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A.INTRODUCTION

Welcome to Charms Collaborative for the 2015-2016 school year. The Collaborative has designed these policies to address all questions about
employment and to make them a universally-applied document. However, the policies contain only general guidelines and do not and cannot
address every issue that will arise while you are working here. Thus, it is your responsibility, if a question remains unanswered after a thorough
review of these policies, to get an answer to your question from the responsible supervisor.

It is the expectation of the Collaborative Board of Directors and administration that the Policy and Procedures Manual for 2015-2016 will be an
effective tool that will assist you during your employment with the Collaborative.

These policies do not constitute a contract or the provisions of a contract. Only the yearly contract provided to you by the Collaborative is your
contract. The policies are referenced in your contract in order to simplify the contract; referencing the policies in the contract does not make
them contractual provisions or obligations. These policies may be changed at any time if deemed in the best interest of the Collaborative.

ADMINISTRATION RIGHTS AND RESPONSIBILITIES OF THE COLLABORATIVE

In order to fulfill its purpose, the Collaborative must retain certain rights and responsibilities regarding the management and operation of its
facilities at each location. These rights and responsibilities include, but are not limited to, the right:

To direct the work of its employees and the use of its property, facilities and equipment;

To determine the hours, schedules and assignments of work;

To establish, change or discontinue duties;

To require reasonable standards of performance and the maintenance of discipline and efficiency;

To determine standards of care for students;

To determine employee competency;

To establish or change any form of employee benefit;

To select, hire, train, evaluate, transfer, promote and demote employees;

To discharge or otherwise discipline employees, including the right to lay off employees; and

0. To promulgate and enforce reasonable rules relating to policies, operations, health, safety, education and other matters.
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COMMITTEE OF ADVISORY STAFF STATEMENT

The purpose of the Committee of Advisory Staff (CAS) is to act as a resource and/or liaison for Collaborative employees. This is to be a
voluntary committee and its duty is to elicit ideas and concerns regarding personnel policies from employees. This Committee will act as an
advisory board that assists the Charms Administration in the development and maintenance of its policies and procedures. Identified issues are to
be discussed and recommendations are then presented to the Administration, who in turn, submits ideas to the CHARMS Board of Directors. The
Committee of Advisory Staff (CAS) will have input into any updates or revisions of the current Collaborative personnel policies. Yearly changes
will be reviewed and submitted for approval to the Board of Directors.

HEALTH AND WELLNESS COMMITTEE
Charms Collaborative Health and Wellness Committee meets on a regular basis and consists of a diverse panel of staff. Parents are encouraged to
attend. The goal of this committee is to keep up to date on all health, wellness and safety issues.

ORGANIZATIONAL CHART

The Board of Directors shall have and retain the right to control, maintain, operate and supervise the educational activities of the Charms
Collaborative. The Executive Director is designated as the agent of the Board of Directors with respect to all matters pertaining to the
administration of the Collaborative. An annually updated organizational chart is included in this handbook.




A-1. STUDENTS AND FAMILIES

ADMISSION INTO A CHARMS COLLABORATIVE PROGRAM
Charms Collaborative receives referrals from local public schools. The following documents are required:
. Introduction letter from school district making the referral;
. Current and proposed copy of student IEP, Progress Reports;
. Recent Evaluation and Disciplinary Reports; and
e Any other documentation to support the referral.
Procedure:
. Charms Executive Directive reviews referral information and discusses information with district;
. Information is shared with appropriate Charms staff for review;
. Charms school nurse leader will review all medical documentation and make recommendations;
. Parent visit is arranged through school district and/or with school district approval;
. Parent visit and conference to discuss individual student needs;
e When appropriate, student visit to program;
. Host school administration are informed about referral in order to ensure that needs can be met within the building.
. If Charms determines that student needs can be met, letter is sent to school district and parent;
. Contract for services is sent to school district;
. Parents are required to complete student admissions and health packet prior to start date; and
. Parents are provided with Charms Student and Families Handbook.

CONTRACTS
There shall be a signed written contract for each enrolled student consistent with the requirements of 603 CMR 28.06(3)(f). School districts shall
enter into written contracts with all out-of-district placements.

Each contract shall include, but not be limited to, the following terms:

. The out-of-district placement shall comply with all elements of the IEP for the student and shall provide, in writing, to the
Administrator of Special Education detailed documentation of such compliance through completion of required student progress
reports.

. The out-of-district placement shall allow the placing school district to monitor and evaluate the education of the student and shall
make available, upon request, any records pertaining to the student to authorized school personnel from the school district and the
Department in accordance with 603 CMR 23.00: Student Records

MASSACHUSETTS MANDATORY CHILD ABUSE AND NEGLECT POLICY AND PROCEDURE

Charms Collaborative affirms its responsibility to provide for the safetyand well-being of students. This responsibility extends to complying with
the Massachusetts Mandatory Child Abuse and Neglect Reporting Statute, Chapter 119, Section 51A, which mandates that certain persons in their
professional capacity report child abuse and neglect when there is reasonable cause or suspicion to believe that a child under the age of eighteen
(18) has been abused or neglected. It is a violation of this policy for any student or member of a school staff including, but not limited to, an
educator, administrator, school nurse, cafeteria worker, custodian, bus driver, athletic coach, advisor to an extracurricular activity or
paraprofessional to engage in bullying or cyber bullying. It is expected then, that when any staff member in his/her professional capacity, has
reasonable cause to believe that a child under the age of eighteen years is suffering from the effects of any form of child abuse and neglect, that
the staff member will report his/her concerns to the Executive Director-and DCF- so that Charms Collaborative's reporting procedure can be
implemented.

PROCEDURE FOR IDENTIFYING AND REPORTING SUSPECTED
STUDENT ABUSE AND NEGLECT
All Charms employees will take an approved in-service regarding the regulations and mandatory filing of 51A reports in Massachusetts (per the
Charms most current in-service training requirements). All staff members are mandated reporters according to Massachusetts General Law C119,
Section 51A. This means that if a staff member has a reasonable suspicion of abuse or neglect of a student he/she must file a report with the
Department of Children and Family Services. See listed information below for General Law definitions and reporting procedures.
MA General Law C119:51A

(a) A mandated reporter who, in his professional capacity, has reasonable cause to believe that a child is suffering physical or emotional injury
resulting from: (i) abuse inflicted upon him which causes harm or substantial risk of harm to the child's health or welfare, including sexual abuse;
(ii) neglect, including malnutrition; (iii) physical dependence upon an addictive drug at birth, shall immediately communicate with the department
orally and, within 48 hours, shall file a written report with the department detailing the suspected abuse or neglect; or (iv) being a sexually
exploited child; or (v) being a human trafficking victim as defined by section 20M of chapter 233.

If a mandated reporter is a member of the staff of a medical or other public or private institution, school or facility, the mandated reporter may
instead notify the person or designated agent in charge of such institution, school or facility who shall become responsible for notifying the
department in the manner required by this section.

A mandated reporter may, in addition to filing a report under this section, contact local law enforcement authorities or the child advocate about
the suspected abuse or neglect.

(b) For the purpose of reporting under this section, hospital personnel may have photographs taken of the areas of trauma visible on the child
without the consent of the child's parents or guardians. These photographs or copies thereof shall be sent to the department with the report.

If hospital personnel collect physical evidence of abuse or neglect of the child, the local district attorney, local law enforcement authorities, and
the department shall be immediately notified. The physical evidence shall be processed immediately so that the department may make an



informed determination within the time limits in section 51B. If there is a delay in processing, the department shall seek a waiver under
subsection (d) of section 51B.

(c) Notwithstanding subsection (g), whoever violates this section shall be punished by a fine of not more than $1,000. Whoever knowingly and
willfully files a frivolous report of child abuse or neglect under this section shall be punished by: (i) a fine of not more than $2,000 for the first
offense; (ii) imprisonment in a house of correction for not more than 6 months and a fine of not more than $2,000 for the second offense; and (iii)
imprisonment in a house of correction for not more than 21/2 years and a fine of not more than $2,000 for the third and subsequent offenses.

Any mandated reporter who has knowledge of child abuse or neglect that resulted in serious bodily injury to or death of a child and willfully
fails to report such abuse or neglect shall be punished by a fine of up to $5,000 or imprisonment in the house of correction for not more than 21/2
years or by both such fine and imprisonment; and, upon a guilty finding or a continuance without a finding, the court shall notify any appropriate
professional licensing authority of the mandated reporter's violation of this paragraph.

