumes no responsibility for the outcome of any investment 

 W  ORKERS  ' C  OMPENSATION 

 All  employees  of  the  Har�ord  Public  Schools  are  protected  under  the  State  Workers' 
 Compensa�on  Act  of  Connec�cut  in  cases  of  injury  or  death  incurred  in  the  course  of  and 
 arising  out  of  their  employment.  If  an  employee  sustains  an  injury  in  the  course  of  pursuing 
 their job du�es, they should immediately no�fy their supervisor. 

 Work-related  injuries  must  be  reported  to  Workers’  Compensa�on  staff  in  the  Finance 
 Department within  24 hours  of injury. 

 Workers’  compensa�on  ma�ers  are  handled  under  managed  care;  therefore,  ini�al  treatment 
 (with  the  excep�on  of  life  or  death  ma�ers)  must  be  handled  by  the  district-designated  medical 
 group.  Any  concerns  regarding  a  claim  should  be  addressed  to  Risk  Management, 
 (860) 695-8000. 

 H  EALTH  I  NSURANCE 

 Eligible  employees  must  complete  an  enrollment  or  transfer  form  upon  employment, 
 re-employment,  or  recall.  Coverage  is  not  automa�c.  Employees  should  consult  their  collec�ve 
 bargaining  agreement  or  the  Office  of  Talent  Management  for  a  complete  descrip�on  of  each 
 plan. 

 Eligible  employees  who  want  to  add  newborn  infants  to  their  health  insurance  need  to 
 understand  that  infants  are  covered  by  insurance  for  the  first  thirty  days  of  life  if  the  appropriate 
 paperwork  is  submi�ed  to  the  Office  of  Talent  Management  within  those  thirty  days. 
 Otherwise, coverage retroac�ve to birth is waived. 

 D  ENTAL  I  NSURANCE 

 Currently,  the  Har�ord  Public  Schools  provides  a  dental  insurance  program  to  eligible 
 employees.  Employees  should  check  their  respec�ve  collec�ve  bargaining  agreement  for 
 further informa�on. 

 L  IFE  I  NSURANCE 

 Accidental  death  and  dismemberment  policy  may  be  provided  to  eligible  full-�me  employees  at 
 no  cost.  Employees  should  check  their  respec�ve  collec�ve  bargaining  agreement  for  further 
 informa�on. 
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 Insurance  forms  are  required  in  order  to  begin  the  payroll  process.  Group  life  insurance  is 
 effec�ve  simultaneously  with  health  insurance.  Employees  should  contact  the  Office  of  Talent 
 Management  (860)  695-8000  for  the  health  package  offered  in  their  contract  and  should  check 
 with their respec�ve collec�ve bargaining agreement for further informa�on. 

 Time Away From Work 

 V  ACATIONS 

 Eligible  employees  accumulate  vaca�on  at  a  rate  based  on  the  agreed  upon  provision  of  their 
 respec�ve collec�ve bargaining agreement with the Har�ord Public Schools. 

 Employees  must  have  their  vaca�on  schedule  approved  by  the  appropriate  administrator(s) 
 before vaca�on �me may be taken. 

 Less  than  12  month  employees  would  not  generally  accrue  vaca�on  �me  but  would  have 
 designated work days. 

 H  OLIDAYS 

 The  Board  designates  the  holidays  or  days  the  Central  Office  is  closed  annually  through  the 
 Board  approved  calendar.  Generally,  a  winter  break  is  designated  for  twelve  month  employees 
 as a vaca�on period.  Excep�ons are covered by collec�ve bargaining agreements. 

 Leave Provisions 

 The  Administra�on  recognizes  that  certain  absences  are  necessary  because  of  illness  or 
 personal  emergencies.  Further,  it  recognizes  that  some  absences  in  the  pursuit  of  personal 
 development  and  growth  can  be  beneficial  to  the  system.  Employees  are  eligible  for  leaves  only 
 as  specified  by  their  collec�ve  bargaining  agreements.  The  following  are  examples  of 
 circumstances where the Administra�on may provide leaves of absence for eligible employees: 

 S  ICKNESS 

 Regular  employees  may  generally  accrue  sick  leave  credit  up  to  a  maximum  as  per  the  collec�ve 
 bargaining  agreement.  For  specific  informa�on  regarding  the  sick  leave  accrual  rate  for  an 
 employee’s  job  classifica�on,  consult  the  most  recent  union  agreement  or  contact  the  Office  of 
 Talent  Management.  Subs�tute  employees  do  not  receive  sick  leave,  unless  otherwise  specified 
 by the collec�ve bargaining agreement. 

 Upon  approval,  employees  may  use  accumulated  sick  leave  for  absence  with  pay  due  to 
 personal  illness,  injury,  exposure  to  contagious  disease  which  could  be  communicated  to  others, 
 or  pregnancy-related  disability.  Generally,  sick  leaves  of  less  than  5  consecu�ve  days  may  be 
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 approved  by  the  employee’s  direct  supervisor.  Sick  leaves  of  5  or  more  consecu�ve  days  must  be 
 approved by the employee’s supervisor and the Office of Talent Management. 

 All  employees  must  record  their  sick  leaves  in  the  District’s  absence  management  system 
 (currently  Frontline).  Wri�en,  medical  verifica�on  from  the  a�ending  physician  must  be 
 promptly  submi�ed  to  the  employee’s  Principal/Supervisor  who  will  forward  the  informa�on  to 
 the  Office  of  Talent  Management,  for  all  illnesses/absences  of  five  or  more  consecu�ve  days  or 
 when excessive absenteeism or pa�ern of use has been iden�fied to the employee. 

 NOTE:  The  employee’s  physician  must  iden�fy  the  nature  of  the  illness/injury  and  give  two 
 dates:  (1) the  employee’s  first  date  of  absence,  and  (2)  the  an�cipated  date  of  return  to  work  or 
 next  doctor’s  visit.  The  projected  date  of  return  can  be  shortened  or  extended.  If  shortened, 
 the  employee’s  physician  must  submit,  in  wri�ng  ,  a  new  date  of  release.  If  extended,  a 
 subsequent  medical  verifica�on  statement  must  be  submi�ed  and  the  �me  must  be  recorded  in 
 the District’s absence management system. 

