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Welcome to Lawrence Academy 
 
Lawrence Academy (“the Academy”) has provided you this Employee Handbook, along 
with the Faculty Handbook for administrators and faculty, to familiarize you with the 
Academy’s practices and procedures.  This Handbook sets forth general guidelines and is 
provided to answer some of the questions you may have concerning your employment and 
benefits.  While this Handbook reflects current personnel policies and practices, no 
employee handbook can anticipate every circumstance or question about policy.  From 
time to time, the need may arise and the Academy reserves the right to revise, supplement, 
or rescind unilaterally any of the provisions of this Handbook at any time to reflect changes 
in the Academy’s practices and procedures or changes in the law. 
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DISCLAIMERS 
 
Policies set forth in the Handbook are not intended to create a contract of employment or 
contractual obligations of any kind between the Academy and any of its employees.  The 
information contained in the Handbook is provided for reference and general guidance 
only, and employees should not expect the Academy to adhere to it in every instance.  The 
Academy reserves the right to change the provisions of the Handbook at any time. 
 
If there is a conflict between the Handbook and the wording of any benefit plan documents, 
the benefit plan documents will govern.  The Academy retains the right to change, modify, 
suspend, interpret, or cancel some or all of the plans included in the benefit program at any 
time. 
 
For all non-contract employees, employment with the Academy is at-will.  At-will 
employment means that either the employee or the Academy may terminate an 
employee’s employment at any time, with or without notice and with or without cause.  
The Academy is not bound to follow any particular policy, procedure, or process in 
connection with any employee discipline or termination, or otherwise.  Neither this 
Handbook nor any actions of the Academy shall modify the at-will nature of 
employment or in any way guarantee a definite term of employment or require any 
particular process prior to termination of employment.  No representative of the 
Academy, except the Head of School or Director of Finance and Operations, in a 
contract for employment of a definite term signed by the Head of School or Director 
of Finance and Operations and the employee, has any authority to enter into any 
agreement that would in any way modify the at-will nature of employment with the 
Academy. 
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SECTION I 
GENERAL EMPLOYMENT POLICIES 

 
 
EQUAL EMPLOYMENT OPPORTUNITY 
 
The Academy is committed to a policy of equal employment opportunity for all qualified 
employees and applicants for employment, without regard to race, color, ethnicity, national 
origin, religion, age, disability, sex, sexual orientation, gender identity or expression, 
pregnancy, genetic information, veteran or Uniformed Service status, or any other 
characteristic protected by applicable federal, state, or local law. 
 
Further, the Academy does not discriminate and does not tolerate discrimination on the 
basis race, color, ethnicity, national origin, religion, age, disability, sex, sexual orientation, 
gender identity or expression, pregnancy, genetic information, veteran or Uniformed 
Service status, or any other characteristic protected by applicable federal, state, or local 
law. 
 
 
AMERICANS with DISABILITY ACT  
 
The Academy is committed to complying fully with the Americans with Disabilities Act 
(ADA) and applicable state laws and providing equal employment opportunity for qualified 
individuals with disabilities.  Consistent with this commitment, it is the Academy’s policy 
not to discriminate against any applicant or employee in regard to any term or condition of 
employment based upon such individual’s disability, perceived disability, or record of a 
disability.  It is also the Academy’s policy to work with qualified applicants and employees 
to provide reasonable accommodations for their known disabilities, provided that such 
accommodations do not constitute an undue hardship for the Academy and/or that the 
employees do not pose a direct threat to the health or safety of themselves or others in the 
workplace. 
 
Questions about the Academy’s ADA policy and requests for an accommodation to 
perform the essential functions of an employee’s job should be directed to the Business 
Office.  Once the Academy is aware of the need for an accommodation, it will engage in 
an interactive process to identify possible accommodations that will enable the employee 
to perform the essential functions of his or her job. 
 
  
EMPLOYMENT ELIGIBILITY VERIFICATIONS 
 
I-9 Employment Eligibility Verification 
 
Only individuals who are lawfully authorized to work in the United States are eligible for 
employment with the Academy.  In accordance with U.S. Immigration and Naturalization 
Service regulations, all new employees must complete Form I-9 Employment Eligibility 
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Verification to determine eligibility to work in the United States.  Under no circumstances 
will the Academy employ an applicant or continue to employ an employee whom it knows 
lacks legal authorization to work in the United States. 
 
Criminal History Verification 
 
CORI and SORI 
In accordance with Massachusetts law all schools must obtain a Criminal Offender Record 
Information (CORI) check and a Sex Offender Registry Information (SORI) check on all 
employees, volunteers, or transportation providers that have “direct and unmonitored 
contact with children.”  The Academy will conduct CORI and SORI checks on all 
employees, volunteers, independent tutors and/or music teachers, contracted employees, 
and any adult residing in Academy housing regardless of position or amount of contact 
with students.  All such individuals will be required to complete a CORI Acknowledgement 
Form. 
 
As required by Massachusetts state law, while employed, a CORI and SORI check will be 
obtained every three years or every two years if the employee is employed in the Academy 
summer programs.  Only authorized Academy personnel will have access to and review 
CORI and SORI results and information, and as necessary to perform their jobs for the 
Academy.  The Academy will keep all CORI and SORI in a secure location, separate from 
personnel files, and it will be kept for no more than three years. 
 
In reviewing an individual’s criminal history, the Academy shall consider the following 
factors:  the type of offense; the nature of the offense; whether the charge resulted in a 
conviction; the type of sentence; whether the individual successfully completed probation; 
the date of the offense; and whether the individual has been arrested subsequently.  Upon 
considering the above factors, the Academy may terminate an individual’s position or 
choose not to proceed with the hiring process, if it deems it to be in the best interest of the 
students and the Academy.  In such an instance in which the Academy is inclined to make 
an adverse decision based on the CORI or SORI results, the applicant or employee will be 
notified and provided with a copy of the CORI or SORI results, the Academy’s CORI 
policy, and information regarding the process for correcting criminal records.  That 
applicant (or employee) will also be provided a reasonable opportunity to dispute the 
accuracy of the CORI record.   
 
Fingerprints 
Massachusetts law requires the Academy to perform a national fingerprint-based 
background check on all employees who have direct and unmonitored contact with 
children.  All employees are required to submit fingerprints for this purpose.    
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PERSONNEL CLASSIFICATIONS   
 
The personnel classifications for positions at the Academy are: 
   Administrators 
   Faculty 
   Support Staff 
   Learning Coaches 

Temporary and per Diem 
 
Under state and federal law, all employee classifications are further categorized as exempt 
or non-exempt from minimum and overtime wage laws.  To comply with federal and state 
law, non-exempt employees receive overtime pay at one-and-one-half (1.5) times their 
regular rate for all time worked in excess of 40 hours in one work week (Saturday – Friday).  
Sick or disability hours paid for that week are excluded in determining overtime pay. 
 
Employee’s hours of service and where applicable, personnel classification, will determine 
benefit eligibility.  See benefit descriptions in this Handbook for more information. 
 
 
EMPLOYMENT NOTIFICATION POLICY 
 
The Academy will make good faith efforts to notify full-time faculty members and 
administrators in writing by February 1 whether their employment will end before the next 
academic year.  Salary, benefits and other conditions of reappointment ordinarily will be 
specified by the Head of School no later than March 1.  
 
Faculty or administrators who may be considering relocation or who wish to alter 
significantly the circumstances of their appointment (change departments, assume more or 
substantially fewer administrative responsibilities, apply for a leave of absence, etc.) are 
expected to so inform the Head of School as early in the year as possible but in no case 
later than February 1.  
 
Letters of appointment are to be returned to the Head of School’s office no later than three 
weeks after they are issued. After that time, the Academy is no longer obligated to the 
conditions of the previously offered contract.  
 
Exceptions to this policy may be made by the Head of School if circumstances require. 
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EVALUATIONS 
 
Administrators and Faculty:  refer to the Faculty Handbook 
 
Support Staff:  The Academy intends to provide all support staff with a written evaluation 
once each year.  The evaluation will be discussed with the person being evaluated and a 
copy maintained on file at the Academy.  The decision to provide an evaluation or to grant 
any pay increase, promotion, or other change in employment terms is in the sole discretion 
of the Academy, and nothing stated in this section changes in any way the agreement and 
understanding that all non-contract employment with the Academy is at-will. 
 
 
WORK DAY SCHEDULE  
 
Administrators and Faculty:  Refer to the Faculty Handbook. 
 
All other employees:   Exact schedules are to be arranged with your supervisor.  Changes 
may be made only with the supervisor’s approval.  If an employee is unable to report for 
work on a given day, the employee must notify the supervisor prior to the start of the work 
day.  If it is not possible to contact the supervisor directly, the employee should call the 
Academy at 978-448-6535 and leave a message with the Business Office or in the 
Academy’s general voicemail box.  An employee is expected to contact the supervisor prior 
to the start of each work day of absence unless a physician’s statement is on file stating 
when the employee will be able to return to work. 
 
 
PERSONNEL FILES 
 
The Academy maintains personnel files for each employee.  The Academy recognizes its 
obligation to treat employee information in a confidential manner.  The personnel files 
include such information as the employee’s job application, resume, records of training, 
documentation of performance appraisals and salary increases, and other employment 
records.   
 
Personnel files are the official Academy record of the employment status of an employee 
and are kept in a locked fireproof file cabinet in the Business Office.  Access to the 
information they contain is restricted to authorized personnel.  The employee’s immediate 
supervisor and department head who have the need to know may review work-related 
information in an employee’s file as well as the Head of School, Director of Finance and 
Operations, and the Assistant Head of School. 
 
Employees who wish to review their own file should contact the Director of Finance and 
Operations.  With reasonable advance notice, employees may review their own personnel 
files in the Business Office and in the presence of the Director of Finance and Operations.  
In addition, copies of information in an employee file are available to the employee upon 
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request.  The Academy will comply with all applicable state laws regarding access to 
personnel files.   
 
 
INFORMATION CONFIDENTIALITY and SECURITY 
 
Employees may have access to information that is considered confidential.  In the absence 
of supervisory direction, it is the responsibility of each employee to exercise sound 
judgment regarding what information should be kept private within Academy boundaries 
and among faculty and staff.  Conversing about or using information regarding other 
employees, students or the Academy is an abuse of confidentiality.  If there is any question 
regarding such matters, the employee should consult with his/her direct supervisor. 
 
 
SMOKE-FREE CAMPUS       
 
The Academy is a non-smoking campus.  Employees and those working for outside 
services (such as the food service) are not permitted to smoke while on the campus grounds.  
While employees and outside services workers may smoke off campus during a break, they 
are not allowed to smoke anywhere on campus or within sight of the Academy.  Smoking 
is allowed in private residences of employees; however, it is important that employees who 
live on campus and particularly in dormitories exercise good judgment and discretion in 
their own use of tobacco while school is in session.  Complaints about second-hand smoke 
should be heeded promptly. 
 
 
HARASSMENT  
 
Policy 

The Academy fully supports the right of all persons to hold employment without suffering 
unlawful sexual harassment, harassment based on other protected categories, or 
discrimination in the workplace.  It is the policy of the Academy to maintain a work 
environment that is free of sexual harassment and of discriminatory and harassing actions 
based on race, color, religion, age, sex (including pregnancy), sexual orientation, gender 
identity, ethnic or national origin, physical or mental disability, or any other category 
protected by applicable law.  Unlawful employment discrimination and harassment by 
trustees, officers, managers, supervisors, employees, advisors, vendors, clientele, and 
contractors will not be tolerated. 

This Policy applies to all work-related settings and activities, whether inside or outside the 
workplace, and includes business trips and business-related social events.  The Academy 
property (e.g., telephones, copiers, facsimile machines, computers and computer 
applications such as e-mail and Internet access) may not be used to engage in conduct that 
violates this Policy. 
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Definitions 

Unlawful Sexual Harassment 

Sexual harassment is a form of sex discrimination that is illegal under both federal and 
state law.  These laws provide that unwelcome sexual advances, requests for sexual favors 
and other physical or verbal conduct of a sexual nature constitute sexual harassment when: 

(a) submission to or rejection of such advances, requests or conduct is made either 
explicitly or implicitly a term or condition of an individual’s employment or a basis 
for employment decisions affecting the individual; or 

(b) such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, humiliating or 
sexually offensive work environment. 

The legal definition of sexual harassment is broad, and in addition to the above examples, 
other sexually oriented conduct, whether intentional or not, that is unwelcome and has the 
effect of creating a workplace environment that is hostile, offensive, intimidating, or 
humiliating to male or female workers may also constitute sexual harassment. 

Unlawful Discrimination and Harassment Based on Other Protected Categories 

Employees may not be discriminated against in the terms and conditions of their 
employment or subject to workplace harassment on the basis of their race, color, ethnicity, 
national origin, religion, age, sex (including pregnancy), sexual orientation, gender identity 
or expression, physical or mental disability, genetic information, veteran or Uniformed 
Services status, or any other category protected by applicable law. 

