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ABOUT OUR SCHOOLS
WELCOME

To All New Employees:

Welcome to the Norton Public Schools! We are sure you have many questions about our school
system and its procedures, its functions, and your role here. We’ve prepared this Employee
Handbook to help answer these questions for you.
We hope you enjoy the challenge of working alongside the Norton Public Schools’ almost four
hundred employees. We wish you great success in your future here!
Yours truly,

Joseph F. Baeta, Ed.D.
Superintendent of Schools

N.B. The information set forth in this booklet is meant to be a guide and is not meant to be School
Committee Policy or to any way modify the provisions of the applicable collective bargaining
agreement.

The Norton Public School System does not discriminate on the basis of age, race, color,
sex, gender identity, religion, national origin, sexual orientation or disability.
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COMING TOGETHER

TO BUILD A BRIGHTER FUTURE
Core Values:
We believe in …








creating a safe, secure learning environment where respect, honesty, and appreciation of
individual differences are fostered
cultivating and maintaining partnerships with students, parents, staff and the community
maintaining rigorous standards and high expectations for all students as keys to academic
excellence and life-long learning
motivating students to become independent learners who take responsibility for their own
learning
offering a balanced curriculum aligned with quality instruction
inspiring and equipping all students to discover and develop their talents in order to express
their unique potential as leaders, critical thinkers, and collaborators
instilling a sense of pride in our schools and community

Mission Statement:
Guided by our Core Values, the Norton Public Schools, in active partnership with parents and the
community, will provide each student with a quality education, one which fosters personal
development and intellectual growth and prepares each to contribute and succeed as a productive
and responsible global citizen in the 21st century.
Vision Statement:
The Norton Public Schools, in collaboration with the community, inspires excellence in teaching
and learning in order to promote individual talents and maximize each student’s potential.

(January 2011)
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DISTRICT THEMES

1. Academic Success for All Students through a rigorous curriculum that is focused on both
academics and 21st century skills while preparing students for college and career.
2. Enriching student learning experiences by expanding district programs.
3. Invest in our staff by providing targeted professional development and recruiting and hiring
exceptional candidates.
4. Continue to be a source of pride for the community through the maintenance and
infrastructure of our buildings and relationships within the Town of Norton.

HISTORY OF THE NORTON PUBLIC SCHOOLS

Public education in Norton began with the appointment of the first schoolmaster, Thomas Skinner,
on June 1, 1719. He was hired for one quarter, at a salary not to exceed two pounds. At the time of
Mr. Skinner’s appointment, the Town of Norton had no schoolhouses. The classes were held in
private homes, carpenter shops, establishments, and religious meeting houses. The school year was
divided into quarters; each quarter was taught in a different section of town for children in that
vicinity. In the first quarter, instruction took place in the public meeting house. In the second quarter,
the school moved to the part of town call “Scottlin”. During the third quarter, school was in Tiump’s,
White’s, and Skinner’s neighborhood, with the fourth quarter at “Winnaconick”. The youngsters
were taught to read, write, and “cifer.” In the early years, no book was used in school except the
Bible and a spelling book. Most of the early schooling was just for boys.
Coming out of the Revolutionary War, the town took no immediate steps in building schoolhouses.
On February 28, 1800, the General Court passed a law authorizing school districts to raise money to
build schoolhouses. The first school building was constructed in 1817. Soon after the building of
the first school, one-room schoolhouses were built in each of the eight districts in town. District
School #VIII was situated in Winnecunnet and was the last of the district schools to be closed. Until
1942, classes for grades one to six were held in one room and were taught by one teacher.
In 1894, Norton has its first Superintendent, Mr. Bert Tice, whom it shared with Wrentham. In 1900,
Norton shared its Superintendent with Plainville. Then in 1911, the state changed the Union to
include Foxboro.
In 1902, Mrs. Wheaton gave to the Town of Norton land on which to erect a Center School, the first
high school in the town. The town appropriated $13,000 for the building. Money was raised by
subscription to put in a stone and gravel walk. Ninth grade boys raised $13.00 to plow, grade, and
seed the playground.
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In 1903, the school was opened with three rooms furnished. Previous to 1902, pupils wishing an
education beyond the second year of high school attended high schools in neighboring towns. The
Town of Norton paid the students’ tuitions.
In 1904, Mrs. Wheaton donated a fully equipped laboratory to the school now fully established. The
salary of the three teachers was $95.00 per month. There were 32 students in the high school at this
time. The first graduation was held on June 27, 1906 with George M. Benis as Superintendent of
Schools and H. E. Gardner as principal. Six seniors were graduated. One graduate (George Round)
attended Brown University. Another entered Wheaton College (Ethel Ratcliffe). A third (Florence
Chamillard) began teaching in the Number Two School.
The graduating class of 1911 established the precedent of earning money for a trip to the nation’s
capital, Washington, D.C. In 1930, there were 98 pupils enrolled in the high school. In 1950, the
enrollment was 264. The school hours for the high school were 8:00 a.m. to 1:00 p.m. For the
elementary schools, the hours were 9:00 a.m. to 12:00 p.m. and 1:00 p.m. to 3:00 p.m., with an hour
for lunch.
In 1913, Dr. Arthur Rounds became the town’s first school physician.
In 1951, the elementary school was built and dedicated. In 1955, the new high school was built as a
wing on the rear of the elementary school and was dedicated by Dr. John J. Desmond, Jr.,
Massachusetts Commissioner of Education. The new school was equipped with science facilities, a
dark room, a special home economics room, a beautiful and well-equipped library, and an industrial
arts room. There is also a standard size gym and an auditorium. The first principal of this high
school was Charles S. Randall.
The high school enrollment in 1960 was 621 students. The entire school system at that time contained
1,460 students. To provide a quality educational program for a growing school system, a new
elementary school was built in 1960 and named in honor of the former Superintendent of Schools,
Laurence G. Nourse, Superintendent in Norton from 1924 – 1958.
The Norton School System continued to grow, and, in 1962, the bus transportation schedules for the
L.G. Nourse School and Norton Elementary School were staggered to provide for greater efficiency.
Until that time, both schools started and ended the school day at the same time.
Lottie Perry, special education teacher at the L. G. Nourse School, was honored as the first
Massachusetts “Teacher of the Year”.
In 1963, eight additional classrooms were added to the L. G. Nourse School at the cost of $169,000.
In 1941, basketball became an official sport at the high school with William Morrison as coach.
The Norton School System continued to grow, and, in 1965, football was introduced into the high
school curriculum.
In 1971 a new high school opened, and the former high school and elementary school now became
Norton’s first middle school. The Norton Middle School’s first principal was Stanley J. Koss, who
retired in June of 2001.
4

Norton continued to grow, and, in 1978, the Joseph C. Solmonese Elementary School, named after
the former Norton High School Principal, opened its doors. The school’s first principal was Richard
J. Silva.
In 1991, the kindergarten age requirement moved from December 31 st to August 31st.
In 1993, Project D.A.R.E. began in grade five. The Education Reform Legislation that we are
currently following was passed. Due to budget constraints, the L. G. Nourse School was closed for
part of the year, but reopened in October when the town voted additional funds.
On May 2, 1997, a groundbreaking ceremony was held for the new Norton Middle School. In
September of 1998, the new Norton Middle School opened its doors. This facility, located at 215
West Main Street, is a “state of the art” educational school built for 900 students. Its design enriches
opportunities for middle school students in grades six through eight.
At that time, the former middle school, located at 64 West Main Street, became the Norton
Elementary School, educating children in grade five. On January 23, 2000, this building was renamed
the “Henri A. Yelle Elementary School” after long-time educator and Norton High School Principal,
Mr. Henri A. Yelle, and today educates children in grades four and five.
In June, 2010, Town Meeting members voted to approve funds to support a Feasibility Study of
Norton High School. This Study reviewed the building’s needs and issued recommendations to
address problems. One June 6, 2011 Town Meeting approved an article in the amount of $33,990,231
for the purpose of renovating, remodeling and reconstructing the high school. The ballot vote on
June 11, 2011 resulted in Article 1 - High School Renovation and Addition Project, passing--Yes =
3138, No = 1329.
In March 2014 the NHS project was completed. Today we have a fully renovated building with a
new 39,000 sq. ft. addition.

Sources:

History of Norton 1711 – 1961
Annual Reports
History of Norton Public Schools – Part I
History of Norton Public Schools – Part II
Compliments of Ruth Gould
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JOINING US
EMPLOYMENT QUALIFICATIONS
At the Norton Public School System, we have strict though simple guidelines to judge a candidate’s
qualifications for employment here.
Because we try to promote from within, we insist on the following qualifications for each employee
hired:
1.
2.
3.
4.

You must have education or experience commensurate with the job.
You must have a strong work ethic and good interpersonal skills.
You must have currency in coursework and appropriate certifications.
You must have great references and exemplary work history.

