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I. Welcome 

 
 
Welcome to the Millbury Public Schools.  This handbook addresses the 
business and personnel features of the Millbury Public School district.  It is 
intended to guide you through the process of becoming an employee; 
understanding all applicable policies and procedures; highlighting the 
district’s expectations for attendance, performance and professional behavior 
and to articulate the benefits that are available to employees. 
 
The school district serves approximately 1,900 students in three schools, 
preschool through grade twelve.  The Elmwood Street Elementary School 
serves students in preschool through grade three; the Raymond E. Shaw 
School, grades four through six and the Millbury Memorial Junior/Senior 
High School, grades seven and eight in the annex and grades nine through 
twelve in the main building. 
 
The district’s Central Office is located at the rear of the Millbury Memorial 
Junior/Senior High School’s back parking lot and houses the offices of the 
Superintendent; Business Manager and Director of Curriculum, Instruction 
and Assessment.  The office of the district’s Pupil Services Director is located 
in the Elmwood Elementary School. 
 
 

I. General Employment Information 
 
     It is the expectation of the Millbury Public Schools that all employees  
      demonstrate a professional, cooperative, knowledgeable and courteous 
      demeanor in all interactions with students, families, members of the  
      community and with colleagues.  The use of profane language is prohibited  
      and may be cause for disciplinary action. 
 
      All employees will follow general and specific work and employment  
      guidelines; follow instructions and directions appropriately, issued by  
      supervisors and/or administrators; and perform job responsibilities in a 
      satisfactory manner consistent with job descriptions.  All employees are  
      expected to maintain regular attendance, arrive to work on time and adhere  
      to designated starting and ending times for work, break, lunch etc.  When an  
      employee will not be at work due to illness or for any other reason, the  
     employee will notify their supervisor or designee,  preferably the night before, 
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     but no later than the early morning of their absence, in order for the  
     supervisor to make alternate arrangements for coverage.  Notifying a  
     colleague does not meet this standard.  District staff responsible for providing  
     service throughout the district are required to notify their supervisor in their  
     home-base building and the main offices in each of the locations where they  
     will be providing service on the day of their absence.  Failure to notify the  
     supervisor may be subject to disciplinary action, up to and including 
     dismissal.  Hourly employees who are required to submit a weekly time sheet  
     to their Principal or the Business Office are required to indicate their absence  
     on the time sheet. 
 
     Employees shall be aware that district telephones, supplies, equipment and  
     services (including internet access and fax machines) are for professional use  
     only, as it applies to the duties and responsibilities of the employee in the 
     school district.  Nor will any employee engage in any type of private business  
     during school time, on school property, or by using school equipment.   
     Violations of this standard may be cause for disciplinary action, up to and  
      including dismissal. 
 
     Employees will not engage in work of any type where information concerning 
     customer, client, student, or employer originates from any information  
     available to them through school sources.  Moreover, as there should be no  
     conflict of interest in the supervision and evaluation of employees, at no time 
     may an administrator be responsible for the supervision/evaluation of an 
     employee directly related to him/her, including individuals who reside in the 
     same household. 
 
     Employees are not authorized to provide recommendations to parents  
     regarding the need for a child to be tutored out of school.  Nor are they  
     permitted to solicit Millbury Public School employees to tutor a child at  
     parent request.  They are also prohibited from providing a list of student  
     names to colleagues whose parents may want them to be tutored.       
      
 

II. Preparing for Employment with the Millbury Public 
Schools 

 
A. Employment Paperwork 
Upon acceptance of a job offer and prior to beginning work, all new 
employees must arrange a visit to the Central Office and meet with the 
Superintendent’s Executive Assistant to ensure that all necessary 
documentation for employment has been submitted.  Employees should also 
request to meet with the district’s Bookkeeper to review their eligibility to 
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receive benefits.   Employees must provide proof of eligibility to work in the 
United States by completing the Federal Employment Eligibility and 
Verification Form.  All employees must present their license in order for a 
CORI check to be conducted before they begin employment. 
 
Professional staff members are required to submit transcripts and a copy of 
their DESE license and any license granted by a professional board, before 
they will be approved for employment by the Superintendent. 
 
B. Confidentiality 
An employee of the district may have access to confidential, protected, or 
privileged information.  It is expected that employees will protect student and 
staff rights to privacy by not releasing confidential information to 
unauthorized individuals or groups.  Failure to protect confidentiality will 
result in disciplinary action.  Employees should consult their supervisors 
with any questions regarding confidentiality. 
 