Conduct Which May Constitute Unlawful Sexual Harassment 

Sexual harassment refers to behavior that is not welcome and occurs in a variety of 
situations which share a common element:  the inappropriate introduction of sexual 
activities or comments into the work environment. 

Sexual harassment often involves relationships of unequal power.  Such situations may 
contain elements of coercion, such as when compliance with requests for sexual favors 
becomes a condition for granting privileges or favorable treatment on the job.  Sexual 
harassment can also involve relationships among persons of equal authority or power, such 
as when repeated advances or demeaning verbal comments by a coworker towards another 
coworker have a harmful effect on a person’s ability to perform his or her work.  Sexual 
harassment can also involve employee behavior directed at non-employees or 
non-employee behavior directed at employees. 

A sexual relationship between an employee of the Academy and a student of the Academy 
is prohibited. 
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Depending upon the circumstances, examples of sexual harassment could include such 
conduct as the following: 

unwelcome sexual flirtations, advances, or propositions made toward another 
person; 

verbal abuse or innuendo of a sexual nature; 

physical contact, such as touching, hugging, patting, or pinching which is 
unwanted by the other person; 

offensive verbal comments of a sexual nature about another person’s body or 
sexual terms used to describe another person; 

an open display of sexually suggestive objects, pictures, cartoons, or images in 
the workplace; 

jokes or remarks of a sexual nature; 

unwelcome, prolonged staring or leering at another person; 

obscene gestures or suggestive or insulting sounds, such as whistling, made 
towards another person; 

requests for sexual favors, particularly, but not only, in exchange for job 
benefits or job enhancements; 

indecent exposure;  

discussion, comment, or gossip regarding one’s sexual activities, sex life, 
deficiencies, or prowess; 

romantic involvement between supervisors and subordinates that impacts the 
workplace in areas such as assignments, advancements, and benefits; and/or 

disseminating, accessing, or downloading through email or the Internet any 
sexually explicit voicemail, email, graphics, photographs, images, movies, or 
videos or clips of the same, written materials, or any sexually explicit 
information of any kind in the workplace or by the use of the Academy's 
computer systems or network. 

The above listing is not exhaustive.  The listing provides some examples of conduct which 
could constitute unlawful sexual harassment, depending upon the circumstances.  In 
addition, behaviors similar to those described above, depending on the circumstances, may 
not be severe or pervasive enough to create a sexually hostile work environment within the 
meaning of state and federal law, but are nonetheless inappropriate for the workplace.  Such 
inappropriate conduct may result in disciplinary action under this Policy regardless of 
whether the conduct is unlawful. 
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Conduct Which May Constitute Unlawful Discrimination or Harassment Based on 
Other Protected Categories 

Depending upon the circumstances, examples of unlawful discrimination and/or 
harassment based on other protected categories could include the above-referenced 
examples concerning sexual harassment, as well as the following types of conduct: 

epithets, slurs, negative stereotyping, jokes, or threatening, intimidating or 
hostile acts that relate to race, color, ethnicity, national origin, religion, age, 
sex (including pregnancy), sexual orientation, gender identity or expression, 
physical or mental disability, veteran or Uniformed Services status, or any 
other characteristic protected by applicable law; 

verbal abuse or innuendo, which is continued or repeated, concerning any 
characteristic protected by applicable law; 

an open display of objects or pictures offensive to another person’s 
characteristics protected by applicable law; 

use of derogatory words to describe another person’s characteristics protected 
by applicable law; and/or 

making decisions about an employee’s employment based upon his or her 
characteristics protected by applicable law. 

The above listing is not exhaustive.  The listing provides some examples of conduct which 
could constitute unlawful discrimination and/or harassment, depending upon the 
circumstances.  In addition, behaviors similar to those described above, depending on the 
circumstances, may not rise to the level of unlawful harassment or discrimination within 
the meaning of state and federal law, but are nonetheless inappropriate for the workplace.  
Such inappropriate conduct may result in disciplinary action under this Policy regardless 
of whether the conduct is unlawful. 

Trustee and Employee Responsibilities 

Each trustee and employee of the Academy is personally responsible for ensuring that his 
or her conduct does not sexually harass or discriminate against anyone in the workplace.  
Each trustee and employee is responsible for cooperating in any investigation if requested 
to do so.  Trustees and employees are to report immediately any incidents of harassment 
or discrimination prohibited by this Policy so that complaints can be promptly and fairly 
resolved.   

Procedures for Addressing Complaints of Unlawful Harassment and Discrimination 
in the Workplace 

Individuals who believe that they have been sexually harassed, or have been discriminated 
against in the terms and conditions of their employment or harassed on the basis of their 
race, color, ethnicity, national origin, religion, age, sex (including pregnancy), sexual 
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orientation, gender identity or expression, physical or mental disability, veteran or 
Uniformed Services status, or any other category protected by applicable law or any other 
category protected by applicable law are to follow the complaint procedures described 
below. 

Informal Resolution 
 
If an individual believes that he or she has been sexually harassed or subjected to unlawful 
discrimination or harassment based on other protected categories, the most immediate goal 
is to stop the offensive conduct.  Often, this can be accomplished by confronting whoever 
is doing the harassing or discriminatory conduct, telling them what is offensive, and 
requesting that they stop.  If this process does not work, or if the offender is the employee’s 
supervisor, or for any other reasons such approach is not practical or acceptable for the 
employee, the employee is to report the conduct in accordance with the formal procedure 
described below.  Please note that the complaining party is not required to inform the 
offending individual or attempt any such informal resolution, and may inform the 
investigators listed below without first confronting that individual. 
 
Formal Procedure 
 
An individual who believes he/she has been subject to unlawful sexual harassment, 
harassment based on other protected categories, or discrimination is to contact one or more 
of the investigators listed below directly, or contact his/her supervisor.  Supervisors must 
bring the matter to the attention of one of the investigators as soon as practicable.   
 
The individual who believes he/she has been subject to unlawful sexual harassment, 
harassment based on other protected categories, or discrimination is encouraged to provide 
a written statement describing the events or conduct at issue.  When the Academy receives 
a complaint, whether in writing or by other means, it will promptly investigate the 
allegation in a fair and expeditious manner.  The investigation will be conducted in such a 
way as to maintain confidentiality to the extent practicable under the circumstances. 

The individual may have a meeting with one or more of the investigators to discuss the 
complaint, determine if an informal resolution is possible with the investigator’s assistance, 
and/or answer any questions about the complaint procedure. 

Depending upon the nature of the complaint, one or more of the investigators will meet 
with the person alleged to have violated the Policy.  The person alleged to have violated 
the Policy may respond to the allegations and is encouraged to submit a written statement.  

One or more of the investigators may meet with witnesses whom they believe may assist 
in the factual investigation. 

Upon completion of the investigation, the investigator may draft a report stating his or her 
findings. 
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The person making the complaint and the person alleged to have violated this Policy may 
be informed of the results of the investigation. 

Disciplinary Action 

In the event that the findings of the investigation indicate that unlawful sexual harassment, 
harassment based on other protected categories or discrimination has occurred, or that any 
prohibited conduct (even if not unlawful) has occurred, further action may be taken, 
including but not limited to disciplinary action, such as, but not limited to, reprimand, 
change in work assignment, suspension and/or immediate termination of employment. 

Also, the Academy will not tolerate employees preventing or attempting to prevent another 
individual from making a complaint, failing to cooperate with or interfering with the 
investigation of a complaint, or retaliating against an individual who makes a complaint.  
Such conduct may be subject to the investigation procedure and disciplinary actions 
described in this Policy. 

Confidentiality 

All actions taken to investigate and resolve complaints through this procedure will be 
conducted with as much privacy and discretion as possible without compromising the 
thoroughness and fairness of the investigation.  All persons involved are to treat the 
situation with respect.  To conduct a thorough investigation, the investigators may discuss 
the complaint with witnesses and those persons involved in or affected by the complaint, 
and those persons necessary to assist in the investigation or to implement appropriate 
disciplinary actions. 

No Retaliation for Filing a Complaint of Discrimination or Harassment 

Retaliation against any individual for making a complaint of harassment or discrimination, 
or for participating in the investigation of such a complaint, is unlawful and will not be 
tolerated.  Individuals should report any retaliatory conduct to the investigators designated 
below, and/or his or her supervisor.  Complaints of retaliation will be handled in the same 
manner as a report of unlawful harassment and discrimination, and may also be subject to 
disciplinary action. 

Investigators of Complaints of Discrimination and/or Harassment 

The following individuals are currently designated as those persons who are charged with 
investigating complaints of unlawful sexual harassment, employment discrimination or 
harassment and retaliation as described under this Policy, and may be contacted to initiate 
an investigation under the Policy:   

Head of School, 978-448-1525 
Asst. Head of School, 978-448-1533  
Director of Finance and Operations, 978-448-1515 
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Employees may also contact their direct supervisor with any complaints of discrimination 
and/or harassment, and that supervisor will report the issue to one of the investigators 
listed above. 
  
State and Federal Agencies 

In addition to the above procedures, if an employee believes he/she has been subjected to 
unlawful sexual harassment, harassment based on other protected categories, 
discrimination in the workplace, and/or retaliation for making or cooperating in the 
investigation of a complaint of unlawful discriminatory and/or harassing conduct, he/she 
may file a formal complaint with either or both of the federal and state government agencies 
set forth below.  Using the Academy's complaint process described herein does not prohibit 
an employee from filing a complaint with these agencies.  Each of the agencies requires 
that complaints be filed within 300 days of the last incident of harassment, discrimination 
or retaliation. 

The United States Equal Employment Opportunity Commission (“EEOC”) 
John F. Kennedy Federal Building 
475 Government Center 
Boston, MA 02203 
(617) 565-3200 or (800) 669-4000 
 
The Massachusetts Commission against Discrimination (“MCAD”) 
Boston Office:    Springfield Office: 
One Ashburton Place                          424 Dwight Street 
Sixth Floor, Rm. 601   Second Floor, Room 220 
Boston, MA 02108   Springfield, MA 01103 
 (617) 994-6000   (413) 739-2145 

 
 
BULLYING PREVENTION and INTERVENTION PLAN 
 
Introduction and Statement of Purpose 
 
The Academy expects students to take responsibility for their actions at all times, whether 
on or off campus; to behave intelligently and with sensitivity, and to conduct themselves 
honestly and respectfully. Given that the Academy’s community expectations are in place 
to provide boundaries within which students can make healthy choices in an encouraging 
and supportive setting, the Academy is also strongly committed to providing its students 
with a safe learning and living environment that is free from all forms of harassment, 
including bullying. 
 
Accordingly, the Academy will not tolerate any form of bullying that occurs on or near the 
Academy’s campus or in connection with any Academy activity or that otherwise interferes 
with the educational experience of any student at the Academy. The Academy will support 
this commitment in all aspects of our Academy community. The Academy will provide 
annual training for all faculty and staff on this Bullying Prevention and Intervention Plan. 
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The Academy will provide information to all students and parents about the Plan, at least 
annually. 
 
The Academy will respond promptly and effectively to any report of bullying or to any 
report of retaliation against any person who has any information about bullying or who has 
participated in an investigation of bullying. The Academy will promptly investigate the 
report. If the Academy finds that bullying or retaliation has occurred, the Academy will 
promptly take action to end that behavior and restore a sense of safety for those who were 
the target of it. The Academy will impose disciplinary sanctions in appropriate cases, up 
to and including dismissal from the Academy. The Academy will report to local law 
enforcement incidents of bullying that may constitute a violation of criminal law. 
 
What Constitutes Bullying 
 
The Commonwealth of Massachusetts has adopted laws specific to bullying in schools 
which define and prohibit Bullying and Cyber-Bullying. 
 
Bullying 
 
Bullying is defined as “the repeated use by one or more students of a written, verbal or 
electronic expression or a physical act or gesture or any combination thereof, directed at a 
victim, that: (i) causes physical or emotional harm to the victim or damage to the victim’s 
property; (ii) places the victim in reasonable fear of harm to himself or damage to his 
property; (iii) creates a hostile environment at the Academy for the victim; (iv) infringes 
on the rights of the victim at the Academy; or (v) materially and substantially disrupts the 
education process or the orderly operation of the Academy.” 
 
The law defines a “hostile environment” as “a situation in which bullying causes the 
Academy environment to be permeated with intimidation, ridicule or insult that is 
sufficiently severe or pervasive to alter the conditions of the student’s education.” 
 
Cyber-Bullying 
 
Massachusetts law defines Cyber-Bullying as “bullying through the use of technology or 
any electronic communication, which shall include, but shall not be limited to, any transfer 
of signs, signals, writing, images, sounds, data or intelligence of any nature transmitted in 
whole or in part by a wire, radio, electromagnetic, photo electronic or photo optical system, 
including, but not limited to, electronic mail, internet communications, instant messages or 
facsimile communications.” 
 