(d) A report filed under this section shall contain: (i) the names and addresses of the child and the child's parents or other person responsible for
the child's care, if known; (ii) the child's age; (iii) the child's sex; (iv) the nature and extent of the child's injuries, abuse, maltreatment or neglect,
including any evidence of prior injuries, abuse, maltreatment or neglect; (v) the circumstances under which the person required to report first
became aware of the child's injuries, abuse, maltreatment or neglect; (vi) whatever action, if any, was taken to treat, shelter or otherwise assist the
child; (vii) the name of the person or persons making the report; (viii) any other information that the person reporting believes might be helpful in
establishing the cause of the injuries; (ix) the identity of the person or persons responsible for the neglect or injuries; and (x) other information
required by the department.

(e) A mandated reporter who has reasonable cause to believe that a child has died as a result of any of the conditions listed in subsection (a)
shall report the death to the district attorney for the county in which the death occurred and the office of the chief medical examiner as required
by clause (16) of section 3 of chapter 38. Any person who fails to file a report under this subsection shall be punished by a fine of not more than
$1,000.

(f) Any person may file a report under this section if that person has reasonable cause to believe that a child is suffering from or has died as a
result of abuse or neglect.

(9) No mandated reporter shall be liable in any civil or criminal action for filing a report under this section or for contacting local law
enforcement authorities or the child advocate, if the report or contact was made in good faith, was not frivolous, and the reporter did not cause the
abuse or neglect. No other person filing a report under this section shall be liable in any civil or criminal action by reason of the report if it was
made in good faith and if that person did not perpetrate or inflict the reported abuse or cause the reported neglect. Any person filing a report
under this section may be liable in a civil or criminal action if the department or a district attorney determines that the person filing the report may
have perpetrated or inflicted the abuse or caused the neglect.

(h) No employer shall discharge, discriminate or retaliate against a mandated reporter who, in good faith, files a report under this section,
testifies or is about to testify in any proceeding involving child abuse or neglect. Any employer who discharges, discriminates or retaliates against
that mandated reporter shall be liable to the mandated reporter for treble damages, costs and attorney's fees.

(i) Within 30 days of receiving a report from a mandated reporter, the department shall notify the mandated reporter, in writing, of its
determination of the nature, extent and cause or causes of the injuries to the child and the services that the department intends to provide to the
child or the child's family.

(i) Any privilege relating to confidential communications, established by sections 135 to 135B, inclusive, of chapter 112 or by sections 20A and
20B of chapter 233, shall not prohibit the filing of a report under this section or a care and protection petition under section 24, except that a
priest, rabbi, clergy member, ordained or licensed minister, leader of a church or religious body or accredited Christian Science practitioner need
not report information solely gained in a confession or similarly confidential communication in other religious faiths. Nothing in the general laws
shall modify or limit the duty of a priest, rabbi, clergy member, ordained or licensed minister, leader of a church or religious body or accredited
Christian Science practitioner to report suspected child abuse or neglect under this section when the priest, rabbi, clergy member, ordained or
licensed minister, leader of a church or religious body or accredited Christian Science practitioner is acting in some other capacity that would
otherwise make him a mandated reporter.

(k) A mandated reporter who is professionally licensed by the commonwealth shall complete training to recognize and report suspected child
abuse or neglect.

Based on the MA General Law 119 (52A):

Procedure for Identifying and Reporting Student Abuse/Neglect while in the care of the School

It is the school’s commitment to protect all students in care from abuse and neglect. The following are procedures for reporting suspected student
abuse/neglect while the student is in the school’s care. Any report of suspected abuse or neglect of a student will be immediately reported to the
Department of Children and Families. A meeting will be held with the staff member in question to inform him / her of the filed report. The
Program Director and staff will cooperate fully with all investigations.

1. A staff member who suspects abuse or neglect must document her observations including the student's name, date, time, student's injuries,
student's behavior, and any other pertinent information. The staff member will discuss this information with the Program Director.

2. The general recommendations will include the Executive Director. The Executive Director and / or the staff member with the assistance of the
Executive Director will make a verbal report to DCF, to be followed by a required written report 51A within 48 hours.

Department of Children and Families Telephone # is 1-800-792-5200.

3. If a staff member feels that an incident should be reported to DCF, and the Program Director disagrees, the staff member may report to DCF
directly.

BEHAVIOR MANAGEMENT PROCEDURES
Charms Collaborative utilizes positive reinforcements and individualized behavior support plans with our students.

Positive verbal recognition and rewards will be used consistently to reinforce good behavior. Rewards can be as simple as individual attention
from an adult or a special activity. Team will determine students; needs. The following steps will be taken in the event of behavioral problems:

1. Reasoning/perception: Communication between the student and staff member to identify the problem and determine a possible
solution. At this point, students are given a chance to explain what happened and to make a choice about what they should do next. In
event that the student is nonverbal or ELL, alternative communication in the student’s native language or alternative communication
devise is used.



2. Removall/loss of privilege: Removal from the activity for a short period of time. This allows the student to gain control of a difficult
situation. Time outs from events with supervision can include activities which might lead the child to consider alternate behaviors.

3. Behavior Support Plans: Student’s educational team will develop behavioral support plans using a Functional Behavior Assessment
(FBA) provided as a guide to support the student in the classroom. Classroom staff will implement the behavior support plan and
teach/ model replacement skills. Staff will communicate regularly with the collaboration team, and will regularly monitor how well
the plan is working and make adjustments as needed. All behavior support plans will remain part of the student’s record and reviewed
by staff for consistent implementation.

4.  Aggression/ Assault: Responding to unanticipated dangerous behavior.

5. Occasionally, a safe, quiet place in the classroom for a child to be alone may be needed. A procedure for quickly exiting the students
from the classroom so the student with behavior issues is isolated with an adult. Occasionally, a place outside the classroom is used to
take a child that needs time alone. The plan will enable staff to take immediate action to ensure the safety of the child and others in the
area. For the safety of the child and staff, the crisis intervention for the child will not exceed gentle but firm physical escort/direction,
holding a child only long enough to get them to a safe space to calm down.

6.  Use of physical restraint: Rarely, a child may need use of physical restraint if there is imminent danger to self or others. Certified and
trained staff will follow all policies and procedures of the Massachusetts Department of Education.

*Note: Withholding of food, access to the bathroom, access to communication device, ambulation equipment, name calling or any other form of
demeaning treatment is strictly forbidden.

DISCIPLINE POLICY

When the privilege of school attendance is removed or curtailed for a specific period of time, the rights of the student and his/her parent or
guardian are ensured by compliance with G.L. Chapter 76, Sections 16 and 17, Chapter 71, Section 37H, or 37H1/2, G.L. c. 71B and G.L. 53;
37H3/4 and its implementing regulations, the IDEA and its implementing regulations, or any other regulations and or statutory provisions
pursuant to Chapter 71.

Discipline of Students with Special Needs

All students are expected to meet the requirements for behavior, unless otherwise determined through the special education TEAM process. State
and federal special education and civil rights laws require that additional provisions be made for studentswho have been found by an
evaluation TEAM to be eligible for special education or Section 504 services and whose program is described in an Individualized Education
Plan (IEP) or Section 504 Plan. The IEP or Section 504 Plan will indicate whether thestudent is able to conform his/her behavior to the regular
discipline code or if a modification is required. If a modified disciplinary code is required, it will be writteninto the IEP or Section 504 Plan.

The Notice of Procedural Safeguards outlines the special education process and rights for parents and students. These provisions are very
similar to those applicable to Section 504 students. The brochure is available through the Department of Elementary and Secondary
Education website, and is sent home yearly from the sending District. When a special needs student violates the school's disciplinary code, the
school may suspend or remove the student from the current educational placement for a period not to exceed ten (10) school days.
Suspensions or removals beyond ten (10) days must be accompanied by the provision of educational services, such as tutoring, and accessto
specialeducationservices.

When a special needs student, possesses, uses, sells or solicits drugs or other illicit substances on school grounds or at a school-sponsored
event, or carries aweapon to school or to a school function, or causes seriousbodily injury to anyone at school or at a school sponsored event,
the school district may place the student in an interim alternative education setting for up to forty-five (45) school days. Thereafter, the
student will return to the previously agreed upon educational placement unless either a hearing officer orders another placement or the
TEAM agreesto another placement.

Anytime the school district removes a special needs student from his/her current educational placement for more than ten (10)consecutive
school days in any school year, or for more than ten (10) cumulative days when a pattern of removal isoccurring, this constitutes a "change in
placement”. A change in placement invokes certain procedural protections under the IDEA (the federal special education law) and Section
504. These protections includethe following:

Prior to any removal that constitutes a change in placement, the school district must conduct a functional behavioral assessment; this
assessment will be used asthe basis for developing specific strategies to address the problematic behavior written into abehavioral plan. If a
behavioral intervention plan hasbeen previously developed, the TEAM shall review itsimplementation and modify it as necessary.

