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OLD SAYBROOK SCHOOL DISTRICT
EMPLOYEE HANDBOOK ACKNOWLEDGEMENT SIGN-OFF FORM

By signing below, I understand that I am responsible for the reading and acknowledgement of the Old
Saybrook School District Employee Handbook and any further written changes that may occur within
this document. The handbook is located on the Old Saybrook School District website,
www.oldsaybrookschools.org – under District – Employment – Old Saybrook Public Schools
Employee Handbook.

I also acknowledge receipt of and agree to abide by all policies of Old Saybrook Board of Education
and will pay particular note to the Personnel Policies/Regulations/Notifications (Series 4000),
especially those which I need to acknowledge with a signature: Employee Computer and Internet Use,
Sexual Harassment/Title IX/Workplace Bullying, and School District Safety Initiatives.

I acknowledge that the District/BOE reserves the right to alter, reduce, suspend or eliminate any
practice rule, policy or benefit detailed in the Employee Handbook in whole or in part at any time with
or without notice.

I acknowledge that this Handbook does not constitute a contract between myself and the Old
Saybrook School District, and that my employment is “at will” unless otherwise provided by collective
bargaining agreement or other employment agreement. “At will” means that I am free to resign at any
time for any reason, and that I may be terminated from employment at any time, with or without
cause or prior notice.

When I leave the employment of the District, I shall return any items that belong to the District.

Employee Signature Date

Received by Date

The signed original copy of this agreement will be given to the Human Resources Office. A copy will be
placed in your personnel file.
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Notice

This handbook is prepared for information purposes only. It does not constitute a contract between
the Old Saybrook School District and its employees, and should not be construed as such. The policies
and practices referenced in this handbook may be changed or amended at any time, as necessary.
Should any questions arise regarding a policy issue, a complete listing of school policies can be
obtained at the Board of Education Office, 50 Sheffield Street, Old Saybrook, CT or by referencing our
district webpage (www.oldsaybrookschools.org). Employment by the Old Saybrook School District is
not for a definite term but rather is at will and may be terminated by the Old Saybrook School District
or by the employee at any time, pursuant to law or in accordance with any labor agreement or
employment contract currently in force.

Where there is a conflict between the provisions of this handbook and any employment contract or
collective bargaining agreement, the terms of the employment contract or collective bargaining
agreement will prevail. Where there is conflict between this handbook and updates, State, or Federal
legislation, law shall prevail.

Disclaimer

This handbook is intended for information and guidance. Since this handbook is only a summary
compiled for the convenience of our employees. It is not intended to cover all topics or circumstances.
It is not an employment contract or agreement of any type, either expressed or implied, does not
guarantee any fixed terms and conditions of employment, or guarantee benefits or working conditions
between any employee and the District. Bear in mind that unless your employment is covered by a
separate agreement or the terms of a collective bargaining agreement, providing for the contrary, your
employment with the District is not for any specific time and may be terminated at will by you or the
District for any reason and at any time.

Disclaimer for Policies
This handbook is not intended to substitute, replace, override or modify any existing federal
and state laws, regulations and policies or express terms of a collective bargaining agreement,
nor be inclusive of every policy. Such policies and agreements are subject to change and
revision and the most current version of those laws, policies and agreements shall always be
the official documents upon which a ruling will be based or interpretation made. This
Disclaimer applies to any and all policies.
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GENERAL DISTRICT INFORMATION

About the Old Saybrook School District
The Old Saybrook School District is operated under the guidance of the Old Saybrook Board of
Education. The district consists of: the Board of Education Office (Superintendent, Pupil and
Professional Services, Director of Curriculum, Instruction and Assessment, and Director of Operations,
Facilities and Finance); Kathleen E. Goodwin School, Grades PreK-4, Old Saybrook Middle School,
Grades 5-8 and Old Saybrook High School, Grades 9-12.

Board of Education
What does a School Board Do?
● Develops, implements and monitors the district’s policies including short and long-term goals.

These policies serve as the road map for the school district. They give direction to the
administration and staff and become the foundation for accountability.

● Selects, retains and evaluates the superintendent of schools, who serves as the district’s chief
executive officer and implements board policy. Perhaps no single decision a board makes has more
impact than the selection of the superintendent.

● Effective board members establish good working relationships with the superintendent. The
board and individual members should refrain from becoming involved in the day-to-day operation
of the schools and remember that board members have no individual authority other than their
vote at a formal board meeting. Outside of an official meeting, or unless otherwise designated by
the board, an individual board member is an ordinary citizen, with no more authority than any
citizen.

● Serves on various hearing panels on such issues as termination, expulsion and grievance.
● Builds public support and understanding of public education. This means communicating and

interpreting the school district’s mission to the public and vice versa.