C. Smoking 

       Smoking or the use of any tobacco products within school facilities; on any  
       school grounds or school owned property; or on school buses by any  
       individual, including school employees, is prohibited by state law and is 
       strictly enforced. 
       

D.  Drug Free Workplace 
       The Millbury Public School District acknowledges the strong commitment of    
       the District to its employees to provide a safe workplace and to establish  
       programs promoting high standards of employee health.  The goal of this  
       standard is to establish and maintain a work environment that is free from  
       the effects of alcohol and drug use.  The district further acknowledges that 
       employees impaired by drugs and/or alcohol pose a danger to their fellow 
       employees and to the students and impair their own health and safety.  The  
      District also recognizes that all employees are role models for students and  
      must behave accordingly. 
 
      Employees are prohibited from engaging in the unlawful manufacture,  
      distribution, dispensing, possession or use of any controlled substance  
      and/or the possession, use of, purchase, sale or other transfer of alcohol by 
      any employee, while on school premises or while performing any job-related 
      function, whether on or off school premises.  Employees are also prohibited  
      from reporting to work or performing any job-related activities while under  
      the influence of alcohol and/or an illegal control substance.  An employee  
      who violates this policy is subject to disciplinary action, up to and including 
      dismissal. 
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     The district has the right to search for alcohol or drugs on district-owned or  
     controlled premises, including, but not limited to, desks, closets, file cabinets, 
     toolboxes, lockers and in-district owned and leased vehicles.   

 
E. Employee Assistance Programs  
Employees of the Millbury School District and their families are covered by 
Employee Assistance Programs.  If assistance is needed with a drug, alcohol 
or other problem, employees may call EAP at 1-800-252-4555 or 1-800-225-
2527.  The EAP offers assistance with a wide variety of health and stress 
related concerns.  Referral to the program can be made directly by the 
employee or family member. 
 
An employee’s request for information and/or support is always 
confidentially maintained by the Employee Assistance Program.  
 
F. Staff Ethics/Conflict of Interest 
The District expects members of its professional staff to be familiar with the 
regulations promulgated in Massachusetts pertaining to the Code of Ethics. 
All staff members must complete the Massachusetts Code of Ethics on-line 
training. 
 
G. Background and Reference Checks 
Every person applying for a position as an employee must supply references 
who will attest to the character and/or qualifications of the applicant.  In 
addition, applicants for a position within the school system must furnish a 
complete employment accounting for each year of employment by 
completing a Millbury Public Schools Employment form.  All professional 
staff applying for a position must provide a resume, three letters of 
recommendation, transcripts and copies of applicable licenses. 
 
The Principal/Director will review the employment documentation for each 
applicant and submit a recommendation to the Superintendent prior to the 
hiring of a potential employee.  Principals/Directors are required to speak 
with a candidate’s former employer(s) for the last two positions held by the 
candidate. 
 
The Principal/Director will complete the salmon colored Employment 
Recommendation form and forward it to the Superintendent, accompanied 
by the required documentation.  The Superintendent will determine the 
compensation level, once all information has been submitted. 
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H. Criminal Records Check 
The policies of the Millbury Public Schools require that Criminal Records 
Checks (CORI) are conducted on all employees, volunteers and bus drivers 
employed by the transportation company.  The Executive Assistant to the 
Superintendent will be responsible for conducting these at the time that a 
position is offered.  All offers of employment are contingent upon satisfactory 
results as determined by the employer.  Failure of the recommended 
candidate to provide written approval for a criminal records check will 
disqualify an applicant from further consideration for employment.  
Documentation for the requirements of this policy will be the responsibility of 
the Superintendent and will be stored in a secure location and kept 
confidential. 
 
In addition, each employee must, as a condition of employment, also provide 
an authorization properly completed, signed and dated, that permits the 
district to obtain CORI information, every three years thereafter.  An 
unsatisfactory CORI report may result in termination of employment. 
 
I. Line and Staff Relations 
All requests and communications from school personnel to the School 
Committee and from the School Committee to the district’s employees shall 
be communicated to and handled by the Office of the Superintendent. 
 
The Superintendent is the Chief Executive Officer of the Millbury Public 
Schools. 
 