Prior to any removal that constitutes a change in placement, the school district must send the student and parent a statement of their
procedural rights and inform them that the TEAM will consider whether or not the behavior that forms the basis for the removal is related to
the student's disability. This consideration is called a "manifestation determination”. The parent and student always have the right to
participate asmembers of the TEAM inthe manifestation determination meeting.

Consideration of whether the behavior is a manifestation of the student's disability: The law provides that the TEAM must consider
evaluation data, observational information and the student's IEP and placement, and must determine whether the behavior prompting the
disciplinary removal was a manifestation of the student's disability. The TEAM considers if the conduct in question was caused by or had a
direct and substantial relationship to the child's disability, or if the conduct in question was a direct result of the local school district's failure
to implement the IEP.

If the TEAM determines that the behavior was related to the student's disability, then the student may not be removed from the current
educational placement (except in the case of weapons or drugs) until the TEAM develops a new IEP and decides upon a new placement, and
the parent and student consent to that new IEP and placement.

If the TEAM determines that the behavior was not related to the student's disability then the school may suspend or otherwise discipline the
student according to the school's code of student conduct, except that for any period exceeding the ten (10) days, the school district must



provide the student with a Free Appropriate PublicEducation (FAPE). The school district must determine the educational services necessary
for FAPE and the manner and location for providing thoseservices.

In the case of disagreement with the TEAM's determination:
. If the parent or student disagrees with the TEAM's decision on the manifestation determination or with the decision relating to
the placement of the student in aninterim alternative education setting or any other disciplinary action, the parent has the right to
request a due process hearing fromthe Bureau of Special Education Appeals.

SUSPENSION, TERMINATION POLICIES AND PROCEDURES

The Charms Collaborative adheres to the provisions of Massachusetts General Laws Chapter 71, sections 37H, 37H %2 and 37H % as well
as 603 CMR 53.00 et seq.

Definitions:

e  Short Term, In-School Suspension is the removal of a student from regular classroom activities for ten (10) consecutive or
cumulative school days or less in one school year. Please note that removal from participation in extracurricular activities does
not count as a removal from school in calculating the duration of a suspension.

e Short Term, Out of School Suspension is the removal of a student from the school premises and regular classroom activities for
ten (10) consecutive or cumulative school days or less in one school year. Please note that removal from participation in
extracurricular activities does not count as a removal from school in calculating the duration of a suspension.

. Long Term Suspension is defined as the removal of a student from the school premises and regular classroom activities for
more than ten (10) consecutive school days in one school year, or for more than ten (10) school days cumulatively for multiple
disciplinary offenses in any school year. A long term suspension can occur after ten (10) or more cumulative or consecutive
school days of in-school suspension, as well as out-of-school suspension. A long term suspension may be served in school.
Except for M.G.L. c. 71, sects. 37H and 37H1/2 offenses, a long term suspension may not be imposed for more than ninety (90)
school days in a school year and does not extend from school year to school year.

. Emergency Removal is a brief removal of a student from the school premises and regular classroom activities for no more than
two (2) school days following the date of the emergency removal when the continued presence of the student poses a danger to
persons or property.

RUN-AWAY STUDENTS

Students leaving school property without permission will be considered “run-away students”. Each situation will be handled on an individualized
basis to ensure the safety of students and staff.

Procedure:

. If a student has a history of running away, or threatens or attempts to run away from the school building and staff determine that the
student or others would be at risk if they left the building, staff will initiate a physical restraint to prevent the student from leaving the
building.

. If a student leaves the building, the primary staff member working with the student will follow the student outdoors and attempt to
persuade the student to reenter the school building.

. If the student proceeds to leave school grounds, staff will discontinue their pursuit and an administrator and the district police will
need to be notified, regardless of the student's age or DCF involvement. This information, however, does need to be relayed to the
police.

. If the student's counselor or teacher is available, sslhe may contact the police using the non-emergency line.

. If the student's counselor or teacher is not available, staff can request that one of the administrative assistants make the call; however,
the staff member making the request needs to be able to provide the following information:

What is the student's name?

What is the student's DOB? Age?

Does the student have DCF involvement? Who is responsible for the student?

What is the student's approximate height and weight?

What is the student wearing?

6.  Inwhich direction was the student headed? Do you have information about where the student may be going?

. The student's mental status is assessed to determine the need for a Crisis Team Evaluation.

. The student's parent/guardian is notified by the teacher or counselor. It is determined whether or not a meeting needs to be scheduled
to process the incident and develop intervention strategies.

. If the student does not return to the school building that day, an administrator must be notified.

. Involved staff members are responsible for getting a copy of the incident report to an administrator detailing the events that transpired
by the end of the school day.
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Immediate Notification
The program makes immediate notification to parents, the public school district special education administrator, and to any state agency involved
in the student's care or placement (by telephone and letter), and the Department of Elementary and Secondary Education (by telephone and Form
2) of the following incidents:
. Death of a student;
. Filing of a 51-A report with DCF, or a complaint to the Disabled Persons Protection Commission against the school or a school staff
member for abuse or neglect of a student;
e Any action taken by a federal, state or local agency that might jeopardize the school's approval with the Department; and
e Any legal proceeding brought against the program or its employee(s) arising out of circumstances related to the care or education of
any of its students.

Written documentation and related materials will be placed in student file. Confidentiality will be maintained.



Process for death of a student:
Day 1
1.  Confirm death with police or family representative before sharing any information
2. Secure all of the student’s belongings in the building
3. Coordinate message with home school district in case there are siblings or family friends who need to be notified before Charms staff
and students
4.  Prepare message for admin building
5.  Draft a common message to share with all staff — determine which information is to be kept confidential, what should be shared with
staff
6.  Notify bus driver and determine if other students ride the bus in with the student
7.  Draft a message for staff to share with students
8.  Notify reads bus driver and ancillary staff who may know the student
9.  Notify Board of Directors
10. Arrange for staff to share the message with students in a supportive environment, generally a classroom rather than a larger venue
11. Draft a message to send home to families, include availability of staff for counseling
12. Draft a message for the media, just in case
13. Arrange to reach out to the family

14. Contact home district for any arrangements for student belongings
15. Determine if a remembrance is sought by other students
16. Arrange for staff to attend memorial service as needed

STAFF

It is with great sadness that we have to share news with you that passed away yesterday, became ill at home and was
taken to the hospital It is important that we all share the news consistently with the students today and support them and each other. The
counselors will be meeting early this morning to develop a common statement for each of you. We ask teachers and assistants to try to continue
through the morning without revealing this news to the students until the plan is fully developed. It is important that we all respect and
her family and not speculate on the cause of her illness and we should discourage students from doing so.

DRAFT for STUDENTS (review with counselors first)

It is with great sadness that we have to share news with you that passed away The teachers, assistants, counselors and directors are
all available today to support you. We will fondly remember and will take some time over the next few days to consider how to
best honor her memory and her time here with us.

DRAFT for FAMILIES - by phone and letter

It is with great sadness that we have to share news with you that one of our students at Charms , , passed away. The staff has shared
this sad news with the students today. Counselors have been available to support students as needed. If you or your child should need to meet
with a counselor please call the Charms office (781-344-1463) to arrange a time.

Our thoughts are with ’s family at this time.

For Board of Directors

I am sad to inform you that one of the students at Charms passed away. Staff, students and families will be notified today. We are coordinating
efforts with the home district (....) and some of the agencies that were connected to this student.

If you have need of additional information, please call. | am supporting the staff and students at Charms today but I can be reached.

Thank you,

For MEDIA if needed — share with secretaries

We don’t know the details of the student’s passing. The teachers, assistants, counselors and directors are all available today to support the
students and will be available throughout the day on Friday. The staff at Charms will fondly remember and will take some time over the next
few days to consider how to best honor her memory and her time here with us. Our thoughts are with her family at this difficult time.

STUDENT DRESS CODE
Students are expected to maintain appropriate hygiene and wear appropriate clothing when attending school. All students are responsible for
following the dress code of the host school. Any type of attire or hygiene issue that attracts undue attention to the student this causing a
distraction in the school will be considered inappropriate. Parents/guardians may be notified to bring in appropriate clothing and/or may be
requested to accompany their child home to attend to hygiene related issues.
. Outer clothing, including, but not limited to, hats, jackets, and hooded flannels or sweatshirts worn as jackets are not permitted to be
worn within the school’s classrooms.
. Clothing prohibited from the school environment includes: clothing that displays or endorses any alcohol, drug, or tobacco products;
sexually suggestive or provocative clothing; or clothing that displays violence.
. Clothing should be adequately cover the student’s body (midriff shirts, low riding pants/shorts, undergarment tank tops, and
dresses/skirts which do not come to % an inch below the fingertips shall be considered inappropriate).