District Administrators
What Does an Administrator Do?
● Develops and maintains a clear instructional mission and vision for all students that is shared by

the school community and articulated in a strategic plan.
● Sets clear and high expectations for student academic, social, and behavioral outcomes.
● Builds collaborative and productive relationships with colleagues, teachers, parents, students, and

other stakeholders.
● Creates a clear structure and direction for the work of teams.
● Builds the capacity of teams to make decisions aligned to the mission of the school and district.
● Recruits, selects, develops, evaluates and retains effective educators needed to implement school

mission and strategic plan.
● Establishes a collaborative professional learning program linked to student, classroom, and school

data, individual teacher needs, and school goals.
● Ensures high quality, standards based instruction by building the capacity of teachers to lead and

perfect their craft.
● Uses all available resources to create an environment conducive to student and adult learning.
● Ensures implementation of all facets of Board Policies
● Develops school-wide practices and focus areas that align with district and state initiatives
● Develops, Implements, and regularly evaluates a comprehensive safety and security plan
● Conducts needs analysis and clearly aligns budget with instructional vision and school strategic

plan
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● Promotes the growth of all students by actively engaging with families, community partners, and
other stakeholders to support the mission of the school and district

● Builds a culture of high achievement by promoting equitable and inclusionary practices.
Implements and monitors clear expectations for adult and student conduct aligned to stated
values of the school.

● Maintains a focus on ethical decisions, cultural competencies, social justice, and inclusive practice
for all members of the school community.

● Models, promotes and holds self and others accountable for professional conduct, ethics, student
equity and rights and confidentiality of students in accordance with the CT Code of Responsibility
for Educators

Mission Statement
The mission of Old Saybrook Public Schools is to educate and prepare students to achieve their
highest aspirations, care for others and the environment, and contribute to a global society by
working in partnership with families and the community, and by engaging each learner in a rigorous,
personalized, and meaningful educational program.

Old Saybrook School District Website Address

www.oldsaybrookschools.org

Strategic Plan

The Old Saybrook Strategic Plan information can be found on our district webpage or by visiting the
Board of Education Office, 50 Sheffield Street, Old Saybrook, CT.

The Goals of the Strategic Plan are as follows:

Goal 1 – Equity: All students will be challenged and respected, and represented throughout the
district so that they will be prepared to achieve their highest aspirations in a global society.

Goal 2 – High Quality Instruction: All students will collaborate with educators, their families, and the
community to develop learning and life goals, create personalized pathways, and definite
opportunities for application of skills and knowledge aligned to the Vision of a Learner.

Goal 3 – Safe and Supportive Environment: All students will engage in challenging and culturally rich
school experiences that support their socio-emotional development and sense of belonging.
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SECTION 1 – HIRING PROCEDURES

Equal Opportunity Employer – The Old Saybrook School District is an Equal Opportunity Employer.
It is the policy of the Board that any form of discrimination or harassment on the basis of race, color,
religion, age, sex, marital status, sexual orientation, national origin, alienage, ancestry, disability,
pregnancy, genetic information, veteran status, or gender identity or expression, or any other basis
prohibited by state or federal law is prohibited, whether by students, Board employees or third
parties subject to the control of the Board. The Board’s prohibition of discrimination or harassment in
its educational programs or activities expressly extends to academic, nonacademic and extracurricular
activities, including athletics. It is also the policy of the Board of Education to provide for the prompt
and equitable resolution of complaints alleging any discrimination or harassment on the basis of
protected characteristics such as race, color, religion, age, sex, sexual orientation, marital status,
national origin, alienage, ancestry, disability, pregnancy, genetic information, veteran status, or gender
identity or expression (Please refer to our Series 4000 Non-Discrimination Policy for the full policy
and regulations).

Job openings may be posted internally and externally within our schools, Central Office, on our district
webpage, Applitrack, CTReap, CEA and CIAC depending on the position posted.

All applicants are required to fully complete the appropriate Old Saybrook Board of Education
application materials in order to be considered as a candidate. Falsifying information on any of the
required materials will be grounds for removal of the applicant from consideration.

The school district hires people based on their qualifications for the position being filled. Unless
provided otherwise by contract, the school district’s promotional decisions are based upon an
employee’s performance and qualifications as they relate to the new responsibilities.

Only the Superintendent of Schools has the authority to offer a contract and set terms and conditions
of employment.

Each employee will receive an Entrance and Exit interview by the appropriate supervisor.

Reasonable accommodation shall be available to disabled employees, where their disability affects the
performance of job functions. Pre-employment inquiries shall be made only regarding an applicant’s
fitness for the job. Medical records shall be kept separate from other employee information and shall
be treated confidentially in accordance with applicable state and federal law.

Standards/Conditions for Employment – In order to create a safe and orderly environment for
students, all offers of employment will be conditional upon the successful outcome of a criminal
record check, and such background checks required by or permitted by law. In addition, any person
applying for employment with the Board of Education will submit to a record check with the State of
Connecticut Department of Emergency Service and Public Protection before the person can be hired.
The records check is performed at the applicant’s expense and any employment offered is contingent
upon the satisfactory completion of the check. Old Saybrook Public Schools complies with privacy
requirements for non-criminal justice applicants in accordance with Federal Bureau of Investigation
requirements.
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Background Checks – District employees shall within 30 days after they are hired submit to a state
and national criminal history check. In most circumstances, employees will not be allowed to begin
work until their fingerprints are submitted to the State Police and FBI.

All substitutes and any person who has direct contact with students shall submit to a criminal history
check pursuant to C.G.S. 29-17a. Background checks will be conducted periodically in accordance with
law.