Cyber-bullying also includes “(i) the creation of a web page or blog in which the creator 
assumes the identity of another person or (ii) the knowing impersonation of another person 
as the author of posted content or messages, if the creation or impersonation creates any of 
the conditions enumerated in clauses (i) to (v), inclusive, of the definition of bullying.” (see 
above) Cyber-bullying also includes “the distribution by electronic means of a 
communication to more than one person or the posting of material on an electronic medium 
that may be accessed by one or more persons, if the distribution or posting creates any of 
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the conditions enumerated in clauses (i) to (v), inclusive, of the definition of bullying.” (see 
above) 
 
Prohibition against Bullying 
 
The Academy will not tolerate any form of bullying or cyber-bullying. Bullying is 
prohibited (i) on Academy grounds, property immediately adjacent to Academy grounds, 
at an Academy-sponsored or Academy-related activity, function or program whether on or 
off Academy grounds, at an Academy bus stop, on an Academy bus or other vehicle owned, 
leased or used by the Academy, or through the use of technology or an electronic device 
owned, leased or used by the Academy and (ii) at a location, activity, function or program 
that is not Academy-related, or through the use of technology or an electronic device that 
is not owned, leased or used by the Academy, if the bullying creates a hostile environment 
at the Academy for the victim, infringes on the rights of the victim at the Academy or 
materially and substantially disrupts the educational process or the orderly operation of the 
Academy. 
 
Prohibition against Retaliation 
 
The Academy also prohibits retaliation against any person who reports bullying, who 
provides information during an investigation of bullying, or who witnesses or has reliable 
information about bullying. “Retaliation” means any form of intimidation, reprisal or 
harassment directed against any such person. 
 
Reporting Incidents of Bullying or Retaliation 
 
Students: Any student who feels that he or she or any other student has been the victim of 
an action of bullying or retaliation is strongly encouraged to report the matter promptly to 
the Dean of Students, the Assistant Head of School, the Head of School, or any other staff 
or faculty member with whom they would feel more comfortable making the report. 
Student reports of bullying may be made anonymously, although the Academy is 
prohibited from taking any disciplinary action against a student solely on the basis of an 
anonymous report. A student who knowingly makes a false accusation of bullying or 
retaliation will be subject to disciplinary action, up to and including dismissal. 
 
Parents/Guardians: Any parent or guardian who feels that any student has been the victim 
of an action of bullying or retaliation is strongly encouraged to report the matter promptly 
to the Dean of Students, the Assistant Head of School, or the Head of School. Such reports 
of bullying may be made anonymously, although the Academy is prohibited from taking 
any disciplinary action against a student solely on the basis of an anonymous report. If a 
parent or guardian knowingly makes a false accusation of bullying or retaliation, the 
Academy may terminate the enrollment of any child(ren) of that parent or guardian. 
 
Faculty and Staff: All administrators, teachers, and staff – every person who is employed 
by the Academy in any capacity – must immediately report any single action of bullying 
or retaliation that the person has witnessed or otherwise become aware of to the Dean of 
Students, the Assistant Head of School, or the Head of School. An employee who 
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knowingly makes a false accusation of bullying or retaliation or who fails immediately to 
report an instance of bullying or retaliation of which they are aware shall be subject to 
disciplinary action, up to and including dismissal. 
 
Responding To Reports of Bullying or Retaliation 
 
Upon receiving a report of bullying or retaliation, the Dean of Students or his/her designee 
will promptly conduct an investigation. The nature and extent of the investigation will 
depend on the circumstances. 
 
Investigation 
 
The following is an outline of the procedure that is pursued once a complaint has been 
brought to the attention of the Dean of Students, the Assistant Head of School, or the Head 
of School: 
 
An impartial investigation of the complaint is conducted by the Dean of Students or his/her 
designee. That investigation may include (but will not necessarily be limited to) interviews 
with the person who made the complaint, with the student who was the target of the alleged 
bullying, cyber-bullying, or retaliation, with the person or persons against whom the 
complaint was made, and with any students, faculty, staff, or other persons who witnessed 
or who may otherwise have relevant information about the alleged incident. Depending on 
the circumstances, the Dean of Students or his/her designee conducting the investigation 
also may choose to consult with other teachers and/or the Academy’s Counseling Staff. 

Notification and Response 
 
Following interviews and any other investigation undertaken, as the Academy deems 
appropriate, the Dean of Students, the Assistant Head of School, and the Head of School 
will determine whether and to what extent the allegation of bullying, cyber-bullying, or 
retaliation has been substantiated. 
 
Notification: If the Dean of Students, and/or the Assistant Head of School, and/or the Head 
of School determine that bullying or retaliation has occurred, the Dean of Students, and/or 
the Assistant Head of School, and/or the Head of School will take the following actions: 
 
Notify the parents or guardians of the victim and, to the extent consistent with state and 
federal law,  

Notify them of any action taken to prevent any further acts of bullying or retaliation 

Notify the parents or guardians of the alleged perpetrator(s), and 

Assess the victim’s need for protection and take appropriate steps as necessary to restore a 
sense of safety for that student. 

Response: If the Dean of Students, and/or the Assistant Head of School, and/or the Head 
of School determine that bullying or retaliation has occurred, that any other element of the 
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policy set forth in this Plan has been violated, or that any other Academy rule has been 
violated, the Dean of Students, and/or the Assistant Head of School, and/or the Head of 
School will determine what disciplinary action and/or other remedial action is appropriate 
and how it will be implemented. When necessary, the following steps may be taken: 
 
In consultation with the Academy’s counseling staff, refer perpetrators, victims and family 
members of such students for counseling or other services as appropriate. 
 
Take appropriate disciplinary action, which may include any form of discipline that the 
Academy imposes for other violations of its rules and policies, up to and including 
dismissal. It is important to note that stricter standards of behavior may apply under the 
Academy’s rules of conduct in order that we may prevent inappropriate verbal and/or 
physical conduct before a student has been subjected to bullying as it is defined under 
current Massachusetts law. For example, although the law defines bullying as “repeated 
use” of certain expressions, acts, and/or gestures, the Academy reserves the right to apply 
disciplinary measures and other corrective action in a case of a single expression, act, or 
gesture, if the Academy determines that it is of sufficient severity to warrant disciplinary 
measures or other remedial action or that the repetition of that expression, act, or gesture 
might reasonably result in bullying as defined under the law. 
 
Notify local law enforcement if the Head of School believes that criminal charges may be 
pursued against a perpetrator. Depending on the nature of the conduct, bullying may 
involve, for example, the crimes of stalking; making threats; harassment; or making 
harassing, annoying or molesting electronic communications. In addition, retaliation or 
threats of retaliation may involve, for example, the crime of witness intimidation. 
 
Notify the appropriate administrator of another school if an incident of bullying or 
retaliation involves a student from that school. 

It is important to note that the Head of School retains final authority in all disciplinary 
proceedings and decisions at the Academy. In most case where there are violations of the 
policy as set forth in this Plan, the Head of School, and/or the Assistant Head of School, 
and/or the Dean of Students will retain jurisdiction to make final decisions and carry out 
remedial action without resort to the Academy’s Judiciary System. For all reports of 
bullying or retaliation, the Dean of Students will keep a file of the report, the investigation, 
and any steps taken in response to a finding of bullying or retaliation. 
 
Notification and Training 
 
The Academy will provide written notice of this Plan to students and parents/guardians at 
least annually. Relevant portions of the Plan will be included in the Parent and Student 
Handbook. The Academy will post the entire Plan on its website. The Academy will 
provide training on this Plan for all faculty and staff at least annually. The training at a 
minimum will include a review of the reporting obligations for all faculty and staff and the 
processes that the Academy will follow in response to a report of bullying or retaliation. 
The Plan, or relevant portions thereof, will be included in the Employee Handbook. 
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Contrary to the Academy’s general practice of allowing students who are accused of Level 
IV and V offenses to have their cases adjudicated by a Judiciary Council panel of elected 
and specially trained student and faculty judges, the Massachusetts law on bullying, cyber-
bullying, and retaliation does not contemplate delegating to students the responsibility (i) 
to determine whether violations of the law or of the Academy’s Plan have occurred in the 
first instance, or (ii) to decide what remedial, protective, or disciplinary action should be 
taken as a result. 
 
Reviewing and Updating This Plan 
 
The Plan will be updated at least once every two years. In connection with that update, the 
Dean of Students, the Assistant Head of School, and the Head of School will be responsible 
for reviewing the Plan, reviewing the file of reported incidents of bullying or retaliation in 
at least the preceding two years, and undertaking such other steps as may be appropriate to 
evaluate the effectiveness of this Plan and the Academy’s compliance with the Plan and 
any laws or regulations relating thereto. 
Conclusion 
 
This Plan is intended (1) to prevent bullying and cyber-bullying among our students, (2) to 
encourage students and their parents to have confidence in the Academy’s procedures and 
to come forward promptly whenever a student is subject to conduct that is prohibited by 
this or any other Academy policy; and (3) to implement appropriate discipline and other 
corrective measures when they are found to be warranted. 
 
WHISTLEBLOWER POLICY 
 
Reporting Violations 
 
If any employee reasonably and in good faith believes that some policy, practice, or 
activity of the Academy is in violation of a law, rule, regulation, ethical obligation, or a 
violation of the Academy’s policies, the employee must report such violation to his or her 
supervisor, the Head of School, or the Board President. Employees must exercise sound 
judgment to avoid baseless allegations.  An employee who intentionally files a false report 
of wrongdoing will be subject to discipline, up to and including termination of 
employment.    
 
This whistleblower policy does not apply to allegations of discrimination or harassment 
or bullying.  An individual alleging discrimination, harassment, or bullying should 
follow the reporting requirements of each policy. 
 
No Retaliation 
 
The Academy will not retaliate against any employee who, in good faith, raises a complaint 
or discloses truthful information regarding some practice, policy, or activity of the Academy 
or employee of the Academy the employee reasonably believes violates a law, rule, 
regulation, ethical obligation or Academy policy to: (1) a supervisor; (2) an individual with 
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authority to investigate, discover, or terminate misconduct; or (3) a law enforcement officer 
or public body. The Academy will also not retaliate against any employee who participates 
in an investigation relating to some practice, policy, or activity of the Academy or employee 
of the Academy that is or is suspected to be in violation of a law, rule, regulation. 
 
Retaliation includes discharge, demotion, suspension, threats, harassment, or any adverse 
employment action. Any whistleblower who believes he/she is being subject to retaliation 
as a result of whistleblowing activities must contact the Head of School, the Assistant Head 
of School, Board President or Board Vice-President immediately. 
 
Confidentiality 
 
Violations or suspected violations may be submitted on a confidential basis or may be 
submitted anonymously.  Reports of violations or suspected violations will be kept 
confidential to the extent possible.  However, identity may have to be disclosed to 
conduct a thorough investigation, to comply with the law, and to provide the Academy 
and/or accused individuals their legal rights of defense. 
 
Investigation 
 
The audit committee of the board of trustees is responsible for investigating and resolving 
all internal complaints and allegations of financial or accounting impropriety made under 
this policy. All other complaints will be investigated by the Head of School, the Assistant 
Head of School, Board President or Board Vice- President. 
 
 
MANDATORY REPORTING POLICY for CHILD ABUSE or 
 NEGLECT 
 
Under Massachusetts law, teachers, administrators, nurses, guidance counselors, and 
other educational or after-school program staff are all considered “mandatory reporters.”  
Mandatory reporters must report to the Massachusetts Department of Children and 
Families whenever they have reasonable cause to believe that a child is suffering from 
abuse or neglect.  Abuse includes any non-accidental act that causes or creates a 
substantial risk of physical or emotional injury, any act involving a child that constitutes 
a sexual offense under law, or any sexual contact between a caretaker and a child under 
the care of that individual.  Neglect includes a failure, either deliberately or through 
negligence or inability, to take those actions necessary to provide a child with minimally 
adequate food, clothing, shelter, medical care, supervision, emotional stability and 
growth, or other essential care, provided, however, that such inability is not due solely to 
inadequate economic resources or the existence of a handicapping condition.  Signs of 
abuse or neglect may include, but are not limited to, physical or emotional injury, 
malnutrition, an apparent dependence on an addictive drug, sexual exploitation or unusual 
sexual behavior.  In some situations, suspected domestic violence should also be reported, 
depending on a number of factors and considerations.  Reporting domestic violence can 
create risk to the safety of the individual or child suffering from the domestic violence, if 
it is not handled carefully. 
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Accordingly, Academy employees who suspect that a child may be subject to abuse 
or neglect, or who suspect that a child or family member or caretaker may be subject 
to domestic violence, should immediately inform their supervisor.  The Academy will 
then promptly report the matter to the Massachusetts Department of Children and Families 
in accordance with state law and take further steps, as appropriate, to maintain a safe 
school environment. 
 