 F  AMILY  AND  M  EDICAL  L  EAVE  A  CT  (FMLA) 

 The  Family  and  Medical  Leave  Act  provides  that  employees  that  meet  the  eligibility 
 requirements  may  take  up  to  twelve  weeks  of  unpaid  leave  within  a  twelve-month  period.  This 
 leave  can  be  for  personal  or  family  medical  reasons  and  for  birth  or  adop�on  reasons.  For 
 further  informa�on  regarding  the  applica�on  requirements  of  the  leave,  please  contact  the 
 Office  of  Talent  Management.  (See  HPS  Policy  4152(a-e)/4252  and  a�ached  Form  WH-1420 
 en�tled,  “Your  Rights  Under  the  Family  and  Medical  Leave  Act”).  For  more  informa�on: 
 h�ps://www.dol.gov/agencies/whd/fmla/factsheets 

 J  URY  D  UTY 

 Employees  selected  for  jury  duty  must  immediately  submit  the  Jury  Duty  Summons  to  their 
 Principal/Supervisor  and  follow  proper  procedures  for  reques�ng  leave.  Employees  on  jury 
 duty,  who  receive  full  pay  pursuant  to  the  applicable  collec�ve  bargaining  agreement,  must 
 submit  checks  and  the  cer�ficate  of  Jury  Duty  directly  to  the  Payroll  Manager.  Unless  the 
 contract  states  otherwise,  employees  shall  only  receive  pay  for  the  first  five  days.  Therea�er, 
 jury duty shall be without pay from the district. 

 P  ERSONAL  D  AYS 

 A  personal  day  with  pay  is  defined  by  the  applicable  collec�ve  bargaining  agreement.  Usually,  it 
 is  used  for  emergencies  beyond  the  employee’s  control,  Holy  Days,  as  defined  by  a  recognized 
 religion,  or  serious  illness  of  an  immediate  family  member.  Except  in  extreme  emergencies, 
 employees  must  request  a  personal  day  with  pay  or  a  personal  day  without  pay  in  advance  by 
 submi�ng  a  leave  request  in  the  District's  absence  management  system  and  no�fying  their 
 Principal/Supervisor.  A  personal  day  cannot  be  used  in  order  to  extend  school  vaca�ons  or 
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 holidays.  The  Payroll  Manager  and  the  Office  of  Talent  Management  must  be  no�fied  of  all 
 approved personal days without pay. 

 Unpaid  personal  �me  beyond  three  days  in  any  year  must  be  approved  by  the  Office  of  Talent 
 Management and cannot be approved by the Principal or Department Head alone. 

 Appropriate  documenta�on  must  be  provided  to  the  employee’s  immediate  supervisor  to 
 substan�ate  the  reason(s)  for  use  of  a  personal  day.  A  failure  to  clarify  the  basis  for  the  leave 
 with documenta�on, upon request, shall render the leave unauthorized and unpaid. 

 F  UNERAL  L  EAVE 

 Employees  may  take  funeral  leave,  generally  part  of  the  personal  leave  allotment,  if  provided  for 
 in the applicable collec�ve bargaining agreement. 

 Extended Leaves of Absence 

 P  ROFESSIONAL  S  TUDY  L  EAVE 

 Pursuant  to  the  terms  of  the  collec�ve  bargaining  agreement,  teachers  with  the  requisite 
 amount  of  current  con�nuous  employment  in  the  district  may  apply  for  a  leave  of  absence 
 without  pay  for  the  purposes  of  pursuing  a  specific  course  of  study  up  to  two  years.  The 
 planned  program  of  study  must  be  submi�ed,  and  the  request  for  leave  must  be  entered  in  the 
 District’s  absence  management  system.  Employees  on  Professional  Study  leave  of  absence 
 con�nue  to  accumulate  seniority  within  the  system.  However,  they  will  not  accumulate  service 
 credit towards re�rement. 

 Professional  leave/professional  study  leaves  without  pay  to  a�end  college  or  graduate  school 
 for  a  half  or  full  semester  may  also  be  available.  In  addi�on  to  entering  the  request  for  leave  in 
 the  District’s  absence  management  system,  a  plan  of  study  must  be  submi�ed.  For  eligibility 
 requirements  and  detailed  informa�on,  teachers  should  review  their  collec�ve  bargaining 
 agreement.  Final  approval  for  all  leaves  of  absence  for  cer�fied  staff  rests  with  the 
 Superintendent or designee. 

 M  ILITARY  L  EAVE  OF  A  BSENCE 

 Employees  may  request  a  Military  Leave  of  Absence  for  extended  tours  of  military  service.  A 
 copy  of  the  military  orders  must  be  submi�ed  and  a  request  for  leave  must  be  submi�ed 
 through  the  District’s  absence  management  system.  The  Har�ord  Public  Schools  will  follow  all 
 applicable  laws  regarding  military  leaves  of  absence.  Employees  should  contact  the  Office  of 
 Talent Management for more informa�on. 
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 C  HILDBEARING  (M  ATERNITY  )  AND  C  HILD  -R  EARING  L  EAVES  OF  A  BSENCE 

 Employees  should  review  their  collec�ve  bargaining  agreement  for  informa�on  regarding 
 childbearing and child-rearing leave. 

 There  are  no  restric�ons  as  to  the  number  of  childbearing  leaves  that  a  teacher  may  request. 
 Teachers  returning  from  maternity  leaves  are  assigned  to  a  posi�on  comparable  to  the  one  they 
 le�  but  are  not  assured  of  return  to  the  original  assignment.  Teachers  returning  from 
 childbearing  leave  or  any  other  unpaid  leave  are  en�tled  to  an  increment  if  one  was  granted  for 
 an academic year in which they were in pay status 120 school/work days or more. 

 Non-teaching  employees  may  be  granted  a  child-rearing  leave  of  absence  of  up  to  six  months 
 dura�on  without  pay  where  provided  for  in  their  collec�ve  bargaining  agreement.  Non-teaching 
 employees  are  limited  to  two  such  leaves  of  absence  for  the  birth  of  each  child.  Non-teaching 
 employees  may  apply  for  a  sick  leave  with  pay,  to  the  extent  sick  leave  has  been  accumulated, 
 for  pregnancy-related  disability.  A  request  for  leave  must  be  submi�ed  through  the  District’s 
 absence  management  system,  with  a  doctor's  statement  a�es�ng  to  the  nature  and  severity  of 
 the disability and the expected date of return. 

 Employees  must  be  on  ac�ve  payroll  for  at  least  120  work  days  of  the  12  months  immediately 
 preceding  any  step  movement  in  order  to  be  eligible  for  step  unless  the  collec�ve  bargaining 
 agreement states otherwise. 

 S  ABBATICAL  L  EAVE  OF  A  BSENCE 

 Pursuant  to  the  collec�ve  bargaining  agreement,  teachers  with  seven  years  of  con�nuous 
 teaching  service  in  the  district  who  hold  con�nuing  contracts  may  apply  for  a  sabba�cal  leave 
 with reduced pay for one school year to pursue a course of academic study. 