Once we are assured that a candidate has these qualifications, we work to determine whether his or
her interests, aptitudes, skills, and experience fit the position to be filled.

EQUAL OPPORTUNITY
We hire and promote employees on the basis of their qualifications, without regard to Public age,
race, color, sex, gender identity, religion, national origin, sexual orientation or disability.
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File: GBB

NORTON PUBLIC SCHOOLS
SAFE SCHOOLS POLICY
PROMOTING CIVIL RIGHTS AND PROHIBITING HARASSMENT, BULLYING,
DISCRIMINATION, HATE CRIMES, and RETALIATION
POLICY SYNOPSIS – “to, by, and for students”
Harassment is defined as unwelcome verbal, written, or physical conduct directed at a person based on his/her
disability, nationality, race, religion, or sexual orientation.
If you or anyone you know is being harassed:
 Speak to any teacher or counselor. While every staff member is mandated to report harassment, you
could call the official harassment counselors in your school. If you are unsure of whom to speak with,
they are always available.
 If in doubt as to whether or not you are being harassed, always speak to a teacher anyway.
 If you feel that you have been retaliated against for reporting harassment, speak to a teacher or
counselor.
If you are accused of harassing another student or teacher, several consequences could follow:
 Formal or informal steps can be taken (as defined in the handbook)
 Serious disciplinary actions can be taken: suspension, expulsion, etc.
 The police can become involved.
Harassment is not tolerated at Norton Public Schools. If reported, all necessary actions will be taken to
investigate the matter and prevent the situation from escalating.
More details can be found below; please read for more information.
I.

GOALS

The Norton Public School District (hereinafter referred to as “District”) is committed to
providing our students equal educational opportunities and a safe learning environment free from
harassment, bullying, discrimination, and hate crimes, where all school community members treat each
other with respect and appreciate differences. This Policy is an integral part of the District’s
comprehensive efforts to promote learning, eliminate all forms of violent, harmful, and disruptive
behavior and enable students to achieve their personal and academic potential and become successful
citizens in our increasingly diverse society.
The District will not tolerate and will promptly investigate all reports and complaints of
harassment, bullying, discrimination, and hate crimes, and take prompt, effective action to end that
behavior and prevent its reoccurrence. Action will include, where appropriate, referral to a law
enforcement agency. The District will support this Policy in all aspects of its activities, including its
curricula, instructional programs, staff development, extracurricular activities, and parental involvement.
II.

GENERAL STATEMENT OF POLICY
The civil rights of all school community members are guaranteed by law, and the protection of those
rights is of utmost importance and priority to our School District. The District also prohibits
bullying or harassment of school community members for reasons related and unrelated to their
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race, color, religion, national origin, ethnicity, sex, sexual orientation, age, or disability. The
District will also not tolerate retaliation against persons who take action consistent with this Policy.
Threats or acts of retaliation, whether person-to-person, by electronic means, or through third
parties, are serious offenses that will subject the violator to significant disciplinary and other
corrective action.
A.

APPLICATION
This Policy will be published annually and applies to all sites and activities the District supervises,
controls, or where it has jurisdiction under the law. It applies to all students, school committee
members, school employees, independent contractors, school volunteers, parents and legal guardians of
students, and visitors to District schools where the conduct occurs on school premises or in schoolrelated activities, including in school-related transportation. Nothing in this Policy, however, is
designed or intended to limit the District’s authority to discipline or take remedial action under General
Laws Chapter 71, §37H, or in response to violent, harmful, or disruptive behavior, regardless of
whether this Policy covers the conduct.

B.

DISCIPLINARY AND CORRECTIVE ACTION
Violation of this Policy is a serious offense. Violators will be subject to appropriate disciplinary
and/or corrective action to end the conduct, prevent its reoccurrence, and protect the complainant and
other similarly-situated individuals from harassment, discrimination, hate crimes, retaliation, and
bullying in the future.

C.

POLICY DISSEMINATION
At the beginning of each school year, the district will distribute this policy to all school employees,
School Committee members, volunteers and independent contractors, and publicize a summary of
the policy in student handbooks and within the school community.

III.

RESPONSIBILITIES
A. Each School Community Member is responsible for:
1. complying with this Policy, where applicable;
2. ensuring that (s)he does not harass, discriminate against, or commit a crime against
another person on school grounds or in a school-related activity because of that person’s
race, color, religion, national origin, ethnicity, sex, sexual orientation, age, or disability;
3. ensuring that (s)he does not bully another person on school grounds or in a school-related
activity;
4. stating, at the time of the incident, that what was just said or done, exhibits either harassment,
bullying, discrimination, hate crime, or retaliation behavior
5. ensuring that (s)he does not retaliate against any other person for reporting or filing a
complaint, for aiding or encouraging the filing of a report or complaint, or for cooperating in
an investigation of harassment, bullying, discrimination, hate crime or retaliation; and
6. cooperating in the investigation of reports or complaints of harassment, bullying,
discrimination, retaliation, or a hate crime, when appropriate.
B. Each School Employee, Independent Contractor and School Volunteer is ALSO
responsible for:
1. responding appropriately, and intervening if able to take action safely, when witnessing
harassment, bullying, discrimination, retaliation, or a hate crime on school grounds or in a
school-related activity;
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2. cooperating with the District’s efforts to prevent, respond effectively to, and eliminate
harassment, bullying, discrimination, hate crimes, retaliation; and
3. promptly reporting all information s(he) knows concerning possible harassment, bullying,
discrimination, retaliation, or a hate crime to a designated school official when (s)he
witnesses or becomes aware of that conduct occurring on school grounds or in a schoolrelated activity.
IV.

TYPES OF HARASSMENT, BULLYING, DISCRIMINATION AND HATE CRIMES
SEXUAL HARASSMENT

The Norton School Department is committed to providing a work environment where men, women,
and students can work together comfortably and productively, free from sexual harassment. Such behavior
is illegal under both state and federal law - and will not be tolerated here. This policy applies to all phases of
employment and student life - including recruiting, testing, hiring, upgrading, promotion or demotion,
transfer, layoff, termination, rates of pay, benefits and selection for training, travel, school-related social
events, evaluations, grading, awards, or any other benefits.
No person shall threaten or insinuate, either explicitly or implicitly, that an employee's or student’s refusal to
submit to sexual advances will adversely affect the employee or student’s employment, evaluation, wages,
advancement, assigned duties, shifts, or any other condition of employment, career development, evaluation,
grading, awards, or any other benefits. Sexual harassment in the workplace is unlawful and will not be
tolerated.
Sexual harassment means sexual advances, requests for sexual favors, and verbal or physical nature when:
(a)

submission to or rejection of such advances, requests or conduct is made either explicitly or
implicitly a term or condition of employment or as a basis for employment decisions; or

(b)

such advances, requests or conduct have the purpose or effect of unreasonably interfering with
an individual’s work performance by creating an intimidating, hostile, humiliating or sexually
offensive work environment; or

(c)

other sexually oriented conduct, whether it is intended or not, that is unwelcome and has the
effect of creating a work or learning environment that is hostile, offensive, intimidating, or
humiliating to male or female workers may also constitute sexual harassment.