The Academy will not discriminate, retaliate, or take any adverse action against an 
employee who reasonably and in good faith reports any suspected incidents of child abuse 
or neglect. 
 
 
MEDIA RESPONSE POLICY 
 
All media inquiries regarding the Academy and its faculty, students, and operations must 
be forwarded to the Director of Communications.  No other Academy employees are 
permitted to make public statements or respond to media requests on behalf of or as a 
representative of the Academy without express, prior authorization from the Director of 
Communications.  If contacted by a member of the media for comment on any issue related 
to the Academy in any way, the employee should ask for the contact information for the 
member of the media making the request (i.e., name and how to reach them), provide that 
information to the Director of Communications, and inform the member of the media only 
that the Director of Communications or another authorized representative of the Academy 
will contact them. 
 
 
INFORMATION SYSTEMS 
 
Telephone, E-mail, Fax, Computer Network, Internet, Acceptable Use Guidelines 
 
All of the above systems are for conducting the official business of the Academy.  These 
systems are available only to eligible employees and will be discontinued at termination. 
 
Telephone/Fax 
 
The Academy requests that employees reasonably limit their personal use of all school 
phones.  The fax machine is located in the Business Office and may be used by employees 
for personal faxes.  Charges are determined by the number of pages sent and are billed to 
employees on their Academy account.   
 
Computer Network/E-mail/Internet 
 
The Academy has an Academy-wide network for employee and student use.  The Academy 
reserves the right to access and monitor every Academy-owned computer and/or terminal 
at any time for any reason without notice to the user.  Employees should not expect that 
computer use for any purpose, including but not limited to e-mail, is private or confidential.  



23 
 

The Academy has adopted Acceptable Use Guidelines for Employees that all employees 
must receive and agree to prior to being provided access to the Academy network.  
 
Acceptable Use Guidelines for Employees 
 
Overview 

The Academy has an Academy-wide network, certain computer resources and related 
technology (hereafter “the LA Network”) for student and employee use.  All users of the 
LA Network must use it legally, ethically, and in keeping with its intended use for 
professional and educational purposes. 

The Academy and its agents reserve the right to access and monitor every Academy-owned 
computer at any time for any reason without notice to the user.  Employees should NOT 
expect that computer use for any purpose, including but not limited to e-mail, is private or 
confidential. 

All employees of the Academy must recognize that their use of “social networking” 
technology, such as Facebook, YouTube, Twitter, Snapchat, Instagram, blogs, and other 
web-based discussion forums and related resources (referred to as “Social Networks”), and 
other forms of electronic communication, such as email and texting, must not violate their 
responsibilities as employees of the Academy.  In addition, all employees who participate 
in Social Networks and other forms of electronic communication must understand their 
inherent lack of privacy and how that may impact them and others. 

The purpose of these guidelines is to ensure that employees using the LA Network and 
Social Networking sites will do so responsibly.  Employees who fail to follow these 
guidelines may lose their access privileges and may face disciplinary action, up to and 
including termination of employment. 

Key Responsibilities of All Employees  

Each employee of the Academy is expected to communicate professionally and to maintain 
the principles of respect, dignity, prudence, professionalism, concern for and protection of 
children, and safety in all interactions.  This expectation applies to all forms of 
communication, including oral discussions, written communications, electronic media 
(such as email and texting), and Social Networks.   

Employees should view this Acceptable Use Policy as a supplement to, and not a 
replacement of, the Academy’s specific policies pertaining to employee conduct and 
employee responsibilities, including, but not limited to its policies on “Professional 
Expectations”, “Non-Discrimination”, “Sexual Harassment”, “Principles of Conduct,” and 
“Information Security,” as well as those policies contained in the Employee Handbook and 
the Summer Faculty/Staff Handbook.  Employees are to read and comply with all of these 
policies.   

The Academy considers an employee’s discretion and prudent judgment in usage of any 
form of communication, including Social Networks, to be a serious matter.  As such, 
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violation of this policy may lead to disciplinary action, up to and including termination of 
employment.  

Key Usage Principles and Expectations for All Employees  

With specific regard to the LA Network, all employees must: 

• Use the LA Network for professional, educational, and reasonable personal 
purposes. 

• Use the LA Network to communicate with others in an appropriate manner. 

• Always respect the privacy of others.   

With specific regard to Social Networks usage, all employees of the Academy must: 

• Exercise good judgment and common sense with Social Network usage.   

• Remain cognizant that Social Network usage may be visible to past, current, or 
prospective Academy students, parents, colleagues, and community members, and 
thus may reflect directly or indirectly on the user, and/or the Academy and 
community members.   

• Keep in mind that the uneven power dynamic of the students who attend Academy 
programs, in which adults have implied authority over the students, continues to 
shape those relationships each day and even after the summer.  Act in a manner that 
always respects and never jeopardizes the power inherent in these relationships. 

• Keep in mind that supervisors and subordinates are cautioned to not initiate or 
accept requests for Social Network interactions with each other, due to the potential 
for the parties to feel awkward or pressured to accept the request and thus 
potentially negatively impacting the work relationship. 

• When posting to Social Networks (for example, posting messages to blogs that are 
meant to include a variety of discussion-type forums viewable on the internet), do 
not post messages indicating or implying that you are representing the views of the 
Academy.  

• If posting a personal message on a Social Network, you do so in your personal 
capacity, and not in your capacity as an employee of the Academy.  Do not sign the 
post identifying the user as being affiliated with the Academy.  (For example, do 
not sign as “John or Jane Smith, Faculty Member, Lawrence Academy.”). 

• When posting to Social Networks, do not use their Academy e-mail address in the 
message or for reply purposes, as this may inadvertently and inappropriately imply 
approval of the message’s content by the Academy.  Academy e-mail is for business 
purposes only.  
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• Do not initiate or accept Social Network “friend requests” or other requests for 
interaction with current or prospective students, or with parents of current or 
prospective students.  If you receive such a request, decline the invitation. 

• Do not initiate or accept social network “friend requests” or other requests for 
interaction with Academy students of any age, and exercise strict professional 
discretion before initiating or accepting social network “friend requests” with 
former students over the age of 18.   

• Use good judgment in visibly and publicly associating with those Social Network 
groups that are consistent with the mission and reputation of the Academy.  

• Do not disclose Academy confidential information through Social Networks, or 
other forms of communication, without the prior, specific written consent of the 
Head of School (or unless as specifically required by law).  

• Do not misrepresent the Academy in any Social Networks or any forms of 
communication, whether orally, in writing or electronically. 

Unacceptable uses of the LA Network may include, but are not limited to the following:  

• Violating any federal, state, or local law or using the LA Network for any illegal 
purpose or accessing websites with illegal content or with content that is not 
consistent with the mission, values and reputation of the Academy, when using LA 
networks, resources or equipment, during or after working time, or while directly 
or indirectly representing the Academy in any way.   

• Failing to abide by copyright laws and licenses.  The Academy has entered into 
legal agreements or contracts for many of its software and network resources which 
require each individual using them to comply with those agreements. 

• Failing to observe the copyright law as it applies to music, videos, games, images, 
texts and other media in both personal use and in production of electronic 
information.  

• Spending an inordinate amount of time on the LA Network for personal use in lieu 
of professional duties. 

• Using the Academy’s logo, trademarks, official photographs, and all other of its 
intellectual property or proprietary materials in Social Networks or in any forms of 
communication, without the prior, specific written consent of the Head of School 
or his designate. 

• Harassing or threatening anyone, including but not limited to, sending 
communications that contain offensive language or insult anyone or any group's 
race, religion, sexual preference, sex, national origin or other characteristics 
protected by law. 
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• Sending electronic information from accounts that do not belong to the user without 
the owner’s authorization. 

• Changing, accessing, or vandalizing any computer files that do not belong to the 
user. 

• Using the LA Network in such a way as to disrupt use of the LA Network by others 
or abuse access time (e.g., downloading huge files such as but not limited to music 
or video files; sending mass e-mail messages). 

• Downloading, copying, or otherwise distributing any software or computer code 
(e.g., viruses, worms, Trojan horses) the purpose of which is to disrupt the LA 
Network. 

• Running any server software (e.g., web server, ftp server, game server) from their 
personal computers without permission. 

• Accessing unauthorized or inappropriate areas on the LA Network or changing or 
interfering with information found on the LA Network. 

• Accessing, downloading or printing from any objectionable, pornographic or 
otherwise inappropriate sites. 

• Sending, displaying, printing, or playing obscene content or images, including 
those received through e-mail in a public setting. 

• Disseminating materials that invade the privacy of others, such as photographs, 
video clips, sound recordings, or other materials that reveal private or sensitive 
information about another person, without that person’s consent, except as 
permitted by National Labor Relations Act or other applicable laws. 

• Sending personal information, without express approval, about faculty, students, or 
staff to third parties, including members of chat groups, except as permitted by 
National Labor Relations Act or other applicable laws. 

• Violating system security and integrity in any fashion. 

• Making unauthorized copies of software or information. 

• Tampering with computer data or computer equipment of the Academy or others.  

• Damaging hardware or software belonging to the Academy or others. 

• Using the LA Network for business operation unrelated to the Academy’s business. 

• Installing unlicensed software on Academy work stations. 
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• Disrupting the normal flow of communication on the network, such as through 
"spam" email or by other means. 

• Interfering with another's use of the LA Network or the Academy's equipment or 
services, including any disruptive use of video or audio media in the labs. 

• Posting a personal communication without the original author's consent. 

• Printing excessive or unreasonable amounts of pages on Academy-owned printers. 

Important Reminders about Social Networks 
 

• Social Network sites are increasingly interconnected, and link to one another in 
ways that may be largely outside the direct control of the user on any given site.  In 
addition, the initial postings and subsequent links to the postings may be accessible 
for indefinite periods of time. 

• Each user of Social Networks is accountable for his or her own postings and 
communications, even if the user did not intend the posting to be shared or viewed 
by a particular audience.   

• Even if the user considers his or her postings on Social Networks to be personal, 
the postings can still impact the user’s own professional standing with current and 
prospective employers and personal standing with current and future colleagues and 
communities.  For example, a person’s conduct on Social Networks may be viewed 
by the user’s prospective employers and future colleagues, at the time the posting 
is made and many years later.  While a user’s posting may seem amusing or 
harmless today, it can be embarrassing and detrimental to the user and his or her 
family and community in the future.   

• Exercise care with personal profile content.  Content should be placed thoughtfully 
and periodically reviewed and changed as necessary.   

• Exercise care with privacy settings.  On most sites, privacy settings can be changed 
at any time to limit access to profiles and searchability, and changes should be made 
when necessary. 

• Exercise appropriate discretion when using Social Networks for personal 
communications to friends or other persons with whom you are likely to share 
private information. 

• Be judicious in your personal postings to all sites and immediately remove any 
material from your site that may be inappropriate. 

• Err on the side of caution when using Social Networks. 
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Monitoring - No Expectation of Privacy on Academy Networks and Equipment 
 
LA reserves the right to monitor employee electronic communications and activities that 
are transmitted through LA networks and/or using LA-provided equipment.  As a result, 
employees should not have an expectation of privacy in this regard.  If you have questions 
about LA's expectations regarding this Policy, please contact the Head of School, Assistant 
Head of School, or the Director of Finance and Operations. 

The Academy reserves the right to change or modify these rules and restrictions at any 
time.  Your continued use of the network or Academy computing environment signifies 
your acceptance of such changes or modifications.  All employees of the Academy must 
recognize that their use of “social networking” technology, such as, but not limited to 
Facebook, YouTube, Twitter, Snapchat, Instagram, blogs, and other web-based discussion 
forums and related resources (referred to as “Social Networks”), and other forms of 
electronic communication, such as email and texting, must not violate their responsibilities 
as employees of the Academy.  In addition, all employees who participate in Social 
Networks and other forms of electronic communication must understand their inherent lack 
of privacy and how that may impact them and others. 
 
Non-Interference with NLRA and other Applicable Laws 
 
These acceptable use guidelines and social media policies are not intended to restrict or 
interfere with any employee’s federal or state labor law rights, including all rights under 
the National Labor Relations Act, or any whistleblower protections under federal or state 
law.  In particular, these policies are not intended to and should not be construed to restrict 
the rights of employees to engage in protected concerted activity, discuss the terms and 
conditions of their employment, and/or appropriately express views critical of 
management. 
 
 
CODE of CONDUCT 
 
For the smooth functioning of any organization, and particularly one whose purpose is to 
educate the young people in its care, it is vital that everyone associated with the Academy 
behave in a manner to further these goals.  Various corrective actions will result for those 
employees who are unable or unwilling to maintain an acceptable level of conduct.  It is 
not possible to list all the forms of behavior that are considered unacceptable in the 
workplace.  What follows is a list of examples of infractions of rules of conduct that may 
result in disciplinary action, up to and including termination of employment.  This is not a 
complete list and is used for illustration only: 
 

• Being in possession of and/or under the influence of drugs or alcohol at work. 