 To  apply,  teachers  must  submit  a  Request  for  Sabba�cal  Leave  Form,  which  must  be  approved 
 by  the  Office  of  Talent  Management.  Teachers  on  sabba�cal  con�nue  to  accumulate  seniority 
 within the system.  However, they do not accumulate service credit toward re�rement. 

 C  OMMUNICABLE  D  ISEASE  C  ONTROL 

 Because  of  employees’  close  associa�on  with  children,  the  control  of  communicable  diseases  is 
 of great importance. 

 An  employee  iden�fied  as  having  a  communicable  disease  is  temporarily  excused  from  work.  If 
 the  employee  has  sick  leave  accrued,  it  may  be  used  to  keep  the  employee  in  pay  status. 
 Employees  so  iden�fied  and  excused  from  work  may  be  readmi�ed  to  employment  upon 
 presenta�on of a physician's cer�ficate sta�ng that they are free of communicable disease. 
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 A  LL  E  MPLOYEES 

 Each  Board  employee  must  contact  and  obtain  approval  from  their  supervisor  if  they  are  going 
 to  be  absent  from  work.  Further,  each  employee  must  request  leave  through  the  District’s 
 absence  management  system,  a�aching  an  adequate  medical  note  where  appropriate.  Three 
 consecu�ve  unauthorized  absences  are  understood  to  be  a  self-resigna�on  and  shall  be 
 processed as such according to district prac�ce. 

 Workplace and Employee Expecta�ons 

 S  TANDARDS  OF  C  ONDUCT 

 All  employees  are  expected  to  conduct  themselves  in  a  professional  manner  in  the  performance 
 of  their  du�es.  As  an  educa�onal  ins�tu�on,  the  Har�ord  Public  Schools  and  its  employees 
 establish  behavioral  standards  that  influence  the  development  of  students.  Employee  behavior 
 is  expected  to  model  ra�onal  and  construc�ve  adult  conduct.  Employee  behavior  that  does  not 
 reflect  posi�ve  social  values  will  have  a  nega�ve  influence  on  the  students  and  fellow 
 employees and is unacceptable. 

 The  Administra�on  has  clear  expecta�ons  for  personal  conduct.  For  the  most  part,  common 
 sense,  professionalism,  and  one’s  interest  in  effec�vely  contribu�ng  to  the  educa�onal  process 
 are  adequate  guides  for  behavior.  Supervisors  can  provide  more  specific  work  rules  related  to 
 each  employee’s  func�on.  The  following  behaviors  illustrate  major  interference  in  the 
 educa�onal  process  and  represent  the  kinds  of  conduct  that  may  result  in  immediate  correc�ve 
 ac�on up to and including termina�on of employment with the Har�ord Public Schools: 

 ●  any falsifica�on of employment records, informa�on, or other records; 
 ●  any  substan�a�on  of  neglect  or  abuse  or  otherwise  from  the  Department  of  Children 

 and Families; 
 ●  any  failure  to  comply  with  an  inves�ga�on,  to  provide  consent  for  a  criminal  background 

 check  at  any  �me,  or  to  provide  consent  for  DCF  to  share  inves�ga�on  results  with  the 
 Administra�on; 

 ●  the�  of  Har�ord  Public  Schools’  property,  another  employee's  property,  or  a  third 
 party's property while on the Har�ord Public Schools’ premises; 

 ●  insubordina�on/failure  to  follow  a  direc�ve  of  any  kind,  including  refusal  to  perform 
 work requirements as assigned by the supervisor; 

 ●  the  use  of  threatening  or  abusive  language  to  supervisors,  colleagues,  students,  parents, 
 or community members; 

 ●  failure to follow proper procedures; 
 ●  provoking  a  fight  or  figh�ng  during  working  hours  or  on  Har�ord  Public  Schools’ 

 property; 
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 ●  par�cipa�ng  in  horseplay  in  the  workplace  or  with  students,  or  the  deliberate 
 destruc�on  of  Har�ord  Public  Schools’  property  or  the  property  of  an  employee  or 
 student; 

 ●  unexcused absence for scheduled work day(s) or parts thereof; 
 ●  inappropriate, unnecessary, or excessive force with a student; 
 ●  carrying,  possession,  or  sale  of  firearms,  explosive  devices,  or  other  dangerous  weapons 

 on Har�ord Public Schools’ property or while at work; 
 ●  a serious chargeable accident while opera�ng a Har�ord Public Schools’ vehicle; 
 ●  unauthorized  use  of  Har�ord  Public  Schools’  equipment,  including  computers,  servers, 

 devices, telephones, etc.; 
 ●  punching the �me card/swiping the �me card/signing in for another employee; 
 ●  sleeping on the job; 
 ●  deliberate or excessive waste of materials or abuse of equipment; 
 ●  mistreatment or abuse of students, staff, or other individuals; 
 ●  negligence or carelessness in the performance of work; 
 ●  pos�ng,  altering,  or  removing  any  ma�er  on  bulle�n  boards  or  Har�ord  Public  Schools’ 

 property unless specifically authorized by a department representa�ve; 
 ●  failure to report on-the-job accidents or injuries promptly; 
 ●  leaving  the  work  sta�on  or  Har�ord  Public  Schools’  property  during  working  hours 

 without prior permission from supervisor; 
 ●  using  work  �me  to  conduct  personal  ma�ers  (e.g.  personal  telephone  calls,  personal 

 email)  or  any  use  (whether  before  or  a�er  work)  of  Board  equipment  (telephone,  email, 
 internet) for non-work reasons; 

 ●  threatening,  in�mida�ng,  coercing,  or  interfering  with  fellow  employees  and/or 
 students; 

 ●  distribu�ng  wri�en  or  printed  ma�er  of  any  descrip�on  on  Har�ord  Public  Schools’  �me 
 unless approved by management; 

 ●  viola�ng  any  Har�ord  Public  Schools’  or  Board  of  Educa�on’s  policy,  prac�ce  or 
 expecta�on or City Ethics obliga�ons or any applicable federal, state or local law; 

 ●  viola�ng student confiden�ality; 
 ●  inappropriate rela�onships with students or staff, including through social media; 
 ●  improper  use  of  the  internet,  email,  telephone,  or  other  equipment/property*  or  other 

 Board property/resources; 
 ●  being on the Har�ord Public Schools’ property under the influence of alcohol/drugs; or 
 ●  any inappropriate or unprofessional conduct. 

 The above list is not meant to be an exhaus�ve descrip�on of inappropriate conduct. 