Prohibited Behavior
Prohibited sexual harassment includes unsolicited and unwelcome contact that has sexual overtones. This
includes:
*Written contact, such as sexually aggressive or obscene letters, notes, invitations, instant message,
email.
*Verbal contact, such as sexually suggestive or obscene comments, threats, slurs, epithets,
jokes about gender-specific traits, sexual propositions.
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*Physical contact, such as intentional touching, pinching, brushing against another's body,
impeding or blocking movement, assault, coercing sexual intercourse; and
*Visual contact, such as leering, whistling, or staring at another's body, gesturing,
displaying sexually suggestive objects or pictures, cartoons, posters or magazines.
*Unwelcome sexual advances, whether they involve touching or not.
*Inquiries into one’s sexual experiences, and,
*Discussion of one’s sexual activities.
Sexual harassment also includes using sexual behavior to control, influence or affect the career, salary or
learning environment of another employee, or student.
It is impermissible to suggest, threaten or imply that failure to accept a request for a date or sexual intimacy
will affect an employee's job prospects. For example, it is forbidden either to simply or actually withhold
support for an appointment, promotion, or change of assignment, or suggest that a poor performance report
will be given because an employee has declined a personal proposition.
Also, offering benefits, such as promotions, favorable performance evaluations, grades, awards, favorable
assigned duties or shifts, recommendations or reclassifications in exchange for sexual favors is forbidden.
Other Examples of Specific Types of Harassment (depending upon the circumstances):
Disability Harassment
Unwelcome verbal, written or physical conduct directed at a person based on his/her disability or
perceived disability, including damaging or interfering with use of necessary equipment, imitating
manner of movement, using slurs like "retard," or invading personal space to intimidate.
National Origin Harassment
Unwelcome verbal, written or physical conduct directed at a person based on his/her national origin,
ancestry, or ethnic background, such as negative comments about surnames, customs, language,
accents, immigration status, or manner of speaking.
Racial Harassment
Unwelcome verbal, written or physical conduct directed at a person based on his/her race or color,
including characteristics of a person’s race or color, such as racial slurs or insults, racial graffiti or
symbols, hostile acts based on race, nicknames based on racial stereotypes, negative comments
about appearance, imitating mannerisms, taunting, or invading personal space to intimidate.
Religious Harassment
Unwelcome verbal, written or physical conduct directed at a person based on his/her religion,
including derogatory comments about religious beliefs, traditions, practices (includes non-belief), or
religious clothing.
Sexual Orientation Harassment
Unwelcome verbal, written or physical conduct, directed at a person based on his/her actual or
perceived sexual orientation, such as anti-gay slurs or insults, imitating mannerisms, taunting, or
invading personal space to intimidate.
Harassment by Non-Employees
In addition, the Norton School Department will take all reasonable steps to prevent or eliminate sexual
harassment by non-employees who are likely to have workplace contact with our employees.
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Monitoring
The Norton School Department will take all reasonable steps to see that this policy prohibiting sexual
harassment, harassment, bullying, discrimination, hate crimes, and retaliation, is followed by all employees,
supervisors and others who have contact with our employees. This prevention plan will include training
sessions for supervisors and ongoing monitoring of the work site. Annual data collection and review of
prohibited Safe School incidents will occur at the school level. School administrators will meet
intermittently with various student groups. Student surveys may also be utilized in data collection.
Discipline
Any employee found to have violated this policy will be subject to appropriate disciplinary action, including
warnings, reprimand, suspension or discharge, according to the finding of the complaint investigation.
If an investigation reveals that sexual harassment, harassment, bullying, discrimination, hate crimes, or
retaliation has occurred, the harasser may also be held liable for his or her actions under state or federal antidiscrimination laws or in a separate legal action.
Retaliation
Any employee bringing a sexual harassment complaint or assisting in investigating such a complaint will
not be adversely affected in terms and conditions of employment or discriminated against or discharged
because of the complaint. Complaints of such retaliation will be promptly investigated and punished.
Hate Crime
A crime motivated by hatred or bias, or where the victim is targeted or selected for the crime at least in part
because the person is a different race, color, national origin, ethnicity, religion, gender, or sexual orientation
from the perpetrator or because the targeted person has a disability. A hate crime may involve a physical
attack, threat of bodily harm, physical intimidation, or damage to another’s property.
Indicators that a crime may constitute a hate crime include:
Use of racial, ethnic, religious or anti-gay slurs;
Use of symbols of hate, such as a swastika or burning cross;
Similar behavior toward others who are members of the same protected class;
The perpetrator’s protected class is different from the victim’s;
The incident occurs while the victim was promoting a racial, religious, ethnic/national origin,
disability, gender or sexual orientation group, such as attending an advocacy group meeting,
or participating in a students’ gay-straight alliance, or a disability rights demonstration.
Any other conduct harmful to school climate and subject to discipline is governed by the Student &
Staff Codes of Conduct and other District policies.
This Policy only covers conduct directed at a victim because of his/her race, color, religion, national origin,
ethnicity, sex, sexual orientation, age, or disability, or to bullying behavior where the District has intervened
with the alleged student offender under the School and Staff Handbook for bullying and harassment.
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Bullying
Experts have determined that bullying is a form of aggression involving a power imbalance between the bully
and victim, where the bully has actual or perceived physical, social, and/or psychological power over his or her
target(s). Bullying generally involves a pattern of conduct that is directed at a victim, rather than a single
isolated incident.
V.

DISCIPLINARY AND CORRECTIVE ACTION
A. IMPOSING DISCIPLINARY AND CORRECTIVE ACTION
If a designated official, in consultation with the person in charge of that building/event or the
Superintendent, concludes that the subject of the complaint has violated this Policy, the District will
in a timely manner impose disciplinary measures and/or corrective action reasonably calculated to
end the complained of conduct, deter future conduct, and protect the complainant(s) and other
similarly situated individuals. In imposing disciplinary and corrective measures the District will take
into account harm to the victim and other members of the school community suffered and any damage
to school climate or property. The decision whether discipline is imposed and the nature of any
disciplinary action must comply with the District and school’s disciplinary policies.
B. ACTION CONCERNING STUDENTS
Progressive discipline and corrective action concerning a student may, as outlined in the school’s
handbook, include, but is not limited to, a written warning; classroom transfer; short-term or longterm suspension; exclusion from participation in school sponsored functions, after-school programs,
and/or extracurricular activities; limiting or denying access to a part or area of a school; exclusion,
expulsion, or discharge from school; adult supervision on school premises; parent conferences; an
apology to the victim; awareness training (to help students understand the impact of their behavior);
participation in empathy development, cultural diversity, anti-harassment, anti-bullying or intergroup relations programs; mandatory counseling, or any other action authorized by and consistent
with the Student Handbook and/or school disciplinary code. When violations of this policy become
a “pattern” of behavior, as opposed to a few isolated incidents, parents will be contacted.
Discipline for Students with Disabilities
The District complies with the federal and state law requirements that apply to the discipline of
students with disabilities, including the federal “Individuals with Disabilities Education
Improvement Act” (IDEIA-2004).
C. ACTION CONCERNING SCHOOL EMPLOYEES
Disciplinary and corrective action concerning a school employee may include, but is not limited to,
a written warning, suspension, transfer, demotion, removal from certain duties, employment
termination, supervision, training, and counseling.
D. ACTION CONCERNING INDEPENDENT CONTRACTORS
Disciplinary and corrective action concerning an independent contractor may include, but is not
limited to, a request to the employer of the independent contractor to warn, suspend or terminate its
employee; limiting or denying the individual contractor access to school premises or school-related
activities; terminating the contract with the District or school, and training.
E. ACTION CONCERNING SCHOOL VOLUNTEERS
Disciplinary and corrective action concerning a school volunteer may include, but is not limited to, a
written warning, suspending or terminating the volunteer relationship, limiting or denying access to
school premises or school-related activities, supervision and training.
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F. ACTION CONCERNING OTHER SCHOOL COMMUNITY MEMBERS
Corrective action concerning any other school community member, including parents and legal
guardians of students, and visitors to District schools may include, but is not limited to, a warning;
counseling; and limiting or denying the parent, guardian or visitors access to school premises or
school-related activities.
G. PREVENTION AND REMEDIATION
The District will employ a variety of prevention and remediation strategies to maintain, to the extent
practicable, a safe school environment conducive to learning, and ensure that all school community
members assume responsibility for their behavior and its consequences. All members also have the
responsibility to refrain from “looking the other way” when violations of this Safe Schools Policy
occur. At the point of the infraction, articulation of inappropriate behavior is warranted.
H. DISCIPLINARY AND CORRECTIVE ACTION CONFORMING TO LAW AND
APPLICABLE CONTRACTS
Any disciplinary or corrective action taken for violation of this Policy will be consistent with the
requirements of applicable collective bargaining agreements, Massachusetts and federal law, and
District policies.
VI.

REPORTING PROCEDURES: HARASSMENT, BULLYING, DISCRIMINATION, HATE
CRIME and RETALIATION

The prohibition against retaliation does not protect a complainant from legitimate discipline. Any
employee who intentionally makes a false charge of harassment will be subject to appropriate disciplinary
action, including warnings, reprimand, suspension or discharge.
Complaint Procedure and Investigation for Staff and Students
As soon as possible, all complaints of harassment and retaliation for reporting or participating in an
investigation of harassment will be directed to the building’s designated Safe Schools Reporting Officer(s);
school psychologist and adjustment counselor/guidance counselor either in writing, verbally, or by filling out
the attached complaint form, or by requesting an individual interview. All complaints will be handled as
confidentially as possible. Officials receiving complaints will promptly investigate and resolve complaints
involving violations of this policy and recommend to the Superintendent or to the School Committee
appropriate sanctions to be imposed against violators. Investigations will normally be completed within 30
days and a written report will be provided to the complainant and the accused.
State and Federal Remedies
Complaints can also be filed, within 300 days of the incident, with the Massachusetts Commission Against
Discrimination (MCAD) (300 days), One Ashburton Place, Room 601, Boston, MA 02108, 617-994-6000,
www.mass.gov/mcad or the United States Equal Employment Opportunity Commission (EEOC)(300
days),John F. Kennedy Federal Building, Room 475, Government Center, Boston, MA 02203, 617-565-3200
or 800-669-4000, www.eeoc.gov.
Training
The Norton School Department will establish yearly training sessions for supervisors, educating them in how
to keep the workplace as free from harassment as possible and in how to handle harassment complaints.
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All employees will be apprised annually if appropriate methods for reporting and responding to harassment,
bullying, discrimination, retaliation, hate crimes, and their responsibility under this policy.
Students will receive annual training regarding how to identify, report, and file complaints under this policy.
Student Handbooks will summarize this policy in a manner that students can clearly understand its intent and
contents.
A copy of this policy will be distributed to all employees and posted in areas where all employees will have
the opportunity to freely review it. The Norton School Department welcomes your suggestions for
improvements to this policy.