• Deliberate destruction or removal of Academy property. 

• Altering time cards or records, or inaccurately reporting time worked. 

• Disorderly, immoral, or improper conduct. 
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• Willful disregard for safety and comfort of employees or students. 

• Stealing. 

• Excessive tardiness or absenteeism. 

• Sleeping on the job. 

• Insubordination. 

• Horseplay on Academy property or while on Academy business. 

• Violation of Academy safety rules. 

• Violation of Harassment Policy. 

• Violation of federal and/or state equal employment regulations. 

• Violation of Bullying Prevention Policy. 

• Violation of Acceptable Use Guidelines. 

• Creating or contributing to unsafe or unsanitary conditions. 

• Failure to report an accident. 

• Failure to notify supervisor of absence or tardiness. 

• Breach of confidentiality. 

• Filing false report of injury or illness. 

• Misuse of telephone, data, technology, email. 

• Breach of contract. 

 
These or similar violations may result in correctives actions.  Depending on the facts and 
circumstances, corrective actions may, at the sole discretion of the Academy, involve 
additional training and education, reimbursement for damages and other restorative 
measures, restrictions on privileges, reduction in compensation, changes in terms or 
conditions of job duties, and other disciplinary actions such as a verbal warning, written 
warning, suspension, and/or termination of employment with the Academy.  The Academy 
is not bound to follow any policy, procedure, or process in connection with corrective 
actions, including disciplinary measures and termination, for violation of the Code of 
Conduct or otherwise.   
 
 
APPROPRIATE ATTIRE 
 
Prospective students, parents, and outside vendors visit the Academy on a daily basis.  
Employees should be aware of visitors and exhibit a professional appearance at all times.  
When the Academy is not in session, a more casual environment may be maintained. 
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SAFETY 
 
To assist in providing a safe and healthy work environment for employees, students, and 
visitors, the Academy has established a workplace safety committee.  The Safety 
Committee is composed of faculty and staff and is co-chaired by the  Director of Finance 
and Operations and the Director of Safety and Security.  
 
Some of the best safety improvement ideas come from employees.  Those with ideas, 
concerns, or suggestions for improved safety in the workplace are encouraged to raise them 
with their supervisor or one of the co-chairs of the Safety Committee.   
 
Each employee is expected to obey safety rules and to exercise caution in all work 
activities.  Employees must immediately report any unsafe condition to the appropriate 
supervisor.  Employees who violate safety standards or who cause hazardous or dangerous 
situations may be subject to disciplinary action, up to and including termination of 
employment. 
 
 
INJURIES 
 
All injuries should be reported to the Business Office as soon as possible after they happen.  
This includes injuries to Academy personnel, guests, or the public.  Injuries to students 
should be reported to the Health Center or Athletic Trainer.   To report an injury, an 
Incident Report Form can be found at www.lacademy.edu/incident.  
 
 
INCLEMENT WEATHER and REPORTING to WORK 
 
The Head of School may cancel or delay classes for weather-related reasons.  If classes are 
cancelled or delayed and employees are not required to report to work or will be required 
to report to work at a later time, the Head of School will inform employees via text or voice 
message to a phone number provided by the employee.  In some instances, essential 
personnel will be required to report to work to ensure student safety.    
 
 
EMERGENCY EVACUATION PROCEDURE 
 
The Academy uses a notification system via text messaging, to a phone number 
provided by the employee, for emergency campus evacuation or security lock-down 
procedures. This requires that all faculty and students have their cell phones available 
and on. 

During assemblies, meetings, class, and evening study hours, cell phones should be on 
vibrate mode, and visible to the instructor at all times.  If the instructor does not own one, 
then a student’s phone should be visible.  In the case of a campus evacuation or lock-down 
emergency, all cell phones will receive a text message with instructions on what to do. 
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USE of ACADEMY VEHICLES 
 
The Academy vehicles are to be used only for Academy business.  All employees must 
have a copy of their valid driver’s license on file with the Business Office in order to drive 
an Academy vehicle.  No one is permitted to operate Academy vehicles while under the 
influence of alcohol or other intoxicating drugs. 
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SECTION II 
COMPENSATION POLICIES 

 
 

WORK DAY BREAKS 
 
Administrators and Faculty:  Refer to the Faculty Handbook 
 
All other employees:  Unpaid lunch breaks of 30 minutes are provided for employees who 
work a shift of six or more hours.  Non-exempt employees may take one 15-minute break 
for each four hours worked. 
 
 
PAY INFORMATION 
 
Administrators and faculty are paid semi-monthly, in advance, on the 1st and 16th of each 
month.  With the exception of January 1st, if the 1st or 16th falls on a Saturday, Sunday or 
holiday, the payday will be the prior business day.  January 1st pay will be issued on the 
next business day following January 1st.  Each payday, 1/24 of the annual salary is paid. 
 
All other employees, with the exception of summer camp counselors, are paid bi-weekly 
on Thursday for the two-week period ending the previous Saturday.   
 
Summer camp counselors are paid each Friday for the one-week period ending on the 
previous Saturday. 
 
All pay is issued by direct deposits to the individual employee’s bank account or by live 
paychecks. 
 
 
RECORD of TIME WORKED 
 
The Academy compensates employees for all time worked.  All non-exempt employees, 
including hourly and non-exempt salaried employees, are required to accurately record all 
time worked and any time off each work day.  Intentional misreporting of time worked and 
paid time off may result in disciplinary action, up to and including termination of 
employment. 
 
Non-exempt hourly employees:  Submit time sheets, approved by the supervisor, to the 
Business Office by 9:00 AM, Monday morning of the pay week.  Late time sheets may 
result in delaying the employee’s direct deposit or paycheck. 
 
Supervisors must authorize all overtime, sick leave, vacation, and miscellaneous leave for 
each employee.  No non-exempt employee may work overtime without the prior approval 
of the supervisor. 
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Exempt support staff employees:  Submit a record, approved by the supervisor, of all 
time off to the Business Office by the 1st of the following month.  Exempt employees do 
not submit time sheets.  However, exempt employees are required to obtain authorization 
from their supervisor for the use of vacation time and other leave. 
 
 
TAX WITHHOLDINGS and PAYROLL DEDUCTIONS 
 
Every employee must fill out and sign an IRS Form W-4 on or before their first day of 
employment at the Academy.  This form must be completed in accordance with federal 
regulations.  An employee may fill out a new W-4 form at any time.   
 
Every employee must fill out and sign the Massachusetts Form M-4 on or before their first 
day of employment at the Academy.  This form must be completed in accordance with 
Massachusetts regulations.  An employee may fill out a new M-4 form at any time. 
 
Every employee will receive an annual Wage and Tax Statement (W-2) for the preceding 
year on or before January 31. 
 
The Academy withholds amounts from an employee’s paychecks to comply with federal, 
state, and local law.  Mandatory deductions will be made from every employee’s gross 
wages for items such as federal income tax, social security tax (FICA), and all applicable 
state and local taxes.  
 
In addition, when an employee authorizes in writing for the Academy to do so, voluntary 
deductions will be made from paychecks for items elected by the employee such as 
retirement program contributions and health insurance premiums.  Certain deductions such 
as for disability insurance are mandatory for eligible employees. 
 
 
OVERTIME 
 
The Academy complies with the Fair Labor Standards Act (FLSA) and state laws 
concerning the payment of overtime.  As such, non-exempt employees receive overtime 
pay at one-and-one-half (1.5) times their regular rate for all time worked in excess of 40 
hours in each work week (Saturday – Friday).  Sick or disability hours paid for that week 
are excluded in determining overtime pay.   
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BREAK TIME for NURSING MOTHERS   
 
The Academy complies with Section 7(r) of the FLSA and applicable state law.  We will 
provide all nursing mothers with a reasonable break time and private location other than a 
restroom to express breast milk for up to one year after the birth of her child.  All such 
break time is unpaid unless a request is made to utilize otherwise paid break time or earned 
paid time off. 
 
 
JURY DUTY 
 
If an employee is called for jury duty, the employee should notify his/her supervisor as 
soon as possible, and the Academy will accommodate the time off required to serve on a 
jury.  If the employee is selected to serve on a jury, the employee will need to submit a 
copy of any payment stub he/she receives for jury duty.  The Academy will continue to pay 
the full salary less any jury duty compensation the employee receives upon receipt of this 
copy.  Regardless of whether they receive pay for the jury duty, employees may be required 
to submit certification or documentation of their jury service.  Employees will not be 
required to perform work during the period of their jury duty. 
  



35 
 

SECTION III 
EMPLOYEE LEAVE POLICIES 

 
 
WORKER’S COMPENSATION 
 
The Academy provides a comprehensive worker’s compensation insurance program at no 
cost to employees.  This program covers any injury or illness sustained in the course of 
employment that requires medical, surgical, or hospital treatment.  Subject to applicable 
legal requirements, worker’s compensation insurance provides benefits after a 5-day 
waiting period or immediately if the employee is hospitalized.  Worker’s Compensation 
may run concurrently with leave provided for under the Family Medical Leave Act. 
 
An employee who sustains work-related injuries or illnesses is required to inform his/her 
supervisor immediately.  No matter how minor an on-the-job injury may appear, it is 
important that it be reported immediately.  In addition, the employee is required to contact 
the Business Office within 24 hours.  This will enable an eligible employee to qualify for 
coverage as quickly as possible. 
 
Employees will be paid 60% of their salary by the Academy’s worker’s compensation 
insurer after the employee has been absent more than five consecutive days.  The employee 
will be paid for the first five days under the sick leave policy at 100% of normal wage.   
 
The Academy will provide accommodated work for the employee in order to return the 
employee to his/her workplace as soon as medically authorized, to the extent such an 
accommodation is reasonable and does not create an undue burden on the Academy.  
Accommodated work may, for example, be in the form of reduced responsibilities in 
his/her same occupation and at the same rate of pay, or the employee may be placed in 
another suitable position at the same rate of pay until his/her condition allows the employee 
to return to his/her normal job. 
 
To return to work, either in an accommodated position or to an employee’s regular position, 
a physician’s written authorization is required, with all restrictions noted.  This should be 
presented to the Business Office. 
 
Neither the Academy nor the insurance carrier will be liable for the payment of Worker’s 
Compensation benefits for injuries that occur during an employee’s voluntary participation 
in any off-duty recreational, social, or athletic activity sponsored by the Academy. 
 
Continuation of Benefits 
 
Leave under the FMLA (Family and Medical Leave Act – see below) runs concurrently 
while an employee is out on a worker’s compensation leave.  During that period of FMLA 
leave, the employee will continue to receive health insurance benefits through the Academy 
in the ordinary course.  After the expiration of FMLA leave, the employee may continue 
to participate in the Academy’s group health insurance through COBRA (Consolidated 
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Omnibus Budget Reconciliation Act).  Please see below for further details regarding 
COBRA.  Insurance premiums under COBRA are shared by the Academy and the 
employee.  The Academy will contribute its normal share of the cost of the employee’s 
health insurance premium during the first six months of leave and 50% for months seven 
to nine.  Additionally, the Academy will continue to make its contribution to the 
Academy’s retirement program for a period up to 24 months.  Payment of the employee’s 
share of insurance premiums due and flexible spending account contributions due will be 
arranged with the Business Office. 
 
 
FAMILY and MEDICAL LEAVE ACT of 1993 
 
The Academy is a covered employer under the Family and Medical Leave Act of 1993 
(FMLA).  FMLA is administered and enforced by the Wage and Hour Division of the U.S. 
Department of Labor.  If you are an eligible employee, you have certain rights guaranteed 
by FMLA to take unpaid, job-protected leave for specified family and medical reasons.  
The complete employer posting of the Family and Medical Leave Act of 1993 is located in 
the Business Office in the School House Building and in the Studies Office in the Ansin 
Academic Building.   
 
Eligibility 
 
You are an eligible employee if you have been employed by the Academy for at least 12 
months, you have worked at least 1,250 hours during the prior 12-month period 
immediately preceding the leave, and you work for the Academy within a 75-mile radius 
of the Academy’s main campus.   
 
The 12 months of employment do not have to be consecutive, but if an employee had a 
break in service that lasted seven years or more, the time worked prior to the break will not 
count unless the break is due to service covered by the Uniformed Services Employment 
and Reemployment Rights Act (USERRA). 
 
Leave Entitlement 
 
An eligible employee may take up to 12 weeks of qualifying leave in a 12-month period, 
which is calculated as a rolling 12-month period measured backward from the date of the 
FMLA usage.  Only the days / weeks that an employee is required to work count toward 
the 12-week maximum leave.   
 
