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WELCOME
Dear Colleagues,

Welcome to CREST! We are a rapidly growing and changing educational service agency focused on
recruiting and retaining the most qualified and talented professionals to work with our diverse and
unique learners. We are excited to have you join our team and look forward to assisting you as you grow
in the educational field.

This manual serves as a guide to policies and practices in the collaborative and we urge you to familiarize
yourself with this information and ask questions to deepen your understanding. That said, it is not meant
to address all matters that arise. Your first communication contact in all situations is your Assistant
Program Director/supervisor as they are here to lead and guide. If you have questions after reaching out
to your Assistant Program Director/supervisor, we then ask you to reach out to our Human Resources
Director when you have questions about policy or practices and how they apply to specific situations. We
are here to support your learning.

We value respectful and productive relationships and when you join us as a staff member we will commit
to developing you as an expert in your role. Please let us know what you need, how we can assist, and
what challenges you face in your path to success.

MISSION STATEMENT
CREST empowers all learners by maximizing strengths, removing barriers, forming relationships, and
seeking innovative solutions to create a lasting positive impact into their adult lives, and equipping them
with tools to succeed in a safe and supportive learning environment and within the greater community.

VISION STATEMENT
CREST is supported by caring people, including families, district partners, community members, and local
businesses who collaborate to fully address learners’ academic, vocational, social/emotional, and
therapeutic needs.

● Curriculum supports state standards, is evidence-based, and accessible. Universal Design for
Learning guides instruction, assessment, interventions, and materials to optimize teaching and
learning.

● Faculty and staff are highly qualified, have broad skill sets, and are equipped to contribute to
multiple program areas through collaboration and creativity.

● Resources, facilities, and programs are responsive to the ever-changing needs of learners,
families, staff, faculty, and districts.
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GENERAL POLICIES

1 HIRING PROCEDURES

1.1 GENERAL PROCEDURES

● All new employees, upon request, will be given a hard copy of the Collaborative Policy and
Procedures Manual at the time of hiring. Electronic versions are available for all employees. This
manual cannot address every issue that may arise during your employment. The Collaborative
reserves the right to add, change, or delete information in this manual. While the Collaborative will
attempt to notify employees in writing of these changes prior to their effective date that may not
always happen. This manual is not to be construed as a binding contract, nor can you rely on this
manual as if it were a contract.

● New employees will be considered to be conditional employees for ninety (90) days.
o The Assistant Program Director/supervisor will informally evaluate the staff’s performance to

determine continuation of employment within the ninety-day (90) period.
o Conditional employees may be terminated within the probationary period of ninety (90)

days for any reason without recourse.
o Employment contracts can be terminated by the Board of Directors at any time with or

without written notice.

1.2 FROM VACANCY TO HIRING

● Vacancies are created by resignation, retirement, non-renewal, leaves of absence, or the creation of
a new position. It is the responsibility of the Executive Director, and of persons to whom he or she
delegates this responsibility, to determine the personnel needs of the Collaborative. In order to
recruit staff, vacancies will be posted on School Spring. It may also be determined that additional
advertising is necessary whether through other online portals or in print. Internal notifications
regarding job postings will be sent to all staff via email.

● Assistant Program Director/supervisor completes Request to Fill Form (RTF) indicating the need for
the opening (and the job description if it is a new position) and submits the documentation to the
Director of Finance for budgetary review.

● If approved by the Director of Finance, the RTF is forwarded to Executive Director for approval.
● Executive Director reviews and approves the RTF and then provides it to Human Resources (HR) for

posting.
● HR screens applicants and moves the appropriately licensed applicants to the ‘review’ stage in

School Spring, prints a copy of licensure status from ELAR, and notifies the Assistant Program
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Director/supervisor that the applications are available. Note: Any non-qualified internal candidates
will be contacted by HR to provide feedback as to why they are not qualified for the position.

● Program/Assistant Program Director/Supervisor/Screening Committee reviews candidates and
selects who they want to interview. Interviews should be scheduled so that HR can attend. Note: All
qualified internal applicants will be interviewed.

● After a position is posted, the Assistant Program Director/supervisor, administrator, or director will
determine who is on the screening committee. Screening Committees must include at least 2
members. All teacher candidates must possess MA Licensure in the area they will be teaching.
Candidates will typically complete at least two rounds of interviews. The second interview may
include a demonstration lesson and/or interactive or writing prompt and a possible tour. After
successful completion of interviews, Assistant Program Director/supervisor or HR will conduct
reference checks. These will include (at minimum) one immediate supervisor. At least three
professional references will be contacted and information contained during those reference checks
will be documented on the Professional Reference Sheet. The Assistant Program Director/supervisor
or director will submit the candidate’s complete application packet with his/her recommendation to
hire to the Executive Director. Program/Assistant Program Director/Supervisor is also responsible for
completing the Interview Log Sheet and submitting that to the Human Resources Director as well.

● Internal candidates may apply to any posting with a letter of intent and any applicable additional
application materials.

● Once Program/Assistant Program Director/Supervisor selects a final candidate, the following is
forwarded to the Executive Director:

Formal letter of recommendation to hire for the Board
Request to Hire form completed
License, transcripts, and any other required information
CORI/SORI forms
Reference check documentation
Interview log
Technology needs form

● Executive Director signs off on Request to Hire form.
● HR extends the offer of employment and subsequently coordinates a time for the new employee to

complete all the necessary employment paperwork. Contract information for any newly hired
employees will be presented at each Board Meeting and will be contingent upon approval of the
Board of Directors. Documentation for the requirements of this policy will be the responsibility of
the HR and will become part of the applicant's personnel file.

● The application for employment of any candidate for any position will be signed under the penalties
of perjury. Providing false information on any application materials will be considered just cause for
dismissal.

1.3 APPOINTMENTS

o The Board of Directors appoints candidates to staff positions, based upon the recommendation
of the Executive Director, subject to satisfactory background and reference checks, including a
CORI check, SORI check, and national fingerprint-based background check.

o Background checks are conducted in compliance with legal statute and timelines.
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1.4 INITIAL APPOINTMENT

o The initial appointment (contract of employment) of a candidate or the subsequent renewal of
an employee's contract can only be made with the positive recommendation of the Executive
Director and the approval of the Board of Directors.

o Notwithstanding the foregoing, the Board authorizes the Executive Director to offer contracts of
employment to recommended candidates during the period of time between meetings of the
Board of Directors, with such contract contingent upon the approval of the Board of Directors at
the next meeting.

o At the discretion of the Executive Director, the recommended candidate may start to work
during this period of time.

1.5 ANNUAL REAPPOINTMENT

o The annual renewal of the contract of employment of employees shall take place on or before
June 15th.

o Annual contract renewal requires the recommendation of the Assistant Program
Director/supervisor with the support of the Executive Director. Discussions between Program
Directors/Assistant Program Directors, supervisors, coordinators and the Executive Director
regarding the renewal of staff contracts occur on an ongoing basis. As a result of these
discussions, a decision regarding the employment of any staff will be made. If an employment
contract is not being renewed, the Human Resources Director, and the direct supervisor will
meet with the staff member to notify him/her of the decision. The Executive Director will then
notify the Board of Directors of such decision. No further action by the Board or the Executive
Director is required for non-renewal of the employee's contract.

1.6 IMMIGRATION REFORM AND CONTROL ACT OF 1986
o CREST is committed to employing only United States citizens and those authorized to work in the

United States.
o The Immigration Reform and Control Act of 1986 requires the verification of an individual's

eligibility for employment in the United States.
o In compliance with this Act, all employees, upon being hired as a condition of employment, must

complete Form 1-9, which the Collaborative will furnish to the employee. Employees must also
present appropriate documentation establishing identity and employment eligibility. Former
employees who are rehired must also complete the form. I-9 forms must be completed in
compliance with legal statute and timelines.

o If the employee falsifies any information on the 1-9 or falsifies any other information provided
during the application process, he/she shall be subject to immediate discharge.

2 BACKGROUND CHECKS

It is the policy of the Collaborative to employ school personnel of sound moral character in order to
provide a safe environment for the students and staff of the school system. In order to accomplish this
goal, all school personnel will be subjected to a criminal records check through the Criminal History
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Systems Board (CORI), a sex offender records check through the Sex Offender Registry Board (SORI), and
a national fingerprint based background check through the Department of Criminal Justice Information
Services (SAFIS) in compliance with existing legal statute and time lines. For this purpose, background
checks will be conducted on all school personnel, contracted service providers, vendors, and school
volunteers. Employment is conditional upon the completion and determination in the Collaborative’s
sole discretion that the candidate is eligible for employment.

Documentation for the requirements of this policy will be the responsibility of the Human Resources
Director.

2.1 CORI
As part of the Collaborative’s ongoing effort and commitment to ensure the safety and well-being of our
students and staff, the Collaborative includes as part of its employment verification process Criminal
Offender Record Information (CORI) checks as part of a general background check for employment,
volunteer or contract work for anyone who may have direct and unmonitored contact with children. In
addition, the Collaborative conducts CORI checks of employees, volunteers, contractors, and contracted
transportation providers at least once every three years.

CORI used for employment purposes shall only be accessed for applicants who are otherwise qualified
for the position for which they have applied.  Unless otherwise provided by law, a criminal record will
not automatically disqualify an applicant. Rather, determinations of suitability based on background
checks will be made consistent with this policy and any applicable law or regulations.

If the Collaborative is inclined to make an adverse employment decision based on the results of the CORI
check, the applicant/employee will be notified. The employee may be requested to provide a written
statement clarifying the CORI and the circumstances surrounding the charge. This statement will be kept
on file with the CORI and contents will be kept confidential. The applicant or employee shall be provided
with a copy of the criminal record and the organization’s CORI policy, advised of the part(s) of the record
that make the individual unsuitable for the position, and given an opportunity to dispute the accuracy
and relevance of the CORI record. Applicants challenging the accuracy and relevance of the CORI record,
will be given a copy of the CHSB’s Information Concerning the Process in Correcting a Criminal Record.

Unless otherwise provided by law, factors considered in determining suitability may include, but are not
limited to the following:

(a) Relevance of the crime to the position sought;

(b) The nature of the work performed;

(c) Time since conviction;

(d) Age of the candidate at time of the offense;

(e) Seriousness and specific circumstances of the offense;

(f) The number of offenses;

(g) Whether the applicant has pending charges;
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(h) Any relevant evidence of rehabilitation or lack thereof; or

(i) Any other relevant information including information submitted by the candidate or
requested by the hiring authority.

The Collaborative will then notify the applicant of the decision and the basis of the decision in a timely
manner. Employees who are involved in criminal proceedings that may affect employment should
immediately notify the Human Resources Director.

2.2 SORI
As part of the background check process, candidates for employment, volunteers, contractors, contract
service providers, transportation providers, or anyone who may have direct and/or unmonitored contact
with children will be asked to complete a SORI (Sex Offender Registry Inquiry) request form.

2.3 NATIONAL FINGERPRINT-BASED BACKGROUND CHECK

In January 2013, An Act Relative to Background Checks (Chapter 459 of the Acts of 2012) was signed into
law. This law requires all school-related personnel with the potential for unsupervised contact with
children, as well as subcontractors/laborers commissioned by schools to perform work on school
grounds, individuals who regularly provide school-related transportation to children, and anyone
providing child care or support services licensed by the Dept. of Early Education and Care will be subject
to fingerprint-based state and national background checks. School volunteers will be required to submit
their fingerprints for the national checks. The fee associated with the fingerprint check is not
reimbursable by the Collaborative.

2.4 CONFIDENTIAL INFORMATION

The CORI, SORI, and national fingerprint-based background processes are covered under Massachusetts
Law and these statutes contain strict language regarding confidentiality. Within the Collaborative, CORI,
SORI, and fingerprint information is kept in a confidential file. The Collaborative will not release CORI,
SORI, or fingerprint information to anyone other than the specific individual on whom the CORI, SORI,
and fingerprint background check was conducted.

3 EMPLOYEE RECORDS

Upon hire, employees are requested to provide personal information that is necessary to maintain
payroll, insurance, and other benefits. Human Resources shall maintain all personnel records. It is the
employee’s responsibility to be sure that his or her personnel records are current. Changes of address,
telephone number, tax withholding, dependents, and emergency contact information should be
reported to the Human Resources and Payroll Offices. Therefore, if you fail to keep the Collaborative
apprised of any changes in the foregoing information, the Collaborative is not responsible for any
negative repercussions from its use of your outdated information.

Personnel files contain information relative to each employee’s work with the Collaborative as well as
salary history, performance evaluations, and benefit coverage. Employees may, upon written request and
during normal business hours, make an appointment to review the contents of their personnel file.
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Employees may also request a copy of their personnel file. Requests to review or receive copies of any
personnel file documents should be submitted to the Human Resources Director. A copy of a requested
personnel file will be available within five days of receipt of request. Correspondence involving discipline
or praise will be copied to the employee indicating that it has been placed in the personnel file. Please
call for an appointment with the Human Resources Director should any concerns arise.

4 CONFIDENTIALITY

Staff need to be sensitive to and mindful of the rights of students, parents, and colleagues with respect
to “privacy rights,” “confidentiality,” and “privileged communications.”

o All employees must adhere to all state and federal laws and regulations regarding the
confidentiality of student and employee records and information. See 603 CMR 23.00

o All inquiries regarding students shall be referred to the Assistant Program Director.
o Employees shall not discuss or release student information, except as is necessary for

educational purposes, without prior approval of the Assistant Program Director.
o Collaborative conforms with 201 CMR Section 17: written information security program to

safeguard personal information such as social security number, financial information etc.

It is CREST’s policy to not release any information about the employees, other than dates of
employment and job title, to external sources without the employee’s written prior consent, except
where such release is authorized by law or discoverable by opposing parties in litigation. CREST will
verify salary and earnings information to third parties only upon written authorization from the
employee.

All records, papers, and documents relating to CREST and maintained by an employee must be kept
confidential. All such documents shall remain the property of CREST and shall be delivered by the
employee to his/her immediate Assistant Program Director/supervisor at termination.

Any improper transfer of material or disclosure of information, even though it is not apparent that
an employee has personally gained by such action, constitutes unacceptable conduct. Any employee
who participates in such activity may be subject to disciplinary action, up to and including
termination.

4.1 LETTERS OF REFERENCE - EMPLOYEES NO LONGER EMPLOYED WITH CREST
All letters of reference and/or information regarding an employees’ status of employment, employment
history, and/or job performance shall be referred to the Human Resource Director. All letters of
recommendation on Collaborative letterhead must be authorized by the Executive Director.
All inquiries requesting information about any employee regardless of status should be referred to the
Human Resources Director. Information will be released from Human Resources only with written
authorization from the employee.
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4.2 PUBLIC STATEMENTS

4.2.1 Press Releases
The Executive Director has the responsibility for handling press releases and general public information
pertaining to the Collaborative. Public statements to the press, or speeches, which propose to represent
the Collaborative’s position on issues and policies, must be cleared with the Executive Director. This is
not intended to preclude Collaborative employees from expressing their views as individuals on matters
of interest to them. It is only intended to assure that the Collaborative will be represented in the public
view by persons authorized to do so.

4.2.2 Communication with Outside Sources
Insofar as there are many people working at the Collaborative in many capacities, communication with
outside sources could easily become confused, or work at cross purposes. Staff members are permitted
to be involved in work related activities with an outside source on behalf of a client. Accordingly, all
appearances by the Collaborative personnel at a legislative hearing as representatives of the
Collaborative, or speaking on behalf of the Collaborative, must be authorized and cleared with the
Executive Director. Staff so involved should exercise the utmost discretion at all times. Any other
communication can only be discussed with permission of the Executive Director. This includes, but are
not limited to:

● All press releases are to be issued through the Executive Director’s office.
● All contact with School Superintendents, organization heads, state government and other

elected officials, is to be coordinated by the Executive Director or his/her designee.
● All contacts with legislators, state or federal representatives or senators are to be

coordinated through the Executive Director’s office.
● All contact with Collaborative Board members should be coordinated through the Executive

Director’s office unless there has been a directive given by the Executive Director to
implement or coordinate an assignment that requires the participation of the Board
member.

The Executive Director shall coordinate all contacts with federal bureau chiefs, funding sources, state
commissioners or similar personnel at the administrative policy level.

5 EQUAL EMPLOYMENT OPPORTUNITY POLICY

CREST has always pursued a policy of equal employment opportunity for all of its employees and
applicants for employment. It is the policy of the Collaborative to provide a safe and secure working and
learning environment for its entire staff and student body without distinction based on actual or
perceived differentiating characteristics, including race, color, age, religion, creed, ancestry, veteran or
military status, national origin, citizenship, sex, socioeconomic status, homelessness, academic status,
limited English proficiency, genetic information, gender identity or expression, physical appearance,
marital status, pregnant or parenting status, sexual orientation, mental, physical, developmental or
sensory disability or by association with a person who has or is perceived to have 1 or more of these
characteristics; or by any other protected status or characteristic under federal, state, or local laws. 
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Discrimination, sexual and bias-motivated harassment and violations of civil rights disrupt the
educational process and will not be tolerated.                  

 
The Collaborative is committed to prevention, remediation and accurate reporting of bias incidents and
civil rights violations. To that end, all staff and students can enjoy the advantages of a safe and tolerant
environment where individual differences are respected. The Collaborative undertakes to engage in
activities and programming such as training of all school personnel intended to foster respect for
diversity, civil rights and non-violence in school settings.

A formal application for employment will be accepted from all applicants and fair and impartial
consideration will be given to all applicants. It is our policy to fill vacancies with the most competent
person available, whether presently employed or a new hire. Promotion decisions are reviewed in an
effort to ensure that only valid requirements are used when evaluating employees for promotional
opportunities.

The Collaborative expects each employee to abide by the same standards of nondiscrimination. Thus,
the Collaborative will not tolerate harassment or discrimination on the basis of race, color, national
origin, ancestry, citizenship, religion, gender identity, pregnancy, sexual orientation, age, marital status,
physical or mental disability, veteran or military status, genetic information or any other protected status
or characteristic under federal, state, or local law by one employee against another employee or by an
employee against a student.

CREST has established reporting and monitoring systems and a process for systematic review of
personnel actions in an effort to ensure adherence to this policy of equal employment opportunity.

6 NON-DISCRIMINATION AND NON-HARASSMENT POLICY

6.1 HARASSMENT AND DISCRIMINATION

CREST supports all employees’ right to work and learn in an environment free from all forms of
discrimination, it is the policy of the Collaborative to provide a safe and secure working and learning
environment for its entire staff and student body without distinction based on actual or perceived
differentiating characteristics, including race, color, age, religion, creed, ancestry, veteran or military
status, national origin, citizenship, sex, socioeconomic status, homelessness, academic status, limited
English proficiency, genetic information, gender identity or expression, physical appearance, marital
status, pregnant or parenting status, sexual orientation, mental, physical, developmental or sensory
disability or by association with a person who has or is perceived to have 1 or more of these
characteristics; or by any other protected status or characteristic under federal, state, or local laws. 
Discrimination, sexual and bias-motivated harassment and violations of civil rights disrupt the
educational process and will not be tolerated.                  

 
The Collaborative is committed to prevention, remediation and accurate reporting of bias incidents and
civil rights violations. To that end, all staff and students can enjoy the advantages of a safe and tolerant
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environment where individual differences are respected. The Collaborative undertakes to engage in
activities and programming such as training of all school personnel intended to foster respect for
diversity, civil rights and non-violence in school settings. CREST prohibits discrimination by any employee,
student, client, supplier, volunteer, vendor, or other person, in connection with any CREST related
activity. CREST’s property (including telephones, cell phones, copy machines, facsimile machines, and
computers) may not be used to engage in conduct that violates this policy.