LEGAL REFERENCES:
Title VII of the Civil Rights Act of 1964
Title IX of the Education Amendments of 1972
Mass. General Laws Chapter 151B, Section 3A
Article 1 of the Declaration of Rights of the Massachusetts Constitution, as amended by
Article 106 of the Amendments to the Constitution (the Equal Rights Amendments)

[SC 12/11/2000]
Revised 4/10/2006
Revised 5/5/2008
Revised 5/19/08
Revised 10/19/09
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File: GBB-E
NORTON PUBLIC SCHOOLS
HARASSMENT, BULLYING, DISCRIMINATION, HATE CRIME, and RETALIATION
COMPLAINT FORM
(Students to Complete with Safe Schools’ Reporting Officer)
FIRST INCIDENT: _____________________________________________________________________________
______________________________________________________________________________________________
Name: _________________________________________________________________________________________
Department/School: ______________________________________________________________________________
Job Title: __________________________________Student/Grade:________________________________________
Principal or Superintendent: _______________________________________________________________________

1. Who was responsible for the harassment, bullying, discrimination, hate crime, or retaliation? _________________
______________________________________________________________________________________________
______________________________________________________________________________________________

2. Describe the incident: __________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________

First Incident: __________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________

Approximate date, time and place: __________________________________________________________________
______________________________________________________________________________________________

What was your reaction? _________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
SUBMIT TO SUPERINTENDENT
[SC 12/11/2000]
Revised 4/10/06
Revised 5/5/08
Revised 5/19/08
Revised 10/19 /09
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File: GBB-E
HARASSMENT, BULLYING, DISCRIMINATION, HATE CRIME and RETALIATION

(Page 2)

SECOND INCIDENT: ________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
Approximate date, time and place: ________________________________________________________________
____________________________________________________________________________________________

What was your reaction? ________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________

Subsequent incidents: ___________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________

Approximate date, time, and place: _________________________________________________________________
______________________________________________________________________________________________

What was your reaction? _________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________

3. List any witnesses to the harassment, bullying, discrimination, hate crime, or retaliation: ____________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
SUBMIT TO SUPERINTENDENT
[SC 12/11/2000]
Revised 4/10/06
Revised 5/5/08
Revised 5/19/08
Revised 10/19/09
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File: GBB-E

HARASSMENT, BULLYING, DISCRIMINATION, HATE CRIME, and RETALIATION (Page 3)
I understand that these incidents will be investigated but that this form will be kept confidential
to the highest degree possible.

Employee/Student
filing complaint:________________________________________________________________________________

Date: _________________________________________________________________________________________

FOR ADMINISTRATIVE USE

Dates of investigation of complaint: ________________________________________________________________
_____________________________________________________________________________________________

Date of final report: _____________________________________________________________________________

Date copy given to employee or student: _____________________________________________________________

Signature of Principal:

Signature of Superintendent:

__________________________________________

__________________________________________

SUBMIT TO SUPERINTENDENT
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File: GBB-E

HARASSMENT, BULLYING, DISCRIMINATION, HATE CRIME, and RETALIATION

(Page 4)

Action taken: __________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Date of follow-up conference with employee/student victim: _____________________________________________
Results: _______________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Date of follow-up conference with employee/student accused: ____________________________________________
Results: _______________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Date of follow-up conference with employee/student victim: _____________________________________________
Results: _______________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________

Signature of Principal: _____________________________________________________
Signature of Superintendent: ________________________________________________
SUBMIT TO SUPERINTENDENT
[SC 12/11/2000]
Revised 4/10/06
Revised 5/5/08
Revised 5/19/08
Revised 10/19/09

File: JICFB
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GBB1

Norton Public Schools
Norton, Massachusetts
Anti-Bullying / Cyber-Bullying Policy

The Norton Public Schools is committed to providing a safe, positive and productive educational
environment where students can achieve the highest academic standards. No student shall be
subjected to harassment, intimidation, bullying, or cyber-bullying within the school community.
Bullying of any type has no place in the school setting. The district will endeavor to maintain a
learning and working environment free of bullying.
"Bullying" is the repeated use by one or more students or by a member of a school staff including,
but not limited to, an educator, administrator, school nurse, cafeteria worker, custodian, bus
driver, athletic coach, advisor to an extracurricular activity or paraprofessional of a written, verbal,
or electronic expression, or a physical act or gesture, or any combination thereof, directed at a
target that:






causes physical or emotional harm to the target or damage to the target's property;
places the target in reasonable fear of harm to himself/herself, or of damage to
his/her property;
creates a hostile environment at school for the target either by direct bullying or by
inciting to bully;
infringes on the rights of the target at school; or
materially and substantially disrupts the education process or the orderly operation of a
school.

"Cyber-bullying" means bullying through the use of technology or any electronic communication,
which shall include, but shall not be limited to, any transfer of signs, signals, writing, images,
sounds, data or intelligence of any nature transmitted in whole or in part by a wire, radio,
electromagnetic, photo electronic or photo optical system, including, but not limited to, electronic
mail, internet communications, instant messages or facsimile communications.
Cyber-bullying shall also include the creation of a web page or blog in which the creator assumes
the identity of another person or the knowing impersonation of another person as the author of
posted content or messages, if the creation or impersonation creates any of the conditions
enumerated in the definition of bullying.
Cyber-bullying shall also include the distribution by electronic means of a communication to more
than one person or the posting of material on an electronic medium that may be accessed by one
or more persons, if the distribution or posting creates any of the conditions enumerated in the
definition of bullying.
Bullying and cyber-bullying may occur in and out of school, during and after school hours, at
home and in locations outside of the home. When bullying and cyber-bullying are alleged, the full
cooperation and assistance of parents and families are expected.
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Definitions at the end of this policy are provided to give clarity in regard to terminology used throughout
this policy.
For the purpose of this policy, whenever the term bullying is used it is to denote either bullying, or
cyber-bullying:
on school grounds;
on property immediately adjacent to school grounds;
at a school-sponsored or school-related activity; at a function or program whether on or off school
grounds;
at a school bus stop;
on a school bus or other vehicles owned, leased or used by the Norton school district; or,
through the use of technology or an electronic device owned, leased or used by the Norton public
schools.
Bullying and cyber-bullying are prohibited at a location, activity, function or program that is not schoolrelated or through the use of technology or an electronic device that is not owned, leased or used by the
Norton School district if the bullying:
creates a hostile environment at school for the target by direct bullying or inciting others to bully;
infringes on the rights of the target at school; or
materially and substantially disrupts the education process or the orderly operation of a school.
Prevention and Intervention Plan
The Superintendent and/or his/her designee shall oversee the development, monitoring and updating of
a prevention and intervention plan, in consultation with all district stakeholders, which may include
teachers, school staff, professional support personnel, school volunteers, administrators, community
representatives, local law enforcement agencies, students, parents and guardians, consistent with the
requirements of this policy, as well as state and federal laws. The Bullying Prevention and Intervention
Plan shall be updated at least bi-annually.
The Principal is responsible for the implementation and oversight of the bullying prevention and
implementation plan within his or her school.
Reporting
Students, who believe that they are a target of bullying, observe an act of bullying, or who have
reasonable grounds to believe that these behaviors are taking place, are obligated to report incidents to
a member of the school staff. The target shall, however, not be subject to discipline for failing to report
bullying.
Any student who knowingly makes a false accusation of bullying shall be subject to disciplinary action.
Parents or guardians, or members of the community, are encouraged to report an incident of bullying as
soon as possible.
A member of a school staff shall immediately report any instance of bullying the staff member has
witnessed or become aware of to the school principal or their designee.
Investigative Procedures
The Principal or their designee, upon receipt of a viable report, shall promptly contact the parents or
guardians of a student who has been the alleged target or alleged aggressor of bullying. The actions
being taken to prevent further acts of bullying shall be discussed.