INTERNET/TECHNOLOGY

REVIEW AND MONITORING OF THE NETWORK

The Collaborative reserves the right to monitor and review the Network, including without limitation e-mail messages, internet access, telephone
calls, and voicemail. This includes internet sites visited, duration of internet use and files which have been viewed, accessed or downloaded. The
Network is not private, and students should not consider their E-mail messages and internet access to be private. Your access code or password
does not give you any right to privacy with respect to using the Collaborative’s e-mail and internet systems. The Collaborative assumes no




responsibility for any unauthorized charges or fees; any financial obligations arising out of unauthorized use of the Network for purchase of
products or services; any costs, liability or damages caused by user’s violation of these policies; and any information or materials transferred
through the Network.

PROHIBITED USE OF THE NETWORK
It is not permissible to use the Network to:
. engage in unlawful or inappropriate behavior,
e  transmit material that contains offensive or harassing remarks based on age, disability, race, color, religious creed, national origin,
ethnicity, ancestry, sex, sexual orientation, and/or genetic information,
e transmit sexually explicit material, including messages, pictures, jokes and cartoons,
. access or visit websites that contain sexually explicit, racist or other offensive material, or post messages at such websites, pirate
software or download or transmit software programs or any other copyrighted or trademarked materials
. identify or share the location of inappropriate materials.

MCAS

Students are required by the DESE to participate in MCAS testing. This testing may be taken with accommodations or through alternative
assessment, as determined by the students IEP team. The curricula at Charms Collaborative follows the Massachusetts Curriculum
Frameworks/Common core curriculum and the teachers strive to help students feel prepared and make the testing experience as non-stressful as
possible with a successful outcome. Letters are sent out to parents/guardians informing them of the upcoming tests.

HOMEWORK

. The team will be responsible for helping students and parents understand the reasons for homework and procedures for giving and
evaluating homework assignments.

. The quality of the responses of the students and the nature of, and participation in, the follow-up activities in the classroom, will be of
greater importance than the quantity of work involved in a homework assignment.

. The amount of homework will be appropriate to the age, ability and maturity of the student.

e A student will not be given a homework assignment which requires resources and references which will not be accessible to him or
her and will never be given to a student or to a class for disciplinary reasons.

. The time required to complete homework assignments will vary at all grade levels according to the nature of the subject/area being
studied and the needs and abilities of the students.

PHYSICAL EDUCATION
. Students requiring credits for graduation will be required to participate in PE.
. Charms will offer supported PE to students depending upon their individual needs. Supported PE will take place within the designated
student placement.

PROGRAM MODIFICATION AND SUPPORT SERVICES FOR LIMITED ENGLISH PROFICIENT STUDENTS
Charms complies with all applicable state and federal laws. (M.G.L. c. 71A and Title VI)

As a matter of policy, Charms Collaborative will identify one member of the administrative or educational staff to be appointed as the LEP
officer on a yearly basis. This faculty member will oversee the implementation of the LEP policies and procedures and attend
conferences/trainings provided through the DOE or MATSOL identifying research-based best practice methods, sheltered content instruction and
language acquisition. The LEP chair will also be responsible for presenting best practice methods and other initiatives in faculty and curriculum
meetings.

Because Charms Collaborative hosts students from a large geographic area comprised of a number of sending school districts are in attendance. If
a particular district (in conjunction with a student's IBP Team) determines that Charms Collaborative is an appropriate placement, the
responsibility to provide support services to LEP students will fall to both the district and Charms.

Implementation:
. Staff participation in trainings
. Determination of student access to all services and benefits afforded to other students
. Collaboration with school districts to meet individual needs and provide translation services
. Home Language Survey
. Collaboration with families

RELIGIOUS BELIEFS

. Massachusetts law honors both medical and religious exemptions to vaccination.

. Medical exemptions are signed by doctors on a vaccine-by-vaccine basis and reviewed annually. They are granted for medically-
recognized contraindications.

. Religious exemptions in Massachusetts are honored regardless of tradition, even if you stray from the orthodox teachings of your
tradition. Though some school districts will request the signature of clergy with this exemption, no such authorization is required, as
this exemption is filed by you and should be respected on that basis. There is no standard exemption letter in use across the state;
rather, parents need to write and submit their own letters, including the language: “I am exempting my child from vaccination because
it conflicts with my sincerely held religious belief.” We recommend that those claiming a religious exemption include the Mass.
General Law language below in their exemption letter, both to serve as a reminder to school authorities of the law as well as to serve
notice that you are aware of your rights regarding this issue.



Here is the language of the law: GENERAL LAWS OF MASSACHUSETTS PART I, TITLE Xll, and CHAPTER 76. Section 15: Vaccination
and immunization

. No child shall, except as hereinafter provided, be admitted to school except upon presentation of a physician’s certificate that the child
has been successfully immunized against diphtheria, pertussis, tetanus, measles and poliomyelitis and such other communicable
diseases as may be specified from time to time by the department of public health.

e Achild shall be admitted to school upon certification by a physician that he has personally examined such child and that in his opinion
the physical condition of the child is such that his health would be endangered by such vaccination or by any of such immunizations.
Such certification shall be submitted at the beginning of each school year to the physician in charge of the school health program. If
the physician in charge of the school health program does not agree with the opinion of the child’s physician, the matter shall be
referred to the department of public health, whose decision will be final.

. In the absence of an emergency or epidemic of disease declared by the department of public health, no child whose parent or guardian
states in writing that vaccination or immunization conflicts with his sincere religious beliefs shall be required to present said
physician’s certificate in order to be admitted to school.

You can also access the text of this law on the Massachusetts state government site. Please see the Charms Collaborative waiver located in
the Appendix section of this document.

NOTE: While religious and medical exemptions are honored in Massachusetts, school officials retain the authority to exclude unvaccinated
students from school for a period of time following the positive identification of a case of a vaccinated disease. Visit the MDPH site for a
schedule of exclusion periods (see enclosed).

STUDENT RECORDS

Charms Collaborative recognizes that the official student record is maintained by the sending district(s)/LEA responsible for the student's
placement in Charms. All requests for records should be sent to the sending district(s)/LEA. Charms Collaborative adheres to all of the
requirements of the student records regulation, 603 CMR 22.0.

TRANSITION PLANNING
Prior to the student turning fourteen years of age, Charms, in conjunction with school districts and families, completes all transition planning
documentation to meet the individualized needs of the students. Components of the plans include:

. Student Vision

. Measurable Goals

. Transition Assessments

. Postsecondary Education and Training

. Employment Options

. Independent Living Skills

GRADUATION AND CERTIFICATE OF COMPLETION

. Charms Collaborative works closing with parents and sending school districts to ensure that students are prepared for their high school
experience. Close attention is given to the transition planning in order to provide the required services for a high school diploma
and/or certificate of completion.

. Seniors earning total credits from their sending school district and passing their English, math, and science MCAS exams are eligible
for their high school diploma and participation in a graduation ceremony.

. Graduation Ceremony:
Seniors eligible for graduation may participate in either (or both) their sending school district’s graduation ceremony and/or host
graduation ceremony.

. Students remaining with Charms up to their twenty second (22nd) birthday will receive a Certificate of Completion/Attendance.

AGE OF MAJORITY

Students who are eighteen (18) years of age or older, may legally assume full responsibility for their actions as they apply to the Collaborative.
Unless the student indicates otherwise in writing, all school documents must be countersigned by a parent/guardian. Procedures to follow are
available through sending school district.

FIELD TRIP POLICY

. Charms Collaborative recognizes the value and importance of field tripsand student travel as an extension of the classroom learning
environment. Such experiences enrich student learning and provide opportunities for active engagement and broaden the perspectives
of those who participate.

. Teachers and other school staff are prohibited from soliciting for a privately run trip through the Collaborative. Field trips and student
travel are expected to be related to the program of student and an extension of the approved district curricula.

. Parent and Guardian Permission is required for student participation on all field trips.

. In order to insure the safety of students involved in field trips, all chaperones are required to submit to a CORI check, and be subject
to the approval of the Executive Director.