 *Note – telephone, internet, email, etc. may be monitored for appropriate work related use. 
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 C  ORRECTIVE  A  CTION 

 It  is  the  Administra�on's  inten�on  to  operate  the  Har�ord  Public  Schools  as  efficiently  and  as 
 effec�vely  as  possible.  Supervisors  are  expected  to  take  ac�on  to  correct  situa�ons  or  conduct 
 inconsistent  with  that  intent.  The  correc�ve  ac�on  process  generally  follows  the  provisions  of 
 the  various  labor  agreements  and  legal  requirements  between  the  Har�ord  Public  Schools  and 
 its  employees.  Notwithstanding  any  steps  taken  to  correct  employee's  behavior,  the  Har�ord 
 Public  Schools  retains  the  right  to  the  immediate  discharge  from  employment  where  it  deems 
 appropriate. 

 I  NCIDENT  R  EPORTING 

 Proper repor�ng and record-keeping of various incidents within the workplace is impera�ve. 
 The following require an incident/Isight report to be completed by those who witness or are 
 involved in an occurrence: 

 ●  Student injury 
 ●  Employee injury 
 ●  Threatening act or behavior 
 ●  Rude or otherwise inappropriate behavior 
 ●  Student presen�ng with suicidal idea�on 
 ●  Student presen�ng with homicidal idea�on 
 ●  Facility emergencies 
 ●  Student/Employee in possession of contraband 
 ●  Any individual in possession of a weapon 
 ●  Any individual perceived to be under the influence of alcohol, prescrip�on, or controlled 

 substance 
 ●  Any other concern noted 

 S  AFETY 

 The  District  provides  employees  with  informa�on  about  workplace  safety  and  health  issues 
 through  regular  internal  communica�ons  which  may  include  training  sessions,  team  mee�ngs, 
 posted  materials,  or  wri�en  correspondence.  Each  employee  is  expected  to  obey  the  District’s 
 safety  rules  and  exercise  cau�on  and  common  sense  in  all  work  ac�vi�es.  Employees  must 
 immediately  report  any  unsafe  condi�ons  to  the  District.  Employees  who  violate  safety 
 standards,  cause  or  create  hazardous  or  dangerous  situa�ons,  or  who  fail  to  report  or  remedy 
 unsafe  situa�ons  may  be  subject  to  disciplinary  ac�on  up  to  and  including  termina�on  of 
 employment.  All  District  employees  are  also  subject  to  mandatory  DCF  repor�ng  requirements. 
 In  the  case  of  a  workplace  accident  that  results  in  any  level  of  injury,  regardless  of  how 
 insignificant  the  injury  may  appear,  employees  must  immediately  no�fy  their  supervisor  and 
 nurse  where  applicable.  The  employee  must  then  file  the  appropriate  Worker’s  Compensa�on 
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 injury  report.  The  supervisor/principal  will  conduct  an  inves�ga�on  in  coopera�on  with 
 appropriate district staff. 

 N  OTIFICATION  OF  A  RRESTS  AND  C  RIMINAL  C  HARGES 

 Any employee who is arrested, has criminal charges filed against them, or is convicted of any 
 criminal offense for any reason must no�fy the District immediately of such arrest, criminal 
 charge, or convic�on. Failure to report any of these incidents may result in disciplinary ac�on, 
 up to and including termina�on. 

 O  UTSIDE  E  MPLOYMENT 

 The  District  recognizes  that  some  employees  may  hold  a  job  in  addi�on  to  their  assignment  with 
 the  District.  Should  this  be  the  case,  the  employee  will  s�ll  be  held  to  the  same  work 
 commitments  and  performance  expecta�ons  as  if  they  did  not  hold  an  addi�onal  job  outside 
 the  District.  The  District  holds  no  obliga�on  to  alter  the  terms  or  condi�ons  of  employment  in 
 any  way  in  order  to  accommodate  another  non-District  employment  opportunity.  This  would 
 include,  but  not  be  limited  to,  assignment  start/stop  �mes,  assignment  loca�on,  work 
 responsibili�es, etc. 

 All  employees  are  required  to  report  any  outside  employment  to  the  District  prior  to 
 commencing  any  such  ac�vity,  if  the  outside  employment  may  (a)  interfere  with  District-related 
 work  assignments  or  performance,  (b)  involve  the  possibility  of  adverse  publicity  to  the  District, 
 or  (c)  may  involve  a  poten�al  conflict  of  interest.  Should  an  employee  be  on  a  District-approved 
 leave  of  absence  (paid  or  unpaid),  it  will  be  the  employee’s  responsibility  to  seek  approval  from 
 the  Office  of  Talent  Management/Labor  Department  to  work  another  job  while  on  approved 
 leave  status.  This  is  expected  in  order  to  avoid  any  real  or  perceived  conflict  of  interest  while 
 away from their District assignment. 

 If  an  outside  ac�vity  occurs  during  the  school  day/year,  any  compensa�on  given  to  employees 
 shall be remi�ed to the Superintendent.  (See HPS Policy 4138/4238) 

 A  CCEPTABLE  C  OMPUTER  N  ETWORK  U  SE 

 Computers,  tablets,  smartphones,  computer  networks,  Internet  access,  and  e-mail  are  effec�ve 
 and  important  technological  resources  in  today’s  work  environment.  The  Board  of  Educa�on  has 
 provided  computers,  local  area,  and  wireless  networks  that  allow  for  Internet  access  and  an 
 e-mail  system  (referred  to  collec�vely  as  “HPS  Network”),  in  order  to  enhance  both  the 
 educa�onal  opportuni�es  for  our  students  and  the  business  opera�ons  of  the  district.  These 
 computer  systems  are  business  tools.  As  such,  their  use  is  encouraged  to  communicate  with 
 others, share informa�on, and conduct educa�onal research. 
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 The  Har�ord  Public  Schools  has  and  will  con�nue  to  comply  with  the  requirements  of  the 
 Children’s  Internet  Protec�on  Act,  as  codified  at  47  U.S.C.  §  254(h)  and  (l),  “CIPA”.  The  District  is 
 commi�ed  to  assuring  the  safe  conduct  of  all  students  while  online  and  has  a  comprehensive 
 policy  about  the  proper  use  of  our  technological  resources.  At  the  beginning  of  each  school 
 year,  students  and  staff  are  made  aware  of  the  district’s  Acceptable  Use  and  Internet  Safety 
 Policy.  Staff  members  are  expected  to  understand  and  enforce  the  Student  Acceptable  Use  and 
 Internet  Safety  Policy  in  their  area.  All  state,  federal  and  local  laws  and  district  policies  and 
 guidelines  should  be  followed.  It  is  the  district’s  intent  to  preserve  network  bandwidth  and 
 improve  network  response  �mes  by  limi�ng  Internet  access  to  educa�on  and  work-related  sites. 
 The district’s technology will support innova�ve teaching and learning. 