20

The school principal or a designee shall promptly investigate the report of bullying, using a
Bullying/Cyber-bullying Report Form (Policy File: JICFB-GBB1) which may include interviewing the
alleged target, alleged aggressor, staff members, students and/or witnesses.
Support staff shall assess an alleged target's needs for protection and create and implement a safety
plan that shall restore a sense of safety for that student.
Confidentiality shall be used to protect a person who reports bullying, provides information during an
investigation of bullying, or is witness to or has reliable information about an act of bullying.
If the school principal or a designee determines that bullying has occurred he/she shall take appropriate
disciplinary action up to and including suspension and expulsion for students and termination for
employees. If it is believed that criminal charges may be pursued against the aggressor, consult with the
school's Resource Officer to determine if criminal charges are warranted. If it is determined that criminal
charges are warranted, the local law enforcement agency shall be notified.
The investigation shall be completed within ten (10) school days from the date of the report. The parents
or guardians shall be contacted upon completion of the investigation and informed of the results, including
whether the allegations were found to be factual, whether a violation of this policy was found, and whether
disciplinary action has or shall be taken. At a minimum the Principal or their designee shall contact the
parents or guardians as to the status of the investigation on a weekly basis.
Disciplinary actions for students who have committed an act of bullying or retaliation shall be in
accordance with district disciplinary policies.
Each school shall document any incident of bullying that is reported per this policy and a file shall be
maintained by the principal or designee. A monthly report shall be provided to the Superintendent.
Confidentiality shall be maintained to the extent consistent with the school's obligations under law.
Retaliation
Retaliation against a person who reports bullying, provides information during an investigation of bullying,
or witnesses or has reliable information about bullying shall be prohibited.
Target Assistance
The Norton Public Schools shall provide counseling or referral to appropriate services, including
guidance, academic intervention, and protection to students, both targets and aggressors, affected by
bullying, as necessary.
Training and Assessment
Annual training shall be provided for school employees and volunteers who have significant contact with
students in preventing, identifying, responding to, and reporting incidents of bullying.
Age-appropriate, evidence-based instruction on bullying prevention shall be incorporated into the
curriculum for all K to 12 students.
Publication and Notice
Annual written notice of the relevant sections of the Bullying Prevention and Intervention Plan shall be
provided to students and their parents or guardians, in age-appropriate terms, by way of the Student
Handbook.
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Annual written notice of the Bullying Prevention and Intervention Plan shall be provided to all school staff.
The faculty and staff at each school shall be trained annually on the Bullying Prevention and Intervention
Plan applicable to the school.
Relevant sections of the Bullying Prevention and Intervention Plan relating to the duties of faculty and
staff shall be included in the School Employee Handbook.
The Bullying Prevention and Intervention Plan shall be posted on the Norton Public Schools website.

Definitions:
Aggressor – a student, staff member or other adult who engages in bullying or retaliation.
Hostile environment – a situation in which bullying causes the school environment to be permeated with
intimidation, ridicule or insult that is sufficiently severe or pervasive to alter the conditions of the student's
education.

Retaliation – any form of intimidation, reprisal, or harassment by a student or staff member directed
against any student, staff or other individual for reporting or filing a complaint, for aiding or encouraging
the filing of a report or complaint, for cooperating in an investigation or for taking action consistent with
this policy.
School grounds – property on which a school building or facility is located or property that is owned,
leased or used by the Norton Public Schools for a school-sponsored activity, function, program,
instruction or training .
School staff – including, but not limited to, an educator, administrator, school nurse, cafeteria worker,
custodian, bus driver, athletic coach, advisor to an extracurricular activity or paraprofessional.

Target – a student who was bullied or retaliated against.

Nothing in this policy shall be construed to abridge the rights of students who are protected by the First
Amendment to the Constitution of the United States or by Article XVI, as amended, of the Constitution of
the Commonwealth.
Nothing in this policy shall supersede or replace existing rights or remedies under any other general or
special law, nor shall this section create a private right of action.
LEGAL REFS.:
Title VII, Section 703, Civil Rights Act of 1964 as amended Federal Regulation 74676 issued by EEO
Commission Title IX of the Education Amendments of 1972
Board of Education 603 CMR 26.00
An Act Relative to Bullying in Schools, Chapter 92
M.G.L. c.71, section 37 O and M.G.L. c. 71B
CROSS REFS.:
Safe Schools Policy GBB
ADAPTED FROM:
MASC 2010
Adopted: October 18, 2010
Revised: March 7, 2011
Revised: September 26, 2011
Revised: September 30, 2013
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APPENDIX A: BULLYING/CYBER-BULLYING PREVENTION AND INTERVENTION INCIDENT REPORTING FORM
I. REPORT OF INCIDENT
1. Name of Reporter/Person Filing the Report:

(Note: Reports may be made anonymously, but no disciplinary action will be taken against an alleged
aggressor solely on the basis of an anonymous report.)
2. Check whether you are the : Target of the behavior
3. Check whether you are a: Student
Parent

Administrator

Staff member

Reporter (not the target)
(specify role)

Other (specify)

Your contact information/telephone number:
4. If student, state your school:

Grade:

5. If staff member, state your school or work site:

6. Information about the Incident:
Name of Target (of behavior):

Name of Aggressor (Person who engaged in the behavior):

Date(s) of Incident(s):

Time When Incident(s) Occurred:

Location of Incident(s) (Be as specific as possible):

7. Witnesses (List people who saw the incident or have information about it):
Name:
� Student � Staff � Other
Name:

� Student � Staff

� Other _________________

Name:

� Student � Staff

� Other
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8. Describe the details of the incident (including names of people involved, what occurred, and what each
person did and said, including specific words used). Please use additional space on back if necessary.

FOR ADMINISTRATIVE USE ONLY
9. Signature of Person Filing this Report:

Date:

(Note: Reports may be filed anonymously.)
10: Form Given to:
Position:

Date:

APPENDIX A
Signature:
Date Received:
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II.

INVESTIGATION: BULLYING/CYBER-BULLYING PREVENTION AND INTERVENTION
INCIDENT REPORTING FORM

1. Investigator(s):
Position(s):

2. Interviews:
□ Interviewed aggressor Name:

Date:

□ Interviewed target Name:

Date:

□ Interviewed witnesses Name:

Date:

Name (Signature):

Date:
□ Yes

3. Any prior documented Incidents by the aggressor?

□ No

If yes, have incidents involved target or target group previously?

□ Yes

□ No

Any previous incidents with findings of BULLYING, RETALIATION

□ Yes

□ No

Summary of Investigation:
(Please use additional paper and attach to this document as needed)
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III. CONCLUSIONS FROM THE INVESTIGATION
1. Finding of bullying or retaliation:

□ YES

□ Bullying

□ Incident documented as:

□ Retaliation

□ Discipline referral only

□ NO

2. Contacts:
□ Target’s parent/guardian Date:

□ Aggressor’s parent/guardian Date:

□ District Equity Coordinator (DEC) Date:

□ Law Enforcement Date:

3. Action Taken:
□ Loss of Privileges

□ Detention

□ STEP referral

□ Community Service

□ Education

□ Other

□ Suspension

4. Describe Safety Planning:

Follow-up with Target:
Scheduled for

Initial and date when completed:

Follow-up with Aggressor:
Scheduled for

Initial and date when completed:

Report forwarded to Principal:

Date

Report forwarded to Superintendent:
(If principal was not the investigator)

Date

Signature
Title:

Date:
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CONFLICT OF INTEREST
An actual or potential conflict of interest can occur when an employee is in a position to influence a decision that
may result in a personal gain for that employee or for a relative as a result of business dealings. For the purposes of
this policy, a relative is any person who is related by blood or marriage or whose relationship with the employee is
similar to that of persons who are related by blood or marriage. Per State law, all employees are required to complete
an online ethics training course prior to the first day of employment and submit a certificate confirming completion
of the course. All employees must also acknowledge in writing receipt of “Summary of the Conflict of Interest Law
for Municipal Employees”.

HIRING PROCEDURE
(Note: This procedure may differ between professional and non-professional categories. The Superintendent’s
Office will advise you accordingly.)
In order to be considered for employment in the Norton School System, each prospective employee must:
1. Apply online at Schoolspring.com and include all information regarding education, certifications, etc.
2. Receive an initial interview. Two or more interviews are not uncommon.
3. Once the Building Principal or Director feels the candidate’s qualifications are right for the position, he
or she will be interviewed. At this point the interviewer will request and check a minimum of three
references.
4. When the administration is certain the best candidate has been chosen, the employee will be appointed.
5. The candidate is required to formally accept or reject the offer within five days of appointment.
6. Upon acceptance of position, applicant will contact Coordinator of Human Resources and Personnel to
schedule appointment for an Employee Orientation for submission of required employment paperwork
including mandatory CORI and fingerprint requirements.

EMPLOYEE ORIENTATION
At the time of orientation, which generally occurs either on or just prior to the employees start date, new hires will
be expected to complete forms for payroll and benefit processing as well as receive important information relative
to working for the Norton School System.
New employees will be asked to complete a W-4 form, an emergency information form, and I-9 form and other
required forms.
During the orientation appointment, new employees also receive information brochures about available insurance
plans and the retirement plan.