An eligible employee may take FMLA leave for one or more of the following qualifying 
reasons: 
 

• The birth of a son or daughter or placement of a son or daughter with the employee 
for adoption or foster care; 

• To care for a spouse, son, daughter, or parent who has a serious health condition; 
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• For a serious health condition that makes the employee unable to perform the 
essential functions of his or her job; or 

• For any qualifying exigency arising out of the fact that a spouse, son, daughter, or 
parent is a military member on covered active duty or call to covered active duty 
status. 

 
An eligible employee may also take up to 26 workweeks of leave during a “single 12-
month period” to care for a covered service member with a serious injury or illness when 
the employee is the spouse, son, daughter, parent, or next of kin of the service member.  
The “single 12-month period” for military caregiver leave is different from the 12-month 
period used for other FMLA leave reasons. 
 
Under some circumstances, employees may take FMLA leave on an intermittent or 
reduced-schedule basis.  That means an employee may take leave in separate blocks of 
time or by reducing the time he or she works each day or week for a single qualifying 
reason.  When leave is needed for planned medical treatment, the employee must make a 
reasonable effort to schedule treatment so as not to unduly disrupt the Academy’s 
operations.  If FMLA leave is for the birth, adoption, or foster placement of a child, use of 
intermittent or reduced schedule leave requires the Academy’s approval. 
 
Any paid time off and short-term / long-term disability used while on leave will run 
concurrently with Family and Medical Leave. 
 
Notice 
 
When feasible, employees will be expected to give adequate notice of the expected duration  
of an anticipated leave.  In general, employees are expected to request leave at least 30 
days in advance when the need for leave is foreseeable.  When the need for leave is 
foreseeable less than 30 days in advance or is unforeseeable, employees must provide 
notice as soon as possible and practicable under the circumstances. 
 
When an employee seeks leave for a FMLA-qualifying reason for the first time, the 
employee need not expressly assert FMLA rights or even mention the FMLA.  If an 
employee later requests additional leave for the same qualifying condition, the employee 
must specifically reference either the qualifying reason for leave or the need for FMLA 
leave. 
 
Certification 
 
When an employee requests FMLA leave due to his or her own serious health condition or 
a covered family member’s serious health condition, the Academy may require 
certification in support of the leave from a health care provider.  The Academy may require 
second or third medical options and periodic recertification of a serious health condition. 
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Job Restoration and Health Benefits 
 
Upon return from FMLA leave, the employee generally will be restored to his or her 
original job or to an equivalent job with equivalent pay, benefits, and other terms and 
conditions of employment.  If the position no longer exists, the employee generally will be 
offered an equivalent position that is available and for which he or she is qualified.  
However, an employee has no greater right to reinstatement than if he/she had been 
continuously employed rather than on FMLA leave.   
 
An employee’s use of FMLA leave cannot be counted against the employee under a “no-
fault” attendance policy.   
 
The Academy will continue group health insurance coverage for an employee on FMLA 
leave under the same terms and conditions as if the employee had not taken leave. 
 
Exempt employees do not lose their FLSA-exempt status by using any unpaid FMLA 
leave.  This special exception to the “salary basis” requirements for FLSA’s exemption 
extends only to an eligible employees’ use of FMLA leave. 
 
Enforcement 
 
It is unlawful for any employer to interfere with, restrain, or deny the exercise of or the 
attempt to exercise any right provided by the FMLA.  It is also unlawful for an employer 
to discharge or discriminate against any individual for opposing any practice, or because 
of involvement in any proceeding, related to the FMLA.  The Wage and Hour Division of 
the U.S. Dept. of Labor is responsible for administering and enforcing the FMLA for most 
employees.  If you believe your rights under the FMLA have been violated, you may file a 
complaint with the Wage and Hour Division or file a private lawsuit in court. 
 
For additional information, visit, http://www.wagehour.dol.gov and / or call 1-866-4-
USWAGE (1-866-487-9243), available 8am to 5pm. 
 
Continuation of Benefits 
 
While out on FMLA, health, disability and dental insurance will continue in the ordinary 
course.  The Academy will continue its contribution to the Academy’s retirement program 
only to the extent the employee continues to receive W-2 compensation, disability 
compensation paid by a third party insurer, or worker’s compensation.  Payment of 
employee’s share of insurance premiums due and flexible spending account contributions 
due will be arranged with the Business Office. 
 
COBRA (Consolidated Omnibus Budget Reconciliation Act) after FMLA 
 
Generally, company-sponsored group medical insurance coverage for covered employees 
expires upon the resignation or termination of an employee, reduction in an employee’s 
work hours, or other “qualifying event.”  The taking of leave under the FMLA does not 
constitute a Qualifying Event.  A Qualifying Event occurs, however, if an employee does 
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not return to employment at the end of the FMLA leave and all other COBRA continuation 
coverage conditions are present.  If a Qualifying Event occurs, it occurs on the last day of 
FMLA leave, and the applicable maximum coverage period is measured from this date 
(unless coverage is lost at a later date and the Health Plan provides for the extension of the 
required periods, in which case the maximum coverage date is measured from the date 
when the coverage is lost).  The covered employee and family members will be entitled to 
COBRA continuation coverage even if they failed to pay the employee portion of 
premiums for coverage under the Plan during the FMLA leave. 
 
Non-Discrimination 
 
The Academy will not interfere with, retrain, or deny the exercise by an employee of any 
right or leave provided under the FMLA.  Further, the Academy will not discharge or 
discriminate again any person for availing him/herself of rights or leave provided by the 
FMLA, nor will the Academy discharge or discriminate against any person for opposing 
any practice that is unlawful under the FMLA or participating in any proceeding related to 
the FMLA.  If you have any questions about your exercise of FMLA rights, please contact 
the Head of School, Assistant Head of School, or the Director of Finance and Operations. 
 
 
SMALL NECESSITIES LEAVE 
 
In addition to the leave set forth under the FMLA policy, employees eligible for FMLA 
leave are entitled to a total of 24 hours of leave during the preceding 12-month period for 
purposes of meeting certain family obligations.  Eligible employees may take small 
necessities leave to: 
 

1. Participate in school activities directly related to the educational advancement of 
his or her child; 

2. Take his or her child to routine medical or dental appointments; or 

3. Accompany and elderly relative to routine medical or dental appointments or for 
other professional services related to the elder’s care. 

Eligible employees may take up to 24 hours of such leave in addition to the leave provided 
for by the FMLA.  Eligible employees may take the leave in full at one time, intermittently, 
or through a reduced leave schedule. 
 
Employees must provide the Academy with seven days’ notice prior to the leave if the need 
for the leave is foreseeable.  If the need for the leave is not foreseeable, the employee must 
provide as much notice as is practicable. 
 
Small Necessities Leave runs concurrent with earned vacation, sick, or personal time. 
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PARENTAL LEAVE 
 
The Academy is a covered employer under the Massachusetts Parental Leave Act (the 
“PLA”), M.G.L. 149, § 105D.  If you are an eligible employee, male or female, you have 
certain rights guaranteed by PLA for situations of natural birth, adoption, or court-ordered 
placement of children..  The complete employer posting of PLA is located in the Business 
Office in the School House Building and in the Studies Office of the Ansin Academic 
Building. 
 
The Academy is also a covered employer under the FMLA, administered and enforced by 
the U.S. Department of Labor.  The complete employer posting of FMLA is located in the 
Business Office in the School House Building and in the Studies Office in Ansin Academic 
Building.  There is an interrelationship between the PLA and FMLA.  As such, in certain 
instances, the PLA and FMLA will overlap.  Where leave is taken for a reason specified in 
both the FMLA and PLA, the leave may be counted simultaneously against an employee’s 
entitlement under both laws.  In some instances, one law may provide greater leave rights 
to the employee than the other.  It is because of this interrelationship that the Academy will 
apply the law that affords the greater rights to an employee requesting leave to care for a 
newborn, adopted, or court-placed child.   Under PLA, an employee may voluntarily but is 
not required to use any accrued paid time off concurrently with all or part of her / his 
maternity / paternity leave.  At the employee’s option any accrued paid time off may be 
used in addition to Parental Leave Act leave.  Under this option, accrued paid time off will 
also run concurrently with FMLA leave.   
 
Additionally, any employee employed for more than 90 days but less than 12 months 
(excluding temporary employees), working at least 24 hours per week is entitled to 8 weeks 
maternity / paternity leave.  If you are employed longer than 12 months and work at least 
24 hours per week, any time off greater than 8 weeks must be requested in writing. 
 
All parental leave runs concurrently with any short-term disability benefits and FMLA 
leave. 
 
In general, parental leave is unpaid, unless it qualifies under the Academy’s short-term 
disability insurance policy, which is limited to qualified females who give birth.  At the 
discretion of the Academy, and to the extent leave is not classified under PLA, the 
employee may be required to apply earned  paid leave hours.  
 
Employees must provide at least two weeks’ notice of the anticipated date of departure 
from work and notice as soon as practicable should that date change.  To be eligible for 
PLA leave, the employee must also state his or her intention to return to work at the 
Academy at the end of the leave.  If two Academy employees require parental leave relating 
to the same child, they will only be entitled to  an aggregate total of 8 weeks of leave. 
 
Continuation of Benefits 
 
While out on approved parental leave, health, disability and dental insurance will continue 
in the ordinary course. When approved parental leave extends after FMLA leave has 
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expired, then the employee may continue to participate in the Academy’s group health 
insurance through COBRA (Consolidated Omnibus Budget Reconciliation Act).  The 
Academy will continue its contribution to its retirement program only to the extent the 
employee continues to receive W-2 compensation or disability compensation paid by a 
third party insurer.  Payment of employee’s share of insurance premiums due and flexible 
spending account contributions due will be arranged with the Business Office. 
 
 
PAID SICK LEAVE 
 
The Academy is a covered employer under the Massachusetts Earned Sick Time Law, 
M.G.L. c. 149, § 148C.  As such, we offer paid sick time to all of our employees.  Your 
position determines when your paid sick time is earned and how much paid sick time is 
available to you.  The complete employer posting of the Sick Time Law is located in the 
Business Office in the School House Building and in the Studies Office of the Ansin 
Academic Building. 
 
Paid Sick Leave by employee type: 
 
Regular, exempt, and non-exempt employees who work 10 to 12 months per year:  10 
days per year, beginning on July 1st.  There is no vesting period.  Unused days do not carry 
over into the following year and are not paid out on termination of employment.  Sick days 
are based on 40 hours per week and are prorated for employees who work fewer than 40 
hours per week. 
 
Learning coaches, Per diem, and Temporary employees (Athletic coaches, Summer 
day camp seasonal staff, B&G summer staff, and other seasonal and short-term or 
non-exempt employees):  Accrue 1 hour for every 30 hours worked, up to a maximum of 
40 hours, with a one-time 90-day vesting period.  Employees will begin to accrue sick time 
on their first date of actual work, but employees may not use such earned sick time until 
after the expiration of 90 days from their start date.  If an employee leaves employment 
with the Academy (a “break in service”) for four months or less, that employee’s accrued 
sick time will be reinstated upon return.  For a break in service between 4 and 12 months, 
the Academy will reinstate the accrued sick time only if the employee had accrued 10 or 
more hours of paid sick leave.  No accrued sick time will be reinstated following a break 
in service of over 12 months. Further, an employee with a break in service of over 12 
months will have to wait 90 days after resuming employment before using the newly 
accrued paid sick time.  An employee’s total balance of accrued paid sick leave may not 
exceed 40 hours. 
 
Use of Paid Sick Leave: 
 
Employees may use sick leave to: 
 

1. Care for the employee’s own physical or mental illness, injury, or other medical 
condition that requires home, preventative, or professional care; 
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2. Care for a child, parent, spouse, or parent of a spouse who is suffering from a 
physical or mental illness, injury, or other medical condition that requires home, 
preventative, or professional care; 

3. Attend routine medical and dental appointments for themselves or for their child, 
parent, spouse, or parent of spouse; 

4. Address the psychological, physical, or legal effects of domestic violence; or 

5. Travel to and from an appointment, pharmacy, or other location related to the 
purpose for which the time was taken. 

Use of sick time for any other purposes is not permitted and may result in discipline, up to 
and including termination.  Sick time cannot be used as an excuse to be late for work unless 
documented for one of the authorized purposes listed above. 
 
Employees may not use paid sick time for days or shorter periods when the employee is 
not scheduled to be at work.  Likewise, an employee may not accept a specific shift 
assignment with the intention of calling out sick for all or part of that shift. 
 
Earned sick time may be used in full or partial day absences.  The smallest amount of sick 
time that an employee can take is one hour. 
 
Absence Notification Procedures 
 
If an employee needs to be absent, to be late, or to leave work early (for purposes that are 
permissible under the earned sick time law), the employee must give advanced notice to 
his or her supervisor, except in an emergency.  If the absence is foreseeable (for example, 
to attend a scheduled appointment), the employee must provide at least seven days’ 
advanced notice, unless the employee learns of the need to use earned sick time within a 
shorter period of time.  If the absence is not foreseeable, the employee must provide notice 
to his or her supervisor at least three  hours before the start of the employee’s shift.  If three 
hours’ notice is not reasonable because of an accident or sudden illness, notice must be 
provided as soon as practicable. 
 