 The  Board  expects  that  employees  learn  to  use  the  available  technological  resources  that  will 
 assist  them  in  the  performance  of  their  job  responsibili�es.  As  needed,  employees  shall  receive 
 professional development in the appropriate use of these resources. 

 Employees  shall  be  responsible  for  the  appropriate  use  of  technology  and  shall  use  the  district’s 
 technological  resources  for  purposes  related  to  their  employment.  Computer  files  and 
 electronic  communica�ons,  including  email  and  voicemail,  are  not  private.  Technological 
 resources  shall  not  be  used  to  transmit  confiden�al  informa�on  about  students,  employees,  or 
 District opera�ons without authority. 

 All  visitors  who  choose  to  use  the  HPS  network  must  abide  by  the  terms  of  this  policy  in  the 
 same way that students and staff do. 

 HPS N  ETWORK 

 The HPS Network includes wired and wireless computers and peripheral equipment, files and 
 storage, e-mail and Internet. The district reserves the right to priori�ze the use of, and access to, 
 the network. 

 All use of the HPS Network must support educa�on, research, or business opera�ons and be 
 consistent with the mission of the district. 

 Unacceptable network use by district staff includes but is not limited to: 
 ●  Accessing, uploading, downloading, storage and distribu�on of any personal files, 

 including offensive, obscene, pornographic or sexually explicit material 
 ●  Downloading, installa�on and use of games, audio files, video files or other applica�ons 

 (including shareware or freeware) without permission or approval from Metro Har�ord 
 Informa�on Services 

 ●  Personal gain, commercial solicita�on and compensa�on of any kind; 
 ●  Support or opposi�on for ballot measures, candidates and any other poli�cal ac�vity; 
 ●  Hacking, cracking, vandalizing, the introduc�on of viruses, worms, Trojan horses, �me 

 bombs and changes to hardware, so�ware, and monitoring tools; 
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 ●  Using another person’s account password, folder, work, or files; 
 ●  The use of profanity, abusive, impolite, or inappropriate language; 
 ●  Harassing phone calls, voice mails, e-mails, and use of social media in viola�on of the 

 Safe Workplace policy; 
 ●  Use of social media that interferes with the work of the school district, creates a hos�le 

 work environment, harms the goodwill and reputa�on of the school district, or violates 
 the law, Board policy, and/or school rules; 

 ●  E-mail messages addressed to all employees or large groups of employees without the 
 prior approval of the sender’s Department Head; and 

 ●  Personal use (non HPS business use) of district resources (hardware, so�ware or 
 systems) at any �me. 

 N  O  E  XPECTATION  OF  P  RIVACY 

 The district provides the network system, e-mail and Internet access as a tool for educa�on, 
 research, and business in support of the district’s mission. The district reserves the right to 
 monitor, inspect, copy, review and store, without prior no�ce, informa�on about the content 
 and usage of: 

 ●  The HPS Network; 
 ●  User files and disk space u�liza�on; 
 ●  User applica�ons and bandwidth u�liza�on; 
 ●  User document files, folders and electronic communica�ons; 
 ●  E-mail; 
 ●  Internet access; and 
 ●  Any and all informa�on transmi�ed or received in connec�on with network and e-mail 

 use. 

 No staff user should have any expecta�on of privacy when using the district's network. The 
 district reserves the right to disclose any electronic message to law enforcement officials or 
 third par�es as appropriate.  As part of monitoring and reviewing, the district will retain the 
 capacity to bypass any individual password of a student or other user.  The system's security 
 aspects, such as personal passwords and the message delete func�on for email, can be 
 bypassed for these purposes. The district's ability to monitor and review is not restricted or 
 neutralized by these devices. The monitor and review process also includes oversight of Internet 
 site access and of document downloading and prin�ng. 

 S  OCIAL  M  EDIA 

 The District may provide certain social media networks and accesses that allow employees to 
 communicate and collaborate with others. These accesses are intended to foster produc�vity, 
 efficiency, communica�on and teamwork. Employees must use these District-provided accesses 
 for work purposes only and refrain from discussing sensi�ve, inflammatory or inappropriate 
 topics that serve no work purpose. Any posts or comments made by an employee on 
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 District-provided social media should speak respec�ully of students, parents, residents, the 
 District and its employees in a professional manner. Any employee who chooses to use social 
 media also needs to be aware of the following set of guidelines: 

 ●  The personal use of social media is not allowed while employees are on working �me 
 regardless of the equipment used (e.g., either using personal or District phones or 
 computers). Employees may further not use District equipment for personal reasons in 
 accordance with applicable policies. 

 ●  Any conduct, which under the law or District policy is impermissible if expressed in any 
 other format (such as through a conversa�on, a memo or an e-mail), is impermissible if 
 expressed through social media as well. Any harassing comments (as defined in the 
 District’s harassment policy), obsceni�es or similar conduct that would violate the 
 District’s policies is never allowed while using District equipment or during an 
 employee’s working �me. 

 ●  Employees who use social media shall not post any proprietary or confiden�al 
 informa�on about the District or its students, or any informa�on which would violate 
 any laws applicable to the District, regardless of whether the pos�ng is done during 
 working or non-working �me. 

 ●  Unless authorized in wri�ng by a management representa�ve (such as when an 
 employee’s job is to send public messages on behalf of the District), employees do not 
 have permission to speak on behalf of the District via social media. 

 ●  While communica�ng through social media, if an employee posts any content that has 
 something to do with the work they perform for the District or subjects or individuals 
 associated with the District, employees must make clear that they are not speaking on 
 behalf of the District by accompanying their posts with a disclaimer such as: “The 
 pos�ngs on this site are my own and do not necessarily represent the District’s posi�ons 
 or opinions.” 

 When an employee’s use of any social media violates the law or any District policies (including 
 policies pertaining to harassment, confiden�ality, employee misconduct or job performance), 
 appropriate discipline up to and including termina�on of employment will be imposed, 
 regardless of when the informa�on was posted or sent and regardless of the tools or site used 
 to post or send such informa�on. Nothing in this policy (or any other District policy) will be 
 implemented or should be interpreted in any manner so as to prohibit or inhibit employees 
 from engaging in any lawful ac�vi�es through social media, including exercising any rights they 
 may have to engage in protected concerted ac�vity or poli�cal ac�vi�es. 