Student teachers/interns placed in District schools as part of the completion of preparation
requirements for the issuance of an educator certificate, shall also be required to undergo the same
criminal background checks already required for school employees.

In addition, all candidates for positions will have their references checked even if they currently hold a
position at Old Saybrook Public Schools or have in the past held a position.

Sexual Harassment – It is the policy of the Old Saybrook Board of Education (the “Board”) for the Old
Saybrook Public Schools (the “District”) that any form of sex discrimination or sexual harassment is
prohibited in the Board’s education programs and activities, whether by students, Board employees or
third parties subject to substantial control by the Board. Discrimination or harassment on the basis of
sex includes discrimination or harassment on the basis of gender identity or sexual orientation.
Students, District employees and third parties are expected to adhere to a standard of conduct that is
respectful of the rights of students, District employees, and third parties. It is the policy of the Board
to maintain a working environment free from harassment, insults or intimidation on the basis of an
employee's sex and free from discrimination based on sex. Verbal or physical conduct by a supervisor
or co-worker relating to an employee's sex that has the effect of creating an intimidating, hostile or
offensive work environment, unreasonably interfering with the employee's work performance, or
adversely affecting the employee's employment opportunities is prohibited.

Discrimination

Sex discrimination occurs when a person, because of the person’s sex, is denied participation in or the
benefits of any education program or activity receiving federal financial assistance.

Harassment

Sexual harassment under Title IX means conduct on the basis of sex that satisfies one or more of the
following:

(1) An employee of the Board conditioning the provision of an aid, benefit, or service of the Board on
an individual’s participation in unwelcome sexual conduct (i.e., quid pro quo);

(2) Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies a person equal access to the District’s education
programs or activities; or

(3) “Sexual assault” as defined in 20 U.S.C. 1092(f)(6)(A)(v), “dating violence” as defined in 34 U.S.C.
12291(a)(10), “domestic violence” as defined in 34 U.S.C. 12291(a)(8), or “stalking” as defined in
34 U.S.C. 12291(a)(30). These definitions can be found in Appendix A of these Administrative
Regulations.
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Sexual harassment under Title VII and Connecticut law means 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 condition of an
individual's employment;

(2) Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual; or

(3) Such conduct has the purpose or effect of unreasonably interfering with an individual's work
performance or creating an intimidating, hostile, or offensive working environment.

Although not an exhaustive list, the following are other examples of conduct prohibited by the Board’s
Policy regarding the Prohibition of Sex Discrimination and Sexual Harassment (Personnel):

(1) Unwelcome sexual advances from a co-worker or supervisor, such as unwanted hugs, touches, or
kisses;

(2) Unwelcome attention of a sexual nature, such as degrading, suggestive or lewd remarks or
noises;

(3) Dirty jokes, derogatory or pornographic posters, cartoons or drawings;
(4) The threat or suggestion that continued employment advancement, assignment or earnings

depend on whether or not the employee will submit to or tolerate harassment;
(5) Circulating, showing, or exchanging emails, text messages, digital images or websites of a sexual

nature;
(6) Using computer systems, including email, instant messaging, text messaging, blogging or the use

of social networking websites, or other forms of electronic communications, to engage in any
conduct prohibited by the Board’s Policy regarding the Prohibition of Sex Discrimination and
Sexual Harassment (Personnel).

Any infraction of this policy by supervisors or co-workers should be reported immediately to the Title
IX Coordinator, the Superintendent, or his/her designee in accordance with the district’s sex
discrimination and sexual harassment grievance procedure. Retaliation against any employee for
complaining about sex discrimination or sexual harassment is prohibited under this policy and illegal
under state and federal law. Violations of this policy will not be permitted and may result in discipline
up to and including discharge from employment. Individuals who engage in acts of sex discrimination
or sexual harassment may also be subject to civil and criminal penalties.

The Title IX Coordinator for the Old Saybrook Board of Education is: Kathy Bai, whose office is
located at 50 Sheffield Street, Old Saybrook, CT 06475, and whose telephone number is (860)
395-3157, ext. 3015.

Recruitment and Selection – The Board of Education shall maintain an effective recruitment
program to attract, secure, and hold the highest qualified personnel for all certified and support staff
positions. The recruitment program shall seek candidates who will devote themselves to the
education and welfare of the children attending Old Saybrook School District. It is the responsibility of
the Superintendent of Schools to identify and recommend personnel needs of the School District and
to recruit and appoint suitable candidates. The Superintendent is authorized by the Old Saybrook
Board of Education to appoint and employ all certified and non-certified employees (with the
exception of administrative personnel), consistent with state law.
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Probationary Period – All non-certified employees must complete a probationary period as defined
by the individual’s bargaining unit contract. Current bargaining unit contracts are available for
employee use and information on the District’s website. (www.oldsaybrookschools.org)

Employment Records – Personnel files are maintained at Central Office. Employees are expected to
inform the Human Resources Office as soon as possible after any changes in status that could affect
employment or benefits, such as marital status, educational attainment, certifications, etc. Staff
members may access their files and review them at Central Office. To access and review your file,
please contact the Executive Assistant to the Superintendent.