In addition to prohibiting discrimination, CREST prohibits any form of unlawful harassment against
employees, students, clients, suppliers, volunteers, vendors, or other persons, on their status in a
protected category, including sexual harassment. Harassment seriously interferes with our goal of
creating an atmosphere in which everyone is treated with respect and dignity and will not be tolerated.
Harassment has been defined as:

Conduct that denigrates or shows hostility or aversion toward an individual because of his or her status,
or that of his or her relatives, friends or associates, and that (1) has the purpose or effect of creating an
intimidating, hostile, or offensive working environment; (2) has the purpose or effect of unreasonably
interfering with an individual’s work performance; or (3) otherwise adversely affects an individual’s
employment opportunities.

Depending on the circumstances, the following conduct may constitute discriminatory harassment based
on an individual’s protected status: epithets, slurs, negative stereotyping, jokes, or threatening,
intimidating, or hostile acts, and/or written or graphic material that denigrates or shows hostility
towards an individual or group that is circulated in the workplace or placed anywhere in or on CREST
premises such as on an employee’s desk or workspace or on CREST equipment or bulletin boards. This
list is not inclusive and there may be other circumstances or conduct that may constitute discrimination
or harassment not mentioned above.

6.1.1 Procedure
The Collaborative has set procedures outlined below for a complaint of sexual harassment under Title IX.
All other claims of harassment will be governed by the procedure below. If an employee believes that
he/she has been harassed or that he/she has witnessed such harassment, he/she shall report it
immediately to his/her supervisor, to the Human Resources Director or to the Executive Director or
designee.

After a report of an incident of harassment, the harassment investigator shall immediately begin the
investigation. The investigation shall consist of interviewing both the complainant and the alleged
harasser, individually and privately. The investigator shall document the statements of both the
complainant and the harasser.

The alleged harasser shall be informed that recriminations/reprisals against the complainant shall not be
tolerated and are unlawful.

If there are witnesses to the incident of harassment, they shall be interviewed, individually or privately,
without either the complainant or the alleged harasser present. The investigator shall document the
statements of the witnesses. It is unlawful to retaliate against any witness for cooperating in the
investigation. In all cases involving harassment, all parties involved will be given the utmost protection of
privacy.
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To the fullest extent practical, CREST will keep complaints and the investigative process confidential. In
addition, employees involved in any investigation, including the employee who raised the complaint,
other witnesses, and the accused person, are urged not to discuss the allegations, the investigation or
other matters related to the allegations with other employees unless otherwise required by law.

After the investigation is completed, the Human Resources Director shall file a written report with the
Executive Director or designee. If it has been determined by the investigation that harassment has
occurred, the harasser shall be subject to discipline, i.e., counseling, reprimand (oral or written), warning
(oral or written), suspension, disciplinary transfer and/or termination. The discipline shall be filed in the
harasser’s personnel file. Also, corrective action shall be taken as needed. Both the disciplinary action
and the corrective action shall be taken as quickly as possible.

If the investigator does not substantiate the complaint of harassment, no record of the incident will be
placed in the alleged harasser’s personnel file unless requested by the alleged harasser. Retaliation or
reprisal against any individual for filing a complaint under this procedure or with any state or federal
agency for providing evidence during the investigation or for cooperating in the investigation is unlawful
and shall constitute a separate violation of the provisions of this policy for which discipline shall be
imposed.

The Executive Director shall provide both parties with a copy of the investigator’s report after review
upon request. If either employee is dissatisfied with the results of the investigation of the harassment
charge, he/she may discuss his/her dissatisfaction directly with the Executive Director or designee. If still
dissatisfied, he/she may turn to the grievance procedure or file a formal complaint with either or both
governmental agencies (EEOC and MCAD) at state and federal levels.

6.1.2 State and Federal Remedies
While CREST hopes that any employee who believes that he or she has been harassed or discriminated
against will immediately bring the matter to the attention of the Human Resources Director or Executive
Director, employees also have the right to contact the Massachusetts Commission Against Discrimination
(“MCAD”) and the Equal Employment Opportunity Commission (“EEOC”), which can be contacted at the
phone numbers and addresses list below. In addition to the above, if you believe you have been
subjected to sexual harassment, you may file a formal complaint with either or both of the government
agencies set forth below. Using our complaint process does not prohibit you from filing a complaint with
these agencies.  Each of the agencies has a short time period for filing a claim.

Equal Employment Opportunity Commission – Area Office
John F. Kennedy Federal Building
Room 475
Boston, MA 02203
(617) 565-3200

The Massachusetts Commission Against Discrimination (MCAD)
One Ashburton Place – Room 601
Boston, MA  02108
(617) 994-6000

Springfield Office - MCAD
424 Dwight Street, Room 220
Springfield, MA  01103
(413) 739-2145
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Worcester Office – MCAD
455 Main Street, Room 100
Worcester, MA 01608
(508) 799-8010

6.2 RETALIATION

It is unlawful to retaliate against any individual for filing a complaint of harassment or discrimination or
for cooperating in any investigation of such a complaint. The Collaborative will not tolerate any
retaliation against anyone who in good faith reports or cooperates in an investigation of incidents of
alleged harassment or discrimination. If an individual is found to have violated this policy, he or she may
be subject to disciplinary action, including, where appropriate, termination of employment.

7 CIVIL RIGHTS INFORMATION

It is the policy of the Collaborative to provide a safe and secure working and learning environment for its
entire staff and student body without distinction based on actual or perceived differentiating
characteristics, including race, color, age, religion, creed, ancestry, veteran or military status, national
origin, citizenship, sex, socioeconomic status, homelessness, academic status, limited English proficiency,
genetic information, gender identity or expression, physical appearance, marital status, pregnant or
parenting status, sexual orientation, mental, physical, developmental or sensory disability or by
association with a person who has or is perceived to have 1 or more of these characteristics; or by any
other protected status or characteristic under federal, state, or local laws. Discrimination, sexual and
bias-motivated harassment and violations of civil rights disrupt the educational process and will not be
tolerated.

The Collaborative is committed to prevention, remediation and accurate reporting of bias incidents and
civil rights violations. To that end, all staff and students can enjoy the advantages of a safe and tolerant
environment where individual differences are respected. The Collaborative undertakes to engage in
activities and programming such as training of all school personnel intended to foster respect for
diversity, civil rights and non-violence in school settings.

7.1 CIVIL RIGHTS LAWS

Title II of the Americans with Disabilities Act of 1990 and Title II of the Americans with Disabilities Act
Amendments Act of 2008: Prohibits discrimination, exclusion from participation, and denial of benefits
on the basis of handicap in the areas of educational programming.

Title IX of the Education Amendments of 1972: Prohibits discrimination, exclusion from participation and
denial of benefits in educational programs and activities that receive federal financial assistance on the
basis of sex.

Title VI of the Civil Rights Act of 1964: Prohibits discrimination, exclusion from participation and denial of
benefits based on race, color and national origin in educational programs or activities that receive
federal financial assistance.
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Section 504 of the Rehabilitation Act of 1973 and the Americans With Disabilities Act (ADA) of 1994:
Prohibits discrimination, exclusion from participation and denial of benefits based on disability.

MGL, Ch. 151B: Prohibits discrimination in employment and employment practices on the basis of race,
color, sex, gender, age, disability, genetic information, marital status, pregnancy, gender identity, national
origin, religion and sexual orientation.

7.2 SEXUAL HARASSMENT/TITLE IX

7.2.1 Definitions
In the employment context, sexual advances, requests for sexual favors and other verbal or physical
conduct of a sexual nature constitute sexual harassment under Massachusetts law when:

● Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual's advancement (quid pro quo harassment);

● Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions;

● Such conduct interferes with an individual's job duties; or
● The conduct creates an intimidating, hostile or offensive work environment.

In the educational context, sexual harassment means conduct on the basis of sex that satisfies one or
more of the following:

● An employee of the recipient conditioning the provision of an aid, benefit, or service of the
recipient on an individual’s participation in unwelcome sexual conduct (“quid pro quo
harassment”);

● Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies a person equal access to the recipient’s education
program or activity (“hostile environment harassment”); or

● “Sexual assault” as defined in 20 U.S.C. 1092(f)(6)(A)(v), “dating violence” as defined in 34 U.S.C.
12291(a)(10), “domestic violence” as defined in 34 U.S.C. 12291(a)(8), or “stalking” as defined in
34 U.S.C. 12291(a)(30)

The Collaborative will promptly investigate all allegations of sexual harassment of which it has actual
knowledge and which are alleged to occur in the school’s programs and activities, including locations,
events, and/ or circumstances in which the Collaborative exercises substantial control, in a way that is
not deliberately indifferent.

The following additional definitions apply:

“Actual knowledge” means notice of sexual harassment or allegations of sexual harassment to any
employee of the Collaborative, except that this standard is not met when the only official of the
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Collaborative with actual knowledge is the respondent (where the respondent is an employee).
Imputation of knowledge based solely on vicarious liability or constructive notice is insufficient to
constitute actual knowledge. Complaints will be addressed whenever the Collaborative has actual
knowledge of the allegation.

“Administrative leave” means placing an employee on leave pursuant to state law. Nothing in the Title IX
regulations precludes a recipient from placing a non-student employee respondent on administrative
leave during the pendency of a grievance process, provided that Massachusetts laws are followed.

“Consent” means cooperation in act or attitude pursuant to an exercise of free will of a conscious
person with informed knowledge of the nature of the act or actions. A current or previous relationship
shall not be sufficient to constitute consent. Consent will not be found when submission to the act or
actions is undertaken due the influence of fear, fraud, forcible compulsion, threats, and/ or the
complainant possessed any legal incapacity to consent at the time of the act or actions. Consent is a
defense to all types of sexual harassment.

“Complainant” means an individual who is alleged to be the victim of conduct that could constitute
sexual harassment.

“Deliberate indifference” means a response to sexual harassment that is clearly unreasonable in light of
the known circumstances.

“Emergency removal” means the suspension or expulsion of a student on an emergency basis, consistent
with state law. Nothing in the Title IX regulations precludes the Collaborative from removing a
respondent from the Collaborative’s education program or activity on an emergency basis, provided that
the Collaborative follows all procedures under Massachusetts law, undertakes an individualized safety
and risk analysis, determines that an immediate threat to the physical health or safety of any student or
other individual arising from the allegations of sexual harassment justifies removal, and provides the
respondent with notice and an opportunity to challenge the decision immediately following the removal.

“Formal complaint” means a document filed by a complainant or signed by the Title IX Coordinator
alleging sexual harassment and requesting that the Collaborative investigate the allegation of sexual
harassment.

“Respondent” means an individual who has been reported to be the perpetrator of conduct that could
constitute sexual harassment.

“Supportive measures” means non-disciplinary, non-punitive individualized services offered as
appropriate, as reasonably available, and without fee or charge to the complainant or the respondent
before or after the filing of a formal complaint or where no formal complaint has been filed. Such
measures are designed to restore or preserve equal access to the recipient’s education program or
activity without unreasonably burdening the other party, including measures designed to protect the
safety of all parties or the recipient’s educational environment, or deter sexual harassment. Supportive
measures may include counseling, extensions of deadlines or other course-related adjustments,
modifications of work or class schedules, campus escort services, mutual restrictions on contact
between the parties, changes in work or housing locations, leaves of absence, increased security and
monitoring of certain areas of the campus, and other similar measures. The Collaborative must maintain
as confidential any supportive measures provided to the complainant or respondent, to the extent that
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maintaining such confidentiality would not impair the ability of the recipient to provide the supportive
measures. The Title IX Coordinator is responsible for coordinating the effective implementation of
supportive measures

7.2.2 Complaints and Reports of Sexual Harassment

Upon receiving actual notice of alleged sexual harassment without a formal complaint, staff members
must notify the Title IX Coordinator. The Title IX Coordinator must then contact the complainant within
two school days of receiving the complaint and do the following:

● Discuss and offer supportive measures;
● Consider the complainant’s wishes with respect to supportive measures;
● Explain that supportive measures may be received with or without filing a formal complaint;
● Determine whether the complainant wishes to file a formal complaint; and
● Explain to the complainant the purpose of filing a formal complaint.

The Title IX Coordinator must document in writing the supportive measures offered/provided or why no
supportive measures were offered/provided.  Complainant and respondents must be offered supportive
measures even if they do not file a formal complaint.

If the complainant declines to file a formal complaint, the Title IX Coordinator must consider whether to
sign a formal complaint and start an investigation despite the complainant’s preferences. This decision
may be appropriate when safety or similar concerns lead the Collaborative to conclude that a
non-deliberately indifferent response to actual knowledge of Title IX sexual harassment could reasonably
require the school Collaborative to investigate and potentially sanction a respondent. A Title IX
Coordinator’s decision to override the complainant’s decision not to file a formal complaint must be
documented in writing along with an explanation of why this decision was necessary in order to avoid
deliberate indifference.

Formal complaints may also be filed directly with the Title IX Coordinator by a complainant in person, by
mail, by email, or by telephone at any time, including during non-business hours.

The contact information for the Title IX Coordinator is: Program Director(s) and Human Resources
Director

The complaint may be written by the complainant, or it will be reduced to writing by either the school
employee who receives the complaint, the Program Coordinator, or the Title IX Coordinator. Whether the
complaint is reduced to writing by a student, parent, or staff member, the written complaint should
include the name of the complainant, the name of the respondent, the location of the
school/department where the alleged discriminatory action occurred, the basis for the complaint,
witnesses (if any), and the corrective action the complainant is seeking.

There is no time limit or statute of limitation on timing to file a formal complaint. However, at the time of
filing a formal complaint, an alleged victim must be participating or attempting to participate in a
program or activity of the Collaborative.  Additionally, the Collaborative has discretion to dismiss a
formal complaint where the passage of time would result in the Collaborative’s inability to gather
evidence sufficient to reach a determination regarding responsibility, or when the Collaborative loses
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responsibility for the respondent (e.g., the respondent no longer attends or is employed by the
Collaborative).

If the conduct alleged in the formal complaint would not constitute sexual harassment as defined in this
policy even if proved, did not occur in the Collaborative’s education program or activity, or did not occur
against a person in the United States, then the Collaborative must dismiss the formal complaint under
these procedures, but could investigate it under other policies and procedures. The Collaborative must
send written notice of any dismissal.

Investigations to allegations of sexual harassment will be prompt and the formal process will be
completed within a sixty day timeframe where feasible. There may be a temporary delay of the
grievance process or the limited extension of time frames for good cause with written notice to the
complainant and the respondent of the delay or extension and the reasons for the action. Good cause
may include considerations such as the absence of a party, a party’s advisor, or a witness; concurrent law
enforcement activity; or the need for language assistance or accommodation of disabilities.

7.2.3 Written Notice

Before any investigation can begin, the Collaborative must send written notice to both parties including
sufficient details. Sufficient details include the identities of the parties involved in the incident, if known,
the conduct allegedly constituting sexual harassment, and the date and location of the alleged incident,
if known. The written notice must include a statement that the respondent is presumed not responsible
for the alleged conduct and that a determination regarding responsibility is made at the conclusion of
the grievance process. The written notice must inform the parties that they may have an advisor of their
choice, who may be, but is not required to be, an attorney, and may inspect and review evidence. The
written notice must inform the parties that the Collaborative’s code of conduct prohibits knowingly
making false statements or knowingly submitting false information during the grievance process.

If additional allegations are added during the course of the investigation, additional written notice must
be provided.

7.2.4 Informal Resolution

Where appropriate, after notice has been issued, the Title IX Coordinator should also consider offering
the parties an option for informal resolution (e.g., mediation). Informal resolution may only be offered
after a formal complaint is filed, and the parties must give written consent to engage in this process.
Informal resolution may not be used if the allegation is against an employee respondent. Facilitators of
informal resolution will be designated by the Title IX Coordinator and must not be biased against any of
the parties.

Informal resolution is entirely voluntary. Complainants may elect to pursue formal procedures at any
step in the process of making their complaint, even if informal resolution has already begun. Similarly,
respondents may elect to follow formal procedures and decline informal resolution.

If the complainant and the respondent feel that their grievances have been sufficiently addressed via
informal resolution, then no further action needs to be taken. This voluntary conversation must occur
within five (5) school days after receiving the complaint of discrimination or harassment, unless both
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parties agree otherwise. The results of an informal resolution shall be maintained by the facilitator, in
writing.

If the complainant is not satisfied with the resolution from the informal process, or if he/she does not
choose informal resolution, then he/she can begin the formal complaint procedure described below.

7.2.5 Investigation

If informal resolution is not offered to or accepted by the parties, the Title IX Coordinator will designate
an investigator and a decision maker, who may not be the same person. The Title IX Coordinator is free
to cast himself/ herself in either role, where appropriate.

The investigator must not be biased against any of the parties at the outset of the investigation. The
investigator will be responsible for interviewing parties and witnesses, finding facts, and making
determinations related to credibility, all of which will go into a written report. The investigator must
avoid all questions that are protected by legal privilege, unless the privilege has been waived, and should
avoid asking about the complainant’s sexual history unless it is directly relevant to prove consent to the
conduct at issue or to prove that the conduct was committed by someone other than the respondent.

Prior to completion of the investigative report, the Collaborative will send to each party and the party’s
advisor, if any, the evidence subject to inspection and review in an electronic format or a hard copy, and
the parties must have at least 10 days to submit a written response, which the investigator will consider
prior to completion of the investigative report.

The investigator must avoid making any final determinations of responsibility for sexual harassment.

Findings should be written in a factual way in an investigative report. Credibility determinations may not
be based on an individual’s status as complainant, witness, or respondent.

During the investigative process and any further hearings, complainants and respondents have a right to
have advisors of their choice participate in all aspects of the proceedings. The Collaborative will provide
both parties with written notice of investigative interviews, meetings, and hearings, with sufficient time
to prepare.

The investigation will not require, allow, rely upon, or otherwise use questions or evidence that
constitute, or seek disclosure of, information protected under a legally recognized privilege, unless the
person holding such privilege has waived the privilege.

7.2.6 Findings of Responsibility

After the investigator has completed the investigation, the designated decision-maker will be assigned to
determine final responsibility or lack thereof for violating Title IX. The decision-maker must not be biased
against any of the parties at the outset of this process.

Before the Collaborative can determine responsibility, an investigative report will be sent to the parties
and the decision-maker will offer both the complainant and respondent the opportunity to submit
proposed relevant, written questions to ask of any party or witness, to respond to questions posed by
another party, and to offer additional limited follow-up. Questions and evidence about the complainant’s
sexual predisposition or prior sexual behavior are not relevant, unless such questions and evidence
about the complainant’s prior sexual behavior are offered to prove that someone other than the
respondent committed the conduct alleged by the complainant, or if the questions and evidence
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concern specific incidents of the complainant’s prior sexual behavior with respect to the respondent and
are offered to prove consent. The decision-maker(s) must explain to the party proposing the questions
any decision to exclude a question as not relevant.

After this process is complete, the decision-maker will create a written determination regarding whether
sexual harassment has occurred using a preponderance of the evidence standard.

A “preponderance of the evidence” means that it is more likely than not that the alleged conduct
occurred.  The decision-maker shall further recommend what action, if any, is required. If it is
determined that sexual harassment occurred, the Collaborative will take steps to prevent the recurrence
of the harassment and correct its discriminatory effect on the complainant and others if appropriate.

The written determination must be issued to both parties simultaneously and must include:

(A) Identification of the allegations potentially constituting sexual harassment;
(B) A description of the procedural steps taken from the receipt of the formal complaint through the
determination, including any notifications to the parties, interviews with parties and witnesses, site
visits, methods used to gather other evidence, and hearings held;
(C) Findings of fact supporting the determination;
(D) Conclusions regarding the application of the recipient’s code of conduct to the facts;
(E) A statement of, and rationale for, the result as to each allegation, including a determination regarding
responsibility, any disciplinary sanctions the recipient imposes on the respondent, and whether remedies
designed to restore or preserve equal access to the recipient’s education program or activity will be
provided by the recipient to the complainant; and
(F) The Collaborative’s procedures and permissible bases for the complainant and respondent to appeal
(a copy of, or direct reference to, this policy will suffice).