 C  HEMICAL  AND  /  OR  S  UBSTANCE  A  BUSE  – A  LCOHOL  AND  D  RUGS 

 It  is  the  goal  of  the  Har�ord  Public  Schools  to  provide  a  learning  environment  for  students  and  a 
 working environment for employees that is free from the nega�ve effects of drug abuse. 
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 In  order  to  comply  with  the  Drug  Free  Schools  and  Communi�es  Act  and  the  Drug  Free 
 Workplace  Act,  the  Har�ord  Board  of  Educa�on  no�fies  all  employees  of  the  Har�ord  Public 
 Schools  that  the  unlawful  manufacture,  distribu�on,  dispensing,  possession,  or  use  of  illicit 
 drugs  and  alcohol  is  prohibited  on  school  premises  and  during  any  school  sponsored  ac�vi�es. 
 Further,  being  under  the  influence  of  alcohol  or  drugs  on  district  grounds  or  during 
 district-sponsored  events  is  strictly  prohibited.  Employees  suspected  of  being  under  the 
 influence  of  alcohol  or  drugs  while  on  district  grounds  or  during  district-sponsored  events  may 
 be required to submit to an alcohol or drug test. 

 Employees  experiencing  problems  related  to  drug  use,  including  the  misuse  of  alcohol,  should 
 ask  for  confiden�al  rehabilita�on  assistance  before  the  problem  leads  to  either  misconduct  or  a 
 lack  of  produc�vity.  Each  employee  of  the  Har�ord  Public  Schools  should  be  aware  of  the  fact 
 that  each  year  a  small  number  of  staff  members  seek  and  obtain  rehabilita�on  through  this 
 process  with  the  help  of  the  Board  provided  health  insurance  policies.  No  disciplinary  sanc�ons 
 are  taken  against  employees  who  seek  assistance  before  the  problem  nega�vely  affects  their 
 produc�vity. 

 Employees  of  a  school  system  are  held  to  a  higher  standard  of  conduct  due  to  their  contact  with 
 students.  Therefore,  drug-related  ac�vi�es,  including  the  misuse  of  alcohol,  during  the  hours 
 away from school may be considered serious misconduct and may lead to termina�on. 

 Employees  who  violate  these  standards  of  conduct  listed  in  paragraph  one  will  be  subject  to 
 disciplinary  ac�on,  consistent  with  applicable  State  and  Federal  laws,  Board  policy  and 
 contractual obliga�ons.  Disciplinary ac�on may include termina�on. 

 Each  employee  of  the  Har�ord  Public  Schools  should  also  be  aware  of  the  fact  that 
 unfortunately,  each  year,  a  small  number  of  employees  wait  too  long  and  suffer  disciplinary 
 ac�on,  including  termina�on,  as  a  result  of  their  unwillingness  to  seek  assistance  in  a  �mely 
 fashion.  Each  employee  of  the  Har�ord  Public  Schools  is  reminded  that  confiden�al  assistance 
 can  be  obtained  by  contac�ng  Employer  Assistance  Program  Service  .  (See  HPS  Policy 
 4118.4(a)/4218.4.)  The  Anthem  EAP  is  available  at  1-800-865-1044  or  online  at 
 www.AnthemEAP.com  (login: HPS) 

 C  ONFLICT  OF  I  NTEREST  /C  ODE  OF  E  THICS 

 Upon  acceptance  of  a  posi�on  with  the  Board,  employees  will  be  asked  to  read  the  Code  of 
 Ethics  Policy  and  sign  a  Statement  of  Compliance,  which  will  be  placed  in  their  personnel  file.  A 
 copy  of  the  highlights  of  the  Code  of  Ethics  is  available  for  review  at  the  Office  of  Talent 
 Management. The Har�ord Code of Ethics is also  available here  . 
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 G  IFTS 

 No  employee  of  the  Har�ord  Public  Schools  shall  accept  any  costly  or  ethically  inappropriate  gi� 
 from  any  person  or  business  as  a  consequence  of  their  employment  by  the  Har�ord  Public 
 Schools.  Employees  should  refer  to  the  Har�ord  Code  of  Ethics  for  more  specific  informa�on  on 
 gi�s. 

 S  OLICITATION  AND  S  ELLING 

 No  Har�ord  Public  Schools  funds,  including  school  ac�vity  funds,  shall  be  used  to  support 
 charity contribu�ons or personal gi�s or any non-school ac�vi�es.  (See HPS Policy 4137/4237) 

 C  OLLECTIONS  , C  ONTESTS  ,  AND  D  RIVES 

 Approval  by  the  Superintendent  shall  be  required  for  par�cipa�on  by  schools  in  collec�ons, 
 contests,  and  drives.  Every  effort  shall  be  made  to  keep  collec�ons,  contests,  and  drives  at  a 
 minimum to avoid interference with the regular school program.  (See HPS Policy 4137/4237) 

 S  OLICITATION  OF  S  TAFF  M  EMBERS 

 Outside  groups  shall  not  be  permi�ed  to  solicit  among  the  staff  for  any  purpose.  (See  HPS  Policy 
 4137.1/4237.1) 

 D  RESS  C  ODE 

 As  a  professional  organiza�on,  Board  employees  must  act,  dress,  and  work  in  a  professional 
 manner.  Teachers,  as  well  as  other  Board  employees,  are  expected  to  dress  as  professionals.  If 
 an  administrator  believes  that  an  employee  is  not  mee�ng  the  expecta�on  of  professional  dress, 
 they  may  address  the  issue  with  the  employee  individually  and  ask  that  the  employee  conform 
 to the professional standard of dress. 

 U  SE  OF  T  ELEPHONES 

 Telephones  are  provided  on  Har�ord  Public  Schools  proper�es  to  conduct  school  business.  In 
 cases of emergency, personal messages may be taken for an employee. 

 S  MOKING  AND  T  OBACCO  U  SE 

 The  Har�ord  Public  Schools  is  commi�ed  to  maintaining  and  improving  the  health  and 
 well-being  of  students  and  employees.  Medical  research  has  shown  that  smoking  poses  a 
 significant  risk  to  the  health  of  the  smoker  and  non-smoker  alike.  In  the  face  of  such 
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 overwhelming  evidence  about  smoking  as  a  health  hazard,  and  in  keeping  with  the  Board’s 
 commitment to the well-being of its students and employees, the Board adopts the following: 

 Consistent  with  state  law,  smoking  is  prohibited  at  all  �mes  in  all  buildings  under  the  jurisdic�on 
 of the Board and in all facili�es where Board ac�vi�es transpire. 