SECTION 2 – HUMAN RESOURCES/PAYROLL INFORMATION

This office is a resource available to all employees, providing information and forms to employees and
by answering questions and solving problems relating to personnel procedures, policies and payroll
issues. We enjoy meeting and speaking with employees and welcome the opportunity to serve you. If
we are unable to answer a question, we will do some quick research or refer you to someone who will
be able to help. So please, when in doubt, pick up the phone and let us help. We are located at 50
Sheffield Street, Old Saybrook, CT. Office hours are 7:00 a.m. – 4:30 p.m. Monday through Friday. We
can be reached at 860-395-3158. **Please contact HR/Payroll Office (860-395-3160 ext. 3017)
with questions regarding the following:

● Pay Date Schedule ** – Based on a schedule developed to meet the hourly requirement by law, as
well as salary schedule based on 26 pay per fiscal year. Pay dates are published at the beginning of
the fiscal year. If you are paid on an hourly basis, it is important to note that paychecks cannot be
issued without a signed time sheet/time card, and must be submitted in a timely fashion.

● Distribution of Paychecks** – Employees are encouraged to receive paychecks through direct
deposit. Employees may elect to receive their paychecks vouchers electronically. All new direct
deposit requests can take up to two payroll periods for processing.

● Payroll Information Changes** – To change personal information on file in the payroll office (i.e.,
new address, change in federal or state withholding, dependent additions/deletions to medical
coverage, etc.).

● Pay Deductions** – The law requires that the Old Saybrook Board of Education make certain
deductions from every employee’s compensation. Among these are applicable federal, state and
local income taxes. The employer must also deduct Medicare and/or Social Security taxes on each
employee’s earnings up to a specified limit that is called the Social Security “wage base.” All
deductions require signed authorization.

● Exempt and Non-Exempt Employees** – Certain employees, by nature of the duties they
perform, are exempt from certain wage and hour laws. As a general rule of thumb, hourly
employees are non-exempt. Hourly employees unless otherwise expressly approved by his/her
immediate administrative supervisor, shall not be permitted more than their regularly scheduled
hours.
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● Complaint and Correction Procedure** – Every precaution is taken to ensure that employees,
both exempt and non-exempt are paid correctly, and that employees are paid promptly on the
scheduled payday. Furthermore, it is our policy to comply with the salary basis requirements of
state and federal salaries of employees. As a general matter you should always feel free to check
with the payroll office if you have any questions concerning why deductions were made from your
paycheck or how they were calculated.

● Time Sheets** – All hourly employees are required to submit time sheets according to the
published pay date schedule. Time sheets are due in Central Office by 12:00 p.m. on Monday of pay
week. Please note: you may have an earlier deadline for submitting your time sheet to your
supervisor. All time sheets require the employee’s signature and that of the supervisor. Additional
hours beyond a normal work week must be pre-approved (except in emergencies) and listed on the
bottom of the time sheet in the space provided. All sick days, emergency leave, etc. should also be
noted on the time sheet and require a signed and approved Payroll Record Card.

● Absences** – A “Leave Request” form is used for all work missed by any employee, even if a
substitute is not required. This form should be completed by the employee and submitted to
his/her supervisor. Each employee should verify that the time has been approved prior to taking
scheduled time off. Custodians and district-wide (non-certified employees) must fill out a Payroll
Record Card and submit it to their supervisor for approval and send it to the Payroll Office.
Paraeducators and teachers will also enter their absence in Frontline (online substitute
management software.)

● Personnel Reports** – All certified staff leaves/absences should be included on the Leave Request
Form. This form should then be submitted to the Building Administrator. In certain circumstances,
leaves may require the approval of the Superintendent. All leaves/absences need to be recorded on
the Personnel Report and signed by the Building Administrator.

● Work Schedules – Work schedules are developed based on many factors including school/office
hours, budgetary restrictions, student/classroom needs, etc. Work-hours/days are determined by
the Superintendent/designee and/or contract provisions.

● Concerns, Issues, Conflict Resolution – From time to time, issues arise within the course of
employment that may need to be addressed in a systematic way. Bargaining unit agreements
establish procedures for dealing with personnel issues, disciplinary actions/terminations. Please
refer to Collective Bargaining Agreements/Contracts, if applicable.

● Calendar – The annual calendar for the upcoming academic year (July 1st to June 30th) is available
at Central Office or by going to our district website. School/staff hours for each school are shown on
the calendar.

● Central Office Hours – During the school year the Central Office’s hours of operation are 7:00 a.m.
to 4:30 p.m, Monday through Friday (except on holidays). During the summer the Central Office’s
hours of operation are 7:00 a.m. to 3:30 p.m. Voicemail is available twenty-four hours a day by
calling 860-395-3157.
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● Office/School Closings – Closings are posted on the local radio and television stations. In addition,
the district utilizes the School Messenger Calling system which notifies employees and parents via
phone and email. It is important that employees notify the Payroll Office of any changes in contact
information (home phone, cell phone, email, etc.) to ensure that each employee is contacted. Send
any changes or additional information to the Payroll Office.