Staff shall recognize the Principal of the building in which they work, as their 
supervisor.  Any concerns must be directed to the Principal first.  Custodians, 
secretaries/clerks, paraprofessional staff, coaches and cafeteria workers 
located in one building, ultimately, report to the Principal in that building.  
Although building-based custodians and cafeteria workers report to the 
Principal, they also have reporting responsibilities to the Director of Facilities 
and the Director of Food Services, respectively.  In addition, building-based 
special educators, English Language Learner staff, nurses and guidance 
counselors also have reporting responsibilities to the Director of Pupil 
Services. 
 
However, it is the expectation of the Millbury Public Schools that lines of 
responsibility and authority will not restrict the cooperative and sensible 
working together of all staff, on all levels, in order to develop the best 
possible school programs for students and seamless operations regarding the 
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Millbury Public Schools. 
 
 
It is the expectation of the District that all three school buildings, the Elmwood 
Street Elementary School; the Raymond E. Shaw Elementary School; and the 
Millbury Memorial Junior/Senior High School, will each function as a cohesive 
part of a successful school district offering a full continuum of service. 
Therefore, procedures will be consistent, whenever advisable or modified to 
meet the needs of the student population being served. 
 
J. Orientation 
An appropriate orientation program can aid in the assimilation of new 
professional staff, both those who are new to the profession and those who 
are new to the Millbury Schools.  New professional staff will be required to 
attend two (2) non-paid days of orientation, prior to the first scheduled work 
day and should check with their Principal for the dates. 
 
K. Professional Attire 
All faculty and employees of the Millbury Public Schools serve as role models 
for the students with whom they work and as leaders within the community.  
Consistent with these roles, all faculty and employees shall dress in a manner 
that is appropriate and professional, given the environment in which they 
work, the duties of their jobs and the impressionable youth they serve. 
 
L. Personnel File 
No documentation which reprimands an employee for performance, conduct 
or character will be placed in the employee’s personnel file unless the 
employee has received a copy of the documentation and signed that he/she 
has read and understood the material with union representation present and 
been informed that they have the right to respond, in writing, and have that 
response added to their personnel file. 
 
M. Safety in the Workplace 
Should an unfortunate accident occur in the workplace, all employees are 
required to report the accident to the Principal/Director to whom they are 
responsible, immediately or within the first 24 hours after an accident.  The 
Principal must submit a written report within 24 hours to the Secretary in the 
Central Office responsible for Workers’ Compensation.  All employees must 
report any accident, regardless of whether or not a Workers’ Compensation 
claim will be filed. 
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III. Payroll Deductions 
 
A. Pay Schedule/Direct Deposit/Deductions 
Full year administrators are paid 26 times per year.  Teachers’ Association 
members have the option of being paid 21 or 26 times per year.  The preferred 
option is chosen when the annual Letter of Intent is signed by the 
Superintendent and the employee, before the start of the next school year. 
The professional staff, who choose 26 pays at the beginning of the year, will 
have the option in early spring to have their summer pay (5 checks) 
distributed in a June lump sum payment or as a summer distribution in June, 
July and August.  Secretaries, clerks, custodial, grounds, paraprofessionals 
and cafeteria employees are paid weekly.  Employees may elect to have their 
salary directly deposited to their bank account by obtaining a Direct Deposit 
authorization form from the Bookkeeper in the Central Office.  Direct Deposit 
is strongly encouraged. 
 
B. Pension Contributions 
Employees who qualify for membership in either the Massachusetts Teachers’ 
Retirement System or in the Worcester County Retirement System are 
required to contribute a percentage of their salary to the Plan.  The required 
amount is deducted each pay period. 
 
 

IV. Employee Benefits 
 
A. Eligibility 
Permanent full-time and part-time employees who work a schedule of 20 
hours or more per week are eligible to participate in medical and life 
insurance plans.  In addition, there are other employee benefits available to 
full and part-time employees, as specified in union contracts and Letters of 
Intent. 
 
B. Health Plan Enrollment 
New employees who work 20 or more hours per week are eligible for health 
insurance benefits and must enroll when they complete the new employee 
paperwork.  The only opportunity to change the health insurance coverage 
during the year is during the Open Enrollment Period, which is one month 
long during May and June.  The Open House falls within the Open 
Enrollment Period and is the employees’ opportunity to meet with the health 
care provider to make changes.  There are some instances when an employee 
may change their health insurance coverage during the year, such as when a 
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marriage or the birth of a child occurs.  The health insurance employee 
deduction, currently 25%, is paid through payroll deductions.   
During fiscal year 2012, (July 1, 2011-June 30, 2012), the District will 
contribute 75% of the cost of the health insurance plans for individuals or 
families.  The employee contribution, for that period of time is 25%.   
To obtain detailed information about available health insurance options, 
please contact the Business Manager at 508-865-9501 x 7003. 
 