If an employee is going to be absent on multiple days, the employee or someone on the 
employee’s behalf must provide notice of the expected duration of the leave or, if unknown, 
provide notice of continuing absence on a daily basis, unless the circumstances make such 
notice unreasonable. 
 
Documentation of Use of Sick Time 
 
The Academy may require an employee to submit a doctor’s note or other documentation 
to support the use of sick time if the absence (1) exceeds 24 consecutively scheduled work 
hours or three consecutive work days on which the employee is scheduled to work; (2) 
occurs within two weeks prior to an employee’s final scheduled day of work (except in the 



43 
 

case of temporary employees); or (3) occurs after four unforeseeable and undocumented 
absences within a three month period. 
 
Required documentation must be submitted within seven days of the absence, unless good 
cause is shown for additional time.  If an employee fails to comply with the documentation 
requirements, the Academy may recoup the sick time paid from future wages. 
 
Expectations Regarding Attendance 
 
Employees should remember that regular, reliable attendance and timeliness is expected.  
If an employee commits fraud or abuse by engaging in an activity that is not consistent 
with the allowable purposes for paid sick time, the employee may be subject to disciplinary 
action, up to and including termination.  If an employee is exhibiting a clear pattern of 
taking leave on days just before or after a weekend, vacation, or holiday, the Academy may 
discipline the employee for misuse of earned sick time, unless the employee provides 
verification of authorized use. 
 
No Payout of Sick Time 
 
Accrued and earned sick time is not payable upon termination of employment. 
 
Interaction with Other Leave 
 
If any time off covered under this policy is also covered under the Academy’s FMLA, 
SNLA, Parental Leave, Domestic Violence Leave, or other leave of absence policies, sick 
time shall run concurrently with such other leave.  Employees may choose, and the 
Academy may also require, employees to use earned sick time to receive pay for absences 
under other leave policies if those absences would otherwise be unpaid. 
 
 
LEAVE for VICTIMS and FAMILY MEMBERS of ABUSE or DOMESTIC 
VIOLENCE 
 
The Academy is a covered employer under the Massachusetts Employment Leave for 
Victims and Family Members of Abuse, M.G.L. c. 149, § 52F.  This law is administered 
and enforced by the Massachusetts Attorney General’s Office.  If you are a victim or a 
family member of a victim of abusive behavior, including domestic abuse, you have certain 
rights guaranteed by this law.  The complete employer posting of this law is located in the 
Business Office in the School House Building and in the Studies Office in the Ansin 
Academic Building.   
 
An eligible employee may take up to 15 days of unpaid leave in a 12-month period to seek 
or obtain medical attention, counseling, victim services or legal assistance; secure housing; 
obtain a protective order from a court; appear in court or before a grand jury; meet with a 
district attorney or other law enforcement official; or attend child custody proceedings or 
address other issues directly related to the abusive behavior against the employee or family 
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member of the employee.  When feasible, you will be expected to give adequate notice of 
an anticipated leave.  We will require appropriate documentation to substantiate an 
employee’s leave under this law.  Such documentation provided to the Academy will be 
kept confidential and will only remain in the employee’s personnel file for as long as is 
required to make a determination whether the employee is eligible for domestic violence 
leave.  We will require that you exhaust all earned vacation, sick, and personal leave before 
taking leave under this statute.  Perpetrators of domestic violence are exempt from 
employment protection under this statute. 
 
 
SABBATICAL LEAVE 
 
There are two endowed funds at the Academy that support term-long sabbaticals:  the 
Ansin Sabbatical Fund and the Williams Family Endowment Fund.  Due to the income 
generated from these funds, the Academy may approve up to three one term-long 
sabbaticals a year.   
 
Eligibility 
 
You are an eligible employee if you are employed in the position of faculty or administrator 
and have at least twelve years of service as either a faculty member or administrator. 
 
Administration 
 
The sabbatical program is administered by the associate head of school and the director of 
finance and operations and is awarded based on seniority among eligible employees.  
Employees awarded a sabbatical have the choice of receiving one term off at full pay or a 
cash payment currently set at $12,500.  An employee on a sabbatical must return to their 
position for one year following the year in which the sabbatical is taken.  An employee 
may request to postpone an awarded sabbatical leave up to three times. 
 
Continuation of Benefits 
 
All benefits continue as normal while on an awarded term-long sabbatical leave.   
 
If the employee does not return to an actively at work status after the awarded sabbatical 
period or does not continue the necessary contributions toward health insurance, eligibility 
in the Academy’s health insurance plan will be terminated and continuation of coverage 
under COBRA will be offered.  In this situation, the employee’s participation in all other 
benefits, including but not limited to in the disability insurance plan and in the Academy’s 
retirement plan, will also be terminated.  
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MILITARY LEAVE 
 
Employer/employee rights and obligations relating to military service are governed by the 
federal law known as the Uniformed Services Employment and Reemployment Rights Act 
of 1994 (“USERRA”) and state law, where applicable.  This policy provides general 
guidance concerning leaves of absence for military service; however, it is not intended as 
a comprehensive statement of all aspects of Military Leave.  For more detailed information 
concerning Military Leave, please see Human Resources and/or consult the Department of 
Labor’s website on USERRA at www.dol.gov/asp/programs/guide/userra.htm.    
 
General Provisions 
 
The Academy will grant a leave of absence for military duty in accordance with USERRA 
and any applicable state law for all employees of the Academy.  If you require Military 
Leave, you should give notice of the date you will begin your Military Leave as far in 
advance as is reasonably possible under the circumstances.  Notice should be given to your 
supervisor or Human Resources.  You are entitled to a total of five years of time off for 
military service, except where a longer period of time is required by law.  Time off is 
measured cumulatively. 
 
Reservist Annual Training 
 
If you are a member of any active military reserve unit, including the National Guard, you 
may take Military Leave to attend annual training and other service-related requirements.  
Military Leave for reservist training is not deducted from your vacation time.  All of your 
regular benefits will continue while on Military Leave for Reservist Training.  
 
Benefits for Other Military Leaves 
 
Generally, Military Leave is unpaid.  You may use any earned, accrued vacation time while 
on Military Leave consistent with the Academy’s vacation policy.  If you are enrolled in 
any of the Academy’s medical or dental insurance programs, these benefits will be 
continued for 31 days beginning on the date your Military Leave commences.  If your 
Military Leave lasts beyond 31 days, you will be eligible for continuation coverage under 
USERRA and COBRA; please see Human Resources for more details.  Reemployed 
service members following a leave will receive all seniority-based benefits that they would 
have attained with reasonable certainty had they remained continuously employed.  
Vacation time does not accrue during the time you are on Military Leave.  As with all other 
leaves of absence, you are not entitled to non-seniority-based benefits (e.g. holiday pay, 
bonuses) while on Military Leave. You will be responsible for your standard payroll 
deductions for the period of time that your benefits continue.  
 
Reinstatement 
 
All employees on Military Leave are eligible for reinstatement subject to the terms of 
USERRA and applicable state law.   If your period of service was less than 31 days, you 
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should report to work on the next regularly scheduled work day upon your return home.  If 
your period of service was 30 to 180 days, you should submit an application for 
reemployment within 14 days of the conclusion of your service.  If your period of service 
was more than 180 days, you should submit an application for reemployment within 90 
days of the conclusion of your service.  You will either be reinstated to the same (or 
equivalent) position that you held prior to your leave or to the position that you would have 
been promoted to but for your Military Leave, as applicable to your circumstances.  
Additional training will be provided as necessary to assist you with reemployment.  Each 
situation will be addressed on a case by case basis in accordance with USERRA and state 
law.   If the circumstances at the Academy have so changed during your Military Leave as 
to make reemployment impossible or unreasonable (such as a layoff or restructuring that 
eliminated your position), or if reemployment would cause an undue hardship on the 
Academy, then you will not be eligible for reinstatement.  For more information concerning 
reinstatement, please see Human Resources. 
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SECTION IV 
EMPLOYEE BENEFIT PROGRAMS 

 
 
More detailed information on the benefits listed below is available in the Business Office. 
 
 
HEALTH INSURANCE 
 
The Academy is an Applicable Large Employer defined by and covered under the 
Affordable Care Act of 2010 (“ACA”).  As such, we are subject to the Act’s provisions of 
employer shared responsibility and therefore, we offer qualifying coverage as defined by 
the ACA.  Our health plan meets minimum essential coverage providing minimum value 
offered to full-time employees and their dependents.  Our full time employee definition 
complies with the ACA.  Please refer to http://www.hhs.gov/healthcare/about-the-law for 
more information on the ACA and https://www.healthcare.gov/ to learn about other options 
that you may have in purchasing health insurance.   The Academy contributes a percentage 
of the total of the various monthly premiums based on the lowest cost plan offered.  An 
employee is eligible for group health insurance on the date of hire if they are scheduled to 
work at least 30 hours per week, is expected by the Academy to continue employment for 
a period greater than 3 months, and is not a seasonally hired employee.  If an employee’s 
hours vary from week to week and are often less than 30 hours per week, the Academy will 
apply an initial measurement period lasting the first 12 months of employment.  If it is 
deemed that a variable hour employee works an average of 30 hours per week during the 
initial measurement period, they will be offered coverage under the Academy’s group 
health insurance plan for their ensuing year of employment.  In this situation, as necessary, 
annually, the Academy will continue to evaluate by calculation the employee’s average 
hours to determine on-going eligibility. The standard measurement period for the 
calculation of average hours is from each April 1st through March 31st. 
 
Continued Eligibility 
 
Employees who participate in the health insurance plan and actively work only during the 
academic year and are anticipated to be employed at the start of the following academic 
year will be considered as actively working during the summer months when school is not 
in session.  For these employees, normal participation in the Academy’s health plan will 
continue during the summer months. 
 
Employees who will not be employed by the Academy at the start of the following fiscal 
or academic year will be offered COBRA to begin on the first day following their last 
active workday.   
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LAWRENCE ACADEMY RETIREMENT PLAN 
 
The Lawrence Academy Retirement Plan provides you with the opportunity to save for 
retirement on a tax-advantaged basis and to provide additional income for retirement to 
eligible employees.  The plan consists of elective, voluntary pre-tax contributions through 
payroll deduction and non-elective Academy contributions.  These contributions are 
managed by USI Consulting Group, who offers a diverse investment menu covering a wide 
range of funds and asset classes.  Elective contributions are offered to employees who meet 
eligibility and hours requirements as defined by the plan.  Non-elective contributions are 
made on behalf of eligible employees who meet hours and length of service requirements.  
Non-elective contributions are calculated at a fixed percentage of eligible compensation. 
For elective deferrals, an employee is eligible at date of hire, except for the exclusions 
provided below.  An employee is eligible for non-elective contributions after completing 
at least 1,000 hours of service for two consecutive 12-month periods.  An employee 
remains eligible by completing at least 1,000 hours of service in each subsequent 12-month 
period.  Please refer to the Summary Plan Description for details regarding disabled 
employees and employees receiving worker’s compensation.  Employees who start 
employment with an open 403(b) contract from a previous employer are eligible on date of 
hire, except for the exclusions provided below.   
 
Excluded employees from both elective and non-elective contributions are non-resident 
aliens, student employees, and employees who normally work less than 20 hours per week 
or expected to work less than 1,000 hours over a 12-month period.  Please refer to the 
Summary Plan Description for details. 
 
 
LIFE INSURANCE 
 
The Academy provides eligible employees who work at least 30 hours per week and 
expected to work 1,500 hours per year term life insurance at one times an employee’s salary 
to a maximum of $300,000, at no cost to the employee. An eligible employee may 
voluntarily purchase additional amounts of insurance for employee, spouse, and children.  
 
 
SHORT-TERM DISABILITY 
 
The Academy requires that all eligible employees working at least 30 hours per week and 
expected to work 1,500 hours per year, pay premiums, through an after-tax payroll 
deduction, toward the Academy’s short-term disability insurance policy.  This benefit 
carries a 7-day elimination period and extends for an additional 12 weeks.  The 7-day 
elimination period is compensated through unused, earned, paid time off.  The maximum 
weekly benefit is 70% of regular weekly earnings up to $2,000.  This is a non-taxable 
benefit.  Additionally, the Academy self-insures and provides for benefits equal to 70% of 
weekly earnings in excess of $2,000.  This additional benefit is taxable to the employee.    
Short-term disability benefits run concurrently with leave taken under the FMLA or 
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Parental Leave Act.  All benefits, except for vacation accruals, will continue during the 
short-term disability benefit period.   
 
Payment of employee’s share of insurance premiums due and flexible spending account 
contributions due while on short-term disability will be arranged with the Business Office. 
 