. In order to insure the quality of the field trip experience, its relationship to the curriculum and student safety, the following procedures
are to be followed:

1. Teachers planning the trip shall submit a field trip request form to the Executive Director thirty (30) days in advance of the anticipated
trip explaining the full details of the field trip and providing a rational for how the trips enhances and enriches the district
curriculum and student learning;

2. All logistical details involving transportation shall be arranged by the teacher with approval from the Executive Director or designee
in accordance with transportation provider contracts;



http://www.mass.gov/legis/laws/mgl/76-15.htm
http://www.mass.gov/Eeohhs2/docs/dph/cdc/immunization/guidelines_vaccine_exclusions_school.pdf
http://www.mass.gov/Eeohhs2/docs/dph/cdc/immunization/guidelines_vaccine_exclusions_school.pdf
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All payments must go through the Business office;

Students are expected to pay for a portion of field trip-please discuss exceptions with Executive Director in advance

Student /Parent permission forms must be completed prior to the date of the field trip; and

Students may be excluded from field trips by the Executive Director or designee if the student has unexcused absences or has been
engaged in conduct which raises concern for the health and safety of the student or others.

SCHOOL VISITATION POLICY

It isthe policy of Charms Collaborative that all visits to Charms classrooms shall be scheduled in advance, either with the classroom teacher or
with the Program Coordinator. This policy applies to Charms parents, college students, consultants, advocates, or other teachers, or any other
visitors. The purpose of this policy is to minimize the interruptions and distractions for students and educators while the class is in session.

1.

2.

11.

12.

The Program Coordinator or designee shall contact the parent(s) for initial scheduling conversation within five (5) days of receipt of the

parents' request.

The observation law states that districts may not condition or restrict program observations except when necessary toprotect:

. The safety of children in the program during the observation;

. The integrity of the program during the observation; and

. Children in the program from disclosure by an observer of confidential or personally identifiable information he or she may
obtain while observing the program." M.G.L. c. 71B,§3.

The Program Coordinator will work with the classroom teacher and the observer to set up the specifics of the observation (including,

but not limited to, scheduling and placement of the observer in the classroom).

The number, frequency, and duration of observation periods will be determined on an individual student basis and typically are

between one to four hours. "However, the Department of Elementary and Secondary Education recommends that district policies and

practices specify that the duration and extent of observations will be determined on an individual basis. Districts should avoid rigid

adherence todefined time limits regardless of the student's needs and settings to be observed. The complexities of the child's needs, as

well as the program or programs to be observed, should determine what the observation will entail and what amount of time is

needed to complete it. Discussion between school staff and the parent or designee isa good starting point for resolving the issue."

The start and end time of observation periods and a schedule of observation periods will be stated in advance. In order to minimize

classroom or student disruption, the length of individual observation periods may be limited.

If the observer is not the parent, the parent must sign a release for the individual to observe.

The number of observers at any one time may belimited.

The observer will be informed that he/she is not to interfere with the educational environment of the classroom. If his/her presence

presents a problem, he/she will be asked to leave. This notice is particularly important, since the presence of parents can influence

both the performance of their child(ren) and those of others.

The observer will be asked to submit his/her report of the observation in advance of any follow-up TEAM meeting.

The observer will be informed that he/she isthere to evaluate the appropriateness of aspecificeducational program to meet the needs

ofanindividual child. He/sheisnot there to evaluate ateacher's ability to perform hisorher contractual job duties.

The observer will be instructed regarding the disclosure of confidential or personally identifiable information relating to the student or

other children. Staff must be mindful of removing materials which may be part of students' records from plain view. In the event that

removal is not possible the observer may be asked to sign a non-disclosure agreement.

A Charms representative also will observe at the sametime.

RIGHT TO EDUCATIONAL RECORDS

The Family Educational Rights and Privacy Act (FERPA) and the Massachusetts Student Records Regulations afford parents and students
fourteen (14) years of age or older, ("eligible student”) certain rights with respect to the student’s educational records. These rights are:

The right to inspect and review the student’s educational records as soon as possible, and no later than ten (10) calendar days after the
day the school receives a request for access. Parents or eligible students should submit to the Program Director a written request that
identifies the record(s) they wish to inspect. The Program Director will make arrangements for access and notify the parent or eligible
student of the time and place for the records to be inspected.

The right to request the amendment of the student’s educational records that the parent or eligible student believed to be inaccurate.
Parents or eligible students may ask the school to amend a record that they believe is inaccurate. They should write the Program
Director, clearly identify the part of the re-cord they want to be changed, and specify why it is inaccurate. If the school decides not to
amend the record as requested by the parent or eligible student, the school will notify the parent or eligible student of the decision and
advise them of their right to a hearing regarding the request for amendment.

The right to consent to disclosures of personally identifiable information contained in the student’s education records. Authorized
school personnel include an administrator or clerical person who needs to access the record for administrative reasons, employees of
the Collaborative who provide services to the student or contractors of the Collaborative who provide services to the student. Upon
request, the school discloses education records without consent to the sending school district and officials of an-other school district in
which a student seeks or intends to enroll.

The Charms Collaborative will keep student records for a period of seven (7) years. The sending school district is the official keeper
of the student’s record.

Rights Of Parents With No Physical Custody

It is necessary for divorced parents to submit a copy of the custody agreement or order so that the school may identify which of the parents has
physical custody of the child. If a parent does not have physical custody of a child, then the parent will not be allowed to access the records of
his/her child unless the parent has submitted the following three (3) documents to the Program Director:

1.
2.

a written request submitted annually to the principal to access the records of his/her child;

a certified copy of the probate court order or judgment which must indicate that the parent has not sought or been denied shared legal
custody and is entitled to unsupervised visitation with the child, or a certified order of the probate court which specifically orders the
parent to receive school records of the child. That order must state that it is being made after a review of any court records, including
criminal records of the non-custodial parent, that giving the information will not pose a safety risk to the custodial parent or child and
itis in the best interest of the child to provide the information to the non-custodial parent; and



3. an affidavit of the non-custodial parent that no temporary or permanent protective order is in effect restricting access to the custodial

parent.
After the school receives these documents, the school can allow the non-custodial parent to have access to the child’s records only after the
school has notified the custodial parent and twenty-one days has elapsed from this notification. During that twenty-one day period, the custodial

parent can obtain a court order restricting access to the child’s records or he/she can submit a copy of any outstanding protective orders; if such
orders are provided to the school, then the school cannot release records.
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B. PERSONNEL AND EMPLOYMENT

BACKGROUND AND REFERENCE CHECKS EMPLOYEES AND VOLUNTEERS
It is the policy of the Charms Collaborative to employ school personnel of sound moral character in order to provide a safe environment for the
students and staff of the school system. In order to accomplish this goal, every three (3) years all school personnel will be subjected to a criminal
records check through the Criminal History Systems Board (MGL: Ch. 71; Section 38R) and Fingerprinting. For this purpose, background
checks will be conducted on teachers, program assistants, custodians, bus monitors, cafeteria workers, school nurses, school secretaries, all
administrative personnel and school volunteers (www.mass.gov/legis/laws/mgl/71-38r.htm).

Every person applying for a position as an employee or long-term volunteer with the Charms Collaborative will supply:
e Alist of at least two (2) personal references who will attest to the sound character of the applicant
. In addition, applicants for paid positions with the Collaborative will furnish a complete employment record accounting for each year
of employment from the time of high school graduation to the time of the application.

The Director of Finance & Operations or his/her designee will insure:
. The receipt of two (2) written references will be provided for each applicant recommended for employment.
. Said reference will be in a format acceptable to the Human Resources Coordinator.
. In addition, each reference will be contacted by telephone or in person to verify the contents of the written reference.

The Director of Finance & Operations or his/her designee will review:
. The employment history of each applicant recommended for employment.
e Anemployment history check covering a five (5) year period will be conducted on each applicant and will include, but not be limited
to, telephone contact with former employers.

The Director of Finance & Operations or his/her designee will be responsible for:

. Conducting a criminal records check on every applicant recommended for employment and for every school volunteer through the
Criminal History Systems Board in a manner prescribed by the Board, including Fingerprinting.

e All criminal records checks will be done on a voluntary basis with prior written approval of the applicant.

. However, failure to comply with the request for a criminal records check will disqualify an applicant for further consideration for
employment.

. Employment with the Charms Collaborative is contingent upon a satisfactory record.

. Current employees may be subject to repeat CORI & Fingerprinting checks to the extent allowable by law.

Documentation for the requirements of this policy will be the responsibility of the Human Resources/Payroll Coordinator and will become part of
the applicant's personnel file.