C. Other Benefits 

      Categories of employees may be eligible for other employee benefits.  All 
      employee benefit information may be obtained at the Millbury Public  
      Schools’ Business Office, located behind the Millbury Memorial Junior Senior 
      High School at 12 Martin Street, Millbury.  All paychecks are issued by the 
      Town of Millbury.  All payroll deductions are administered by the Town of  
      Millbury. 
 

D. Tuition Approval and Reimbursement 
All professional staff are eligible to enroll in graduate level coursework and 
be reimbursed for half the cost of the course tuition only.  The Millbury 
School District does not reimburse employees for fee charges.  Professional 
staff must request written approval from the Superintendent on the Course 
Approval form, before enrolling in graduate level courses, even if the 
employee is not requesting reimbursement.  Reimbursement requests must 
also be submitted to the Superintendent and a Purchase Order will be 
generated.  Employees who have completed coursework must submit an 
official college/university grade and proof of payment, such as a cancelled 
check or credit card statement, before reimbursement will be made by the 
District. 
 
All professional staff should refer to the Teachers’ Association contract for 
specific language. 

 
 

VI. Time Off 
 
A. Holidays 
Paid holidays for employees are specified in various union contracts.  
Teachers and other salaried staff who work on a school calendar basis do not  
receive paid holidays.  Other employees may be eligible for paid holidays, as 
specified in union contracts. The Millbury School District recognizes the 
following holidays: 
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  New Year’s Day   Independence Day 
  Martin Luther King, Jr. Day Labor Day 
       Presidents’ Day   Columbus Day 
  Patriots’ Day    Veterans’ Day 
  Memorial Day   Thanksgiving Day 
       Christmas Day 
 
Please refer to union contracts for specific details. 
 
B. Personal Days 
Personal days may be used for religious, legal, business, household, family or 
emergency matters which require absence during school hours.  Personal 
days are paid days and may be taken in full or ½ days.  The number of 
personal days for which an employee is eligible is specified in union 
contracts, individual contracts or Letters of Intent.  Personal days do not carry 
over from year to year and may not be used for vacation or to extend a 
vacation or holiday weekend.  Specific conditions regarding the number and 
use of personal days may be found in union and employee contracts.  
Personal days may not be requested during the first five (5) days of school or 
the last five (5) days of school. 
 
Personal day requests must be submitted on the Personal Day Request form, 
48 hours prior to the date requested and must be submitted to the building 
Principal  for approval.  The Principal submits the approved request to the 
Superintendent for authorization, prior to the date of personal leave 
requested by the employee.  Employees will not be able to access a Personal 
Day without the approval of the Principal and the authorization from the 
Superintendent. 
 
C. Vacation 

      Information pertaining to earned vacation time and usage for certain 
      categories of employees may be found in union contracts or individual  
      contracts. 
     

D. Sick Leave 
Permanent full and part-time employees are eligible to accrue sick leave.  Sick 
leave is to be used in the event of personal illness, eligible family leave or 
non-job related injury or disability. 
 
Unused sick days may accumulate from year to year and the number of 
maximum days is specified in union contracts.  Employees are encouraged to 
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use sick leave days only when medically necessary, in order to utilize the 
accumulation of sick leave, in the event of a lengthy illness. 
 
In accordance with union contracts, employees may “buy back” their unused 
accumulated sick leave days upon retirement, with certain conditions and at 
the rate specified in union contracts. 
 
E. Family and Medical Leave Act 
Eligible employees are able to take up to 12 unpaid weeks of leave for family 
or medical leave under federal law.  The Federal and Family Medical Leave 
Act (FMLA) applies to employees who have been employed for at least 12 
months and who are seeking leave for the purpose of a.) caring for a child 
within the first 12 months after birth, adoption or placement for adoption or 
foster care, b.) caring for a spouse, child or parent who has a serious health 
condition or c.) an employee’s own serious health condition which makes the 
employee unable to perform his/her job. 
 
If an employee’s need for leave extends beyond 12 weeks due to his/her own 
medically documented illness or disability, the employee may request to 
continue to be paid using accumulated sick time.   
 
F. Jury Duty 
Employees are granted time off with pay to serve Jury Duty.  Appropriate 
documentation, such as the court notice indicating the date of Jury Duty, 
must be submitted to the Principal/Director and then forwarded to the 
Superintendent’s Office, with a brief note from the employee requesting the 
paid day. 
 