● Official Notifications – All official notices required by law and all job postings are located in a
designated area of each school building (ex: Teacher’s Workroom/Bulletin Boards). Additional
posting areas may include, but are not limited to: Central Office, ciacsports.com, cea.org,
CTReap.net, Applitrack, local newspapers, and district website, www.oldsaybrookschools.org.

● Jury Duty – If an employee receives notification that he/she may be called for jury duty, he/she is
required to contact the Payroll Office immediately for information on procedures. If you are
employed full time, your employer must pay you your regular wages for the first five days of jury
service. Full time employment is anything more than 30 hours per week. If you do not work
full-time the state may pay you up to $50 per day for out of pocket expenses, for the first five days of
jury duty. The state pays all jurors $50 per day starting with the sixth day of jury service and each
subsequent day of jury service. Evidence of time served at jury duty must be submitted within one
week of the completion of service.

● COBRA – Under the Federal Consolidated Omnibus Budget Reconciliation Act of 1986, you may be
allowed to temporarily continue your health care coverage under Old Saybrook School District’s
employer provided group health care plan under qualifying events.

● Health Insurance, Life Insurance, Long-Term Disability – Plans provided are in accordance with
collective bargaining agreements or individual employee contracts and are available in the Payroll
Office and District Website.

● Town Pension Plan – Eligible employees are required to contribute to the Old Saybrook Town
Pension Plan. Details and information can be obtained in the Payroll Office.

● Personal, Vacation and Sick Days – Please consult your collective bargaining agreement or
individual employee contract for information regarding usage of these days.

● Staff Hiring – All procedures and policies for staff hiring can be found in the Personnel Processing
Guide located in each school office and the Board of Education Office.

● Work Related Injuries – An employee who is injured while performing job-related duties may be
entitled to Workers’ Compensation benefits. Certain steps must be taken to substantiate the
potential claim:
1. The employee must immediately notify his/her supervisor of the injury, the circumstances

surrounding the injury, and the nature of the injury. Failure to do so may result in the delay or
potential denial of Worker’s Compensation benefit by the Board of Education’s Workers’
Compensation carrier:

2. The supervisor must immediately notify the Central Office and forward to the Central Office,
the complete Employee Injury Report THE SAME DAY THE INJURY OCCURS;

3. The Central Office must file an online claim to the Workers’ Compensation insurer THE SAME
DAY THE INJURY OCCURS;
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4. The employee may receive a form 30C, Notice of Claim for Compensation from the State of
Connecticut. If the employee elects to complete the 30C, IT MUST BE TURNED INTO THE
CENTRAL OFFICE AND THE WORKER’S COMPENSATION COMMISSION.
For a non-serious or non-life threatening injury, the employee shall be directed to receive care
at a facility or physician which has been declared by the district as a designated Initial Care
Provider.
If the injury is serious or life threatening, the employee shall be transported by qualified
medical personnel in a medically approved vehicle (e.g., ambulance, med-evacuation
helicopter) to the nearest hospital or facility capable of treating the injury. The Workers’
Compensation insurer must be notified if medical transportation was required.

● Retirement Savings Plan (403b) ** – A 403(b) Plan is a tax-deferred way to save for retirement.
In most cases, employees can contribute funds to this program on a pre-tax basis. This means that
most employees who are at least 21 years of age may authorize deductions to be taken directly
from their paycheck prior to any federal or state withholding taxes. Details on the 403(b) Plans
available to employees may be obtained from the Payroll Office in Central Office.

● Health Insurance** – Health Insurance is provided under collective bargaining agreements and
individual contracts in accordance with these agreements and the requirements of the Affordable
Health Care Act. For specific information regarding health plan coverage available to you please
refer to your collective bargaining agreement or contract.

● Short Term Disability** – Short Term Disability Insurance is provided in accordance with
collective bargaining agreements or individual contract benefits as specified. For more information
regarding eligibility for this benefit please refer to your collective bargaining agreement or
individual contract provision.

● Flexible Spending Account** – Flexible Spending Accounts are provided in accordance with
collective bargaining agreements or individual contract benefits as specified. For more information
regarding eligibility for this benefit please refer to your collective bargaining agreement or
individual contract provision.

● FMLA Leave** – Under the Family Medical Leave Act employees may be eligible for a family
medical leave. This process begins when the employee submits a letter to the Superintendent
requesting the leave. If eligibility is determined, the Superintendent will direct the Business Office
to collect the proper paperwork needed to complete the authorization for the leave including the
individual’s portion and the medical professional’s documentation. Please contact the Human
Resources Office for help with determining eligibility and for forms and additional information.
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SECTION 3 – BUSINESS OFFICE

● Purchasing Procedures – The district utilizes the purchase order method for placing orders. It is
imperative that a purchase order be submitted and approved BEFORE an order for goods or
services is given. Emergency purchases which need to be made before a purchase order can be
submitted require prior authorization from the Director of Operations, Facilities and Finance.
Purchase orders are not official until signed by the Director of Facilities, Finance and Operations
and Superintendent.

● Activity Accounts – The district maintains a separate bank account in a local bank for the purpose
of conducting student activities. This account does not utilize the purchase order method; however,
it has its own deposit and payment authorization forms. These forms are available in each school’s
office. Only Payment Authorization forms that have been signed by the activity’s advisor and the
school’s principal will be submitted to the Director of Operations, Facilities and Finance for
payment. An activities handbook is available outlining procedures and processes for all student
activities.  This is also available online.