If there is a finding that sexual harassment occurred, the Collaborative will provide remedies to the
complainant designed to restore or preserve equal access to the Collaborative’s education program or
activity. Such remedies may include supportive measures.

Formal disciplinary actions may be imposed in the event that the preponderance of the evidence
indicates a violation of this policy, up to and including expulsion or termination.  Any disciplinary action
will be in accordance with due process rights under State law and any applicable collective bargaining
agreement.

As indicated above, these procedures do not limit the Collaborative from removing a student or
employee from a program or activity on an emergency basis based on immediate threats to people’s
physical health or safety or placing an employee on administrative leave during the pendency of the
investigation.
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7.2.7 Records

A record will be maintained for a period of seven years of any actions, including supportive measures,
taken in response to a report or formal complaint of sexual harassment and Collaborative staff will
document the basis for the Collaborative’s conclusion that its response was not deliberately indifferent.

7.2.8 Training

The Collaborative will ensure that Title IX Coordinators, investigators, decision-makers, and any person
who facilitates an informal resolution process, receive training on the definition of sexual harassment,
the scope of the recipient’s education program or activity, how to conduct an investigation and grievance
process including hearings, appeals, and informal resolution processes, as applicable, and how to serve
impartially, including by avoiding prejudgment of the facts at issue, conflicts of interest, and bias.

The Collaborative will ensure that decision-makers receive training on any technology to be used in
interviews and on issues of relevance of questions and evidence, including when questions and evidence
about the complainant’s sexual predisposition or prior sexual behavior are not relevant,.

The Collaborative also must ensure that investigators receive training on issues of relevance to create an
investigative report that fairly summarizes relevant evidence.

Any materials used to train Title IX Coordinators, investigators, decision-makers, and any person who
facilitates an informal resolution process, must not rely on sex stereotypes and must promote impartial
investigations and adjudications of formal complaints of sexual harassment.

These training materials will be posted on the Collaborative’s website.

7.2.9 Appeals

Any party may appeal the decision in writing to the Executive Director within fifteen (15) school days of
receipt of the findings of the formal procedure or a dismissal on the following bases:

(A) Procedural irregularity that affected the outcome of the matter;

(B) New evidence that was not reasonably available at the time the determination regarding
responsibility or dismissal was made, that could affect the outcome of the matter; and

(C) The Title IX Coordinator, investigator(s), or decision-maker(s) had a conflict of interest or bias for or
against complainants or respondents generally or the individual complainant or respondent that affected
the outcome of the matter.

The Collaborative will notify the other party in writing when an appeal is filed and implement appeal
procedures equally for both parties.  Both parties will have a reasonable, equal opportunity to submit a
written statement in support of, or challenging, the outcome.

The Executive Director or designee, as a further impartial decision-maker, will review the
comprehensiveness and accuracy of the investigation and the conclusions, and issue written findings to
both the complainant and respondent within thirty (30) school days of the appeal.

Contact information for the Executive Director:
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Executive Director, Kim Oliveira: koliveira@crestcollaborative.org or 978-685-3000

7.2.10 External Grievance Procedure

Any student, parent or employee who chooses not to use the Collaborative's internal grievance
procedures or who is not satisfied with the Collaborative's internal grievance procedures may file a
complaint of discrimination or harassment with an appropriate state or federal agency.

For complaints related to discrimination/harassment of students:

The Office for Civil Rights, US Department of Education
5 Post Office Square, 8th Floor
Boston, MA 02109-3921
Telephone: 617-289-0111, FAX: 617-289-0150, TDD: 877-521-2172

OR

The Massachusetts Commission Against Discrimination
One Ashburton Place
Sixth Floor, Room 601
Boston, MA 02108
Phone 617-994-6000, TIY: 617-994-6196

For complaints related to discrimination/harassment of parents:

The Office for Civil Rights, US Department of Education
5 Post Office Square, 8th Floor
Boston, MA 02109-3921
Telephone: 617-289-0111, FAX: 617-289-0150, TDD: 877-521-2172

For complaints related to discrimination/harassment of employees:

The Office for Civil Rights, US Department of Education
5 Post Office Square, 8th Floor
Boston, MA 02109-3921
Telephone: 617-289-0111, FAX: 617-289-0150, TDD: 877-521-2172

OR

The Massachusetts Commission Against Discrimination
One Ashburton Place
Sixth Floor, Room 601
Boston, MA 02108
Phone 617-994-6000, TIY: 617-994-6196
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OR

The Equal Employment Opportunities Commission
John F. Kennedy Federal Building
475 Government Center
Boston, MA 02203
Phone: 1-800-669-4000

7.2.11 Referral to Law Enforcement, Other Agencies

Some alleged conduct may constitute both a violation of Collaborative policies and criminal activity. The
Program Coordinator, coordinator, Executive Director, or designee will refer matters to law enforcement
and other agencies as appropriate under the law or Collaborative policy, and inform the complainant/
alleged victim of the right to file a criminal complaint.

7.2.12 Retaliation

Complainants and those who participate in the complaint resolution process or who otherwise oppose in
a reasonable manner an act or policy believed to constitute discrimination are protected from retaliation
by law and Collaborative policy. The coordinator or designee will inform all involved individuals that
retaliation is prohibited, and that anyone who feels that they have experienced retaliation for filing a
complaint or participating in the resolution process should inform the coordinator. The coordinator will
investigate reports of retaliation and, where retaliation is found, take separate remedial and disciplinary
action.

8 BULLYING PREVENTION POLICY

Collaborative for Regional Educational Services and Training (“CREST”) expects that all members of the
Collaborative and school community will treat each other in a civil manner and with respect for
differences.

CREST is committed to providing all staff and students with a safe learning environment that is free from
bullying and cyberbullying.  This commitment is an integral part of our comprehensive efforts to promote
learning, and to prevent and eliminate all forms of bullying and other harmful and disruptive behavior
that can impede the learning process and workplace environment.

CREST understands that members of certain groups, such as students with disabilities, students who are
gay, lesbian, bisexual, or transgender, and homeless students may be more vulnerable to becoming
targets of bullying, harassment, or teasing.  CREST will take specific steps to create a safe and supportive
learning environment for vulnerable populations in the school community, and provide all staff and
students with the skills, knowledge, and strategies to prevent or respond to bullying, harassment, or
teasing.

CREST will not tolerate any unlawful or disruptive behavior, including any form of bullying, cyberbullying,
or retaliation, in our school programs, on school grounds, or in school-related activities.  We will
investigate promptly all reports and complaints of bullying, cyberbullying, and retaliation, and take
prompt action to end that behavior and restore the target’s sense of safety.  We will support this
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commitment in all aspects of our school community, including curricula, instructional programs, staff
development, extracurricular activities, and parent or guardian involvement.

The Bullying Prevention and Intervention Plan (“Plan”) is a comprehensive approach to addressing
bullying and cyberbullying, and CREST is committed to working with students, staff, families, law
enforcement agencies, and the community to prevent issues of violence.  In consultation with these
constituencies, we have established this Plan for preventing, intervening, and responding to incidents of
bullying, cyberbullying, and retaliation.  Each Program Director or Assistant Program Director is
responsible for the implementation and oversight of the Plan in their respective programs, with support
from the Executive Director and the Director of Human Resources.

For more information regarding this policy, please refer to the Bullying Prevention Policy recently revised
as of December 2015.

9 INCLEMENT WEATHER/SCHOOL CLOSINGS

Decisions to cancel, delay, or dismiss school at CREST will be announced via our website, Facebook site,
phone call messages to parents and staff, email, and on Channel 7, NH WMUR and Fox 25. Employees
should rely on CREST’s communication for final decisions. The VISIONS adult program may receive
separate communications due to the variance in start times and geographic locations from our other
programs.

10 ATTENDANCE RECORDS

CREST encourages a consistent learning environment for our students; therefore it is imperative that
staff attendance is monitored, and absenteeism is controlled in a fair and consistent manner. When an
employee finds the need to be absent due to illness or otherwise, it is expected that proper notification
be given. The employee must contact the Assistant Program Director in the building or buildings he/she
will be reporting to the day of the absence for any time an absence occurs. Employees who are
scheduled in several buildings or in satellite programs should contact all buildings that would be affected
as well as the Central Office. Prompt notification of an absence enables our administrators to provide
coverage for your area, therefore, advance or early notification is mandatory. The expectation is that
employees inform their Assistant Program Director by 7 am on each day of an absence or tardiness. The
appropriate method of reporting an absence or tardiness for each program will be communicated by the
Assistant Program Director.

It is important to understand that excessive absences or tardiness reflects upon you, your performance,
your future with CREST, and may become grounds for disciplinary action, up to and including
termination. Any employee who is absent and who has not contacted his or her Assistant Program
Director regarding their absence is considered to have voluntarily abandoned his or her position with the
Collaborative.

Employees who exhaust all accumulated sick leave must utilize other accrued time (i.e. personal or
vacation) if it is an extended absence from work.
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Absences stemming from an illness lasting three consecutive days or more must be verified with a
physician’s note. Illnesses of 4 or more days may be designated as Family Medical Leave. If the absence
qualifies the time absent will be deducted from the employee’s FMLA leave for the 12 month period.

Attendance is recorded by time sheets/time clock. The time sheets/time clock data is necessary for the
biweekly processing of payroll. Time sheets must be signed by the employee, countersigned by the
Assistant Program Director/Program Director and submitted to Central Office by the Friday before each
pay period. Staff using time clocks are expected to swipe in and out for all scheduled shifts. Employees
are expected to request time off through the use of Employee Attendance Record (EAR) forms (see
Appendix A) and the program secretaries are expected to enter employees’ time (assuming it is not
requested in advance) in the payroll system. Time must be used in the following increments: 1/2 day, or
full day and must be approved by the Assistant Program Director. If an employee is taking time off from
work as: unpaid time, sick, family sick, vacation, personal, professional, jury duty, bereavement, military
leave, a religious observance, FMLA, SNLA, parental leave, or workers’ compensation, that time must be
requested through EAR forms. Employees are expected to record all time worked in either the paper
format (time sheet) or electronic format (time clock) based on the employee’s designation. Failure to
accurately record time worked, falsifying time, or failing to complete time sheets/punches/EAR forms is
subject to disciplinary action up to and including termination.

11 ETHICAL STANDARDS AND CONFLICTS OF INTEREST

CREST expects employees to act in its best interests and to adhere to the highest ethical standards in all
areas of conducting business. Employees owe a duty of loyalty to CREST. An employee, in all activities
conducted as an employee of CREST, always should place the lawful and legitimate interests of CREST
over personal gain. This means that no employee may misuse his or her position or his or her knowledge
of CREST’s affairs to obtain personal gain, whether directly or indirectly. No employee should use his or
her position with CREST or information acquired during employment in a manner that may create a
conflict, or the appearance of a conflict, between the employee’s personal interests and those of CREST.

In addition, CREST does not tolerate fraud or the appearance of fraud. Employees must avoid any
activities that are in conflict with, or give the appearance of being in conflict with, the best interests of
CREST.

Employees (including volunteers), members of an employee’s immediate family and Board members are
prohibited from accepting gifts with a value in excess of $50 money or gratuities from persons in a
position to benefit from Collaborative programs.
Gifts to the classroom are the property of Collaborative and not the teacher/staff member. Any gifts shall
remain in the classroom should the teacher/staff member terminate employment with Collaborative.

As required by G.L. c. 268A, the Conflict of Interest Law, as Amended by c. 194, Acts of 2011, the ethics
reform law, imposes education and training requirements on public employers and public employees.
Employees of CREST each year are given a summary of the conflict of interest law prepared by the Ethics
Commission and, every two years, employees complete an online training program prepared by the
Commission.
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Failure to comply with all the provisions of this policy may result in disciplinary action, up to and
including termination of employment.

12 PERSONAL RELATIONSHIPS IN THE WORKPLACE

CREST desires to avoid misunderstandings, actual or potential conflicts of interest, allegations of
favoritism, possible claims of sexual harassment, and employee morale and dissension problems that can
potentially result from romantic or social relationships involving employees.

Any personal relationship will be addressed on a case by case basis, when, in the opinion of CREST, the
personal relationship may create a conflict of interest, cause disruption, create a negative or
unprofessional work environment, or present concerns regarding supervision, safety, security, or morale.

If an employee is romantically involved with a supervisor, each should immediately and fully disclose the
relevant circumstances to the Human Resources Director so that a determination can be made as to
whether remedial measures (i.e. transfer) are feasible and appropriate.

If two employees become close relatives (close relatives defined as spousal relationships, including
domestic partners, sibling, or parent-child relationships by blood, marriage, or adoption, uncle, aunt,
niece, and nephew blood relationships) while employed at CREST, each should immediately and fully
disclose the relevant circumstances to the Human Resources Director so that a determination can be
made as to whether any remedial measures (e.g. transfer) are feasible and appropriate.

12.1 STAFF-STUDENT RELATIONSHIPS

CREST places the education, health and safety of the students foremost and shall expect that all
employees do likewise. Positive relationships with students are of paramount importance in student
achievement. CREST is committed to quality educational programs requiring integrity, high ideals, and
human understanding on the part of involved staff. A staff-student relationship is a professional one only.
Staff are not permitted to be with students during non-working time, whether at home or in the
community unless it is a chance encounter or a school-related event. Any questions concerning the
applicability or interpretation of this policy should be directed to the immediate Assistant Program
Director before engaging in the activity. All employees are expected to accept responsibility for their
conduct as representatives of all. Further, staff members are prohibited at all times from engaging in
misdeeds which may lose them the respect and appreciation of the students, parents/guardians of
students, and the people of the community. All employees are expected to demonstrate positive
relationships. Some suggestions are:

● Communicating with students in a way that fosters the development of a positive self-image.
● Giving students positive feedback in a variety of ways.
● Modeling and reinforcing positive techniques that enhance self-esteem and achievement.
● Maintaining empathy with and respect for all students.
● Maintaining confidentiality with regard to student information.
● Utilizing problem-solving techniques in correcting and changing student behavior.
● Encouraging students to study varying points of view and respecting each individual student’s

right to form independent judgments.
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● Conducting conferences with or concerning students in an appropriate place and manner.
● Exercising good judgment in dealings with students, parents, other staff, and the public.
● Displaying moral and ethical behavior. A sexual or romantic relationship between an employee

and a student is not permissible under any circumstances in that it interferes with the
educational process and involves elements of coercion by reason of the relative status of an
employee to a student and of coercion by reason of the relative status of an adult to a child.

● Not sending a student on errands off-school premises during school hours. Students shall not be
sent on personal errands of any kind, nor be required to do any service not connected with their
duties in the school.

● Maintain appropriate student-staff relationship. Staff shall not initiate or maintain relationships
with students outside of the classroom, vocational setting or CREST-sponsored event (i.e.
contacting students via social media is prohibited).

● Not inculcating students with their own political or religious beliefs.

Further, the use of ridicule, insults, sarcasm, cynicism, sustained or repeated yelling, profanity, belittling
or intimidating students, and other offensive or inappropriate statements or conduct will not be
tolerated from staff.

13 DRESS CODE

Employees must dress appropriately and with the recognition that staff are role models for students and
set the tone for the school setting. Attention to dress and hygiene is extremely important in projecting a
professional image. Professional and/or businesslike attire makes it clear that education is important and
that staff and students are engaged in a serious activity.

When an employee’s dress does not comply with established standards, his/her Assistant Program
Director will discuss the matter with the employee. If inappropriate dress continues to be worn after two
such discussions, the Assistant Program Director will initiate disciplinary action.

An employee who disagrees with an Assistant Program Director’s judgment on matters of dress will have
recourse through the grievance process as outlined in this manual.

14 SECURITY - TECHNOLOGY

Security on any computer system is a high priority, especially when the system involves many users. Do
not share your personal password. Any user identified as a security risk or having a history of misuse
with other computer systems may be denied access through our network system. The Collaborative
reserves the right to examine any data stored on any computer that is used for Internet access.

14.1 ACCEPTABLE USE AGREEMENT

We are pleased to offer to the staff of CREST access to the collaborative’s computer network resources,
electronic mail, telephone, voice mail, and the Internet. CREST supports the rights of staff to have
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reasonable access to various information formats and believes it is incumbent upon staff to use this
educational advantage in an appropriate and responsible manner. This document outlines the
appropriate uses for technology, phone, email, internet, and voice mail in the collaborative as well as the
consequences for failure to adhere to those guidelines. To use these resources, all staff must sign this
form and return it to Human Resources. Any questions or concerns about this permission form or any
aspect of the computer network should be referred to your Assistant Program Director.

Technology in the collaborative will be used in collaboration with curriculum and as such, the network is
provided to staff for educational purposes only that will enhance the teaching and learning process.

For the purpose of this document, CREST’s computer network shall be construed as including, but not
limited to, all devices and network infrastructure, wireless and wired, purchased, supported and/or
maintained by collaborative funding or such other means whereby such equipment or items are under
the care, custody, and control of CREST or are used to access CREST’s computer network. CREST’s
computer network is further construed to include, but not limited to, the collaborative’s telephone
system, including voice mail, facsimiles, copy machines, and cell phone services. Ultimately, staff,
parents, and guardians of minors are responsible for setting and conveying the standards that their
children should follow when using media and information sources.

Users are expected to abide by the generally accepted rules of etiquette. The following activities are not
permitted and they include, but are not limited to:

● Use a code, access a file, or retrieve any stored communication unless they have been given
authorization to do so;

● Send, receive, access, create, print, distribute, or otherwise transmit any form of offensive,
discriminatory, obscene, pornographic, harassing, defamatory, derogatory, disruptive, or
otherwise inappropriate communication, at any time, to any person or entity;

● Send, receive, access, create, print, distribute or otherwise transmit inappropriate language or
images that offensively address someone’s age, gender identity, race, color, sexual orientation,
religious beliefs, national origin, genetic information, ancestry, citizenship, marital status,
veteran or military status, or disability;

● Harass, bully, cyberbully, insult, or attack others. CREST’s Bullying, Harassment, and
Discrimination Policy is applicable to internet use;

● Use social networking websites that do not support teaching and learning. Please refer to
CREST’s Social Networking Policy;

● Send or receive any communication that violates the collaborative’s confidentiality requirements
including divulging confidential or privileged information;

● Participate in any communications that facilitates any illegal activities or violates any other laws;
● Participate in any communication or activities that support illegal or unethical behavior. CREST’s

network, its software or hardware shall not be used to participate in, or support, illegal or
unethical behavior. This includes but is not limited to: gaining unauthorized access to other
systems, arranging for the sale or purchase of drugs, alcohol, or firearms, participating in
criminal activity, threatening others, transferring obscene material, or attempting to do any of
the above;

● Transfer, copy, or download any non-educational material that does not support teaching and
learning such as music or inappropriate images;

● Users shall not access, download, upload, or distribute pornographic, obscene, sexually explicit,
or threatening material;
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● Users shall not access, receive, or transmit information pertaining to dangerous instruments
(such as bombs, weaponry, or other explosive devices);

● Users shall not misuse the network or their access to the network to advocate or proselytize in
support of a particular political, religious, or social agenda; or to publicly misrepresent the
collaborative;

● Create or promote a personal commercial enterprise. Any work prepared on or with the
assistance of CREST’s information systems or network resources is the property of CREST. It
cannot be licensed or sold for the benefit of any individual employee or user;

● Damage or modify computers, computer systems, or computer networks. CREST equipment,
computers, systems, and network resources may not be altered in any way unless authorized by
a network administrator. Users shall not vandalize any equipment by causing physical damage,
reconfiguring the system, attempting to disrupt the system or destroying data by spreading
viruses or by any other means;

● Remove hardware or software from school premises without prior consent;
● Eat food or drink near computers;
● Violate copyright laws and/or commit plagiarism. Software instructions and license agreements

must be strictly followed;
● Use others’ passwords or share passwords;
● Trespass in others’ folders, work, or files;
● Intentionally waste limited resources (i.e. time);
● Employ the network for commercial purposes, financial gain, or fraud;
● Utilize district resources to establish electronic mail accounts through third-party providers or

any other nonstandard electronic mail system;
● Use non-CREST email accounts for educational purposes or purposes related to their profession.
● Users shall not send out collaborative-wide emails without the prior approval of the Executive

Director;
● Users shall not abuse the ability to access the network and all its capabilities in that staff should

remain on-task and utilize the information contained through the network to facilitate learning
and enhance the lessons/curriculum. Accessing the network, internet, etc. for off-task behavior
such as for shopping, banking, personal social networking (Facebook, Twitter, Instagram), etc. is
strictly prohibited;

● Keep CREST-issued technology once employment with CREST is terminated. All technology issued
during employment must be returned on employee’s last day with the collaborative.