 G  AMBLING 

 Gambling, wagering, solicita�on of bets and the sale of chances in office pools are forbidden. 

 A  CTIVITIES 

 The  Har�ord  Public  Schools  sponsored  par�cipa�on  of  students  and  employees  in 
 community-sponsored  ac�vi�es  is  encouraged,  as  long  as  such  ac�vi�es  are  non-par�san  and 
 non-sectarian,  have  a  specific  educa�onal  purpose,  and  do  not  adversely  affect  the  conduct  of 
 the educa�onal program. 

 T  ITLE  IX 

 The District does not discriminate on the basis of sex in the educa�on programs and ac�vi�es 
 that it operates. This requirement not to discriminate in the District’s educa�on programs and 
 ac�vi�es extend to admission (as applicable) and employment. Sexual harassment is a form 
 of sex discrimina�on and will not be tolerated. It is the policy of the Board of Educa�on that any 
 form of sexual harassment is forbidden whether by students, supervisory or non-supervisory 
 personnel, individuals under contract, or volunteers subject to the control of the Board. 
 Employees are expected to adhere to a standard of conduct that is respec�ul and courteous to 
 employees, to students, and to the public. An employee found to be a responsible party for 
 sexual harassment in viola�on of Title IX may be subject to discipline up to and including 
 termina�on of employment. A finding that an employee is not a responsible party for conduct 
 that violates Title IX does not prevent discipline of the employee if the conduct violates another 
 Board policy, personnel rule or code of conduct. Employee conduct that is not sexual 
 harassment as defined under the Title IX regula�ons may s�ll be found to be sexual harassment 
 under Connec�cut state law and/or Title VII of the Civil Rights Act as set forth in Board Policy 
 4118.31 (Sexual Harassment – Personnel) and Board Policy 5163.1 (Sexual Harassment – 
 Students.) 

 D  ISTRICT  S  ECTION  504  AND  T  ITLE  IX C  OORDINATORS 

 Sec�on 504 Coordinators 
 Kris�n Garcia  , 504 Compliance Specialist, at (860)  695-8000 
 Nicole Lareau  , 504 Compliance Specialist, at (860) 695-8000 
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 District Title IX Coordinator 
 Joanne Tremblay Jackson  , Director of Student Support Services For Special Educa�on,  at (860) 
 695-8000 

 Deputy  District Title IX Coordinator 
 Peter Bergenholtz,  Office of Labor and Legal Services,  at (860) 695-8000 

 S  EXUAL  H  ARASSMENT 

 Harassment  of  an  employee  by  a  supervisor  or  co-worker  on  the  basis  of  sex  creates  a  harmful 
 working  environment  and  is  illegal  under  state  and  federal  law.  It  is  the  policy  of  the  Board  to 
 maintain  a  working  environment  free  from  harassment,  insults,  or  in�mida�on  on  the  basis  of 
 an  employee’s  sex.  Verbal  or  physical  conduct  by  a  supervisor  or  co-worker  rela�ng  to  an 
 employee’s  sex,  which  has  the  effect  of  crea�ng  an  in�mida�ng,  hos�le,  or  offensive  work 
 environment,  unreasonably  interfering  with  the  employee’s  work  performance,  or  adversely 
 affec�ng the employee’s employment opportuni�es is prohibited. 

 While  it  is  difficult  to  define  sexual  harassment  precisely,  it  does  include  any  unwelcome  sexual 
 advances,  requests  for  sexual  favors,  and  other  verbal  or  physical  conduct  of  a  sexual  nature 
 when: 

 1.  submission  to  such  conduct  is  made  either  explicitly  or  implicitly  a  term  or  condi�on  of 
 an  individual’s  employment;  submission  to  or  rejec�on  of  such  conduct  by  an  individual 
 is used as the basis for employment decisions affec�ng such individual; or 

 2.  such  conduct  has  the  purpose  or  effect  of  unreasonably  interfering  with  an  individual’s 
 work performance or crea�ng an in�mida�ng, hos�le, or offensive work environment. 

 Although  not  an  exhaus�ve  list,  the  following  are  examples  of  the  type  of  conduct  prohibited  by 
 the policy against sexual harassment: 

 1.  unwelcome  sexual  advances  from  a  co-worker  or  supervisor,  such  as  unwanted  hugs, 
 touches, or kisses; 

 2.  unwelcome  a�en�on  of  a  sexual  nature,  such  as  degrading,  sugges�ve,  or  lewd  remarks 
 or noises; 

 3.  dirty jokes, derogatory or pornographic posters, cartoons, or drawings; and 
 4.  the  threat  or  sugges�on  that  con�nued  employment  advancement  or  assignment  of 

 earnings  depends  on  whether  or  not  the  employee  will  submit  to  or  tolerate 
 harassment. 

 Any  infrac�on  of  this  policy  by  supervisors  or  co-workers  should  be  reported  immediately  to  the 
 Superintendent  or  their  designee.  Retalia�on  against  any  employee  for  complaining  about 
 sexual  harassment  is  prohibited  under  this  policy  and  illegal  under  state  and  federal  law. 
 Viola�ons  of  this  policy  will  not  be  permi�ed  and  may  result  in  discipline  up  to  and  including 
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 discharge  from  employment.  Individuals  who  engage  in  acts  of  sexual  harassment  may  also  be 
 subject to civil and criminal penal�es. 

 Any  employee  who  believes  that  he  or  she  has  been  harassed  in  the  workplace  in  viola�on  of 
 this  policy  may  also  file  a  complaint  with  the  Connec�cut  Commission  on  Human  Rights  and 
 Opportuni�es  and/or  the  Equal  Employment  Opportunity  Commission.  Connec�cut  law  requires 
 that  a  formal  wri�en  complaint  be  filed  with  the  Commission  on  Human  Rights  and 
 Opportuni�es  300  days  from  the  date  when  the  alleged  harassment  occurred.  Remedies  for 
 sexual  harassment  include  cease  and  desist  orders,  back  pay,  compensatory  damages,  hiring, 
 promo�on, or reinstatement. 

 H  ARASSMENT 

 It  is  the  policy  of  the  Har�ord  Board  of  Educa�on  that  all  faculty,  staff  and  students,  parents  and 
 all  other  members  of  the  school  community  treat  each  other  with  dignity  and  respect.  No  form 
 of  harassment  will  be  tolerated  whether  related  to  race,  ancestry,  color,  religious  creed,  na�onal 
 origin,  age,  sex,  sexual  orienta�on,  gender  iden�ty  or  expression,  disability,  marital  status, 
 present  or  past  history  of  mental  disorder,  intellectual  disability,  learning  disability  or  physical 
 disability, and gene�c informa�on.  (See HPS Policy 4118.3(a)/4218.3.) 