● Crisis/Emergency Plan – The Old Saybrook Board of Education has an emergency crisis plan
which includes site teams. A complete description of the plan may be obtained from a building
administrator or from the Central Office. This plan has been filed with the State of Connecticut in
accordance with Public Act 13-3. The District does not publish the plan in its entirety in public
places for safety reasons.

● Contact – The Business Office is located at 50 Sheffield Street, Old Saybrook, CT 06475 and can be
reached at 860-395-3158 ext. 3013.

Page 15



SECTION 4 – SEPARATIONS

Voluntary Resignations

Employees who wish to terminate their employment with the District are requested to notify the
Superintendent in writing. All employees are asked to provide at least two weeks notice.

Note: Health insurance coverage for teachers resigning as of the end of the school year will continue
through August (the Collective Bargaining Agreement contract year.)

Involuntary Termination – Layoff

Whenever it becomes necessary to reduce the number of employees in a job classification, employees
in that classification are laid off in accordance with the respective collective bargaining agreement.
Recall procedures vary according to the collective bargaining contract involved.

Note: Health insurance coverage for non-teaching staff ends on June 30th of that year and does not
carry into the new school year (July/August), unless otherwise stipulated by contract. If an employee
will require coverage for July/August he/she will need to contact the Business Office to inquire about
access to coverage.

Involuntary Termination

Termination for cause may be based on a variety of reasons, including but not limited to poor
performance or behavior problems. The procedure for involuntary termination for cause varies
according to the law and any labor contract involved. Probationary employees may be terminated at
any time during the probationary period, at the supervisor’s discretion. Teacher termination and
non-renewal procedures are described in CGS 10-151.

Retirements

Employees who are retiring should notify the Superintendent in writing at their earliest convenience,
but at least thirty (30) days prior to the effective date of their retirement.
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SECTION 5 – EMPLOYEE RIGHTS AND DISTRICT EXPECTED BEHAVIOR

The Old Saybrook Board of Education is committed to employing only United States citizens and aliens
who are authorized to work in the United States. The Old Saybrook Board of Education does not
unlawfully discriminate on the basis of citizenship or national origin. In compliance with the
Immigration reform and Control Act of 1986, each new employee, as a condition of employment, must
complete the Employment Verification Form I-9 and present documentation establishing identity and
employment eligibility. Former employees who are re-hired must also complete the form if they have
not completed an I-9 with the Old Saybrook Board of Education within the past three years or if their
previous I-9 is no longer retained or valid.

Employee Benefits – A variety of benefits are available to individuals who qualify according to the
particular eligibility requirements that may apply to such benefits. A list of benefits and qualifying
criteria are generally included in bargaining unit agreements or individual letters of employment.

Job Descriptions – Job descriptions have been developed for every position in the district giving a
general outline of physical responsibilities, essential functions and job qualifications. If you do not have
a copy of the job description for your position, contact the Central Office.

Employee Photographs and ID’s – Every employee will be furnished a picture ID badge which must
be worn at all times. Employees requiring replacement badges should contact Central Office.

Standards of Conduct

All employees are expected to conduct themselves in a professional manner in the performance of their
duties and as a role model to students at school and outside of school. The Board of Education
recognizes that school children are often influenced by the conduct displayed by teachers and other
members of the school’s staff. The Board expects that staff will strive to set the kind of example for
students that will serve them well in their own conduct and behavior and contribute toward an
appropriate school atmosphere.

Employees are expected to report for work appropriately dressed, on time and fully prepared to
perform their duties. They are expected to perform their duties in a timely and efficient manner, and to
refrain from inappropriate conduct. Every employee is expected to deal effectively with students,
parents and other staff members, both superior and subordinate.

The personal life of an employee will be the concern and warrant the attention of the Board only as it
may directly affect the employee’s fitness to perform the job, his/her fitness to be placed in a position
of trust with children, the property of the district, or constitute a conflict of interest, in accordance with
the law.

Disciplinary action, when necessary, will be applied in accordance with applicable laws, policies, and
collective bargaining agreements.

All employees and certified staff should refer to Series 4000 – Personnel Policies.

Certified staff should refer to, “Standards for Professional Ethics for Teachers and Administrators”
found on the Connecticut State Department of Education website.
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Staff Dress

All employees should dress in a way which communicates the importance of our mission at school.
Employees should always appear neat and professional. Employees should always be aware that we are
modeling appropriate dress for our students as detailed in the student dress code. All employees must
wear their identification badges during their work day. Custodians should refer to their established
dress code.

To ensure that the instructional staff of the Old Saybrook School District project a professional
appearance and support an atmosphere where learning is the focus for our students, please dress
appropriately.

Styles of clothing that are disruptive to the educational process, pose a threat to the safety and/or
health of self or others, or violate any lawful statute, will not be permitted in school. This includes
expressions and/or words that appear on articles of clothing. Apparel that includes provocative
symbols, offensive language, or references to alcohol, sex, drugs, violence, and/or racial/ethic
prejudice, is unacceptable.