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

CHARMS COLLABORATIVE, FY16 STANDARD CONTRACT FOR EMPLOYMENT

ARTICLE 1: Pending Board of Directors Approval, you, have been contracted for
services (as per FTE below) as a/an beginning and ending
, for days, at an annual compensation rate of . If this contract is the first contract between

Charms Collaborative and you, your employment may be terminated at any time during the first ninety (90) days of active service for any reason.
Individuals who initiate or terminate employment during the school year will receive a pro-rated salary for actual days worked based on a per
diem rate.

ARTICLE 2: This contract may be terminated by the employee by a written notice of sixty (60) days, except that resignations to take
effect during the months of July, August, September and June will not be honored by the Collaborative. Contracts signed for the 2015-2016
school year may be terminated thirty days after the first day of school, unless other arrangements have been approved by the Executive Director.
It is the expectation that the employee signature indicates that this contract will be honored for the first thirty (30) days of the new school year.
This contract may be terminated by the Board of Directors by verbal and/or written notice of thirty (30) days.

ARTICLE 3: The services and employment of the employee are subject to the provisions of the Massachusetts General Laws and to the
Charms Collaborative FY’16 Standard Terms and Provisions and Code of Ethics which are enclosed with this contract, as well as the 2015-2016
Personnel Policies and Procedures which are available in the Director’s office. This contract constitutes the complete agreement between the
parties, and it supersedes all other prior agreements and oral or written representations.

ARTICLE 4: The employee is responsible for insuring that any work performed outside the scope of this contract (e.g. outside
employment or consulting) does not present either an actual or a potential conflict of interest for the employee.

ARTICLE 5: The employee must maintain the certification or licensure required for the position or a valid Department of Education
waiver.

ARTICLE 6:  The employee is able to perform all functional duties of the position as outlined in the 2015-2016 Personnel Policies and
Procedures.
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ARTICLE 7:  The employee may have the option of working during the Charms Summer Program at a rate established for all summer work
force staff. This contract does not guarantee summer employment.

ARTICLE 8: This contract becomes effective if one of the duplicate copies of the contract is signed by the employee and delivered to the
Collaborative Executive Director by the date of deliverance which should be June 26, 2015. The contract will be null and void if not returned by
this date.

ARTICLE 9: The workweek is defined withina F.T.E. =
ARTICLE 10: The above salary reflects the level/step.
ARTICLE 11: By signing this contract, | am granting permission to the Charms Collaborative to request a CORI report on me. In

addition, permission is granted to complete a National Background check and/or fingerprinting as outlined Chapter 459 of the Acts of 2012. At
this time, any fees associated with Chapter 459 are the responsibility of the employee.

ARTICLE 12: The undersigned hereby agree to the terms of this contract.
CHARMS COLLABORATIVE BOARD OF DIRECTORS

DATE: BY:

Executive Director

DATE: BY:

CHARMS POLICY REGARDING "LAY OFFS"

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

COMPENSATORY OVERTIME

Compensatory time off is available to para-professional and clerical staff in return for extra time worked at the prior approval of the Executive
Director. Accrued time must be utilized during the contract year in which it was earned. Professional staff is ineligible for compensatory time
except in rare circumstances when deemed necessary and upon prior approval by one's supervisor or his/her designee. The Collaborative will
abide by the provisions of the Fair Labor Standards Act; U.S. Department of Labor for time worked over forty (40) hours/week.

CRIMINAL HISTORY RECORD INVESTIGATION (CHRI) POLICY/CORI AND FINGERPRINTING

It shall be the policy of the Charms Collaborative that, as required by law, a state and national fingerprint criminal background check be
completed to determine the suitability of the full or part time current and prospective school employees, who may have direct and unmonitored
contact with children. The Executive Director and/or their Designee shall only obtain a fingerprint background check for current and prospective
employees for whom the Executive Director and/or their Designee has direct hiring authority or those employed by the city or town to perform
work on school grounds. In the case of an individual directly hired by a school committee, the chair of the school committee shall review the
results of the national criminal history check. The Executive Director and/or their Designee shall also obtain a state and national fingerprint
background check for any individual, who provides school related transportation to children. The Executive Director and/or their Designee may
obtain a state and national fingerprint criminal background check for any volunteer, subcontractor or laborer commissioned by the school
committee, school or employed by the city or town to perform work on school grounds, who may have direct and unmonitored contact with
children. School volunteers and subcontractors/laborers who may have direct and unmonitored contact with children must continue to submit
state CORI checks.

There will be a fee charged by the provider to the employee and educator for national fingerprint background. The fee may from time to time be
adjusted by the appropriated agency. The employer shall continue to obtain periodically, but not less than every 3 years, from the Department of
Criminal Justice Information Services (DCJIS) all available criminal offender record information (CORI) for any current and prospective
employee or volunteer within the school district who may have direct and unmonitored contact with children.

Direct and unmonitored contact with children is defined in DESE regulations as contact with a student when no other employee who has received
a suitability determination by the school or district is present. “Contact” refers to any contact with a student that provides the individual with
opportunity for physical touch or personal communications. This policy is applicable to any fingerprint-based state and national criminal history
record check made for non-criminal justice purposes and requested under applicable federal authority and/or state statute authorizing such checks
for licensing or employment purposes. When such checks are allowable by law, the following practices and procedures will be followed.

. Requested CHRI checks
Fingerprint-based Criminal History Record Investigation (CHRI) checks will be only be conducted as authorized by state and federal
law, in accordance with all applicable state and federal rules and regulations and conducted by the Executive Director and/or their
Designee. If an applicant or employee is required to submit to a fingerprint-based state and national criminal history record check,
he/she shall be informed of this requirement and instructed on how to comply with the law. Such instruction will include information
on the procedure for submitting fingerprints. In addition, the applicant or employee will be provided with all information needed to
successfully register for a fingerprinting appointment.

. Access to CHRI
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All CHRI is subject to strict state and federal rules and regulations in addition to Massachusetts CORI laws and regulations. CHRI
cannot be shared with any unauthorized entity for any purpose, including subsequent hiring determinations. All receiving entities are
subject to audit by the Massachusetts Department of Criminal Justice Information Services (DCJIS) and the FBI, and failure to comply
with such rules and regulations could lead to sanctions. Federal law and regulations provide that the exchange of records and
information is subject to cancellation if dissemination is made outside of the receiving entity or related entities. Furthermore, an entity
can be charged criminally for the unauthorized disclosure of CHRI.
. Storage of CHRI

CHRI shall only be stored for extended periods of time when needed for the integrity and/or utility of an individual’s personnel file.
Administrative, technical, and physical safeguards, which are in compliance with the most recent CJIS Security Policy have been
implemented to ensure the security and confidentiality of CHRI. The Executive Director and/or their Designee involved in handling
of CHRI is to familiarize himself/herself with these safeguards. In addition to the above, each individual involved in handling of
CHRI will strictly adhere to the policy on the storage, retention and destruction of CHRI.

. Retention and Destruction of CHRI
Federal law prohibits the repurposing or dissemination of CHRI beyond its initial requested purpose. Once an individual’s CHRI is
received, it will be securely retained in internal agency documents for the following purposes only:
Historical reference and/or comparison with future CHRI requests;
Dispute of the accuracy of the record; or
Evidence of any subsequent proceedings based on information contained in the CHRI.

. CHRI will be kept for the above purposed in a secure location in the office of the Executive Director and/or their Designee. When no
longer needed, CHRI and any summary of CHRI data must be destroyed by shredding paper copies and/or by deleting all electronic
copies from the electronic storage location, including any backup copies or files. The shredding of paper copies of CHRI by an
outside vendor must be supervised by an employee of the district.

CHRI Training

An informed review of a criminal record requires training. Accordingly, the Executive Director and/or their Designee will review and become
familiar with the educational and relevant training materials regarding Statewide Applicant Fingerprint Information Services (SAFIS) and CHRI
laws and regulations made available by the appropriate agencies, including the DCJIS.

In determining an individual’s suitability, the following factors will be considered: these factors may include, but not necessarily be limited to:
. The nature and gravity of the crime and underlying conduct;
. The time that has passed since the offense, conviction and/or completion of the sentence;
. Nature of the position held or sought;
e Age of the individual at the time of the offense;
. Number of offenses;
e Any relevant evidence of rehabilitation of lack thereof; and
e Any other factors deemed relevant by the district.
A record of the suitability determination will be retained. The following information will be included in the determination:
. The name and date of birth of the employee or applicant;
. The date on which the school employer received the national criminal history check results; and
. The suitability determination (either “suitable” or “unsuitable”).

A copy of the individual’s suitability determination documentation must be provided to another school employer, or to the individual, upon
request of the individual from whom the school employer conducted a suitability determination.