Users should not have an expectation of privacy or confidentiality in the context of electronic
communications or of files sent and received on CREST’s network or stored in the user’s directory or on a
disk drive or any other storage type device or print out. CREST reserves the right to review and/or
monitor all electronic records and communications, at any time, with or without notice, including
individual user folders and other information stored on the network. In accessing the internet, users
should assume that all connections and sites visited would be monitored and recorded. Internet
messages are public communication and, as such, are not private. All communications including text and
images may be disclosed to law enforcement of other third parties without prior consent of the sender
or the receiver.

Failure to adhere to the technology conditions and rules of CREST will result in disciplinary action. CREST
reserves the right to deny, revoke, or suspend specific user privileges and/or take other disciplinary
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action, including suspension or dismissal from one’s position, for violations of this policy. The ultimate
consequences are at the discretion of the Executive Director with the support of the Board of Directors.
The collaborative will advise appropriate law enforcement agencies of illegal activities conducted
through the collaborative’s network. The collaborative will also cooperate fully with local, state, and/or
federal officials in any investigation related to any illegal activities conducted through the network. Any
individual who is aware of any violation of this policy should report such violations to his/her Assistant
Program Director.

CREST makes no warranties of any kind for the technology services provided. CREST shall not be liable for
the actions of anyone accessing the Internet through CREST’s network or any other access point
connection. Users assume full responsibility for any costs, liabilities, or damages arising from the way the
user chooses to use his/her access to the computer network. The collaborative will not be responsible
for repair or replacement of equipment maliciously damaged by an individual. Protection of data is the
responsibility of the user. The collaborative will not be responsible for any loss in service or data. Use of
all technology and networks is at one’s own risk. The collaborative is not responsible for verifying
accuracy of any information obtained through the technology or network.

CREST reserves the right to change these guidelines or the policy at any time.

14.2 SOCIAL NETWORKING POLICY

CREST understands the importance of teachers extending the collaborative learning environment of the
school by utilizing the continuously evolving technology connected to the Internet “social media”—such
services as Facebook, Twitter, Tumblr, Wikipedia, blogging, and many other online tools through which
people connect and share information. With this in mind, CREST has developed the following guidelines
to provide directions for staff when participating in online social media activities. 

We encourage innovative use of technology that supports our mission and educational goals. However,
to the extent that staff represent CREST to each other and to the wider community, participation in all
aspects of social media should be done responsibly. Moreover, issues concerning the proper respect for
the privacy of our students, confidentiality of sensitive information, and respect for copyrights and
trademarks are all very important to understand before participating in an online social environment.

The intention of CREST’s social media guidelines is to support employees as they participate in the
various and constantly evolving world of social media and strive to create an atmosphere of trust and
individual accountability. It is critical that we all understand that anything posted online by faculty/staff,
students and their parents are a reflection on the entire CREST community. The school's mission and
obligation is to strive for an inclusive environment that allows our students to be compassionate and
confident. By accessing, creating, or contributing to various platforms such as, but not limited to;
Facebook, Twitter, blogs, discussions, wikis, podcasts or other social media for classroom or school use,
you agree to abide by these following guidelines.

This policy is adopted in addition to, and not as a substitute for, CREST’s Acceptable Use Policy. The
purpose of this policy is to ensure the use of social networking tools as means for professional
collaboration and communication as well as educational purposes with students. When communicating
with any stakeholder through any electronic media, it is important to maintain the appropriate
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boundaries in the student/teacher relationship or parent/teacher relationship or supervisor/subordinate
relationship.

CREST employees are personally responsible for the content they publish online. Be mindful that what is
published online will be public for a long time. Nothing posted online is truly ever “private”. Your online
behavior should reflect the same standards of honesty, respect, and consideration that you use
face-to-face and should be carried out consistent with the standards applied on school premises and in
furtherance of the mission of the school. When posting to a blog, discussion forum, Twitter, or Facebook
account, be sure you make it clear that the information is representative of your views and opinions and
not necessarily the views and opinions of CREST. Remember that blogs, wikis, discussion groups, and
podcasts are an extension of your classroom. What is inappropriate in your classroom should be deemed
inappropriate online. The lines between public and private, personal and professional are blurred in the
online world.

CREST staff members are prohibited from using personal social networking accounts to communicate
with parents and/or students for school related communications.  Staff members should create
separate professional use only social networking accounts for use with students. Teachers and
administrators should not be “friends” with parents or students on personal social networking sites.
Supervisors should not be “friends” with subordinates on personal social networking sites. Being
“friends” or being linked professionally is acceptable but personally is not.

At all times, and in the use of any form of communications, staff members will always adhere to student
privacy rights and the rights of employees to have their personal, personnel, and medical information
kept confidential.  

This policy is not intended to infringe upon a staff member’s right to speak publicly on matters of public
concern, or to communicate with fellow members of their union (if applicable) on workplace issues, so
long as such communication adheres to appropriate time, place and manner restrictions and does not
interfere with the performance of job duties.

Staff are already under an obligation to maintain appropriate boundaries in their relationships with
students (e.g. staff should avoid excessive attention to a student, communicate only 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. The
collaborative retains the right to monitor its internal technology systems. When inappropriate use of
computers and websites reaches the attention of administration, the collaborative will promptly bring
this to the attention of the staff member and the Executive Director. After an investigation, and due
process, disciplinary action for failure to exercise good judgement in on-line conduct, may be applied.
Any conduct, whether online or not, that reflects poorly upon the collaborative or consists of
inappropriate behavior on the part of a staff member, may expose an employee to discipline up to and
including termination.

If you have any doubts or concerns about how these guidelines apply to you or your situation, or how
they might apply to some new form of social media in the future, please err on the side of caution and
direct your questions and concerns to your Assistant Program Director before you make use of such
media.
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Disclaimer:  References to various social networks are not included to limit application of this policy to
use of just those sites or programs. Given the rapid pace of technological change it is not possible to
identify all proprietary or commonly named or identified means of such communications. 

CREST reserves the right to change these guidelines or the policy at any time.

14.3 HOME USE

The Collaborative, with prior approval of the Executive Director, may provide home connections to
school data. It is understood by all users that the use of the Internet and these connections is for
educational purposes only. All home use of Internet accounts must adhere to the above terms and
conditions of acceptable use.

15 ACCEPTING DONATIONS OF MATERIAL AND EQUIPMENT

The Collaborative works in partnership with parents, local businesses and other interested members of
the community in furthering the education of students. The ongoing support the Collaborative receives
in the form of donations of materials and equipment make a tangible difference in the quality of our
educational programs.

This policy is intended to provide guidelines in accepting donations of materials and equipment relative
to required approvals for donations, accounting for the overall equity of resources from program to
program within the Collaborative, and maintaining donated equipment over time.

All material and equipment donated to the Collaborative shall become the property of the Collaborative
upon acceptance. An acknowledgement letter can be obtained through the Director of Finance. The
Director of Finance shall be informed of all donations of materials or funds.

15.1 TECHNOLOGY EQUIPMENT

The Technology Coordinator prior to acceptance shall review donations of used equipment, with all
accepted equipment registered through that department for inventory purposes. The Collaborative
strives to provide all schools with an equitable level of access to technology.

15.2 OTHER EQUIPMENT

Donations of new and used equipment other than noted above, shall be reviewed by the program
director or assistant director for acceptance, with all accepted equipment registered through the
Director of Finance for inventory purposes. The Collaborative will assume responsibility for routine
maintenance and repairs of any equipment accepted and entered as inventory.

15.3 CONSUMABLE MATERIALS

Program Director or Assistant Program Director(s) may accept donations of consumable materials at
their own discretion.
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16 REIMBURSEMENT FOR TRAVEL AND OTHER PRE-APPROVED
EXPENSES

Reimbursement for travel will be paid at the federal reimbursement rate. Mileage will be clocked as
follows:

● If the first site is not the regularly scheduled site, the distance between the regularly scheduled site
and the site traveled to will be reimbursed.

● Travel expenses between home and work sites are not reimbursable. Most CREST-related travel will
originate from a CREST location.

● Travel stipends, in lieu of mileage reimbursement, are paid annually to staff members who regularly
and consistently travel over 1,000 miles per year. The annual stipend is paid in two (2) equal
installments; one installment in December, the second installment in June. The stipends are taxable
income and paid through the payroll process.

17 EMPLOYMENT CATEGORIES

17.1 WAGE AND HOUR CLASSIFICATION

CREST maintains the following employment classifications so that employees may understand their
employment status and benefit eligibility under applicable federal and state law:

NON-EXEMPT employees are employees that are entitled to overtime pay. These employees include
instructional assistants, custodians, receptionists, financial assistants, food service assistants, Registered
Behavior Technicians (RBTs), ABA Technicians, Vocational Trainers, etc. whose job duties entitle them to
overtime pay in accordance with applicable federal and state laws.

EXEMPT employees are employees who are not entitled to overtime pay. These employees include
administrators, directors, teachers, and other employees whose duties and responsibilities allow them to
be “exempt” from overtime pay provisions. Exempt employees are paid on a salary basis and are not
entitled to overtime pay.

17.2 INTERNAL CLASSIFICATION

In addition to the above classifications, employees may also belong to one of the following employment
categories:

● BENEFIT-ELIGIBLE REGULAR employees are employees who are regularly scheduled to work 20
hours or more per week. These employees are also benefits eligible.
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● PART-TIME REGULAR employees are employees who are regularly scheduled to work less than
20 hours per week. These employees are not benefits eligible.

● TEMPORARY employees are those employees who are hired on a temporary, per diem, or
seasonal basis to temporarily supplement the work force for a limited period of time or to assist
in the completion of a specific project. Employment assignments in this category are always of a
limited duration. Employment beyond any initially stated period does not in any way imply a
change in employment status at CREST. Temporary employees retain that status unless and until
notified of a change in writing by CREST. While temporary employees receive all legally
mandated benefits, they are ineligible for all of CREST’s other benefit programs.

● Long Term Substitutes are employees who substitute in the same assignment for ninety (90)
consecutive days or longer. Long Term Substitute Teachers will be paid according to the Long
Term Substitute Salary Schedule (See Appendix B). Long Term Substitute Support Staff will be
paid a per diem rate of the appropriate educational column Step 1. These employees are eligible
for benefits if their scheduled hours are twenty (20) or more per week.

● Daily Substitute Teachers or Support Staff are employees who substitute on a daily basis. Daily
Substitutes will be paid according to the Daily Substitute Salary Schedule (See Appendix B).
These employees are not eligible for benefits.

All of these categories would be monitored by using ACA regulations and standards and changes
would be made regarding benefits eligibility on a case by case analysis.

18 COMPENSATION

18.1 PAYROLL

Employees are paid bi-weekly. Paychecks are issued on alternate Thursdays per the payroll schedule.

All staff are expected to punch in and out for their scheduled start and end times each day. Itinerant staff
or staff who work in locations other than CREST locations, are required to sign bi-weekly timesheets to
document time worked and are submitted by the Friday before a pay period.

Direct Deposit is optional and highly recommended. A Direct Deposit Election form should be completed
and a cancelled or voided check is required to be submitted to the Payroll Department in order to
successfully enroll in direct deposit.

Timely submission of time cards, time sheets, and EAR forms (See Appendix A) are necessary in order for
the accurate processing of payroll. The pay schedule will be announced prior to the start of the fiscal
year.

In the event, an employee resigns from his/her position, the last paycheck will be a live paycheck (an
actual paycheck and not a check that is deposited directly into a designated account) if said employee
had previously elected direct deposit. Keep in mind that employees will be paid for actual time worked
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up to date of resignation and that the final paycheck may not be equal to the typical biweekly
installment.

18.2 DIRECT DEPOSIT

Direct deposit (via electronic transfer) is available as an option. Staff may elect to enroll in direct deposit.
If they choose to enroll, the appropriate forms and documentation (i.e. cancelled or voided check)
should be submitted to the Payroll Department for processing. Staff are able to view their direct deposit
statement electronically.

18.3 LONGEVITY

Applicable for employees hired prior to July 1, 2012. Longevity is determined by the consecutive number
of years someone has worked for the Collaborative. If a staff member began their employment with the
Collaborative prior to November 1st of a school year and works full time through the end of that school
year, they are granted a full year credit toward longevity.

Individuals that work for the Collaborative and leave to seek employment elsewhere and then return to
work for the Collaborative at a future time forfeit any longevity they had earned prior to leaving. The
individual begins as a probationary employee with no longevity.

In order to gain credit for a full year towards longevity, staff must work more than half of the contracted
number of days. For instance, if an employee’s contract is for 184 days, he/she would gain credit for the
year towards longevity if he/she worked 93 days or more.

Longevity payments and awards are based upon consecutive years of employment with the
Collaborative.

Longevity Increment:
10-14 years: $1,000.00 15-19 years:  $1,200.00     20-29 years:   $1,400.00       30+ years:  $1,600.00

Applicable to all salary schedules (pro-rated for part-time staff) and payable over 26 biweekly
installments.

18.4 WORK SCHEDULES

Collaborative staff have set weekly schedules as follows: 35 hours per week (Instructional Assistants,
RNs/LPNs, Food Service Support Staff), 40 hours per week (Teachers, BSNs/School Nurses, Clinicians,
Licensed Support Staff, ABA Technicians, Vocational Trainers, RBTs - 37.5 hours per week in the building),
or 40 hours per week (Administrators, Custodians, Administrative Assistants). The work hours for CREST
employees are determined by the employee’s Assistant or Program Director.
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18.5 MEAL BREAKS

Employees are entitled to a 30-minute meal break when working a period of more than 6 consecutive
hours. During this break, an employee must be relieved of all duties and must be free to leave the
workplace. This break period may be unpaid. 

18.6 SALARY POLICIES

The Board of Directors determines salaries for the year after consideration of salaries and salary
schedules of the member districts and comparable organizations. For staff members on salary schedules,
placement on higher step or salary schedule will be based on satisfactory completion of service,
performance evaluations, and/or professional growth activities approved by the Executive Director, with
a recommendation from the program director and Human Resources Director. (See Appendix B for Salary
Schedules).

18.7 STIPENDS

Stipends may be paid to employees of the collaborative for additional duties or responsibilities. Stipends
are typically paid twice per year in equal installments; one installment in December, second installment
in June. Stipends may include: 7D Stipend, Mentor Teacher Stipend, Travel Reimbursement Stipend. (See
Appendix B for Salary Schedule/Stipends).

18.8 DRIVING FOR THE COLLABORATIVE

Any staff member who drives any CREST vehicle is required to have their driving license checked through
CREST’s insurance company prior to any driving assignment. Staff are prohibited from having his/her own
child(ren) in the CREST vehicle while driving for the company. Forms may be obtained through the
Human Resources Department. Staff may refer to the Transportation Procedures for guidance.

18.9 CRITERIA FOR PLACEMENT ON SALARY SCALE

18.9.1 Professional Salary Scale Requirements
1. Criteria such as licensure with Massachusetts Department of Elementary and Secondary

Education or an Allied Health license as Physical Therapist, Occupational Therapist, Speech
Pathologist, BCBA, or School Nurse will be considered for placement on this scale. CREST
recognizes licensed or professional teaching experience, in the appropriate subject area, in
public or collaborative school settings. Candidates may receive partial credit for private school
experience, private 766 school experience, experience in early education/childhood, or
experience in out of the license area positions. Candidates will not receive credit for long term or
daily substitute assignments.  Final determination for placement on the salary schedule is
contingent on approval of the Board of Directors.

18.9.2 License Waiver Requirements
1. Waivers granted by Department of Elementary and Secondary Education are in effect only until

the end of the school year granted.
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2. Employees must provide evidence of continuous progress, which must be documented, each
year toward licensure requirements. For specific information please visit the Educator Licensure
section of the MA DESE website at: http://www.doe.mass.edu/

3. Any employee may be placed on Step 1 of the appropriate educational column of the
Collaborative salary scale until such time that the educator becomes appropriately licensed by
the Massachusetts Department of Elementary and Secondary Education.

18.9.3 Vocational Trainers Requirements
1. High School Diploma or equivalent
2. Experience working in community-based, educational settings

18.9.4 C.O.T.A., P.T.A. & S.L.P.A. Requirements
1. Certification with Massachusetts and/or a national license or accreditation

18.9.5 Bus Driver Requirements
1. Possession of 7 –D license
2. AHA CPR certified

18.9.6 Instructional Assistant Requirements
1.    High School Diploma or equivalent

18.9.7 RBT (Registered Behavior Technician) Requirements
1. High School Diploma or equivalent
2. RBT Certification

18.9.8 ABA Technician Requirements
1. High School Diploma or equivalent
2. Prior experience in ABA techniques
3. Practiced under BCBA supervision, minimum of 6 months

18.10 POLICIES USED TO INTERPRET SALARY SCHEDULE

Employees who receive an overall proficient evaluation advance one step annually. Increments,
however, should not be deemed automatic. Staff on unpaid leave of absence for one school year or
longer will not be awarded an increment.

18.11 PROFESSIONAL ADVANCEMENT

● It is the responsibility of the staff person to provide to the Human Resources Director evidence
of successful completion of approved courses (official transcripts). Said evidence will be kept in
the employee’s personnel file located in the Human Resource Department.
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● Placement on a higher salary schedule shall be made after necessary documentation regarding
evaluation has been submitted by the employee’s program Assistant Program Director to Central
Office.

● Evidence supporting earning of credits or degrees must be presented to the Human Resources
Director prior to September 1st in order to be effective for the start of that school year. There
will be no changes to salary schedule placement mid-year.

● The annual step advancement will not occur for those employees who are hired after February
1st. Those employees who are hired late in the school year (after 2/1) will not have the
opportunity to advance a step until the following July 1st (a year and a half after the date of hire).

It shall be the responsibility of the staff person to request placement on a higher salary schedule through
Human Resources Director no later than March 1st for an anticipated lane change in the subsequent
school year. Failure to notify the Human Resources Director by March 1st will delay your placement on
the higher salary schedule for a full fiscal year.

19 STANDARDS OF CONDUCT

19.1 EMPLOYEE CODE OF CONDUCT

Collaborative considers professionalism to be of utmost importance. We expect our employees’ conduct
to be professional and ethical at all times. Behaviors and philosophies that encourage, protect and enrich
the culture at the Collaborative is vital. The following behaviors are expected of all employees. The
following list is not intended to be exhaustive, but rather illustrative and may be changed from time to
time as situations occur or warrant modification.

1. An employee of the Collaborative will behave in a professional manner at all times while on school
premises or at a function at which the employee is a representative of Collaborative.

2. An employee of the Collaborative will obey all policies and procedures, manuals, and handbooks as
outlined.

3. An employee of the Collaborative will conduct day-to-day activities in a safe, responsible manner, and
avoid situations that may endanger the safety of others. There will be no fighting, assaultive, disruptive
activity or threatening violence in the workplace. Negligent or improper conduct leading to damage of
property is not allowed.