Workplace Bullying (Congenial and Healthy Workplace)

The District believes in promoting a healthy, positive workplace climate so that every individual is able
to contribute fully to the educational community. Every person has the right to dignity at work. The
rights and responsibilities apply to all employees, parents, and all who utilize or visit District facilities.

The Board requires all of its employees to treat all other employees, as well as students, with dignity
and respect. Building principals and supervisory staff need to be sensitive to signs of stress among
staff. During periods of high stress, staff may act in an unprofessional manner. Unprofessional behavior
must be dealt with and not ignored. Further, rudeness will not be tolerated among the staff.

Consequences of Bullying in the Workplace – The Board of Education does not condone bullying in
the workplace. Workplace bullying is antithetical to maintaining a congenial and healthy workplace.
The Board desires to provide a workplace that is free from violence, harassment, intimidation, and
other disruptive behavior as outlined in the following Series 4000 Policies: Non-Discrimination,
Section 504/ADA, and Sex Discrimination and Sexual Harassment in the Workplace.

Reporting of Workplace Bullying/Procedures – As soon as an individual feels that he or she has
been subjected to discrimination or harassment on the basis of race, color, religion, age, sex, sexual
orientation, marital status, national origin, alienage, ancestry, disability, pregnancy, genetic
information, veteran status, or gender identity or expression he/she should make a written complaint
to the Superintendent or designee.
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The complaint should state the:

A. Name of the complainant,

B. Date of the complaint,

C. Date(s) of the alleged harassment/discrimination,

D. Name(s) of the harasser(s) or discriminator(s),

E. Location where such harassment/discrimination occurred,

F. Names of any witness(es) to the harassment/discrimination,

G. Detailed statement of the circumstances constituting the alleged harassment/discrimination; and

H. Proposed remedy.

Any individual who makes an oral complaint of harassment or discrimination will be provided a copy
of this regulation and will be requested to make a written complaint pursuant to the above procedure.
If an individual is unable to make a written complaint, the staff member receiving the oral complaint
will either reduce the complaint to writing or assist the individual with completing the written
complaint form.

All complaints received by staff members are to be forwarded immediately to the Superintendent or
designee. Upon receipt of a complaint alleging harassment or discrimination under this complaint
procedure, the Superintendent or designee shall promptly investigate the complaint. During the course
of the investigation, the investigator shall interview or consult with all individuals reasonably believed
to have relevant information, including the complainant, the alleged harasser/discriminator
(“respondent”), and any witnesses to the conduct. Complaints will be investigated promptly within the
timeframes identified below. Timeframes may be extended as needed given the complexity of the
investigation, availability of individuals with relevant information and/or other extenuating
circumstances. Confidentiality will be maintained by all persons involved in the investigation to the
extent possible, as determined by the investigator.

Anyone who has questions or concerns about the Board’s policies regarding bullying, discrimination or
harassment of any kind may contact the Board’s Section 504/ADA Coordinator:

Kathy Bai/Director of Pupil and Professional Services, 50 Sheffield Street, Old Saybrook, CT
06475, (860) 395-3157, kbai@oldsaybrookschools.org

Related Considerations – Bullying must not be confused with the non-abusive exercise of
management rights to assign tasks, coach, and reprimand or take disciplinary actions against
employees. Any administrator, supervisor, or individual in a position of leadership to whom a
complaint is reported (verbally or in writing) must take appropriate action according to internal
procedures. Failure to comply may result in disciplinary action.
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Freedom from retaliation is protected under all non-discrimination or harassment policies. Retaliation
is a separate offense from the original claim of bullying. Protected individuals include complaints, or
anyone who testifies, assists or participates in any manner in an investigation or proceeding, internal
or external, pertaining to the allegation of bullying.

Misuse of the policy is a violation of the policy itself.

For further information, please refer to the following Series 4000 Policies: Non-Discrimination, Section
504/ADA, and Sex Discrimination and Sexual Harassment in the Workplace.

Alcohol, Drugs and Tobacco

According to Series 4000 Policy Alcohol, Tobacco, and Drug-free Workplace, it is the policy of the Old
Saybrook Board of Education to maintain a drug-free and alcohol-free workplace. There shall be no
smoking or other use of tobacco products on school property, on transportation provided by the Board
of Education, or during the course of any trip sponsored by the Board or under the supervision of the
Board or its authorized agent.

The purpose of this policy is to establish a workplace that is free of the effects of alcohol and
second-hand smoke, and free from drug abuse. By accomplishing this purpose, the Board also seeks to
promote a safe, healthy working environment for all employees and to reduce absenteeism, tardiness,
and other job performance problems which may be caused by alcohol and/or drug abuse.

Use of Telephone

Telephones are provided to employees to conduct school/district business. Personal long distance calls
may not be made on District telephones. The use of cell phones for personal calls and/or messaging
during instructional time/contact with students is prohibited.