Relying on Previous Suitability Determination
The Charms Collaborative will not rely on the past suitability determination conducted by a previous entity and will require all CHRI reports for
prospective employees to be submitted directly to Charms Collaborative from DCJIS. In cases where a prospective employee has been
fingerprinted in Massachusetts in the past, the Charms Collaborative will reimburse the prospective employee the cost of the subsequent
fingerprint unless:

. The suitability determination was made longer than seven (7) years ago;

. The individual has resided outside of Massachusetts for any period longer than three (3) years since the suitability determination was

made; or

The individual has not been employed continuously for one (1) or more school employers or has gaps totaling no more than two (2) years in his
or her employment for school employers.

This aspect of the policy shall remain in effect until such time as the DCJIS has developed a “wrap-back” provision allowing for prior reports to
be sent to the Charms Collaborative without a fingerprint.
Adverse Decisions Based on CHRI
If inclined to make an adverse decision based on an individual’s CHRI, the Executive Director and/or their Designee will take the following steps
prior to making a final adverse determination:

. Provide the individual with a copy of his/fher CHRI used in making the adverse decision;

. Provide the individual with a copy of this CHRI policy;

. Provide the individual the opportunity to complete or challenge the accuracy of his/her CHRI; and

. Provide the individual with information on the process for updating, changing, or correcting CHRI.
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A final adverse decision based on an individual’s CHRI will not be made until the individual has been afforded a reasonable time depending on
the particular circumstances not to exceed thirty (30) days to correct or completed the CHRI.

Secondary Dissemination of CHRI
If an individual’s CHRI is released to another authorized entity, a record of that dissemination must be made in the secondary dissemination log.
The secondary dissemination log is subject to audit by the DCJIS and the FBI. The following information will be recorded in the log:
1.  Subject name;
Subject date of birth;
Date and time of the dissemination;
Name of the individual to whom the information was provided;
Name of the agency for which the requestor works;
Contact information for the requestor; and
The specific reason for the request.
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Reporting to Commissioner of Elementary and Secondary Education

Pursuant to state law and regulation, if the district dismisses, declines to renew the employment of, obtains the resignation of, or declines to hire a
licensed educator or an applicant for a Massachusetts educator license because of information discovered through a state or national criminal
record check, the Executive Director and/or their Designee shall report such decision or action to the Commissioner of Elementary and Secondary
Education in writing within thirty (30) days of the employer action or educator resignation. The report shall be in a form requested by the
Department and shall include the reason for the action or resignation as well as a copy of the criminal record checks results. The Executive
Director and/or their Designee shall notify the employee or applicant that is has made a report pursuant to the regulations to the Commissioner.

Pursuant to state law and regulation, if the district discovers information from a state or national criminal record check about a licensed educator
or an applicant for a Massachusetts educator license that implicated grounds for license action pursuant to regulations, the Executive Director
and/or their Designee shall report to the Commissioner in writing within thirty (30) days of the discovery, regardless of whether the district
retains or hires the educator as an employee. The report must include a copy of the criminal record check results. The school employer shall
notify the employee or applicant that is has made a report pursuant to regulations to the Commissioner and shall also send a copy of the criminal
record check results to the employee or applicant.

About the Statewide Applicant Fingerprint Identification Services (SAFIS) Program

Massachusetts law now authorizes fingerprint-based criminal history record checks for all public and private school employees and transportation
providers, and for designated volunteers and employees of school vendors. The Massachusetts Department of Elementary and Secondary
Education (ESE) and the Department of Early Education and Care (EEC), the Executive Office of Public Safety and Security (EOPSS) has
partnered with MorphoTrust USA to implement the Statewide Applicant Fingerprint Identification Services (SAFIS) Program and is working to
provide convenient applicant fingerprinting enrollment centers throughout the Commonwealth of Massachusetts.

NOTE: This Registration Guide is intended to provide guidance to individuals who are employed or seek employment in Pre-K-12 public and
private schools in the Commonwealth. If you work for a Pre-K program run by a public or private K-12 school, follow these instructions. If you
work for a standalone private early education program, please consult the registration instructions for Early Education and Care (EEC) entities.

Overview of the Fingerprinting Process
The following is an overview of the SAFIS fingerprinting process:
1. Anapplicant/employee registers for a fingerprinting appointment via either the MorphoTrust USA ldentoGo™ registration website or
the MorphoTrust Massachusetts Customer Service Center;
2. An applicant/employee goes to a MorphoTrust USA IdentoGo™ enrollment center on the date and time selected by him/her and has
his/her fingerprints taken;
3. The applicant’s/lemployee’s fingerprints are sent electronically to the Massachusetts State Police (MSP) for a statewide criminal
history record check and to the Federal Bureau of Investigation (FBI) for a nationwide criminal record check;
4.  The results of both the State and National fingerprint based criminal history record check are returned to the Massachusetts
Department of Criminal Justice Information Services (DCJIS) for review; and
5. The State and National fingerprint based criminal history record check results are returned to the district or school identified by the
applicant/employee during the registration process.

Important Requirements

Information Required at Registration
To register for an appointment to have your fingerprints taken at one of the MorphoTrust USA IdentoGo™ enrollment centers, the following
information is required:

. Provider Identification Number (Provider ID) - Each public school district and private school has been assigned an Organization Code
by the Massachusetts Department of Elementary and Secondary Education (ESE). This code will serve as the Provider Identification
Number for SAFIS registration. Please contact your Human Resource Department or School Administrator to obtain your ESE
assigned Organization Code.

. Fee - The fee charged will be $55 for licensed educators and $35 for all other school personnel. Online payment options include credit
cards and e-Check. Onsite payments must be made by check or money order. Your Registration Confirmation and an Acceptable
Form of Identification are Required at Your Fingerprint Appointment.

. You must bring your Registration Confirmation Number with you to your fingerprinting appointment. You must also bring an
acceptable form of identification (see page 21). The MorphoTrust USA ldentoGo™ enrollment center staff will match the information
in the registration system with the identification provided to confirm your identity. Fingerprints will not be taken without acceptable
identification.
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Registering with MorphoTrust USA for a Fingerprinting Appointment

To get your fingerprints taken, you must register for an appointment. There are two methods available:
1. Register on-line on the MorphoTrust USA IndentoGo™ registration website; or
2. Register by phone.

MorphoTrust USA IndentoGo™ Massachusetts Registration Website
. Go to http://www.identogo.com/FP/Massachusetts.aspx
. Click the Online Scheduling link.
. To see a complete list of MorphoTrust USA IdentoGo™ enrollment centers in
. Massachusetts, click on the Locations link.
. To access online resources, click on Forms and Links

Registering Online

To begin the registration process:
. Go to http://www.identogo.com/FP/Massachusetts.aspx
. Click the Online Scheduling link.

Registering by Phone

Although online registration is the best way to register for fingerprinting appointment, you may also register by calling the MorphoTrust
Massachusetts Customer Service Center at (866) 349-8130. You will be asked the same information as required by the online registration
process, so please have all information available to provide to MorphoTrust Massachusetts Customer Service Representative. Please note you will
be provided with a Registration Confirmation Number, so please be prepared to record this number for future reference.

Cancelling an Appointment

To cancel an appointment, you must call the MorphoTrust Massachusetts Customer Service Center toll free at (866) 349-8130. Once your
appointment is cancelled, a refund will be issued. Before cancelling, you should be certain you do not need an alternate appointment.

Missed Appointments

If you miss your appointment, you can contact the MorphoTrust Massachusetts Customer Service Center at (866) 349-8130 to schedule a new
appointment. You can also visit the MorphTrust USA IdentoGO™ registration web site and change your appointment online. Please note refunds
will not be issued if the appointment is not rescheduled within the two (2) week period after the original appointment. In addition, if a second
appointment is missed, a refund will not be issued. For a copy of the refund policy, please click on Form and Links located on the MorphoTrust
USA IndentoGo™ Massachusetts Registration homepage. If you wish to cancel your appointment completely, please follow the instructions in
the Cancelling and Appointment section above.

Rejection Notification
In some instances, an applicant’s fingerprints are rejected by either the Massachusetts State Police or Federal Bureau of Investigation due to poor
fingerprint quality.

If you receive a rejection notification, you must do the following:

1.  Go to http://www.identogo.com/FP/Massachusetts.aspx

2. Click I received a rejection notification and need to schedule an appointment link at the bottom of the page.

3. Enter your email address, Registration 1D, or Transaction Control Number (TCN) in one of the boxes provided. Please note the TCN
is a unique thirteen (13) character alphanumeric field which is assigned to each civil fingerprint submission and is printed on the
receipt provided at the conclusion of the fingerprint appointment. If you do not have the required information, or if the web site does
not locate your record, please contact MorphoTrust Massachusetts Customer Service Center at (866) 349-8130 for assistance.