 V  ENDORS  AND  O  THER  V  ISITORS 

 All  persons  engaged  in  business  with  and/or  visi�ng  the  Har�ord  Public  School  System  must 
 abide  by  the  harassment  policy.  Any  reported  incident  involving  vendors  or  visitors  must  be 
 immediately  reported  to  the  Central  Harassment  Team  for  inves�ga�on  pursuant  to  this 
 regula�on. 

 T  RAINING 

 The  an�-harassment  policy  shall  be  part  of  the  ongoing  educa�on  and  training  of  students  and 
 staff  as  determined  by  the  superintendent.  Such  educa�on  and  training  shall  address  not  only 
 the  provisions  of  this  policy  and  regula�on,  but  also  stereotyping,  cultural  sensi�vity,  diversity, 
 and mutual respect. 

 In  addi�on,  all  managers  of  employees  shall  receive  this  and  other  training  and  educa�on  in 
 accordance  with  the  requirements  of  C.G.S  Sec.  46a-54-204,  as  it  may  be  amended  from  �me  to 
 �me. 

 Training  will  be  provided  for  members  of  the  board  of  educa�on,  central  and  school 
 administrators and staff, and every member of the central and site teams. 
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 T  RAINING  – S  TUDENT  /S  TUDENT  H  ARASSMENT 

 The  training  of  administrators,  teachers,  support  staff,  students,  and  parents  is  cri�cal  to 
 facilitate  staff  training,  a  team  of  site-based  personnel  (site  team)  will  be  iden�fied  for  each 
 school.  This  team  should  consist  of  at  least  one  administrator,  who  will  serve  as  team  leader, 
 one  teacher  or  counselor,  one  member  of  the  support  staff  (nurse,  social  worker,  etc.),  and  one 
 parent.  Schools  are  encouraged  to  have  students  par�cipate  where  appropriate.  Site  teams  may 
 consist  of  a  team  specifically  selected  to  focus  on  harassment  issues  or  may  consist  of  members 
 of  an  already  established  team  (crisis  interven�on,  governance,  etc.).  It  is  strongly 
 recommended  that  the  teams  be  composed  of  diverse  members  to  the  greatest  extent  possible. 
 A�er  the  school  staff  has  been  trained  by  the  site  team  or  outside  agency,  all  teachers  in  all 
 subject  areas  will  be  required  to  incorporate  an�-harassment  topics  into  their  teaching  and 
 subject areas, in a manner deemed appropriate by the teachers and the site administrator. 

 P  UBLICATION 

 All  staff  are  responsible  for  ensuring  compliance  with  this  policy  and  regula�on  and  procedures 
 at  their  school  site  and  ensuring  an  atmosphere  free  of  harassment  for  all  individuals,  staff,  and 
 students  alike.  (See  HPS  Harassment  Formal  Complaint  Form,  page  29,  and  Harassment 
 Complaint—Appeal Form, page 30.) 

 Separa�ons 

 V  OLUNTARY  R  ESIGNATION 

 Employees who wish to terminate their employment with the District are requested to no�fy 
 their immediate supervisor as early as possible and in no case later than four weeks in advance 
 of the date they an�cipate leaving. Such no�ce will expedite an orderly transfer of 
 responsibili�es and will provide �me to secure a suitable replacement, if necessary.  Please 
 enter all resigna�ons in the following link: 
 h�ps://intranet.har�ordschools.org/employee-separa�on-form-resigna�onsre�rements/ 

 A  teacher  under  contract  with  the  Board  may  resign  for  good  reason  by  submi�ng  wri�en 
 no�ce  at  least  30  days  prior  to  such  resigna�on,  except  during  the  month  of  August.  If  possible, 
 a  teacher  planning  to  resign  at  the  close  of  the  current  school  year  should  give  wri�en  no�ce  to 
 the  Superintendent  as  early  as  possible  in  the  school  year.  The  Superintendent  or  their 
 designee shall have the authority to accept all resigna�ons on behalf of the Board. 

 I  NVOLUNTARY  T  ERMINATION  - L  AYOFF 

 Whenever  it  becomes  necessary  to  reduce  the  number  of  employees  in  a  job  classifica�on, 
 employees  in  that  classifica�on  are  laid  off  in  accordance  with  the  respec�ve  collec�ve 
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 bargaining  agreement.  Recall  procedures  vary  according  to  the  collec�ve  bargaining  contract 
 involved. 

 I  NVOLUNTARY  T  ERMINATION 

 Termina�on  for  cause  may  be  based  on  a  variety  of  reasons,  including  poor  performance  or 
 behavior  problems.  The  procedure  for  involuntary  termina�on  for  cause  varies  according  to  the 
 law and the labor contract involved. 

 Proba�onary  employees  may  be  terminated  at  any  �me  during  the  proba�onary  period,  at  the 
 supervisor's discre�on. 

 Teacher  termina�on  and  non-renewal  procedures  are  described  in  Connec�cut  General  Statutes 
 §10-151. 

 R  ETIREMENTS 

 Employees  who  are  re�ring  should  contact  the  Office  of  Talent  Management  (860)  695-8000,  to 
 complete  all  necessary  paperwork.  Employees  who  plan  to  re�re  should  refer  to  pension  rules 
 or  applicable  law  for  re�rement  eligibility  and  limita�ons.  All  re�rement/resigna�on  forms 
 must be submi�ed to the Office of Talent Management. 

 Please  note  that  resigna�ons  and  no�ces  of  intent  to  re�re,  once  submi�ed  in  wri�ng,  may  not 
 be rescinded. 

 A  TTENDANCE  AND  T  ARDINESS 

 All  employees  are  expected  to  be  at  their  assigned  worksta�on  on  �me  and  ready  to  work  every 
 scheduled  workday.  Tardiness  and  absence  affect  not  only  one’s  own  work  but  also  the  work  of 
 others.  Therefore,  the  Har�ord  Public  Schools  recognize  no  "acceptable"  number  of  absences 
 or tardiness. 

 Unsa�sfactory  a�endance  will  result  in  correc�ve  ac�on  and  will  be  considered  a  nega�ve 
 factor  in  performance  evalua�on.  Tardiness  and  early  departure  also  impact  the  District's  ability 
 to  deliver  a  quality  educa�onal  experience  to  students.  For  this  reason,  the  same  advance 
 no�fica�on procedures apply, as do the possible correc�ve ac�ons. 
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