Secretaries will route phone messages to staff voicemail. Employees are responsible for checking their
voicemails on a daily basis. In cases of emergency, personal messages may be taken for an employee.
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Employee Use of the District’s Computer Systems and Electronic Communications

Computers, computer networks, electronic devices, Internet access, and e-mail are effective and
important technological resources. The Old Saybrook Board of Education (the “Board”) has installed
computers and a computer network, including Internet access and an e-mail system, on Board
premises and may provide other electronic devices that can access the network such as wireless
and/or portable electronic hand-held equipment that can be used for word processing, wireless
Internet access, image capture and recording, sound recording, information transmitting and/or
receiving, storing, etc. (including, but not limited to, personal laptops, Smartphones, network access
devices, Kindles, Nooks, cellular telephones, radios, personal cassette players, CD players, iPads or
other tablet computers, walkie-talkies, Blackberries, personal data assistants, iPhones, Androids and
other electronic signaling devices). The Board’s computers, computer networks, electronic devices,
Internet access, and e-mail are referred to collectively as “the computer systems” and are provided in
order to enhance both the educational opportunities for our students and the business operations of
the district.

These computer systems are business and educational tools. As such, they are made available to Board
employees for business and education-related uses. The Administration shall develop regulations
setting forth procedures to be used by the Administration in an effort to ensure that such computer
systems are used for appropriate business and education-related purposes.

In accordance with applicable laws and the Administrative Regulations associated with this Policy, the
system administrator and others managing the computer systems may access email or monitor activity
on the computer system or electronic devices accessing the computer systems at any time and for any
reason or no reason. Typical examples include when there is reason to suspect inappropriate conduct
or there is a problem with the computer systems needing correction. Further, the system administrator
and others managing the computer systems can access or monitor activity on the systems despite the
use of passwords by individual users, and can bypass such passwords. In addition, review of emails,
messages or information stored on the computer systems, which can be forensically retrieved, includes
those messages and/or electronic data sent, posted and/or retrieved using social networking sites,
including but not limited to, Twitter, Facebook, LinkedIn and YouTube.

Incidental personal use of the computer systems may be permitted solely for the purpose of e-mail
transmissions and access to the Internet on a limited, occasional basis. Such incidental personal use of
the computer systems, however, is subject to all 1 rules, including monitoring of all such use, as the
Superintendent may establish through regulation. Moreover, any such incidental personal use shall not
interfere in any manner with work responsibilities.

Users should not have any expectation of personal privacy in the use of the computer system or other
electronic devices that access the computer system. Use of the computer system represents an
employee’s acknowledgement that the employee has read and understands this policy and any
applicable regulations in their entirety, including the provisions regarding monitoring and review of
computer activity.
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Leaving the Building

Employees must sign out at the identified area if they are leaving the building at any time during the
normal workday (See below regarding appropriate times to leave the building). Upon returning,
employees must sign themselves back in at the receptionist/secretary station.

If an employee has a need to leave the building early (undeclared) due to illness or an emergency,
he/she must get his/her supervisor’s permission before leaving for the day if at all possible. If it isn’t
possible, he/she must report this to the School Office secretary or nurse.

Certified Staff may leave during their lunch break if necessary after signing out at the designated
location. The principal may ask the teacher to wait if there is an urgent, emerging issue or there are a
large number of staff members out of the building. Certified staff must sign back in when they return.
Certified staff may leave school grounds during a planning period only in an unusual circumstance
after seeking and getting permission from an administrator or his/her designee. Leaving school
grounds on a regular basis is not acceptable. Safety and security may be compromised.

Non-Certified Staff may leave during a lunch break after notifying the administrator and signing out.
The administrator may ask the staff member to wait if there is an urgent or emerging issue. The staff
member will sign back in upon return. Non-certified staff should be on school grounds at all other
times except in an unusual circumstance after seeking and getting permission from the administrator
or his/her designee. Leaving school grounds on a regular basis is not acceptable. Safety and security
may be compromised.

Corrective Action

It is the Administration’s intention to operate the Old Saybrook School District as efficiently and
effectively as possible. Supervisors are expected to take action to correct situations or conduct that is
inconsistent with that intent. The corrective action process generally follows the provisions of the
various labor agreements and legal requirements between the Old Saybrook School District and its
employees. Notwithstanding any steps taken to correct an employee’s behavior, the Old Saybrook
School District retains the right to immediately discharge him/her from employment, consistent with
the law and any applicable employment and labor contract rights. In addition, nothing herein shall be
deemed to create a contact or imply any rights to an employee inconsistent with his/her at-will
employment status.

Page 22



SECTION 6 – REQUIRED EMPLOYEE POLICIES AND NOTIFICATIONS

The following are a list of policies and notifications that are legally required for inclusion in all
Old Saybrook Public Schools Employee Handbooks. A complete set of published policies,
regulations, and notifications are available on the district website www.oldsaybrookschools.org
and upon request at each school office, and the Board of Education Office.

REQUIRED EMPLOYEE POLICIES AND NOTIFICATIONS

Alcohol, Tobacco and Drug-Free Workplace

Electronic Monitoring in the Workplace

Non-Discrimination

Pesticide Application Notification

Report of Suspected Abuse or Neglect of Children

Section 504/ADA Rights

Sex Discrimination and Sexual Harassment in the Workplace/Title IX Grievance Procedure and

Coordinator

State Department of Education Complaint Resolution Procedure
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