4. An employee of the Collaborative will maintain the security of confidential information. Unauthorized
disclosure of confidential information is forbidden.

5. An employee of the Collaborative will not report to work under the influence of alcoholic beverages
and/or illegal drugs and narcotics. An employee of the Collaborative will not use, sell, dispense or
possess alcoholic beverages and/or illegal drugs on the Collaborative’s premises, on field trips,
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Collaborative-sponsored events, or while operating the Collaborative’s vehicles or equipment. Smoking
or using smoking paraphernalia in any school building and/or on school grounds, during school-related
activities or on job sites is unacceptable.

6. An employee of the Collaborative will provide true and accurate information on all school records,
reports, or payroll. Falsifying or altering any Collaborative record, report, or data such as an application
for employment, a time sheet, any student-related documents, receipts, invoices, or any other
documentation whether in print or electronic is strictly forbidden.

7. An employee of the Collaborative will regularly report to work on time, and give notification of any
absences in a prompt and responsible manner in accordance with Collaborative policies and procedures.
Excessive absences or tardiness will not be tolerated.

8. An employee of the Collaborative will strive to complete assignments accurately and in a timely
manner.

9. An employee of the Collaborative will strive to cooperate in all Collaborative efforts and will support
the team approach that is fundamental to Collaborative’s work.

10. An employee of the Collaborative will not participate in inappropriate or unauthorized removal,
possession, use or misuse of property or documents

11. An employee of the Collaborative will not have in their possession on any of the Collaborative’s
properties or at any function or event dangerous or unauthorized materials such as explosives, firearms,
or other dangerous weapons.

12. An employee of the Collaborative will not harass, discriminate, or bully. Harassment, discrimination,
or bullying of any kind towards any individual will not be tolerated.

13. An employee of the Collaborative will not involve themselves in acts of sabotage, including the
deliberate interference or hindering of the Collaborative’s operations. Criminal, unethical, or unsuitable
conduct or actions, or an employee’s failure to act which interferes with an employee’s job performance
or the professional reputation of the Collaborative or its employees, or compromises the delivery of
services to students will not be tolerated.

14. An employee of the Collaborative will not make or publish false, malicious, negative or inappropriate
statements/comments concerning the Collaborative, parents or guardians of students, students,
Collaborative employees/contractors, and/or administrative personnel/school committees/employees of
CREST’s member school districts

15. An employee of the Collaborative will not be insubordinate or refuse to follow a supervisor’s
instructions concerning a job-related matter.

16. An employee of the Collaborative will act and speak respectfully while performing any Collaborative
duties. Using vulgarity or profanity, or failing to show proper respect or courtesy to any person; staff,
student, the public is unacceptable.
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17. An employee of the Collaborative will not engage in theft, destruction, or misuse of the Collaborative
property or of another’s property. Using collaborative equipment or property for personal use will not be
tolerated.

18. An employee of the Collaborative will not engage in illegal or improper conduct such as financial
improprieties, accounting improprieties, ethical violations, or similar illegal or improper practices nor will
an employee make unsubstantiated, false, malicious, reckless accusations regarding such improprieties.

19. An employee of the Collaborative is expected to be an active member in providing a safe and
supportive learning environment for students and others. All work-related accidents and injuries must be
reported as well as any unsafe working conditions.

19.2 PROFESSIONAL SUPERVISION/PERSONNEL EVALUATION

The Executive Director shall direct the supervisors, Assistant Program Directors, coordinators, Program
Directors whose responsibility it shall be to see that the work in all programs of the Collaborative is
conducted in accordance with the laws of the Commonwealth and the regulations of the Board of
Directors. Assistant Program Directors shall direct, counsel and aid their staff; supervise their work; and
may consult with the Executive Director. Any case of unsatisfactory service that cannot be resolved shall
be referred to the Board of Directors, through the Executive Director. The Board of Directors shall duly
notify employees of any pending formal action.

19.3 STAFF EVALUATION

1. All formal evaluation of the work performance of an employee shall be conducted openly and with
full knowledge of the employee. CREST has adopted the Department of Elementary and Secondary
Educator Evaluation System for professional staff members. All other staff will be evaluated annually.

2. All employees will be furnished copies of all evaluation forms.
3. Within ten (10) workdays after receipt of the report, the employee is to return to the evaluator the

original report with his/her signature affixed. The signature indicates only that the employee has
knowledge of the report. The signed report will then be forwarded to the Collaborative office for
filing in the individual's personnel folder.

4. The employee has a right at any time to add comments to the report directly or by attaching a
separate sheet to the report, with affixed signature and date. The employee is particularly
encouraged to make such comments as soon as possible if he/she is dissatisfied with any portion(s)
of the report. If such comments are made subsequent to the filing of the report, a copy of the
comments shall be sent to the Assistant Program Director.

5. The Collaborative reserves the right to send staff to training to assist with overall job performance.
6. Should personal matters be interfering with job performance, the Collaborative reserves the right to

send the employee to the Employee Assistance Program for assistance.

19.4 REASSIGNMENTS AND TRANSFERS

The Collaborative reserves the right to reassign and/or transfer a staff member or members to a
substantially similar position if it deems it to be in the best interest of the Collaborative. The
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Collaborative will provide the affected employee with written notice of the reassignment or transfer and
with the opportunity to discuss such decision in advance. Reassignments and/or transfers shall not be
subject to the grievance provisions of the personnel policies and procedures of the Collaborative. In the
event that an affected employee provides the Collaborative with reasonable advance notice, the
Executive Director or his designee will make every effort to meet with the employee to discuss the
reassignment or transfer prior to its taking effect. All duty assignments will be made on a fair and
equitable basis. Reassignments and/or transfers may be of a short- or long-term duration and may
include relocating to another school venue. If a student or students with whom a staff member is
working are moved to a different location from their regular location, the staff member may move with
his/her student(s), and such a move shall not be considered a reassignment or a transfer.

19.5 TERMINATION PROCEDURES

19.5.1 Voluntary Resignation
It is understood that an offer of employment is normally for a full fiscal year (July 1 through June 30) and
that once a contract is signed that the employee will fulfill the commitment.

● If a resignation must take place during the contract year the employee must give at least thirty
(30) calendar days written notice prior to the effective date of resignation (last day actually
worked) in order to provide sufficient time to hire a position replacement.

● Clearance of all outstanding obligations to the Collaborative and the return of all Collaborative
property to their supervisor/Assistant Program Director, including keys, any technology, records
or other property is required. Outstanding debts are to be paid from the employee’s final
paycheck, including all unpaid vouchers, petty cash, etc., due to the employer.

● Ten-month staff who terminate after the regular school year has begun will be paid his/her daily
rate based on contracted days. In the event of termination of service for any cause at the end of
or at any time during the school year, amounts of the salary earned but withheld to date of
termination shall be payable to the employee or in the event of his/her death to his/her estate.

● Upon receipt of all time sheets, final evaluation and termination forms, the Human Resources
Director will schedule a meeting to conduct an exit interview with the departing employee which
will include discussion regarding distribution of his/her final check, which might include payment
for all work performed and any accrued vacation and, if applicable, an explanation of their rights
under federal COBRA laws, with regard to continuation of health and dental plans. The
corresponding COBRA paperwork will be sent by certified mail to the employee’s home.

● Any employee who resigns forfeits all sick and personal time.

19.5.2 Termination of Employment
Employment with CREST Collaborative is “at will”. The Collaborative reserves the right to terminate
employment for any reason with or without notice . The Collaborative conducts exit interviews in an
effort to gather useful information from terminating employees. Collecting such information is helpful.
The Collaborative will follow progressive discipline when appropriate. Progressive discipline may take the
form of verbal warnings, written warnings, suspensions, administrative leave with pay, demotions,
transfers as well as restitution, apologies, and other less traditional types of discipline, or termination.

● In other sections of this manual, the Collaborative has identified prohibitive conduct for which
such disciplinary action or termination may be warranted.
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● Employees who violate any policies of the Collaborative such as but not limited to violations of
the harassment or discrimination policies and procedures applicable to either students or staff,
as well as the bullying policies and procedures applicable to either staff or students could be
subject to discipline or termination.

● Conduct during non-working time or off of the Collaborative property can be the subject of
discipline, up to and including discharge when in the sole determination of the Collaborative, the
conduct has a negative impact on the Collaborative, its employees, or its reputation.

● When an employee is terminated, he/she shall only be entitled to wages up through the last day
he/she worked or the last day of paid administrative leave, notwithstanding any contract
provisions to the contrary.

● Any employee who is terminated forfeits all sick and personal time they have accrued.
Employees who are terminated or resign will receive a hard copy live check, not direct deposit.

● Clearance of all outstanding obligations to the Collaborative and the return of all Collaborative
property to their supervisor/Assistant Program Director, including keys, records or other
property is required before an employee’s final paycheck is issued. Outstanding debts are to be
paid from the employee’s final paycheck, including any petty cash, etc., due to the employer.

● Upon receipt of all time sheets, final evaluation and termination forms, the Human Resources
Director will schedule a meeting with the departing employee with regard to the distribution of
his/her final check, which will include payment for all work performed and any accrued vacation
and, if applicable, an explanation of their rights under federal COBRA laws, with regard to
continuation of health and dental plans. The corresponding COBRA paperwork will be sent to the
employee’s home.

19.6 COLLABORATIVE POLICY REGARDING LAYOFFS

The Collaborative reserves the right to lay off employees due to a reorganization, loss of contracts or
grants, declining enrollment or financial or other policy reasons during the term of the employee's
contract. The Collaborative will attempt to give thirty (30) days’ notice to any employee who will be
affected by a lay off. In addition, to the extent that there are openings and that it is in the best interest
of the Collaborative and its programs, the employee may be assigned to another position in the
organization.

19.7 TEACHER LICENSURE

● All teachers employed by the Collaborative are subject to the same professional standards,
approval criteria, and licensure requirements as teachers employed by local school systems.

● It is the staff member’s responsibility to obtain and maintain appropriate and valid certification
and licensure during their employment with CREST.

● While employed with the Collaborative, if the license or certification becomes invalid, expires, is
revoked, etc. employment with the employee may be terminated since valid licensure and
certification are a requirement of the position.
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19.8 CPR/FIRST AID AND CPI/SAFETY CARE CERTIFICATIONS

The Collaborative reserves the right to require its employees to obtain and keep current CPR/First Aid
and/or CPI/Safety Care certification. Employees so required must obtain this certification with the
Collaborative covering the costs for the course and allowing in-service time for completion.

19.9 DEVELOPMENT OF MATERIALS, PRODUCTS, AND/OR IDEAS

Any product (this includes but is not limited to the development of information/training materials, etc.)
that has been created, developed, or produced by any Collaborative employee, is the sole property of
the Collaborative. It cannot be sold, transferred, or bartered without the written consent of the
Executive Director of the Collaborative.

19.9.1 Materials and Programs-Ownership
All materials and/or programs developed by employees as part of job-related activities are the
property of the Collaborative. The individuals who are responsible for the development of
these materials and/or programs will be given the recognition for their efforts on all materials
produced as a result of their efforts.

19.9.2 Material and Programs-Dissemination
All materials and programs developed as part of the normal activities of the Collaborative will
be disseminated in a manner deemed appropriate by the Executive Director of the
Collaborative.

19.9.3 Publicity
The Executive Director or designee must approve all publicity, brochures, curricula and
announcement designs before they are printed and disseminated.

19.10 PROFESSIONAL LIABILITY INSURANCE - (100% EMPLOYER FUNDED)
The professional liability policy of the Collaborative includes all staff as "additional insured." It is
imperative that an employee notifies his/her supervisor immediately (within 24 hours):
● If any student becomes injured during the school day or on the school bus.
● An employee suspects that he/she or the Collaborative might have incurred any legal exposure due

to negligence, wrongful acts, omissions, etc.
● Complete and forward an incident report to Assistant Program Directors or supervisors and the

central office administration indicating the following:
o Time
o Location
o Names of witnesses, if any
o Whether outside assistance was sought
o Any school time/day lost by student
o If parent(s) was(were) contacted
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19.11 CELL PHONE USAGE

Personal cell phone use is prohibited when staff are with students. Cell phones may be used during
designated break times. Staff may use the telephone extension of the Program Secretary for distribution
as an emergency contact number.

Excessive personal calls or texting or emailing during the workday can interfere with employee
productivity, can be distracting to others, and takes the focus and attention off of our students.
Employees are asked to make any calls, send any emails or texts during scheduled breaks or before or
after school. Flexibility will be provided in circumstances demanding immediate attention. The
Collaborative reserves the right to implement further restrictions or prohibitions in the event that
productivity and safety are impacted by personal cell phone use solely as determined by the
Collaborative. The Collaborative will not be liable for the loss of personal cell phones, handheld devices,
or any other personal electronic device brought into the workplace.

19.12 DRIVING FOR THE COLLABORATIVE

Employees whose job responsibilities include driving (including driving between sites or to other
locations) must refrain from using cell phones while driving. This prohibition includes receiving/accepting
or placing calls; retrieving, sending, or responding to text or image messaging, internet browsing;
reading, drafting, or sending emails; checking voice messages, and operating any application installed on
cell phones or handheld devices. Safety must come before all other concerns and employees should
maintain vigilance in minimizing distractions while driving. Regardless of the circumstances, including
slow or stopped traffic, employees must pull off to the side of the road and safely stop the vehicle before
placing or accepting a call, or otherwise using any handheld device.

19.13 USE OF PERSONAL VEHICLES

Staff are reminded that transporting students in one’s private vehicle is prohibited by the Collaborative.
However, the Collaborative understands that extenuating and emergency situations may arise. The
preference in such emergency situations would be to have an employee drive a CREST van/vehicle to
transport the student(s). If no CREST vehicles are available to transport student(s), prior to any staff
member putting a student in his/her own vehicle, the employee or Assistant Program Director will
contact the Executive Director to inform of the situation and to get guidance. It would be at the
Executive Director’s discretion to allow staff using his/her own personal vehicle to transport a student(s).

19.14 UNEMPLOYMENT COMPENSATION INSURANCE - (100% EMPLOYER FUNDED)
Unemployment compensation insurance is subject to eligibility requirements of the Massachusetts
Division of Employment Security. Information may be obtained from the Human Resources Director.

49
Board approved and revised June 9, 2021



19.15 GENERAL GRIEVANCE PROCEDURES

The purpose of this procedure is to secure, at the lowest possible administrative level, equitable
solutions to the problems that from time to time may arise affecting the welfare or working conditions of
staff. These proceedings will be kept as informal and confidential as may be appropriate at any level of
the procedure.  Organizational health is a result of direct communication.

Generally, it is the policy of the Board of Directors that in all cases arising under its policies and
regulations, appeals may be taken from the decision of the employee to the Assistant Program Director
and from the Assistant Program Director to the Executive Director, and from the Executive Director to the
Board of Directors. The person appealing to the Board of Directors shall state in writing his/her
grievance and the relief desired.

Complaints and grievances arising from the conditions of employment of Collaborative personnel shall
be addressed by the following procedures, unless addressed elsewhere in this document.

1. Discussion of the problem with the employee's immediate supervisor with the object of
resolving the matter informally.

2. If a resolution cannot be reached, the staff person may contact the Human Resources Director in
writing for a resolution. However, there must be sufficient documentation that a resolution
could not be reached with the Assistant Program Director/supervisor.

3. If no agreement has been reached with the Human Resources Director, the staff person will
request in writing, a meeting with the Executive Director, who will require the Assistant Program
Director/supervisor to attend the meeting.

4. If a grievance is filed with the Executive Director and if requested by either party, a mutually
agreed upon mediator may be designated.

5. If a resolution cannot be reached through mediation, then a letter to the Board of Directors,
stating his/her grievance and the relief desired with a copy to the Executive Director must be
submitted.

6. The Board of Directors may decide the grievance based upon the written materials or, if the
Board feels that it would be helpful, it will schedule a meeting with the grievant.

20 ENVIRONMENTAL, HEALTH, AND SAFETY

20.1 EMPLOYEE SAFETY COMMITMENT

The Collaborative recognizes that the safety and wellbeing of all employees are important obligations.
The major objective of the Collaborative is to provide and maintain safe, proper and healthful working
conditions for every individual working in company facilities as well as those visited. The Collaborative’s
commitment is to make all projects and operations as safe as humanly possible. No one set of policies
can cover all the possible situations that an employee may encounter. In all cases, an employee must
use his/her best judgment, keeping in mind that personal and student safety are primary concerns. The
Human Resources Office in coordination with the Facilities Department oversees the Safety and Health
programs.
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The Collaborative is responsible for ensuring that the following work safety guidelines and proper
procedures are followed:
1. All work-related accidents and incidents will be reported in compliance with work safety and health

regulations;
2. Commitment to an accident prevention program;
3. Provide employee safety education and training to all new hires and to all employees on a regularly

scheduled basis;
4. Strive to identify and correct unsafe working conditions by continually evaluating job procedures;
5. Recognize the importance of employees' participation in an on-going employee safety program.

20.2 EMPLOYEE’S WORK SAFETY RESPONSIBILITIES

It is a basic responsibility of all employees to make work safety a part of their daily and hourly concern.
Everyone who has a part in the Collaborative affairs, regardless in which capacity he/she may function
must accept this responsibility.

All employees have the responsibility to perform their work in a manner that will ensure their own
personal safety, as well as the safety of others, and to abide by established work safety rules and
regulations.  It is specifically each employee's responsibility to:

● Report to management all accidents and incidents incurred while at work, no matter how
small;

● Practice good housekeeping to ensure individual work areas are clean and neatly
maintained;

● Report hazardous conditions or work practices; and suggest preventative measures
whenever possible;

● Properly use and maintain personal protective equipment, tools, clothing and safety devices
required;

● Use good judgment to avoid potentially unsafe situations;
● Actively participate in employee safety program activities, including safety trainings.

20.3 SAFETY AND HEALTH POLICY

The Safety and Health Policy for the Collaborative shall provide guidelines for all management, staff and
supervisory personnel. These guidelines shall govern the job conditions and work practices for all
employees in all activities of the business. This includes operation of equipment, handling of material
and job conduct of employees. It is the Collaborative’s intent to furnish each employee a place of
employment, which is free from recognized hazards that are, or can be, responsible for injury or
industrial disease. Each employee is required to comply with all identified safety and health standards
and rules and regulations and orders pursuant to the Collaborative’s policy for prevention of accidents
and industrial disease.

The prevention of injury and disease to all employees shall certainly be uppermost in the Collaborative’s
effort. However, the concept of accident prevention through supervisory control shall extend beyond the
normally accepted program for disease and injury. There may be occurrences related to damaged
equipment, wasted and damaged material and performance of people that may have a direct bearing on
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productivity. The basic conditions responsible for the occurrences may cause other serious losses in the
Collaborative’s operations and may have adverse influence as a preventative measure. The purpose of
the Collaborative’s accident prevention effort, therefore, is to identify the conditions responsible for this
economic waste, and effect corrective applications as preventative measures. Responsibility for accident
prevention cannot be delegated as a staff function, but must be accepted by all management and
supervision. The projection of education, engineering and enforcement into all operations will afford the
measurable performance for each area of activity.

20.4 WORK-RELATED INJURIES

Work-related injuries and/or occupational diseases are defined as a personal injury or illness caused by
accidents arising out of and in the course of employment. Work-related incidents are defined as an
on-the-job accident of any kind, including "near misses," whether or not an injury occurred. If an
employee is not sure about what a work-related injury/incident is, he/she should contact the Assistant
Program Director. Any employee, who sustains a job-related injury regardless of severity, MUST notify
his/her site Assistant Program Director within 24 hours. Indicate time, location and names of witnesses,
if any, whether medical treatment was sought, and any time from work was lost. Failure to notify within
24 hours may jeopardize an employee’s receipt of workers’ compensation benefits and may result in the
Collaborative being penalized due to late reporting. For staff injuries, an incident report similar to
Appendix C can be used but the nurses may also create an injury report as a product of the nursing
software system.