 
LONG-TERM DISABILITY 
 
The Academy requires that all eligible employees working at least 30 hours per week and 
expected work 1,500 hours per year, pay premiums, through an after-tax payroll deduction, 
toward the Academy’s long-term disability policy.  This benefit has a 90-day elimination 
period that is covered by the Academy’s short-term disability policy.  The maximum 
weekly benefit is 60% of regular monthly earnings up to $12,000 guarantee issue or 
$15,000 with the completion of evidence of insurability.  The benefit is a non-taxable.  
 
Continuation of Benefits 
 
While out on long-term disability and after FMLA has expired, health insurance benefits 
will continue under COBRA, with the Academy contributing its normal share of the cost 
of the premium during the first three months of non-FMLA long-term disability leave and 
50% for months four to six.  Additionally, the Academy will continue to make its 
contribution to the Academy’s retirement program.   Dental coverage will continue at the 
normal employee’s expense.  Payment of employee’s share of insurance premiums due and 
flexible spending account contributions due will be arranged with the Business Office. 
 
 
DENTAL INSURANCE 
 
The Academy offers a voluntary dental insurance program that is funded solely by 
employee contribution.  This benefit is available to non-temporary employees working at 
least 20 hours per week and 1,000 hours per year.  
 
 
FLEXIBLE SPENDING ACCOUNTS 
 
The option to open flexible spending accounts (FSA) is available to all eligible employees 
working at least 30 hours per week and expected to work 1,500 hours per year.  An FSA 
allows an employee to set aside pre-tax dollars to pay certain dependent care expenses and 
certain health care expenses not covered by a health insurance program.  Except for the 
following provision, employees making contributions to a health savings account, are 
excluded from having a medical FSA.   A special purpose medical FSA, Limited Purpose 
FSA, is available for employees making contributions to a health savings account.   
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HEALTH SAVINGS ACCOUNT 
 
When applicable, the Academy will make contributions to individually owned health 
savings accounts (HSA).  The contributions are both elective and non-elective and exempt 
from all employment taxes.  The employee-owned money in a health savings account can 
be used by the employee to pay for out-of-pocket medical expenses.  All employees who 
participate in an Academy health plan, except for below, that is classified as an HSA-
qualified high-deductible plan are eligible for both types of contributions.  Employees who 
participate in an Academy health plan and receive Medicare, or have a medical 
reimbursement account (FSA) are excluded from health savings account contributions.  In 
these instances, the Academy will fund a health reimbursement arrangement (HRA). 
 
 
HEALTH REIMBURSEMENT ARRANGEMENT 
 
When applicable, the Academy will fund a health reimbursement arrangement (HRA) to 
assist the employee in paying for incurred deductible expenses associated with the 
Academy’s health insurance plan.  These funds are only available during the plan year and 
are exempt from all employment taxes.  Eligible employees that participate in an Academy 
high-deductible health plan who receive Medicare or have a medical FSA can participate 
in an HRA.  
 
 
SECTION 125 CAFETERIA PLAN 
 
The Academy offers employees who are eligible for and elect certain benefits to receive 
those benefits through pre-tax payroll deductions in accordance with Section 125 of the 
Internal Revenue Code.  Applicable benefits are health insurance, dental insurance, health 
savings account, and flexible spending accounts. 
 
 
TUITION REMISSION 
    
Full-time Employees:  For accepted and enrolled children of full-time employees (FTE > 
0.75), 100% of the day student tuition rate is covered to attend the Academy.  This benefit 
is not transferable to another school.  The employee is responsible for all other fees, 
including but not limited to books, academic supplies, athletic fees and supplies, 
transportation, Winterim, academic support fees, etc. 
 
Part-time Employees:  For accepted and enrolled children of part-time employees (FTE  
> 0.50 and  < 0.75), 50% of the day student tuition rate is covered to attend the Academy.  
This benefit is not transferable to another school.  The employee is responsible for all other 
fees, including but not limited to books, academic supplies, athletic fees and supplies, 
transportation, Winterim, academic support fees, etc.   
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A part-time employee (including those whose FTE is below 0.50) may request financial 
aid funding through the regular need-based financial aid program.  Employees must 
complete and file the Parents’ Financial Statement with the NAIS School & Student 
Services (SSS) and provide the two most recent copies of W-2s and federal tax returns to 
be considered for assistance under the regular need-based financial aid program.  Financial 
aid is awarded based on demonstrated financial need as reflected in the information 
provided to SSS. 
 
In the event an employee’s status changes during the academic year (part-time to full-time, 
full-time to part-time, employment ceases, new hire, etc.), the tuition remission amount 
will not be adjusted to reflect the new status until the next academic year.  
 
If an employee wishes the student to be a boarding student, the employee is responsible for 
the additional boarding tuition.   Additional financial aid funding may be requested through 
the regular need-based financial aid program.  The employee must complete and file the 
Parents’ Financial Statement with SSS and provide the two most recent copies of W-2s and 
federal tax returns to be considered for assistance under the regular need-based financial 
aid program.  Financial aid is awarded based on demonstrated financial need as reflected 
in the information provided to SSS. 
 
 
EARLY RETIREMENT PROGRAM 
 
The Academy offers an early retirement program for full-time employees who have 
attained the age of 63 with 25 years of service at the Academy.  If an eligible employee 
elects to take early retirement at age 63, the Academy will contribute its non-elective 
retirement contribution  equivalent to a maximum of 2 years of the regular  contribution 
the Academy would have made if the employee had remained employed based on the 
employee’s salary  prior to the start of early retirement.  If the employee elects early 
retirement at age 64 with 26 years of service, the Academy will contribute its non-elective 
retirement contribution equivalent to a maximum of 1 year of the regular  contribution the 
Academy would have made if the employee had remained employed based on the 
employee’s salary  prior to the start of early retirement.  In addition the Academy will 
continue health insurance coverage according to the terms of the Academy’s health 
insurance program to age 65. 
 
 
PERSONAL INSURANCE PROGRAM 
 
The Academy is able to offer employees personal automobile and homeowner’s insurance 
that provides a group discount and the ability to pay via payroll deduction with no finance 
charges.  Interested employees should request contact information from the Business 
Office. 
 
 
 



52 
 

VACATION 
 
Administrators:  6 weeks each year to be taken during that contract year.   
 
Faculty:  Faculty is generally off during Academy vacation periods. 
 
Support Staff:  After 6 months of service, support staff may use earned paid vacation 
time.  Vacation time is earned on a monthly basis according to the schedule below:   
 
 1 month to 5 years of employment:  .833 days for each month worked 
  
 5 years to 10 years of employment:  1.25 days for each month worked 
 
 10 years to 20 years of employment:  1.667 days for each month worked 
  

20+ years of employment:  2.08 days for each month worked.  At the employee’s 
request, the 5th week of vacation can be exchanged for one week’s pay.   
 

Support staff employees receive updates on earned vacation time on their pay stub.  Unused 
vacation time as of June 30th each year must be used in full by the following June 30th.  
Any vacation time not used by the following June 30th will be forfeited and cannot roll 
over. 
 
For part-time support staff employees, a vacation day is considered to be equal in length to 
the employee’s regularly scheduled work day and pro-rated based on 40 hours per week. 
 
For the purpose of accrual calculation for a new support staff hire, if an employee’s date 
of hire is on or before the 15th of the month, the employee will be credited for a full month 
of service.  If hired after the 15th of the month, the employee will not accrue vacation for 
that month.  Employees will not be credited for a vacation accrual if termination is before 
the 15th of the month of termination. 
 
Support staff employees must submit vacation requests to their supervisors.  Whenever 
possible, vacations will be scheduled in accordance with the wishes of the employee.  
However, department heads must approve the timing of vacations, taking into account the 
workload in that particular department.  In instances of conflict, seniority of employment 
will be taken into account in determining when vacations may be taken. 
 
If a holiday occurs during a support staff employee’s vacation, it will be recorded as a 
holiday and not counted toward the employee’s vacation allowance. 
 
Earned and accrued vacation time (that has not been forfeited) will be paid out on 
termination of employment. 
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Learning coaches, Per diem, and Temporary employees (Athletic coaches, Summer day 
camp seasonal staff, B&G summer staff, and other seasonal and short-term employees) do 
not receive paid vacation time. 
 
 
HOLIDAYS 
 
The normal paid holiday schedule for Administrators, Faculty, and Support staff are the 
following: 
 
New Year’s Day 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
½ day before Thanksgiving Day 
Day after Thanksgiving Day 
Christmas Day 
 
Occasionally, Administrators and Faculty may be asked to work if students are on campus 
on any of the above holidays. 
 
For part-time or 10-month staff employees, you will be paid only if your normal work-day 
falls on one of the above days.   
 
Learning coaches, Per diem, and Temporary employees (Athletic coaches, Summer day 
camp seasonal staff, B&G summer staff, and other seasonal and short-term employees) do 
not receive holiday pay. 
 
 
PERSONAL DAYS 
 
All support staff employees are entitled to 3 personal days each fiscal year to be taken at a 
time mutually agreed upon with the employee and the supervisor.  Personal Days are pro-
rated the first year of employment and pro-rated based on 40 hours per week.  Personal 
Days will be forfeited and will not roll over at the end of each year, and personal days will 
not be paid out on termination of employment. 
 
Learning coaches, Per diem, and Temporary employees (Athletic coaches, Summer day 
camp seasonal staff, B&G summer staff, and other seasonal and short-term employees) do 
not receive paid personal days. 
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BEREAVEMENT LEAVE 
 
An employee may take up to 3 paid days of leave for the death of an immediate family 
member, i.e. spouse, child, sibling, parent, grandparent or in-law.  An employee may take 
1 day of paid leave for the death of other family members and friends. 
 
Learning coaches, Per diem, and Temporary employees (Athletic coaches, Summer day 
camp seasonal staff, B&G summer staff, and other seasonal and short-term employees) do 
not receive paid bereavement leave. 
 
 
MEALS 
   
Faculty and Administrators:  refer to Faculty Handbook 
 
Other school year employees:  As a condition of employment, support staff who work 
during the school day and only during the regular academic year will take their lunch meal 
in the dining room.  Summer camp counselors:  May take lunch in the dining hall while 
employed. 
 
 
USE OF ATHLETIC FACILITIES 
 
The athletic facilities at the Academy are generally available for use by employees.  
Employees should check with the athletic department regarding availability 
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SECTION V 
MISCELLANEOUS POLICIES 

 
 
UNEMPLOYMENT COMPENSATION 
 
All employees are covered under the Massachusetts Unemployment Compensation law.  
The insurance protects employees from complete loss of income during periods of 
unemployment.  The Academy self-insures for this program and pays all claims from the 
operating budget.  Details of eligibility requirement and benefits are available at 
Department of Employment and Training (DET) offices located throughout the state or by 
going online at www.mass.gov/dua and select UI Online for Claimants, or by calling the 
TeleClaim center at 877-626-6800.  The Academy DUA number is 72-20037-0. 
 
 
COBRA 
 
The Academy is subject to COBRA (Consolidated Omnibus Budget Reconciliation Act) 
under the Department of Labor.  Upon a qualifying event, an employee participating in the 
Academy’s health plan is eligible to continue their health insurance coverage for them and 
their spouse / dependent(s) for 18 months at their own expense (in some instances coverage 
can be continued for up to 36 months).  The Academy will not offer continued coverage to 
a terminated employee if they are Medicare entitled, however, in this circumstance an 
employee’s spouse / dependent(s) may be still be entitled to COBRA. 
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LAWRENCE ACADEMY 
EMPLOYEE HANDBOOK ACKNOWLEDGEMENT 

 
 
I, (print)_________________________________________________, acknowledge that I 
have been provided a copy of Lawrence Academy’s Employee Handbook.  I have read the 
Handbook and am familiar with its requirements. I understand that my questions or 
concerns about any aspect of the policies in the Handbook should be addressed with the 
Business Office.  I further understand that the consequence of failing to follow the policies 
set forth in the Handbook may include disciplinary action, up to and including, termination 
of my employment with Lawrence Academy.   
 
In addition, I understand that the Handbook is not a contract of any kind and that Lawrence 
Academy may change, delete, or add to any of the policies or practices described in the 
Handbook in its sole discretion with or without prior notice to me.   
 
I understand that all non-contract employment with the Academy is “at-will.”  I 
understand that at-will employment means that either the Academy or the employee 
may terminate the employee’s employment at any time, with or without notice, and 
with or without cause.  The Academy is not bound to follow any policy, procedure, or 
process in connection with employee discipline, employment termination, or 
otherwise.  I understand that nothing in this Handbook, nor any practice or statement 
by the Academy, shall create an employment contract (except for temporary 
employees working pursuant to a contract signed by Head of School or Director of 
Finance and Operations), a guarantee of a definite term of employment, or otherwise 
modify in any way the agreement and understanding that employment with the 
Academy is at-will. 
 
 
 
Date________________________________ 
 
 
 
____________________________________ 
Employee’s Signature 
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