Please be advised that we cannot pay an employee until all paperwork has been completed and submitted.
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KEEPING OUR RECORDS CURRENT
It is important that your employment records are kept up-to-date. Be sure to notify the payroll office if there are
changes in any of the following:












Your name
Your home address
Your home telephone number or cell phone number
Your marital status
The number of your dependents
The beneficiary of your group life insurance
Your military status
Change in your educational status, i.e., advanced degrees or courses – Superintendent’s Office.
Correction to your social security number
Additional training, courses or experience. In addition, at the beginning of each
school year, we require every employee to complete an Employee Data Form to update our files –
Superintendent’s Office.
Name on certification must be same as that used in payroll.

OUTSIDE EMPLOYMENT
All employees are expected to comply with their respective collective bargaining agreement with regard to work
hours and schedules and will be subject to Norton Schools scheduling requirements regardless of any existing outside
work requirements.
If the Norton School Department determines that an employee’s outside work interferes with performance or the
ability to meet their job requirements, the employee may be asked to terminate the outside employment if he or she
wishes to remain with the school system.

PUBLIC EMPLOYEES AND CAMPAIGNS
Under Massachusetts General Laws, Chapter 55, the Campaign Finance Law regulates political activity by public
employees and the use of public buildings and resources in campaigns.
Section 13: Public Employees
No person employed for compensation for the Commonwealth, its cities, towns and counties, and public
agencies, other that an elected official, may directly or indirectly solicit or receive a contribution or anything
of value for any political purpose.
Section 14: Public Buildings
Soliciting or receiving campaign contributions in a public building is prohibited. Examples include City or
Town Hall, office buildings, public schools and libraries, police and fire stations and public works garages.
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Use of Public Resources
Campaign finance law prohibits the use of public resources for political campaign purposes, such as
influencing the nomination or election of a candidate, or the passage or defeat of a ballot in question, “Public
Resources” encompass just about anything that is paid for by taxpayers, such as vehicles, office equipment
and supplies, buildings and the paid time of public employees.

ACCESS TO PERSONNEL FILES
When a request is received for information contained in an employee’s personnel record, the school shall verify only
that the individual concerned is employed by the school system and shall further reveal in what capacity the
individual serves, for example: clerk, custodian, etc.
No further information concerning the individual shall be divulged unless the person making the inquiry supplies
written authorization from the employee concerned or there is a court subpoena.
Employees can request review of their own personnel records. Personnel records can be reviewed by prior
appointment in the Superintendent’s Office. Records cannot be removed from the department. Employees are
required to complete the sign-in sheet in the personnel file with name and date file was reviewed. Employees who
wish to obtain copies of documents contained in their personnel file must make a written request and be responsible
for copy costs.
Employees may make written objections to any information contained in the file. Any written objection must be
signed by the staff member and shall become part of the employee’s personnel file. Further, no negative comment
shall be placed in a file unless the person making the comment signs it and the staff member is informed of the
comment and is given the opportunity to include a response.

REFERENCE AND BACKGROUND CHECKS
To ensure that individuals who join the Norton School System are well qualified and have a strong potential to be
productive and successful, it is the general policy to check the employment references of all applicants. A Criminal
History Systems Board (CORI) check will also be made and will be updated every three years. In addition, all new
hires must fulfill the mandated fingerprint-based criminal background check. The appropriate supervisor will
respond to all reference check inquiries from other employers.

PHYSICAL EXAMINATION REQUIREMENTS

Prior to employment, all employees shall submit a physician’s statement indicating your physical ability to work.
Maintenance staff is also required to pass a pre-employment physical examination as a condition of employment.
The Superintendent may require an employee to submit to a physical exam by a physician appointed by the school
system whenever that employee’s health appears to be a hazard to others or when a doctor’s certificate is needed to
verify need for sick leave.
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MENTORING REQUIREMENTS FOR TEACHERS

Another condition of employment is participation in our mentoring program for two days in August and 50 additional
hours.
SENIORITY
In general, seniority is the length of continuous employment from the first day you started to work in the Norton
Public Schools System. Seniority is a primary factor in deciding layoffs and recall, the length of your vacation for
supportive personnel, and may affect promotions. See definition in your contract.
TRANSFERRING TO ANOTHER POSITION
Transfers from one department and/or school to another occur frequently in our school system. Many of the skills
and talents required to complete various functions here are similar, and employees may want to broaden their
experiences by transferring to another area. Often, employees are simply unable to work with one another. We
recognize that personality conflicts can adversely affect a whole department’s performance.
All vacancies will be posted on the bulletin board provided for this purpose within each school. To request a transfer,
you must forward a letter to the Superintendent of Schools requesting this new position and salary.
A transfer from one department to another may affect your seniority and salary within a given department. It is best
if you discuss this matter with your association.
Once you’ve transferred from one department to another, it is important to acquaint yourself with any differences in
procedures in the new department.

LEAVING US
REASONS FOR TERMINATION
Any employee will be subject to discharge for the following reasons:
1. He or she cannot perform high quality work after a fair amount of time on the job and sufficient
instruction.
2. He or she demonstrates frequent lateness or absences without acceptable reason.
3. He or she violates the code of conduct explained later in this manual.
Termination will result only after the warning and probation cycle explained in the next section of this manual.

HOW AND WHEN TO GIVE NOTICE
If you plan to leave the employment of the Norton Public School System, we typically expect at least 30 days’ notice
in writing, unless the CBA indicates a different time period. We request 30 days as a courtesy to us, to give us time
to find a replacement for you.
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REFERENCES AND RECOMMENDATIONS
It is acceptable to ask your supervisor for a letter of recommendation once you have given him or her written notice
that you plan to leave. It is entirely your supervisor’s decision, however, as to whether he or she will write such a
letter.
Should you want other administrators to write letters of recommendation for you, that is their decision as well.
It is also permissible for you to ask central office to write a letter that details your job history with us: your length
of stay, the dates, your salary history and your exact job description.

EVALUATIONS, WARNINGS AND PROBATION
EVALUATIONS
The job performance of each employee is formally evaluated each year. The minimal number of evaluations, and
the frequency, will be determined by the applicable negotiated agreement. Your immediate administrator will
complete the evaluation form, and you will receive a copy. At this point, you will have a meeting with your evaluator
to discuss the evaluation.
If you believe your evaluation is unfair, you may schedule a meeting with your evaluator’s supervisor and/or submit
a letter of rebuttal, which will be attached to the original evaluation.

PROBATION FOR NEW EMPLOYEES
All new employees will serve a probationary period, the length of which will be determined by the particular
negotiated agreement or state statute. Your supervisor will evaluate you as per negotiated agreement. The evaluation
will be discussed with you. If your work is unsatisfactory you may be dismissed on or before the end of your
probationary period.

WARNINGS AND PROBATION FOR EXPERIENCED EMPLOYEES
Employees no longer on probation, whose work appears below standard, will receive first, an oral warning from a
supervisor. If, two weeks after receiving this warning, the administrator remains dissatisfied, he or she will send
you a written warning, with a copy to the Superintendent of Schools. Continued poor job performance will lead to
further disciplinary action and possible dismissal.
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SCHOOL COMMUNICATIONS
YOUR SUPERVISOR
Your supervisor or association representatives are the individuals to turn to with your problems, questions, criticisms,
and suggestions.
We stress communication here: talking it over; talking it out; listening to each other; respecting each other’s abilities,
talents, and difficulties.

WORKING WITH OTHERS
The Norton Public School System has many varied departments. Consult your Staff Manual or the Phone Directory
at the beginning of this book. This will suggest whom to contact with regard to special problems or questions.
Although your supervisor can direct you to the right department to get an answer, feel free to acquaint yourself with
the functions of the various departments and the people who work there.
We encourage you to know each department and school. At some point, you will probably need to talk to someone
in every area here.

TECHNOLOGY USE
The use of the Norton Public School Network is provided to facilitate education. Inappropriate use will result in
cancellation of privileges. Users should not expect privacy in the contents of personal files on the district system.
Routine maintenance and monitoring of the NPS Network may lead to discovery that a staff member has violated
this policy, or the law. All e-mail is considered public record.
The Superintendent of Schools, Director of Instructional Technology, or designee shall have the right to access email. The following unacceptable uses include (but are not limited to):






Transmission of copyright or trade information.
Transmission of obscene or threatening material.
Staff shall not attempt to gain unauthorized access to the NPS Network or to any
other computer system through the NPS Network or go beyond authorized access.
This includes attempting to log in through another person’s account or access
another person’s files. These actions constitute vandalism and are illegal, even if
only for the purpose of “browsing”.
Staff shall not use the NPS Network for commercial purposes, which includes
offering, providing, or purchasing products or services.