When a work-related injury occurs, the first priority is to ensure that an employee receives prompt and
thorough medical treatment.  Below is a list of treatment options. Please follow completely:

First-Aid Treatment:

● If the injury does not require professional medical attention, then basic first-aid should be
administered. This can be done by a nursing staff of the collaborative. However, if there is
any doubt, seek professional medical attention.

● All office locations and off-site locations are equipped with a stocked first-aid kit. Learn their
exact locations. Usually, first-aid supplies include: band-aids, sterile dressings, eye pads,
tape, splint materials, triangular bandages, cold packs, eye irrigation solutions, bandages,
scissors, safety pins, disposable gloves and a blanket.

● First-aid treatment is only to be administered by a trained individual.
Non-Emergency Injuries Requiring Professional Medical Attention:

● If the injury does not require EMT/ambulance or emergency type response but requires
professional medical attention, the Assistant Program Director or a fellow employee should
drive the employee to the nearest doctor or medical treatment facility.

● The medical treatment facility of preference is Bedford Occupational Acute Care, 159 North
Broadway, Salem, NH 03079 (603) 898-0961 is where all staff is to be referred, and or taken,
for treatment.

● If the physician cannot release the employee back to his/her regular job, then the physician
must provide a note releasing him/her from work; or if the physician releases the employee
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to an alternative position, the physician must include a note listing any restrictions and time
constraints.

● Once treatment is complete, the driver should return the employee to work or to another
location as directed by the physician.

Emergency Treatment:

● If the injury requires EMT/ambulance and/or emergency admission, notify local emergency
services. The Assistant Program Director or a fellow employee should accompany the
employee to the medical treatment facility. Express Med at 159 North Broadway, Salem, NH
03079 (603-898-0961) is where all staff is to be referred, and or taken, for treatment.

● If the physician cannot release the employee back to his/her regular job, then the physician
must provide a note releasing him/her from work. If the physician releases the employee to
an alternate position, the physician must include a note listing any restrictions and time
constraints.

● Once treatment is complete, the driver (if appropriate) should return the employee to work
or to another location as directed by the physician.

20.5 STAFF MEETINGS: EMPLOYEE SAFETY

To encourage participation, each program should incorporate safety issues or concerns in regular staff
meetings.  The purpose of including employee safety issues in the regular staff meeting agenda include:

● Help to create and sustain a continuing work safety climate throughout the organization;
● Continue employee safety education;
● Assist management in ongoing development and presentation of work safety policy;
● Help monitor status of efforts to carry out necessary corrective action;
● Monitor safety attitudes of employees which may indicate the need for further or revised

work safety activity;
● Help analyze the major causes of accidents and trends;
● Recommend action to prevent or control hazards;
● Recommend action to stimulate or improve employee safety program activities.

20.6 DRUG AND ALCOHOL-FREE WORKPLACE POLICY

Collaborative has a zero-tolerance policy regarding substance use at the workplace. Employees are
expected and required to report to work on time and in appropriate mental and physical condition for
work. It is the intent and obligation of the Collaborative to provide a drug and alcohol-free, healthful,
safe and secure work environment.

The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance on
Collaborative premises or while conducting Collaborative business off Collaborative premises is
absolutely prohibited. Violation of this policy will result in disciplinary action, up to and including
termination and may necessarily involve legal action.
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As mandated by the Drug-Free Workplace Act of 1988, employees must, as a condition of employment,
abide by the terms of the above policy and report any conviction under a criminal drug statute for
violation occurring on or off Collaborative premises while conducting Collaborative business. A report of
conviction must be made within five days after the conviction.

The Collaborative recognizes drug dependency as an illness and a major health problem. The
Collaborative also recognizes drug abuse as a potential health, safety and security problem. Employees
needing help in dealing with such problems are encouraged to use any assistance programs and health
insurance plans. When an employee presents medical documentation allowing the use of marijuana for
medical purposes, the employee will meet with Human Resources Director to develop a mutually agreed
upon accommodation plan.

It shall be the policy of the Collaborative to implement and adhere to any and all state, federal, or local
regulations.

All employees will:
● Be advised of the dangers of drug abuse in the workplace;
● Be advised that the Collaborative intends to maintain a drug-free workplace;
● Be provided information regarding available drug counseling, rehabilitation and/or employee

assistance programs for substance abuse; and
● Be advised that penalties shall be imposed upon employees for drug abuse violations occurring

in the workplace.

20.7 SMOKING POLICY

Smoking by students, staff and visitors is not permitted in school buildings or on school grounds, during
school-related activities or on job sites. Violations will be subject to disciplinary action up to and
including termination.

20.8 HEPATITIS B VACCINATION

Hepatitis B vaccination is strongly suggested for all staff working directly with students. Information
regarding the Hepatitis B vaccination is provided upon hire. If an employee chooses to decline receiving
the vaccine from his/her doctor, a declination form is signed by the employee and placed in his/her file.

21 BENEFITS

The following section provides general information about each benefit. CREST reserves the right to
modify, revoke, or cease any and all benefits that are not required by law. To the extent possible,
advance notice of any such changes will be provided. Additionally, note that the sections on insurance
policies below provide general information only. For more detailed information, please refer to the
applicable Benefit Summary Plan Description. Should any conflict arise between the terms presented in
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this Handbook and the terms of the Benefit Plan Documents, the Benefit Plan Documents will prevail.
Copies of these documents may be requested from the Human Resources Director.

21.1 SICK DAYS

Sick leave is based upon the number of workdays in individual contracts. Sick leave for part-time
(minimum of half-time) salaried staff and staff that start after the beginning of the year (July 1 or
September 1) will be pro-rated accordingly. For example, an employee working half time (.5 FTE) on a
182-day annual schedule accrues sick leave at the rate of six days per year. Sick leave is not accrued, it is
awarded at the start of employment or at the start of each fiscal year.

● Employees hired for school year positions or 184 day assignments are awarded 12 days per year.
● Employees hired for 12 month positions or 260 day assignments are awarded 15 days per year.

Absences stemming from illnesses lasting three consecutive days or more must be verified with a
physician’s note. Illnesses of 4 or more days may be designated as Family Medical Leave.

Sick leave is cumulative from year to year to a limit of one-hundred (100) days.

A maximum of five days of accrued sick leave may be used for illness in the immediate family, defined as
spouse, children, parents, parents-in-law or siblings. There is no cap however, for using sick days for an
illness of an immediate family member if the absence qualifies for FMLA. Prior approval must be
obtained from the Assistant Program Director and granting of such leave is up to his/her discretion.

The Collaborative reserves the right to have an employee examined by a physician or other appropriate
professional at the expense of the Collaborative when there is a concern about suspected abuse of sick
leave or about the employee's capacity to perform all the duties of his/her job. In addition, the
Collaborative reserves the right to request that an employee obtain a sufficient detailed doctor's
certificate when there is concern. Payment of sick leave may be contingent upon such examination or
certificate.

21.2 SICK LEAVE BUY BACK

Employees with ten (10) years of employment with the Collaborative are eligible to buy back sick days
upon retirement. This benefit applies only to employees who voluntarily separate from the
Collaborative.  Eighteen months’ notification is required from the employee, in writing, to the Board of
Directors. The rate of compensation will be $35.00 per day for the first 50 days and $65.00 per day for
the remaining days up to the maximum of one-hundred (100) days, with a maximum compensation of
$5,000.00. The Board of Directors retains the right to make exceptions to this policy.

Sick Leave Buy Back is only applicable for employees hired prior to July 1, 2016.

21.3 PERSONAL DAYS

Three (3) personal days are available each year. Prior approval to take personal leave must be obtained
from the Assistant Program Director/supervisor and approval is at his/her discretion. Personal leave days
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that are not used during the year will become sick days and be added to the accrued sick days for the
following year. Personal leave is intended for personal business that cannot be scheduled other than
during normal working hours. Personal days cannot extend a vacation or a weekend with a holiday, and
they are not to be used for recreational activities. Three days’ notice to the employee’s supervisor/
Assistant Program Director is required for use of a personal day.

The amount of personal and professional time to which staff are entitled will be pro-rated according to
the actual number of months worked during the ten-month or twelve-month contract period. Personal
and professional time will also be pro-rated for staff working less than full-time.

21.4 VACATION DAYS

Ten-month Staff: Classroom staff employed for the school year or extended school year do not earn
vacation time.  Classroom staff shall follow the vacation schedules established in the school calendar.

Staff who work 260 days: A total of twenty (20) days per year is earned unless otherwise stated in one's
contract or upon hire. Twelve-month classroom staff shall follow the vacation schedules established in
the school calendar.

Upon the prior approval of one's supervisor/ Assistant Program Director, vacation time, expected to be
earned during the one-year contract period, may be "borrowed" in advance with the understanding that
if employment is terminated for any reason prior to the end of the contract period, the final paycheck
will be adjusted to reflect the use of any unearned vacation time. One’s supervisor must approve
vacation schedules in advance in the following manner:

● Employees are expected to give supervisors two weeks’ written notice when requesting more
than one week’s vacation.

● Individual vacation days can be requested in writing with two working days’ advance notice.
● All vacation time will be approved on a first-come, first-served basis.

Every effort will be made to equitably distribute time around the holidays from year to year. Vacation
time must be used within the contract period in which it is earned unless otherwise approved by one's
supervisor. A maximum of five (5) vacation days may be carried over to the following year only with the
approval of one’s supervisor and the Executive Director. If an employee has earned more than the carry
over allotment and is unable to use prior to the end of the fiscal year, any days beyond the five (5) to
carry over as vacation will be added to that employee’s sick leave accruals. Earned vacation time must be
used before termination date on the employment contract, unless otherwise approved by the Executive
Director.

21.5 HOLIDAYS

It is CREST’s policy to provide regular full-time employees with paid holidays. On occasion, if these days
occur on a Saturday or Sunday, the holiday will either be celebrated on the preceding Friday or following
Monday. Generally, the holidays observed include:

Labor Day
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Columbus Day/Indigenous Peoples Day
Veteran’s Day
Thanksgiving Day
Christmas Day
New Year’s Day
Martin Luther King Day
President’s Day
Patriot’s Day
Memorial Day
Independence Day

If a non-exempt employee has been requested to by a supervisor and has agreed to work one of these
observed holidays (from the list above), the employee will be paid time and a half for the hours actually
worked on that holiday.

22 AFFORDABLE CARE ACT

Employees classified as part-time, ESY-only or variable hour employees (substitutes) are not eligible to
participate in our Group Medical Coverage Feature upon hire, but may become eligible under the
look-back measurement method for new hires. Under the look-back measurement method for new
hires, part-time, ESY-only and variable hour employees must first complete a 12-month initial
measurement period during which they are not eligible to participate in the Group Medical Coverage
Feature. At the completion of the 12-month initial measurement period, a part-time, ESY-only or variable
hour employee who has worked on average at least 30 hours of service per week during that period will
be eligible to participate in our Group Medical Coverage Feature on the first day of the next month and
will remain eligible for a 12-month period (called the “stability period”) irrespective of their hours during
the stability period, provided they remain employed with the Company. An employee who fails to work
on average at least 30 hours per week during his or her initial measurement period is not eligible for
coverage during the corresponding 12-month stability period (subject to the transition rules described
below).

Ongoing Employees

Once an employee has been employed with the Company continuously for one 12-month “standard
measurement period,” he or she is no longer classified as full-time, part-time, ESY-Only, or variable hour
employee; rather, he or she is considered to be an “ongoing employee” and tested for full-time status
using the look-back measurement method for ongoing employees. Under the look-back measurement
method for ongoing employees, the standard measurement period is a fixed, 12-month period that runs
from July 1 to the following June 30. An ongoing employee who works on average at least 30 hours of
service per week during a standard measurement period will be eligible to participate in the Group
Medical Coverage Feature during a corresponding stability period, which is the immediately following
fiscal year. An ongoing employee who fails to work on average at least 30 hours per week during a
standard measurement period is not eligible for coverage during the corresponding stability period.

Transition from New to Ongoing Employee Status
The following rules govern the transition from a new hire to an ongoing employee:
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● If an employee is determined to be “full time” during the initial measurement period, he/she
remains eligible to participate in the Group Medical Coverage Feature for the entire stability period
associated with the initial measurement period.

● If, however, an employee is determined to be not “full time” during the initial measurement period,
but is considered “full time” during the overlapping standard measurement period, the "not full
time” stability period is cut short and the employee is eligible to participate in the Group Medical
Coverage Feature for the entire stability period associated with the overlapping standard
measurement period.

Employees Terminated and Rehired
If an employee terminates employment with the Company and is rehired by the Company, he or she will
be treated as a new hire for purposes of this policy only if the period between the termination and rehire
exceeds the lesser of:

• 26 consecutive weeks, or

• A period of no less than four weeks and at least as long as the employee’s period of employment
with the Company prior to termination.

How We Count Hours of Service
Hours of service include each hour for which an employee is paid, or entitled to payment, by the
Company for the performance of duties for the Company, as well as each hour for which an employee is
paid, or entitled to payment, by the Company on account of a period of time during which no duties are
performed due to vacation, holiday, illness, incapacity (including disability), layoff, jury duty, military
duty, or leave of absence. Hours of service performed for certain affiliates of the Company may be
considered to be hours of service for the Company in some cases. The Company counts hours of service
from records of hours worked and hours for which payment is made or due.
For purposes of the look-back measurement method, unpaid FMLA, jury duty and USERRA leave are
credited with hours of service at a rate equal to the average weekly rate at which the employee was
credited with hours of service during weeks in the measurement period that were not part of such
leaves.

23 INSURANCE

23.1 HEALTH AND DENTAL INSURANCE PLAN - (70% EMPLOYER FUNDED, 30% EMPLOYEE FUNDED)
Employees must be employed 20+ hours per week in order to be eligible to participate in the health
and/or dental plans.

The Collaborative offers one health insurance plan BCBS HMO and one dental plan with Blue Cross Blue
Shield of Massachusetts.

If an employee would like to participate in the health insurance plan or change membership status, it
must be done during the open enrollment period (July 1). If an employee opts not to enroll in a health
or dental insurance plan when hired, there will not be an opportunity to do so again until open
enrollment or a qualifying event occurs. A qualifying event occurs when the employee suffers a loss of
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coverage from a previous employer, birth or adoption of a child, marriage, and a change in working hours
from part-time to full-time (or vice versa). Employees may contact the Human Resource Director to
enroll or to obtain more information. Coverage/eligibility for all services begins the first day of
employment or effective as of the date of the qualifying event. Employees have thirty (30) days from
date of hire or qualifying event to submit documentation and enrollment forms to Human Resources
Director in order to enroll in medical/dental plans.

Health and dental insurance are deducted from employee paychecks over 21 pay periods for 10-month
employees, and 26 pay periods for 12-month employees. These deductions provide insurance coverage
for twelve (12) months. Employees may voluntarily terminate their insurance coverage effective at any
time.

If employment is terminated either voluntarily or involuntarily, employees are covered for insurance
purposes through to the end of the month if the termination is effective prior to the end of the month. If
an employee who has had their insurance deductions taken over 21 pay periods terminates during the
summer months, coverage for insurance purposes would terminate on the first day of the month of
September.

Enrollment questions may be directed to the Human Resources Director.

23.2 VISION INSURANCE (100% EMPLOYEE FUNDED)
Employees must be employed 20+ hours per week in order to be eligible to participate in the vision plan.
Staff can enroll in vision insurance through EyeMed. Employees can enroll upon hire, in the case of a
qualifying event, or during open enrollment. For additional information regarding the specific details of
this benefit and costs, please see Human Resources.

23.3 PRE-TAX PREMIUM PAYMENT PLAN

The Pre-tax Premium Payment Plan allows employees to pay medical premiums with pre-tax dollars.
Pre-tax dollars are dollars on which employees pay no federal tax.

With the plan, an employee’s income will be reduced by the cost of the premium. Only the remaining
income will be taxed. As a result, taxes should decrease and take-home pay should be higher because of
participation in the plan.

Employees who are eligible to participate in the Collaborative’s group health and/or dental plans may
participate in the plan. Please contact the Human Resources Director for an election form. Any changes
must be made during the open enrollment period.

23.4 BASIC LIFE AND AD&D INSURANCE - (100% EMPLOYER FUNDED)
Employees must work 20 hours per week or more in order to be eligible for this benefit. Life and
Accidental Death and Dismemberment (AD&D) insurance benefits protect an employee’s family from the
loss of your income if the employee dies or is seriously injured. This benefit is provided by UNUM.
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● Life insurance provided at $25,000.
● AD&D provided at $25,000.

23.5 LONG TERM DISABILITY INSURANCE – (100% EMPLOYER FUNDED)
The Collaborative offers a long-term disability insurance plan for employees who work 20 hours per
week or more. If an employee has an injury or illness that keeps them away from work for more than 90
days, the Long Term Disability (LTS) plan can help protect employee and his or her family. This plan will
provide employees with replacement compensation should they become disabled while actively
employed. This benefit is provided by UNUM.

● Long term disability is provided at 60% of an employee’s basic monthly earnings up to a
maximum of $8,000 per month.

● There is an elimination period of 90 days.

For more information regarding disability/life insurance, contact the Human Resources Director.

24 COBRA

RIGHTS TO HEALTH INSURANCE UPON TERMINATION OF EMPLOYMENT
Under the Consolidated Omnibus Budget Reconciliation Act (COBRA), employees and/or their
dependents may qualify for continued health coverage for a specified period of time. Upon termination
of employment an employee may continue health insurance by paying 102% of the premiums through
COBRA if the employee qualifies. This is available if needed for up to 18 months. Certain restrictions
apply for further information please contact the Human Resources Director.

Information as to COBRA rights is available from the Human Resources Director. Employees must inform
the Human Resources Director of a divorce, legal separation, or of a child losing dependent status within
sixty days of that event.

COBRA notices and payments for COBRA are handled by HR Concepts Total Solutions.

25 HEALTH BENEFITS FOR RETIREES

The Board of Directors of the Collaborative does hereby adopt the following policy relative to the
offering, at the sole discretion of the Board of Directors, for health benefits to otherwise eligible retirees
of the Collaborative. (Retirees are not eligible for dental coverage.)

1. This policy shall only be considered effective to the extent that the Board of Directors retains full and
complete discretion and control to offer, to cease offering and/or to alter the offering of any and all
health benefits to otherwise eligible retirees of the Collaborative. This policy does not create a
contractual obligation or an entitlement for any individual.
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2. For the purposes of this policy, retirees shall be defined as individuals who are both eligible for, and
in fact receive, a retirement allowance in accordance with G.L., C. 32. Individuals taking retiree
health must have been employed by the Collaborative for the five previous consecutive years and
worked full-time 1.0 FTE. Further, retirees must have participated in a Collaborative-offered health
plan for a minimum of three years immediately prior to retirement in order to be eligible to
participate in a Collaborative-offered health plan as a retiree.

3. Retirees who are eligible to participate in accordance with paragraph #2 of this policy shall be
entitled to enroll in one of the health benefit plans offered by the Collaborative up to the date the
individual becomes eligible for Medicare. Upon reaching the age of Medicare eligibility, the retiree
must enroll in Medicare and will be eligible to enroll in a Medicare Supplement Plan offered by the
Collaborative. In addition to offering a Medicare Supplement Plan, the Collaborative shall offer a
health benefit plan(s) for those retirees who are eligible under paragraph #2 of this policy but are
not Medicare-eligible. Interested retirees must submit evidence to the satisfaction of the
Collaborative, which establishes that they are not Medicare-eligible.