G. Military Service 
When an employee is called to military service, the employee must give 
advance written notice to the Principal and Superintendent of the impending 
military leave.  Military leave includes active duty, active duty training, 
inactive duty training, full-time National Guard duty.  Written notice of 
service may include copies of orders or other written documentation, 
indicating that the employee is being called to service.   
 
 

VII. Other Responsibilities as an Employee 
 

A. Mandatory Reporting of Child Abuse/Neglect 
All professional staff (administrators, teachers, guidance counselors and 
nurses) are considered mandated reporters.  Any Millbury professional 
employee who knows or has reasonable cause to suspect that a child has been 
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subjected to abuse or neglect or observes the child being subjected to 
conditions/circumstances which would reasonably result in abuse or neglect, 
must immediately report the incident/suspicion to the Principal or his/her 
designee.  The Principal will designate an individual in his/her building to 
file a verbal report, in conjunction with the employee who observes/suspects 
child abuse and/or neglect.  A written report must be filed within 48 hours, 
detailing the suspected abuse or neglect, with the Massachusetts Department 
of Children and Families, in accordance with Massachusetts General Law 
Chapter 119, Section 51A.  
 
A mandated reporter who violates MGL, Chapter 119, Section 51A, by not 
reporting a suspected case of child abuse or neglect, may be subject to a fine 
or imprisonment, as outlined in MGL, Chapter 119, Section 51A. 
 
B.  Purchasing of Supplies and Materials 
All materials and supplies needed to fulfill the responsibilities of an 
employee’s position must be purchased as part of the school district’s 
approved budget process and requires the written approval of a Principal or 
Director, through the Purchase Order system.  An electronic submission of 
the Requisition Order must be made to the district’s Business Office for 
Central Office approval.  It is the responsibility of the employee to ensure that 
when the materials arrive, that the entire order has been received.   The 
employee must sign the bill, submit it to the Principal or Director for his/her 
signature and forward to the Business Office.  The completion of this process 
allows the Business Office to pay for the materials/supplies in a timely 
manner. 
 
C. Bullying Prevention Plan  
The Millbury School District has implemented a plan that continues to 
promote tolerance and respect for diversity and one that encourages positive 
dialogue to manage differences.  The school district expects that all members 
of the school community will treat each other in a civil manner and with 
respect for differences.   
 
The school district is also committed to providing all students with a safe 
learning environment that is free from bullying and cyber-bullying.  This 
commitment has been and will continue to be an integral part of the district’s 
comprehensive effort to promote learning.  The school district has not, nor 
will it tolerate any unlawful, disrespectful, or disruptive behavior, including 
any form of bullying, cyber-bullying, or retaliation in school buildings, on 
school grounds or during school-related activities. 
 



 14 

Every employee is responsible for ensuring the safety and well-being of all 
students.  Annual training will occur for all school employees, at the building 
level. 
 
Please refer to the district’s Bullying Prevention and Intervention Plan (JICFB) 
for specific details regarding reporting and investigating incidents and 
notification to supervisors and parents. 
 
D. Facility/Field Use 
There are occasions when an employee, such as a coach, music, art, or 
physical education teacher may need to use the district facilities to promote 
the activities related to their school position.  Art shows, music concerts, 
plays and cultural evenings are examples of those types of activities.  Any 
employee requiring the use of a facility or field must request this formally by 
submitting a Building Use form to the building Principal for approval.  Once 
the Principal has approved the form, it is submitted to the Central Office for 
approval by the Central Office Secretary and the Superintendent. 
 
E. Fundraising 
All fundraising events require the approval of the Superintendent.  Examples 
of appropriate requests to be considered are the high school grade level 
classes, athletic teams, Destination Imagination teams, the Music Parents 
Group, the Millbury Parents Advisory Club and PBIS school teams.  
However, in no way are the examples listed, all inclusive. Consideration will 
be given by the Superintendent to other requests that will support school and 
extra-curricula activities for Millbury students at all levels.  All requests must 
be submitted to the Superintendent’s Office on the district’s Fundraising 
Request form and will also be logged in with the Central Office secretary 
responsible for the building use scheduling.  
 
 

VIII. Staff Technology Acceptable Use Policy 
 
Please refer to the district’s approved policy. 
 
 

IX. Sexual Harassment Policy 
 
     Please refer to the district’s approved policy. 

 
 

 
 