System Security:



Each staff member is responsible for their individual file account and should take all reasonable
precaution to prevent others from accessing their files. Under no conditions should staff provide their
password to another person.
Staff should not download or transfer files without proper software license.
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Staff shall not make deliberate attempts to disrupt any computer systems or networks, nor destroy data
by spreading computer viruses or by any other means. These actions are illegal.
Staff will read and sign an Acceptable Use Policy.
Staff will be directed to change passwords yearly.

USE OF STUDENT INFORMATION SYSTEM
The Norton Public Schools requires the use of an online Student Information System (SIS) by teachers and
encourages its use by parents and students. We believe the use of the SIS improves teacher/student/parent
communication.

File: IJNDD

Norton Public Schools
Policy on Facebook and Social Networking
The Superintendent and the School Principals will annually remind current staff members and
orient new staff members concerning the importance of maintaining proper decorum in the online, digital world and adhering to appropriate boundaries in the student/teacher relationship. The
School Department’s policy with regard to teacher interactions with students and families utilizing
technology, such as electronic mail, social networking websites and cell phones is as follows:

1) Unacceptable Online Interactions With Students Using Facebook and Similar Internet
Sites or Social Networks, or Via Cell Phone, Texting or Telephone.
a. Staff members may not list current Norton Public School students or former Norton
Public School students below the age of 18, as "friends" on private networking sites.
b. All e-contacts with students should be through the district's computer and telephone
system, except in emergency situations. Staff members will not give out their private
cell phone or home phone numbers, or personal e-mails, without prior approval of the
Principal. This policy does not apply to family relationships.
c. Coaches and club/activity advisors will not give out their private cell phone or home
phone numbers, or personal e-mails, without prior approval of the Principal. All
contact and messages by coaches and club/activity advisors with team members shall
be sent to all team members, except for messages concerning medical or academic
privacy matters. Messages from coaches will be copied to the athletic director. The
school principal will be copied on all contact and messages from coaches and
club/activity advisors.
d. The district will educate staff members on all capabilities of the district’s EdLine system
in order that staff will not feel a need to utilize their own personal resources.
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2)

Privacy of On-Line Content.
Staff members are reminded that items placed on-line are never fully
private and may affect how students, parents, administrators and peers perceive
them. Posting items with sexual content and those exhibiting or advocating use of
illegal drugs is poor judgment and may be deemed inappropriate.

3) Monitoring of On-Line Conduct.
The School Department retains the right to monitor its internal technology systems.
When inappropriate use of computers and websites reaches the attention of
administration, the School Principal will promptly bring this to the attention of the staff
member and the Superintendent. After investigation, and due process, disciplinary
action for failure to exercise good judgment in on-line conduct, may be applied.
4) Teachers Shall Adhere to Existing Standards of Conduct in Connection With Electronic
Communications with Students.
Teachers are already under an obligation to maintain appropriate boundaries in their
relationships with students (e.g., teachers should avoid excessive attention to a
student, communicate only on school-related activities, maintain professionalism, etc).
These same standards apply to electronic communications with students (e.g., social
networking, e-mail, “texting,” or other cell phone communications).

Resource: MASC 9/10
Adopted: October 18, 2010
Revised: December 13, 2010
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Human Resources
PAYDAY
In general, you will be compensated every other Thursday. If Thursday is a holiday, the checks will be handed out
on the preceding Wednesday.
If you should lose your check, report it to the Coordinator of HR and Personnel immediately.
If you are not at work on Thursday, your Principal will hold your check until you return to work the next day. If you
are out on a Leave of Absence or multi-day absence, your check will be mailed.
PAYROLL DEDUCTIONS
Federal and state withholdings, retirement, Medicare and OBRA (retirement system for temporary employees), all
required by law, are deducted from your bi-weekly earnings. Often, these deductions may change as they are affected
by changes in the amount you earn, by legislation, and by the number of dependents you declare.
You may authorize voluntary deductions for any of the following:






Savings Plans
Insurances
Cafeteria Plan
Union Dues
Tax Sheltered Annuities

If you have any questions about deductions appearing in your salary statement, call the Coordinator of HR and
Personnel.
TRAVEL AND TRANSPORTATION
If you are entitled for reimbursement of travel and transportation expenses incurred in the performance of your job,
you are required to complete the necessary form listing mileage and other expenses (attach receipts), and submit this
form to the Superintendent of Schools for payment. Your mileage reimbursement is determined by your negotiated
agreement. In many cases, prior approval is necessary for reimbursement.

DAYS AND HOURS OF WORK
HOURS OF WORK
The standard workday is based upon the school to which you are assigned and your position. In general, all full time
employees have a minimum of 25 or 30 minutes for lunch. Your supervisor will advise you as to when you may
take this break or any other breaks you may be entitled to. Some department or schools take their breaks together,
while others stagger the times. (Reference your contract)
Should there be a change in the day’s work schedule, due perhaps to holiday hours or to early closing for bad weather,
or any other scheduled change (i.e. release time), we will notify you as soon as possible.
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OVERTIME
Support personnel may be required to work overtime when the need arises. In order to work overtime, you will need
the prior written approval of your immediate supervisor. The rate of pay is governed by your particular negotiated
agreement.

ATTENDANCE AND LATENESS
We expect each of our employees to report to work on time and to continue to work until the end of the workday.
An unsatisfactory attendance report, frequent lateness, and long lunch breaks may be cause for disciplinary action.
Should this continue, your attendance record could be reason for dismissal.
Your attendance record can be a significant factor in evaluating you for promotions, and could be important in
deciding which employees are laid off first.
All employees are required to sign in and out at each school if working between buildings or coming/going during
the work day or before/after the normal start/end of work day.

HOW TO REPORT ABSENCES
If you know you will be absent in advance, please tell your supervisor or principal. If this isn’t possible, please
telephone your supervisor or designated administrator to report your absence each day, following the timeframe set
by your building’s administration.
If we do not hear from you for three workdays, we will assume you have left your job.

UNAVOIDABLE LATENESS
If you must be late for work, or need extra time for lunch, please clear this with your supervisor.
We realize, of course, that lateness sometimes cannot be avoided. Please report directly to your supervisor to explain
should you arrive late. If your supervisor is not available, report to the school secretary.

BAD WEATHER CLOSINGS
Each school attempts to contact all employees via a telephone tree. We will also contact employees by the ConnectEd
telephone messaging system.
To find out whether school will be open in bad weather, watch WBZ Channel 4, WCVB Channel 5, WHDH Channel
7, Fox25, or NECN between 5:00 – 7:00 a.m.
Should our schools not be listed as being closed, and you are sure you will be unable to get to work, call your
supervisor.
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TIME OFF
SICK LEAVE
The amount of sick leave you receive is dependent upon your particular negotiated agreement. We expect, however,
that employees will not abuse sick leave. Employees found to be abusing sick leave will be considered to have been
absent excessively and therefore may be liable for possible dismissal.
Employees are expected to call their supervisor each day until they return to work. If you are out sick for more than
three days, you may be required to bring a note from your physician when you return. See your current contract.
If you utilize a sick leave day, either for yourself or a family member, on the day before or after a holiday or vacation
period, a physician’s note will be required.