4. In order to be considered eligible to participate in a plan offered by the Collaborative,
Medicare-eligible retirees must enroll in Medicare Parts A & B during the Medicare enrollment
period, which is closest in time to the retiree’s sixty-fifth birthday. If an employee remains actively
working for the Collaborative past age 65, then such an employee must enroll in Medicare Parts A &
B as soon as is legally permissible. Only those retirees who enroll in Medicare in accordance with the
policy may be entitled to receive any benefit from the Collaborative. Retirees who are not enrolled
in Medicare Part A and Part B in accordance with the timeliness specified in this policy shall not be
eligible to receive any benefit from the Collaborative.

5. The Collaborative shall contribute an amount equal to 90% of the monthly contribution rate for
eligible retirees employed prior to February 1, 2005 who enroll in a plan offered by the Collaborative,
whether or not the plan is a group plan or a Medicare Supplement Plan. For employees hired after
February 1, 2005, the Collaborative shall contribute an amount equal to 70% of the monthly
contribution rate.

6. If a retiree is eligible for participation under this policy, then the retiree’s spouse shall also be eligible
to participate. This right to participate shall survive the death of the Collaborative retiree, if the
spouse was enrolled prior to the death of the retiree. The surviving spouse shall be entitled to the
90% Collaborative-contribution rate.

7. Retirees shall be responsible for making full payment of their share of the premium within thirty
days from the premium due date to the Collaborative. Should any enrolled retiree fail to make such
premium payment, he/she shall be considered dropped from the plan.

8. Nothing in this policy guarantees nor should be considered to guarantee health benefits to any
retiree. Further, the Board of Directors, by and through the adoption of this policy, retains full
discretion to alter contribution levels and to cease the offering of any or all health benefit plans or
benefits.
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26 WORKERS’ COMPENSATION INSURANCE - (100% EMPLOYER FUNDED)

Any employee who sustains a job-related injury regardless of severity on campus or at an off-campus
location MUST:
1. Notify his/her site Assistant Program Director/supervisor within twenty-four (24) hours.
2. Complete an incident report (See Appendix C) or have a nurse complete an incident report from the

nursing software indicating:
● Time
● Location
● Names of witnesses, if any
● Whether medical treatment was sought
● Work time lost

Failure to notify within twenty-four (24) hours may jeopardize an employee’s receipt of workers’
compensation benefits and may result in the Collaborative being penalized due to late reporting.

The Assistant Program Director/Supervisor will in turn:
o File the appropriate Employee Injury Report Form and Incident Report with the Human

Resources Director within forty-eight (48) hours of the incident. This will officially document the
injury.

o Advise the Central Office of staff absences due to work related injuries.
o Work closely with the injured employee and the Human Resources Director to assist with the

employee’s safe and swift return to full duty.

If medical care is required:
o The employee should inform the healthcare provider that the injury is work-related (workers’

compensation claim) and that his/her employer is the Collaborative for Regional Educational
Services and Training, 20 Shattuck Rd., Andover, MA 01810.

o The provider will forward the bills to the Collaborative, which will then forward them to the
workers’ compensation insurance provider.

o Any copies of bills the employee receives should be given to his/her supervisor, who will submit
them to the Human Resources Director.

o The Collaborative allows employees to augment workers’ compensation with sick leave and/or
vacation for a work-related injury.

o Where appropriate, employees out on workers’ compensation will be placed on concurrent
FMLA.

If appropriate, a claims representative from the insurance carrier will contact the employee. Any receipts
for out-of-pocket expenses, transportation fees or mileage should be submitted directly to the
representative.

The Collaborative’s goal is to promote and provide a safe work environment.  Should an accident occur:
● The Collaborative will work closely with the injured employee and the treating physician to assist

with the employee’s safe and swift return to full duty.
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● A letter from the employee’s doctor is required before returning to employment stating that the
employee can return to work and whether or not there are any restrictions.

● If the treating physician states that the employee may return to work but with limitations, the
Collaborative will make every effort to accommodate these restrictions.

● The light duty offered will be determined on an individual basis and depend on the work
situations available at the time of the restriction(s).

● The Collaborative will not jeopardize the health and safety of employees or students when
considering a light duty request.

● It is the goal of the Collaborative to make every effort possible to allow staff to continue to work,
however, the Collaborative will not compromise the safety of students to achieve this goal.

● Should the Collaborative determine that the employee is not able to fulfill the significant aspects
of his/her job, the staff member will be given the opportunity to access accrued sick days or take
leave without pay.

● The Collaborative will keep the employee’s position open for at least twelve (12) weeks for the
FMLA period or through the end of the employee’s contract (whichever event occurs first.)

● If an employee is certified for light duty and refuses to accept assignment, the employee may
lose workers’ compensation payments. The employee will still remain on FMLA until the twelve
(12) weeks are exhausted.

If the employee does not respond with providing a doctor’s certificate, the Collaborative will notify the
employee that because the employee has not provided the information or is not capable of performing
essential functions of the job, the Collaborative will consider the employee as terminating his/her
employment.  The employee will not be offered a contract for the following school year.

27 403(B) PLAN

Employees may elect to participate in a 403(b) plan, allowing them to set aside money pre-tax for
retirement. CREST currently has established a retirement savings plan. This plan is called a “403(b) Plan”
by the IRS, and allows you to defer a portion of your income on a pre-tax basis and to invest those funds
tax-deferred. The 403(b) plan is meant to provide you with retirement savings and other benefits in
addition to those you will get from other retirement plans. All employees of CREST Collaborative are
eligible to make elective deferrals to the 403(b) plan. Employees who are students performing services
described in section 3121(b)(10) of the Code. IRC Section 3121(b)(10) excepts from FICA tax service
performed in the employ of a school, college, university (institution), or a section 509(a)(3) organization
organized and operated exclusively for the benefit of that institution if the service is performed by a
student who us enrolled and regularly attending classes at the institution.

For more information, please contact the Human Resources Director.

28 PROFESSIONAL DEVELOPMENT /TUITION REIMBURSEMENT

It is the policy of the Collaborative to encourage the professional development of its employees.
o All employees are expected to keep abreast of and alert to new developments in their particular field

through course work, workshops, lectures and other special study. Employees must maintain a
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current plan approved by their Assistant Program Director/supervisor in accordance with
Department of Elementary and Secondary Education (DESE) regulations.

o Funds for this purpose are available and approval for reimbursement upon completion is up to the
discretion of the Assistant Program Director/supervisor and the Executive Director and will not be
unreasonably withheld. Prior approval is required.

o Course enrollment must be work-related and have a benefit to the Collaborative.
o Reimbursement may be limited to the amount included for the purpose in the program budget.
o Employees will be reimbursed for the cost of workshops, seminars, conferences and college classes if

the following criteria are met:

o Approved in advance by the Assistant Program Director/supervisor and the Executive
Director.

o Submitted a completed requisition for tuition reimbursement.
o Attached proof of a grade of B or better was received.
o Attached proof of course payment.

The courses must:
o Be pertinent to the needs of the Collaborative and its students.
o Be taken at an accredited college or institution.
o Have prior approval by the Assistant Program Director/supervisor and Executive Director.

o Each employee shall be entitled to tuition reimbursement of up to $2500 dollars per person, per
fiscal year. For instructional assistants, the cap is up to $400 per course. No more than two (2)
courses to be reimbursed per fiscal year. The annual cap for total reimbursement collaborative-wide
is $10,000.

o For instructional assistants, the terms of tuition reimbursement will be as outlined in the collective
bargaining agreement. 

o No employee may receive more than $2,500 for a workshop and/or tuition reimbursement in any
fiscal year.

o Tuition reimbursement of up to $500 per workshop may be substituted for course reimbursement
and up to $400 for instructional assistants.

o Each employee is responsible for tracking his/her PDPs toward re-licensure. (See Appendix E)
o Tuition reimbursement for part-time (minimum of half-time) salaried staff and staff that start after

the beginning of the year (July 1 or September 1) will be pro-rated accordingly.
o Employees seeking reimbursement for a course, seminar, conference, or workshop must submit the

appropriate reimbursement form and additional required documentation/proof within sixty (60)
calendar days from completion date of said conference, seminar, workshop, or course.

The Collaborative is a state-approved professional development provider and sponsors free activities,
such as the Fall and Spring Workshop Series, Re-licensure Study Groups, and Collaborative-wide training
sessions, which are open to all employees. Employees may earn professional development points for
re-licensure through participation in any of these activities. (See Appendix D for Reimbursement Form).
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29 FLEXIBLE SPENDING ACCOUNT

CREST offers Flexible Spending Accounts administered by HRC Total Solutions. Flexible Spending
Accounts (FSA) provide a great opportunity to get more for your dollars. CREST offers a Health Care
Spending Account and a Dependent Care Spending Account. A rollover amount of unused Health Care
Spending Account funds may be permissible at the end of the plan year into the funds for the next year.
Any unused money will be forfeited. If you do not enroll in the FSA plans within your initial enrolment
period, you may enroll for coverage during the open enrollment period or within 30 days of a qualified
status change.

30 RETIREMENT

Employees who are employed for 20 hours or more per week, are obligated to join a state retirement
system. Employees whose positions require a DESE licensure or certification will be enrolled in
Massachusetts Teachers’ Retirement System (MTRS). All other employees working 20 hours or more per
week will be enrolled in the Massachusetts State Retirement System.

All employees who work less than 20 hours per week are obligated under federal law to participate in an
OBRA plan in lieu of state retirement or social security. The OBRA plan is obligatory for employees who
are not members of MTRS or the State Retirement Plan.

Funds may be withdrawn upon termination of employment. Please contact Human Resources or contact
the applicable retirement board to request a withdrawal form.

For questions regarding MTRS, please call the Board at 617-679-6887 or visit its website at
http://www.mass.gov/mtrs/

For questions regarding State Retirement, please call the state at 800-392-6014 or 617-367-7770 or visit
its website at http://www.state.ma.us/treasury/srb.htm

30.1 OBRA PLAN (457 PLAN)
The OBRA plan is obligatory for staff not members of Massachusetts Teachers or State Retirement Plan
and is in lieu of social security. The plan administrator is Great-West Retirement Services of Denver,
Colorado. Questions regarding this plan or to withdraw funds upon termination should be directed to
Great-West’s home office at 888-672-7240.

●

31 EMPLOYEE ASSISTANCE PROGRAM (EAP) – (100% EMPLOYER FUNDED)

The Employee Assistance Program is a confidential, employer paid, professional counseling, evaluation
and referral service that is provided for employees and any family members of their household, who may
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be experiencing personal problems which may affect job performance or health. This benefit is free,
confidential, and available 24 hours a day, 7 days a week. UNUM’s Work-life Balance Employee
Assistance Program provides information and resources on a large variety of personal, professional, and
educational topics. There is a personal assistant that is available to assist you in locating resources. Call
1-800-854-1446 for assistance. Online access: www.lifebalance.net. The user ID and password:
lifebalance. CREST also utilizes Perspectives EAP as another resource for confidential employee
assistance. Perspectives EAP can be contacted by calling 800-456-6327 or by visiting
www.perspectivesltd.com and enter your username and password: perspectives.

32 BANK RELATIONSHIPS

32.1 CREDIT UNION

● All employees are eligible to join any local credit union such as Andover Federal Credit Union
(www.andoverfcu.com), Metropolitan Credit Union (www.metrocreditunion.com) or the Merrimack
Valley Credit Union (www.merrimack-valley-fcu.org) or any credit union of his/her choice.

● Vacation clubs through which an employee may save money for the summer months via payroll
deduction are available through the credit unions.

33 LEAVES OF ABSENCE

A “leave of absence,” as discussed in this manual, means authorized time away from work (whether
paid or unpaid) for a reason described below. Specific eligibility guidelines are covered under each
section below. All requests for leaves of absences must be in writing and brought to the immediate
attention of an employee’s Assistant Program Director/supervisor and the Human Resources Director
for review and approval. All eligible employees requesting a leave of absence must intend to return to
active employment with CREST at the end of the leave of absence unless prevented by unforeseen
circumstances as determined in the Collaborative’s sole discretion. Unless otherwise expressly
indicated or required by applicable law, all leaves shall run concurrently. If the leave of absence is
paid, employees will accrue benefits or employees will accrue service time toward attainment of
benefits while on leave. Employees will not accrue benefits will on an unpaid leave of absence.
Employees should contact the Human Resources Director for additional information.

33.1 MILITARY LEAVE

In certain situations military leave with pay may be available to employees.  Specific information about
the availability of military leave to a particular employee may be obtained from the Human Resources
Director.

33.2 RELIGIOUS OBSERVANCES

CREST recognizes that some employees may wish to observe days of worship or commemoration not
included on the holiday schedule. To support this need, employees may use personal or vacation days. If
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leave for a religious observance is requested, written notification to one’s Assistant Program
Director/supervisor must be made at least three days in advance.  Attendance sheets and employee
attendance records should be marked accordingly.

33.3 BEREAVEMENT LEAVE

A maximum of five (5) days with pay may be used as bereavement for immediate family, defined as
spouse, domestic partner, significant other, children, parents, grandparents, grandchildren,
parents-in-law or siblings, and other family members living in the same household as the employee.
Extended bereavement leave may be allowed at the discretion of the Executive Director. This leave is not
deducted from sick leave and is non-cumulative. The decision to grant additional bereavement leave will
be made by the Executive Director with the support of the Assistant Program Director/supervisor.

33.4 JURY DUTY

Employees who are called to serve as jurors will be compensated for jury service. CREST will make up the
difference between an employee’s salary and the reimbursement from the court system if the time for
jury service interferes with regular scheduled hours.

Employees who are called to serve as jurors must provide his or her Assistant Program
Director/supervisor with a copy of the court notice. Employees should also inform their Assistant
Program Director/supervisor at least two (2) weeks in advance that they were called for jury duty.
Employees are expected to return to work on any day or portion of any day when court attendance is not
required.

33.5 FAMILY AND MEDICAL LEAVE

Policy Purpose
CREST has established the following policy governing family and medical leaves, in compliance with the
Family and Medical Leave Act (“FMLA”).

General Provisions
Employees who meet the eligibility requirements outlined below will be granted a maximum of 12 weeks
of family and medical leave in a 12 month period (or a maximum of 26 weeks of leave if required to care
for a covered service member) with a serious injury or illness. The Collaborative will measure the
12-month period as a rolling period measured backward from the date an employee uses any leave
under this policy.

In the event that an employee’s spouse works for the Collaborative, the employee and the spouse are
limited to a combined total of 12 weeks (or 26 weeks for military caregiver leave) of leave in the event
that leave is taken for the birth of a child, adoption or placement of a child in foster care, or to care for a
parent with a serious health condition.

Leaves of absence under FMLA may be taken consecutively or intermittently as described in this policy.

Employee Eligibility
To qualify for FMLA leave under this policy, an employee must meet all of the following criteria:
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1. An employee must have worked for the Collaborative for at least 12 months or 52 weeks. The 12
months or 52 weeks need not be consecutive, but separate periods of employment will be
counted only if the break in service between such periods does not exceed 7 years. Separate
periods of employment will be counted, even if the break in service exceeds 7 years, only if such
break is due to National Guard or Reserve military service obligations, or there is a written
agreement (including a collective bargaining agreement) stating the Collaborative’s intention to
rehire an employee after the break in service.

2. An employee must have worked at least 1,250 hours in the 12 month period immediately before
the date when the leave is requested to begin. Note that time during which an employee is not
performing services for the Collaborative (including, for instance, time spent on paid or unpaid
leave) will not be counted as hours worked.

3. An employee must work at a Collaborative worksite where 50 or more employees are employed
within 75 miles of the worksite.

Types of Leaves Covered
FMLA leave may be taken for one or more of the following reasons:

1. Birth and care of a newborn child.
2. Adoption or placement in foster care of a child.
3. Care for a spouse, child, or parent with a serious health condition.
4. Medical leave because of a serious health condition that makes the employee unable to perform

the functions of his or her position.
5. A qualifying exigency arising out of the fact that a spouse, son, daughter or parent is a covered

military member on active duty.
6. Care for an injured or ill covered service member, if the employee is a spouse, son, daughter,

parent, or next of kin of the covered service member.

Note on Serious Health Conditions
A “serious health condition” is defined as an illness, injury, impairment or condition that requires: (a)
inpatient care at a hospital, hospice or residential medical care facility (including any period of incapacity
or subsequent treatment in connection with such inpatient care), or (b) a condition that requires
continuing treatment by a licensed health care provider. The Collaborative will determine whether a
“serious health condition” has occurred, based on the circumstances of the employee’s leave and
relevant legal guidelines. If an employee has questions as to whether an injury, illness, or impairment
constitutes a serious health condition, inquiries should be directed to the Human Resources Director.

Note on Qualifying Exigency for Military Families
A “qualifying exigency” entitling an employee to FMLA leave occurs when an employee is required to
take leave due to certain events related to the fact that a spouse, son, daughter or parent has been
notified of an impending call to active military duty, or is already on active duty. The qualifying exigency
generally is one of the following events: (a) addressing issues arising from a short-notice of deployment,
(b) attending military events and activities, (c) participating in, being involved in childcare and school
activities, (d) making financial and legal arrangements to address the service member’s absence, (e)
attending counseling arising from the service member’s duty, (f) spending up to 5 days with a service
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member on rest and recuperation leave, (g) attending military-sponsored post-deployment activities,
and (h) attending additional activities that arise out of active duty, provided that the timing and duration
of leave are mutually agreed to by the employee and their manager.

Note on Care for an Injured or Ill Service Member
Leave may extend to up to 26 weeks in a single 12-month period for an employee to care for a spouse,
son, daughter, parent or next of kin (as legally defined) who is a covered service member with a serious
illness or injury incurred while on active duty. This leave is provided on per-covered-service member,
per-injury basis, but an employee will not be entitled to more than 26 weeks of such leave within 12
months. This leave is calculated on going forward basis. Accordingly, employees are entitled to a
combined 26 weeks of leave for any FMLA-qualifying reason beginning when employee first takes
military caregiver leave (but still limited to 12 weeks for other FMLA-qualifying reasons).

Process For Requesting FMLA Leave
Employees are expected to submit a verbal or written request for leave as far in advance as possible to
the Human Resources Director. The employee, upon submitting a request, will also be required to
complete and submit a form WH-380-E Certification of Health Care Provider for Employee’s Serious
Health Condition if the request for FMLA leave is for the employee or form WH-380-F Certification of
Health Care Provider for Family Member’s Serious Health Condition if the request for FMLA leave is for a
covered member of the employee’s family.

Employee Request for Leave
Employees are expected to submit a verbal or written request for leave as far in advance as possible. In
instances where FMLA leave is foreseeable, an employee must provide at least 30 days’ advance notice
to the Human Resources Director. Where 30 days’ advance notice is not practicable (such as because of a
lack of knowledge of when leave will begin, or because of a medical emergency) and in the case of any
leave due to a qualifying exigency (whether foreseeable or not), then notice must be given as soon as
practicable, i.e., within 2 business days of when the employee learns of his or her need for leave. In
instances where FMLA leave is unforeseeable, an employee must provide notice as soon as practicable
under the facts and circumstances of the particular case, and in no case later than required under the
Collaborative’s usual and customary notice requirements applicable to such leave.

An employee must provide notice sufficient to allow the Collaborative to understand that he or she
potentially needs FMLA leave, and must provide notice of the anticipated duration of the leave and
expected return to work date (note that the Collaborative may require an employee on FMLA leave to
report periodically on their status and intent to return to work).

In cases of planned medical treatment, the employee should consult with his or her Assistant Program
Director/supervisor in an attempt to schedule the leave so as to not unduly disrupt operations.

Eligibility Notice
After an employee has provided notice of his or her need for FMLA leave, the Human Resources Director
will provide the employee with a Notice of Eligibility. As part of this Notice, the Collaborative may require
the employee to provide additional information regarding his or her request for leave, including but not
limited to a certification from a health care provider regarding any serious health condition that the
employee or a covered family member may have.
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Designation Notice
After the Collaborative has reviewed the information provided by the employee and has sufficient
information to determine whether the leave qualifies as FMLA leave, it will notify the employee of
whether he or she is eligible for such leave by providing a Notice of Designation regarding the same. At
this time, and at other times periodically during FMLA leave, the Collaborative may require employees to
indicate their status and intent to return to work upon the expiration of the leave.

Certifications For Serious Health Conditions
The Collaborative requires certification from a health care provider regarding an employee’s or a family
member’s FMLA leave. An employee must respond to such a request within 15 days of the request, or
provide a reasonable explanation for the delay. Failure to provide complete and sufficient certification
(including failure to provide any certification at all, and/or failure to cure an incomplete or insufficient
certification) may result in a denial of FMLA leave.

Specified Collaborative employees may directly contact an employee’s or covered family member’s
health care provider for authentication and clarification purposes. An employee will be given an
opportunity to resolve any deficiencies in a medical certification before the Collaborative makes such
contact (the Collaborative will obtain the employee’s or covered family member’s permission for
clarification of individually identifiable health information). If an employee does not authorize the
Collaborative to obtain authentication or clarification from a healthcare provider, and does not
otherwise clarify information for the Collaborative as requested, then the Collaborative may deny FMLA
leave.

If the Collaborative doubts the validity of a medical certification, it may require an employee to obtain a
second opinion via an independent medical evaluation, at the Collaborative’s expense. The Collaborative
will select the healthcare provider to perform the evaluation. If necessary to resolve a conflict between
the original certification and the second opinion, the Collaborative may require a third opinion. The
Collaborative and the employee will mutually select the third doctor, and the Collaborative will pay for
the opinion. This third opinion will be considered final. The employee will be provisionally entitled to
leave and benefits under the FMLA pending the second and/or third opinion. The Collaborative may
deny FMLA leave to an employee who refuses to release relevant medical records to the health care
provider designated to provide a second or third opinion.

Certifications For Qualifying Exigencies and for Care for a Covered Service Member
The Collaborative requires certification of a qualifying exigency for military family leave, and for the
serious injury or illness of a covered service member. An employee must respond to such a request
within 15 days of the request, or provide a reasonable explanation for the delay. Failure to provide
certification may result in a denial of continuation of leave.

Recertification
The Collaborative may request recertification for the serious health condition of an employee or
employee’s covered family member every 30 days. If an employee’s medical certification indicates that
the minimum duration of the condition is more than 30 days, then the Collaborative may request
recertification when the duration of such condition expires or every 6 months (whichever is earlier). The
Collaborative may request recertification more often than every 30 days when circumstances described
in a previous certification have changed significantly, when the Collaborative receives information casting
doubt on the reason given for the absence, or when the employee seeks an extension of leave. The
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Collaborative may provide the employee’s health care provider with the employee’s attendance records
and ask whether need for leave is consistent with the employee’s serious health condition.

Use of Accrued Paid Time Off
FMLA leave is unpaid. The Collaborative requires employees to use all accrued paid time off (i.e.,
vacation, personal days and sick days) during an FMLA leave prior to taking any unpaid leave. Exceptions
to this policy require the prior written approval of the Human Resources Director. The use of accrued
paid time off will not extend the length of FMLA leave. Additional paid time off will not accrue during any
portion of FMLA leave. Also, an eligible employee may be paid for time lost through the Collaborative’s
paid medical leave plan (as outlined below) if the FMLA leave is because of the employee’s own serious
health condition.

Benefits During Leave
If the Collaborative pays for any portion of an employee’s health insurance, the Collaborative will
continue to pay its normal share of such costs while the employee is out on FMLA leave, on the same
terms and conditions as coverage would have been provided if the employee was not on FMLA leave (for
instance, if premium payments are raised or lowered, an employee on FMLA leave will be required to
pay the new premium rates). Employees will be advised by the Human Resources Director regarding the
amount of time and the method of payment on the employee’s portion of the health insurance
premium.

Employees must to make monthly payments of their contribution portion for medical or other insurance
coverage (if on unpaid leave, via a personal check written to CREST; if on paid leave, via regular payroll
deductions). If an employee fails to provide such payments on a monthly basis, the Collaborative will
provide him or her with notice and the opportunity to bring any outstanding amounts current. If an
employee’s premium payments are more than 30 days late, however, the Collaborative retains the right
to cease its obligations to maintain health insurance coverage for such employee. In the event that the
employee does not return to work after his or her leave, the employee must reimburse the Collaborative
for any health insurance payments the Collaborative made for the employee’s benefit while the
employee was on unpaid leave, unless such failure to return is due to a continuation, recurrence or onset
of a serious health condition that would otherwise have entitled the employee to FMLA leave, or due to
other circumstances beyond the employee’s control.

Intermittent Leave or a Reduced Work Schedule
An employee may take FMLA leave in 12 consecutive weeks, or under certain circumstances, may use
the leave intermittently (i.e., take a day periodically when needed over the year) or on a reduced leave
schedule (i.e., use the leave to reduce the work week or work day, resulting in a reduced hour schedule).
In all cases, the leave may not exceed a total of 12 work weeks (or 26 work weeks to care for an injured
or ill covered service member) over a 12-month period.

If an employee requests intermittent leave or a reduced leave schedule due to an employee’s or a
covered family member’s serious health condition, or to care for a covered service member with a
serious injury or illness, then such leave will be permitted only if the employee provides documentation
(e.g., a medical certification and/or other information) indicating that such leave is best accommodated
through this type of schedule. If an employee requests intermittent leave or a reduced leave schedule
due to birth or adoption of a child, then such leave will be permitted only if the Collaborative agrees to a
schedule for such leave.
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In the case of: (a) foreseeable intermittent leave or a reduce leave schedule due to planned medical
treatment for the employee, a covered family member, or a covered service member (including during a
period of recovery from the employee’s or a covered family member’s serious health condition, or a
covered service member’s serious injury or illness), or (b) the Collaborative having agreed to permit
intermittent leave or a reduced leave schedule for the birth or adoption of a child, then the Collaborative
may require an employee to transfer temporarily to an available alternative position, at the equivalent
pay and benefits, for which the employee is qualified and which better accommodates recurring periods
of leave than does the employee’s regular position.

Returning to Work
Subject to limited exceptions, if an employee is able to return to work (with or without a reasonable
accommodation) and returns to work within the time allowed by the FMLA, the employee will be
returned to his or her same or an equivalent position provided that the employee’s job still exists and the
employee would have continued to be employed in that job had he or she not taken leave. Nothing in
this policy grants an employee a right to return to the employee’s former position following a return
from leave, and an employee on FMLA leave has no greater right to reinstatement or other benefits or
conditions of employment than if the employee had remained at work during the FMLA period. What
this section means is that if a layoff occurred while an employee was out on FMLA leave, and had the
employee been working, the employee would have been laid off, the employee will be laid off during
FMLA leave and have no right to return to any position in the Collaborative.

The Collaborative reserves the right to exempt certain key employees from this requirement and not
return them to the same or equivalent position. The Collaborative will inform all employees who fall
within this category of their status as key employees before commencement of family and medical leave.

Fitness For Duty Certification
If an employee’s FMLA leave is a result of the employee’s own serious health condition, the employee
may be required, prior to returning to work, to submit to the Human Resources Director a certification
from the employee’s health care provider that the employee’s medical condition is sufficiently resolved
to permit the employee to return to work and that the employee can perform the essential functions of
his or her job. Also, an employee may be required to be cleared by the Collaborative and may be
required to be evaluated by a health care provider engaged and paid for by the Collaborative prior to
resuming work.

Failure to Return to Work
An employee failing to return to work on the scheduled return date after an FMLA leave will be
terminated. Additionally, subject to limited exceptions, the Collaborative will be entitled to recover from
the employee certain costs (including, without limitation, benefits, premiums and salary paid during the
FMLA leave) incurred by the Collaborative, and the employee must so agree by completing and
submitting an appropriate form regarding the same. However, there may be limited circumstances where
an employee will not be obligated to provide such reimbursement.

Coordination with Other Laws
The FMLA does not supersede any provision of any state law that provides greater family or medical
leave rights that the rights established under the federal law. Leave entitlements under state law and the
FMLA run concurrently where both laws cover the same type of leave. For example, any leave available
under the Massachusetts Maternity Leave Act will simultaneously be counted toward FMLA leave
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eligibility.

33.6 PARENTAL LEAVE

A. Any employee who has been employed for at least three (3) consecutive months shall be
entitled to a parental leave of absence without pay for the birth or for the placement of a child
under the age of 18 or under the age of 23 if the child is physically or mentally disabled or for the
adoption of a child in accordance with M.G.L. c. 149, section 105D. The employee will make
every effort to notify the Executive Director in writing as soon as practicable, and in no event
later than two (2) weeks prior to the anticipated departure date.

B. Employees will be eligible for up to eight (8) weeks of parental leave in accordance with M.G.L. c.
149, section 105D. An employee who is eligible for additional leave under FMLA, and who has
not yet exhausted the annual FMLA leave allowance, may continue the leave beyond the eight
(8) weeks, using any remaining FMLA leave, up to a maximum of twelve (12) weeks. Leave under
M.G.L. c. 149, section 105D and the FMLA shall run concurrently.

C. An employee shall be entitled to use accumulated paid sick leave for that portion of the parental
leave during which she is physically disabled due to pregnancy, childbirth, and recovery
therefrom, provided that the employee follows the procedures outlined for taking sick leave.

D. While an employee is on FMLA leave, the Collaborative will continue its contribution towards the
employee’s health insurance premium, provided that the employee makes timely payment of
his/her contribution toward the health insurance premium.

E. An employee must notify the collaborative of the intent to return to the work at the conclusion
of the leave and the return date at the time the employee requests the leave.

F. An employee returning from approved leave will be restored to the position, which she or he
held as of the commencement of the parental leave, if the position exists, or to a substantially
equivalent position. The Executive Director may require that an employee returning to work
after a period of sick leave usage produce medical certification that she is physically able to
resume work before returning.

G. An employee may elect to take an extended unpaid leave without pay for up to one (1) year, and
as to female employees, entitlement to sick leave benefits for certified disability, resulting from
childbirth and recovery. If an employee elects to take an extended unpaid parental leave, the
employee may continue to participate in the health and life insurance in which he/she is enrolled
provided she/he contributes one hundred (100) percent of the group rate premium.

33.7 SMALL NECESSITIES LEAVE ACT

The Massachusetts Small Necessities Leave Act (“SNLA”) is designed to supplement the federal FMLA
and guarantees eligible employee’s family leave for purposes of accompanying family members to
routine medical appointments and participation in children’s activities.

Eligible employees are entitled to up to 24 hours of unpaid leave in any twelve month period for certain
family related purposes. An eligible employee is one who has been employed by the Collaborative for at
least the last twelve months (not necessarily consecutive) and worked at least 1,250 hours in the 12
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months preceding the leave. As under the FMLA, the Collaborative may require, or employees may elect,
to use paid time off during the otherwise unpaid leave under the SNLA. Also consistent with the FMLA,
leave may be taken intermittently or all at once. Employees may use paid sick or vacation time
concurrently with SNLA leave. If an employee has no paid time available, then their SNLA leave will be
without pay.

SNLA is available for the following reasons:

● Participation in activities directly related to the educational advancement of a son or daughter
(defined as a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person
standing in loco parentis) such as parent-teacher conferences.

● Accompanying a son or daughter to routine medical or dental appointments, such as check-ups
or vaccinations

● Accompanying an elderly relative (defined as an individual at least sixty years of age, related to
the employee by blood or marriage) to routine medical or dental appointments or appointments
for other professional services related to the elder’s care, such as interviewing at nursing or
group homes.

Employees are required to give at least three (3)  working days’ written notice of their needs for
“foreseeable” SNLA leaves, or as much notice as is practical if not foreseeable. The Collaborative may
require employees to provide certification of the need for the leaves.

33.8 PROFESSIONAL DEVELOPMENT LEAVE

Professional development leave is intended to allow our employees to attend seminars, conferences,
program visits, etc. Two (2) professional days are allowed each year; the Executive Director must approve
any additional days. Professional days must be arranged with prior approval from the Assistant Program
Director/supervisor. There is no carryover of Professional days.

33.9 OTHER LEAVES OF ABSENCE

The Collaborative does not grant extended paid or unpaid leaves of absence. Extended leave is defined
as leave beyond that which is mandated by law. Extended unpaid leave of absence is left to the
discretion of the Executive Director and must be approved by the Board of Directors. Any such request
must be submitted in writing a minimum of sixty (60) days in advance to the Human Resources Director.
Unpaid extended leave, except as noted below, is available only to staff employed a minimum of three
years with the Collaborative.

● The written request must include the following:
● The desired commencement date;
● The desired return date;
● An explanation for the request.

The maximum length of time which the Collaborative will consider for leaves of absence is one year, with
the exception of maternity leave or unless otherwise approved by the Board of Directors.

An employee must notify his/her Assistant Program Director/supervisor, in writing, of his/her intention
to return to work on the first workday following the concluding date of the leave of absence. Such
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notification must be received at least thirty calendar days prior to the concluding date of the leave of
absence.

An employee who fails to notify his/her Assistant Program Director/supervisor of his/her intention to
return to work as required by the preceding paragraph shall be deemed to have resigned as of the date
when the Assistant Program Director/supervisor should have received the written notification. An
employee who fails to return to work on the first workday following the concluding day of the leave of
absence shall be deemed to have resigned as of that day. In extraordinary extenuating circumstances,
the Executive Director may waive the provisions of this paragraph.

Following the return to work after an approved leave of absence, the employee has the benefits, which
he/she accrued prior to the leave of absence. Employees granted such leaves of absence will be placed
on COBRA during the leave of absence. Upon return from the leave, the employee may re-enroll in the
benefits plans offered by the Collaborative.

34 IN CLOSING

The policies in this manual contain only general guidelines and do not address every issue that will arise
while you are working here.  These policies may be changed at any time if deemed to be in the best
interest of the Collaborative. The Collaborative for Regional Educational Services and Training urges all
employees to become familiar with this document and to read it very carefully. We actively encourage
open communication and welcome any comments, questions, and suggestions. If a question remains
unanswered after a thorough review of these policies and procedures, you may contact your program
Assistant Program Director/supervisor or Human Resources Director for clarification. We hope that your
employment with us will be mutually rewarding and long-term.

Personnel Policies and Procedure Manual/Acknowledgement

By signing below I, _________________________________________________ acknowledge
Employee’s Name (please print)

and understand that I am responsible for reading the policies and procedures described in this manual.

This policy manual contains the policies and procedures of the Collaborative. The Collaborative reserves
the right to amend the policies and procedures set forth in this manual at any time.
These policies do not constitute a contract or the provision of a contract. Only the annual contract
provided and signed by the Executive Director is recognized. Policies are referenced in your contract in
order to simplify the contract; referencing any policy in the contract does not make it a contractual
provision or obligation. I also understand that CREST reserves the right to resolve individually each
employment issue that arises, as well as the right to modify, add or delete any provisions in this manual
at its own discretion without further notice.

Receipt & Acknowledgement
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I understand where I can access the Collaborative Personnel Policies and Procedure Manual. I
understand it is my responsibility to read the manual and I will be held responsible for any actions in
violation of the manual. I agree to abide by the policies and procedures listed herein.

________________________________________
Employee’s Signature

________________________________________
Date

35 APPENDIX

35.1 APPENDIX A

Staff are asked to use the following link to report absences. This electronic format replaces the EAR form.

Electronic EAR

35.2 APPENDIX B
2021-2022 Salary Schedule

IA Salary Schedule
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https://docs.google.com/forms/d/e/1FAIpQLScAU4jwKyLUKB3AZ7elvlPemdKKi3AR7JyROzBOYCPRqK3rLQ/viewform
https://docs.google.com/document/d/1KoAxr2DVKJsGel9PXIRh5TZZIEAZcP5H/edit?usp=sharing&ouid=113078155422611950176&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/16RpWX0Nxv7PEfVK57KaQoxyoVSOIBQw_/edit?usp=sharing&ouid=113078155422611950176&rtpof=true&sd=true


35.3 APPENDIX C
Staff Injury Report

35.4 APPENDIX D
Tuition Reimbursement Form
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35.5 APPENDIX E

PROFESSIONAL DEVELOPMENT ACTIVITY LOG
For Educator License Renewal

Please use this Activity Log Sheet to document your earned Professional Development Points (PDPs) for your
educator license. This is an internal CREST tool that will help document your professional development activities as
well as assist educators in the case of a DESE audit. It is the responsibility of each educator to ensure that his/her
activities and professional development meet the state requirements for license renewal, that an educator’s goals
align with the needs of CREST, and that each educator receives the necessary approval and endorsement by his/her
supervisor/administrator upon completion.

Staff Name: _____________________________ School Year: ___________________

Evaluation Plan Year: ____________Primary Area License Field/Grade Level: ____________________
(Example: Moderate Disabilities, PreK-8)

License #: __________________

Professional Practice Goal: ______________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Student Achievement Goal: ______________________________________________________________

_____________________________________________________________________________________
_____________________________________________________________________________________

Name of Approved PD
Provider/Documentation

(Name of College or University,
School District, Collaborative,
etc.) and Type of Documentation
(i.e. Official Transcript, PD
Certificate, Letter)

Activity Title
(Course Name
and #, In-service
workshop,
Training,
Seminar, etc.)

Date of
Completion

(MM/DD/YYYY)

Point
Value

Earned
(Granted
College
credits,
CEUs,
In-service
Workshop
hrs., etc.)

Content
(Subject
Matter)

Pedagogy
(Professional

Skill)

Other
(General

Educ.
Electives)

Example:

Boston University/Official
Transcript

#EDU 304:
Teaching of the
American
Revolution

10/15/2014
3 Grad
Credits
= 67.5 PDPs

You may
either do:
67.5
Or sample
breakdown
of  37.5

And
30
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Name of Approved PD
Provider/Documentation

(Name of College or University,
School District, Collaborative,
etc.) and Type of Documentation
(i.e. Official Transcript, PD
Certificate, Letter)

Activity Title
(Course Name
and #, In-service
workshop,
Training,
Seminar, etc.)

Date of
Completion

(MM/DD/YYYY)

Point
Value

Earned
(Granted
College
credits,
CEUs,
In-service
Workshop
hrs., etc.)

Content
(Subject
Matter)

Pedagogy
(Professional
Skill)

Other
(General
Educ.
Electives)

Continued -
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Name of Approved PD
Provider/Documentatio

n
(Name of College or
University, School District,
Collaborative, etc.) and Type
of Documentation (i.e. Official
Transcript, PD Certificate,
Letter)

Activity Title
(Course Name and
#, In-service
workshop, Training,
Seminar, etc.)

Date of
Completion

(MM/DD/YYYY)

Point
Value

Earned
(Granted
College
credits,
CEUs,
In-service
Workshop
hrs., etc.)

Content
(Subject
Matter)

Pedagogy
(Professional
Skill)

Other
(General
Educ.
Electives)

Grand Total Points should reflect 150 PDPs earned; at least 15 PDPs related to SEI
or English as a Second Language, at least 15 PDPs related to training in strategies
for effective schooling for students with disabilities and instruction of students
with diverse learning styles, at least 90 PDPs in the content area of the license or in
pedagogy, with no less than 60 PDPs in or related to the content area of the
educator’s primary license.

Total Content:  Total Pedagogy:  Total
Other:
_______       _______
_______

Grand Total:  _________

Staff Signature: _______________________________________________ Date: ___________________

Supervisor/Administrator Signature: ______________________________ Date: ____________________

Supervisor/Administrator Name (Print): ____________________________ Title: ___________________
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