PERSONAL DAYS
The Norton Public School System gives personal days to employees. Personal days are for the purpose of attending
to personal matters that cannot be conducted before or after the school day or on school days. The amount you
receive is dependent upon your particular negotiated agreement. Personal days will not be approved for the day
before or after a holiday or vacation period. If possible, please schedule personal days off three days in advance.
(Please check your negotiated agreement).
BEREAVEMENT LEAVES
The Norton Public School System will give employees time off with pay in the case of a funeral of a close relative
(normally defined as parent, child, spouse, brother, sister, grandparent, aunt, uncle, in-laws or other relative the
employee lives with). Please refer to your collective bargaining agreement. If you cannot let your supervisor know
in advance that you need such a leave, please contact him or her at the earliest possible opportunity.
PAID HOLIDAYS
Members of certain bargaining units are paid for various holidays. To see if you qualify for this benefit, and to
identify the holidays covered, please read your contract.
RELIGIOUS HOLIDAYS
The Norton Public School System respects the right of each employee to worship as his/her faith dictates. Schools
are closed Christmas and Good Friday. Employees observing other religious holidays should notify the
Superintendent of Schools of their intention to observe other days. The negotiated agreement will be strictly
observed.
VACATIONS
Twelve-month employees are entitled to a vacation period. The length of the vacation period is determined by the
length of service and the applicable negotiated agreement. Vacations should be scheduled as far in advance as
possible. Ten-month employee vacation payments will be made in June.
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LONG-TERM LEAVES OF ABSENCE
A long-term leave of absence consists of more than five working days when you cannot be at work for reasons other
than illness. To apply for such a leave, a letter seeking prior approval should be submitted to the Superintendent
indicating the last day of employment and the date when you expect to return. The decision is up to the
Superintendent of Schools. All long-term leaves are without pay and limited to one year in duration. Long-term
leaves may affect your health insurance benefits. Please check with the payroll/benefits coordinator regarding
coverage.
The Town of Norton provides all employees with an Employee Assistance Program. Should you be in need of
services, please call The Wellness Corporation at 1-800-828-6025 or visit www.wellnessworklife.com. All calls are
confidential.
MATERNITY LEAVE
Maternity leave will be granted to a pregnant employee in compliance with State and Federal laws. This request
must be in writing to the Superintendent. Please follow your contract when requesting such a leave.
MILITARY LEAVE
Military leave will be granted to any employee who is a member of the U. S. Armed Services Active Reserve or
National Guard for temporary field training or emergency duty. This employee will be paid his or her regular salary
for the time absent. State and Federal laws will be adhered to.
JURY DUTY
When an employee is called to serve on a jury, he or she will be granted a leave of absence as long as he or she
submits the jury summons to the Superintendent. An employee will receive his or her regular pay during the period,
minus the amount paid for serving on the jury. When you return to work, you must submit to the payroll department
a statement from the court detailing the dates you served and the amount you were paid.
MEDICAL LEAVE
Employees may be granted a leave of absence for illness or injury. All leaves that are considered disability leaves
require a doctor’s letter explaining the reasons for the medical leave and the dates. The pay allowances while on
medical leave are based upon Massachusetts General Laws. An employee returning to work from a medical leave
must bring a doctor’s note stating he or she is now able to return to work without risk.
LAYOFFS AND RECALLS
Should a layoff be necessary, employees will be laid off on the basis of their length of service. If the length of
service for two or more employees is equal, a lottery will be held prior to their placement on the seniority list.
You will be recalled to work in the reverse order of the layoffs. You will be notified of the recall by registered mail.
Should you not return to work within a reasonable time (defined by contract), we will assume you are not planning
to return.
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SCHOOL PROCEDURES
USING OUR PHONE SYSTEM
The interoffice phone system enables you to simply dial the correct extension. To make an outside local call from
an extension, dial “8” before dialing the phone number.
MAKING SUGGESTIONS
We truly welcome and encourage your suggestions on how to improve procedures, atmosphere, and effectiveness in
the Norton Public School System.
Your suggestions may be submitted by forwarding them either to the building principal or the Superintendent of
Schools.
HANDLING A PROBLEM OR FILING A COMPLAINT
We encourage our employees to learn to talk things over when they have problems or complaints about job conditions
or colleagues. Bring these matters to your supervisor’s attention first. Should you feel that your supervisor’s
response does not solve your problem, you may make an appointment with the Superintendent. We will make every
effort to work with you to try to solve problems, hear your complaints, and make suggestions.

SCHOOL RULES
CODE OF CONDUCT
We pride ourselves on the clean, orderly, safe, and healthful environment we’ve created in our school system. To
continue this, we need your cooperation. Please read and follow these rules of conduct:
We prohibit fighting; harassment; bullying; abuse or destruction of property; possession of narcotics, alcohol
and weapons on the premises; falsification of school records; illegal, immoral, or indecent conduct or
language; and removal of school property from the premises, without permission.
We ask that employees do not conduct personal business on school time or with school equipment or
resources.
We stress an atmosphere of respect for each other’s rights and privacy.
SMOKING
Per town and state law, smoking is not permitted in school buildings and school grounds.
PERSONAL CALLS AND MAIL
We ask that you limit your personal calls to emergencies or very important matters and that you keep these calls
short. If you are making a long distance phone call, please use your personal cell phone or calling card.
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We often struggle to maintain a smooth-running operation as we process an enormous load of business mail daily.
Interoffice mail is allowable. Sending out or receiving personal mail should be at an absolute minimum. We do not
allow employees to use school postage for their personal mail.

SAFETY REGULATIONS
We expect that mature and responsible employees will follow basic rules of safety appropriate to large work areas
for the health and protection of themselves, students, their colleagues, and the school system. There are a few
practices we would like you to observe:
1. Do not lift and carry anything heavy by yourself. If you need assistance, ask.
2. Report any injury - large or small - to your school nurse. Should you have an injury or feel ill while at
work, notify your principal or school nurse immediately, and complete an Accident Report form.
3. Should you notice something that seems like a safety hazard anywhere in school, please report this to the
building principal immediately.
DRUG-FREE WORKPLACE
Drug-Free Workplace Act of 1988 Policy
In order to comply with the Drug-Free Workplace Act of 1988, applicants for federally funded grants and contracts
are required to certify that they have made a good faith effort to maintain a drug free workplace in accordance with
the following policy.
Massachusetts General Laws, Chapter 94 C, establishes five "classes" of drugs as controlled substances. These
classes include, but are not limited to such substances as heroin, cocaine, LSD, marijuana and opium based drugs.
The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance by employees is
prohibited on any premises occupied or controlled by the school. No employee will report to work while under the
influence of illegal drugs. Any employee determined to have violated this policy may be subject to disciplinary
action up to and including termination.
In order to comply with the federal law, the Norton School System requires that an employee notify the employer of
any criminal drug statue conviction for a violation occurring in the workplace no later than five days after such
conviction. Notice shall go to the Superintendent. The school system will notify any federal contracting agency
within ten (10) days of having received notice that an employee engaged in the performance of such contract has
had any criminal drug statue conviction for a violation occurring in the workplace. The school system will impose
assistance or rehabilitation program by any employee who is so convicted within thirty days of receiving notice of
such conviction.
Each employee is notified that, as a condition of employment, he/she must abide by the policy and notify the
employer of any criminal drug statue conviction for a violation occurring in the workplace no later than five (5) days
after such convictions. Failure to abide by the policy may result in disciplinary action, which may include but is not
limited to warnings, suspensions, participation in a drug assistant rehabilitation program, or termination.
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RIGHT-TO-KNOW
The school is committed to protecting its employees from recognized hazards in the workplace. The main federal
law covering issues of workplace safety is the Occupational Health and Safety Act of 1970 [OSHA]. Massachusetts
has its own law called the Right-to-Know Law. It is the school system’s responsibility to generally provide a
workplace that is free of dangers that could physically harm an employee.
Under the Massachusetts Right-to-Know Law and the OSHA Hazard Communication Standard you are entitled to
receive information about the toxic substances that are used or stored in your workplace. This information is available
to you in the form of a Material Safety Data Sheets (MSDS) - a technical fact sheet that describes the health effects
and safe uses of the toxic products on the job. The MSDS is written by the product manufacturer who must give it
to the school. In turn, the school must provide the MSDS to you, your union, or your doctor on request.
If you feel your work area is unsafe, make your supervisor aware of the potential danger and allow him/her to correct
the problem.
USE OF CELL PHONES
The use of cell phones is more for convenience purposes today than it may have been ten years ago. From an
educational perspective, the use of cell phones, including but not limited to texting, disrupts the educational
environment, therefore, should not occur during your work day. In addition, please be advised that a national survey
of school based police officers revealed that the use of cell phones in schools detracts from school safety in a crisis.
In general, the use of cell phones in schools should only address emergencies.
VISITORS
All visitors must notify the building office when entering any school. Please let your supervisor know if you expect
a visitor during the workday. All employees must sign in and out at the front office when leaving or entering a
school building during work hours.

DRESS CODE
Although we do not have an official dress code, we ask that you report to work dressed neatly and appropriately.
Personnel receiving a clothing allowance for uniforms are required to wear the specified uniform.
Remember, this is a public school system and all of us are expected to set appropriate examples for students.
Please dress accordingly!
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Important Information:

Title I, Section 504 and Title VI:
Mrs. Jennifer O’Neill
Assistant Superintendent for Teaching and Learning
Norton Public Schools (Henri A. Yelle Elementary School)
64 West Main Street, Norton, MA 02766
508-285-0107

Title II, Title IX and Chapter 76, Section 5 MGL:
Mrs. Jeanne Sullivan
Director of Pupil Personnel Services
Norton Public Schools (Henri A. Yelle Elementary School)
64 West Main Street, Norton, MA 02766
508-285-0191

Harassment Officers:
Ms. Martha Godfrey
Norton High School 508-285-0160
~~~~~
Mr. Eric Paulus
Norton High School 508-285-0160
~~~~~
Mrs. Sheila Anderson
District
508-285-0100 x4
~~~~~
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EMPLOYEE HANDBOOK RECEIPT
This is to confirm my receipt of the Employee Handbook of guidelines related to the Norton Public Schools’
personnel policies and procedures.
I understand that I am responsible for reading and understanding the information within and that if I have any
questions, I am to contact my supervisor. I understand the Employee Handbook is not an employment contract and
that it provides an overview of the schools system’s employment policies or procedures as reported in the handbook.
I understand further that I can expect to be informed of any changes promptly.

__________________________________________________

______________________

Signature

Date

___________________________________
Print Name

Revised: August 2017
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