4.  Click Go.

Acceptable Forms of Identification
All applicants will be required to present an acceptable form of identification at the time of fingerprint capture at a MorphoTrust USA
IdentoGO™ Center. Acceptable forms of identification are as follows:

Primary Identification Documents

The following documents are acceptable forms of identification:

Driver’s License from any U.S. state or territory;

Valid State Identification Card from any U.S. state or territory;

U.S Passport or U.S. Passport Card;

Permanent Resident Card or Alien Registration Receipt Card (Form 1-551);
Foreign Passport with temporary 1-551 stamp or temporary 1-551 printed notation on a machine readable immigrant visa;
Foreign Passport and Form 1-94 or Form 1-94A,

Employment Authorization Document which contains a photograph (Form 1-766);
U.S. Military Card with identifiable photograph;

. U.S. Coast Guard Merchant Mariner Document or Merchant Mariner Credential;
0. Transportation Worker ldentification Credential; or

1. Enhanced Tribal Card.
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All documents must include an identifiable photo, the applicant's full name, and date of birth. All documents must be verifiable and unexpired.

Applicants Under 18 Years of Age
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If you are under eighteen (18) years of age and unable to present one of the primary identification documents listed above, you must provide an
original or certified copy of a Birth Certificate issued by an authorized U.S. agency with an official seal or Certification of Birth Abroad (issued
by U.S. Department of State) AND one of the following documents:

1. School Identification Card (Public or Private School);

2. School Record or Report Card,;

3. Home Schooling Education Plan; or

4. U.S. Social Security Card.

Fingerprint Appointment

You are expected to visit a MorphoTrust USA IdentoGo™ enrollment center at the scheduled date and time. You should be sure to have all
required documentation and identification with you, and should expect the fingerprinting process to take from 5-10 minutes. The Enrollment
Agent onsite will verify your identity with the provided identification document, scan your identification to verify authenticity, verify all of your
demographic data, and then proceed to fingerprint you using electronic scanning equipment. Any questions prior to or after the fingerprint
appointment should be directed to the MorphoTrust Massachusetts Customer Service Center at (866) 349-8130 or to the school employer.

At the conclusion of your fingerprint appointment, you will be provided with a receipt. A single receipt will be provided to you and please be sure
to retain that original receipt. Multiple copies will not be provided. Please provide a copy of the receipt to your Human Resources Department or
school administrator. If you are an Out of State Applicant, please send a copy of your registration confirmation to your Human Resources
Department or school administrator.

Pre-K-12th Grade Education (ESE) Applicant Types

The following sub-sections provide additional information concerning the various applicant types that fall under the Massachusetts Department of
Elementary and Secondary Education (ESE).

Licensed Educator

The fee charged will be $55 for educators licensed by the Commissioner of Elementary and Secondary Education.

Other School Personnel
The fee charged will be $35 for all other school personnel (i.e., school secretaries, cafeteria workers, custodians, bus drivers, etc.) and designated
volunteers and vendor employees.

Multiple Provider IDs

There may be instances in which an ESE applicant is seeking employment at multiple schools or districts and has been instructed to undergo a
fingerprint-based criminal background check conducted for each employer. Furthermore, there may be instances where an ESE applicant is
currently employed at more than one school or district. As part of the fingerprint registration process, up to ten (10) Provider ID’s may be
submitted. The fingerprint-based criminal background check results will be disseminated to each of the schools identified at during the
registration process.

EEC and ESE Employment

There may be instances in which an applicant is either employed or seeking employment with an ESE organization and a Massachusetts
Department of Early Education and Care (EEC) organization. Federal rules and regulations prohibit EEC and ESE from sharing/dissemination an
individual’s criminal history record information (CHRI). In order to be compliant with the new law, an individual who works for both EEC and
ESE organization will have to submit, and pay for, two separate fingerprint-based criminal record checks. If back-to-back appointments are
unavailable, please select an appointment time that is as close to the first appointment as can be obtained. An applicant will be fingerprinted for
both submissions at the same time, and will not be made to wait for the later time.

CRITERIA FOR PLACEMENT ON SALARY SCALE
Professional Salary Scale Requirements
. Licensed with Massachusetts Department of Education or a Massachusetts Licensed Physical Therapist or Occupational Therapist.
Variances from this standard must be approved by the Executive Director.
e Any employee not meeting the license requirements will be placed on B-1 of the CHARMS salary scale until such time as a waiver is
granted by the Massachusetts Department of Education.
License Waiver Requirements
e Waivers granted by Department of Education are valid until the end of the school year.
e  Waivers need to be renewed every school year.
. Employees must provide evidence of completing three courses per year toward licensure requirements.
Job Trainers Requirements
. Must have HS Diploma or GED equivalent
. Possess specific vocational knowledge and training applicable to the position offered
C.O.T.A. & P.T.A. Requirements
. Certification with Massachusetts license
Teacher Assistants
. Must possess a high school diploma or GED equivalent

DISCIPLINE / DISCHARGE

The following are guidelines only for the discipline/discharge of employees.
. Discipline generally consists of one of four actions:
. oral warning;
. written warning;
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. suspension; or
. discharge.

Other personnel actions, such as demotions, withholding of benefits, reassignment and the like, may also occur for disciplinary reasons. The
Collaborative attempts to impose discipline consistent with the nature of the offense and the entire employment record and history of the
employee. However, it is recognized and understood that certain actions/inactions warrant immediate discharge or discipline outside of the
normal progressive discipline procedure.

The following are examples of conduct or omissions for which disciplinary action will be taken. The list is not intended to be, nor is it, a
complete list of all conduct or omissions, which warrant disciplinary action:
1.  Use of narcotics, alcohol or controlled substances while at work or at work related events where students are present;
2. Reporting for work or work-related events, where students are present, with narcotics,* alcohol or controlled substances* in the
employee's possession or when the employee is under the influence of narcotics, alcohol or controlled substances;
3. Theft, misuse, destruction or unauthorized use of another's property;
4 Insubordination;
5.  Falsification of any work-related or student-related record or document, including a job application or resume;
6.  Lying to a supervisory or administrative employee;
7.  Frequent absences or tardiness;
8.  Failure to notify the supervisor prior to the employee's workday of the employee's tardiness or absence;
9.  Use of threats, abusive language, harassing conduct or speech to any student, employee or any other person with whom the employee
has a professional confidence;
10. Failure to maintain professional confidences;
11. Failure to perform satisfactorily the duties of the position assigned to the employee;
12. Criminal, unethical or unsuitable conduct which interferes with the employee's job performance or the professional reputation of the
Collaborative or its employees; and
13. Any other actions or failure to act which, in the judgment of the Collaborative, may compromise the delivery of services to the
students or the professional reputation of the Collaborative.
*other than those that are prescribed by a treating physician

No employee may be suspended or discharged unless such action is approved by the Executive Director. In the event that discharge appears to be
appropriate and it is not possible to obtain the Executive Director's approval, the supervisor may suspend the employee pending discharge
approval. Only the Board of Directors has authority to discharge contracted employees based on the recommendation of the Executive Director.

An employee who is discharged shall return all keys, records or other property, to the employee’s supervisor immediately upon discharge. Final
compensation shall not be issued until the employee has returned all property of the Collaborative. Final compensation shall include up to the
day and hour of discharge only, unless the employee has been suspended or on leave prior to that time.

EMPLOYEE ASSISTANCE PROGRAM (EAP)

Each of us encounters personal problems from time to time. And that is why we partner with ESI EAP to provide you with the best possible
solutions for issues you or one of your family members may face. Whether it is a family problem, stress, a mental health issue, drugs or alcohol,
a financial or legal issue, your EAP is there to help. Please see the Human Resources Coordinator for more information on how to get started.

ETHICS POLICY
The Board of Directors of Charms Collaborative expects all employeesto conduct themselves in a professional manner in their relationships with
all students, parents, co-workers, members of the host school, and community.

In addition, all employees, contracted individuals, and volunteers who hold positions with Charms must abide by the Conflict of Interest law,
MGL 268A. This law includes but is not unlimited to the following areas.

Persons affiliated with Charms will not:
. ask nor accept anything if it is offered in exchange for agreement to perform or not perform an official act;
. ask nor accept anything (such as a gift) worth $50 or more;
. hire, promote, supervise or otherwise participate in the employment of their immediate family or their spouse's family;
o take any type of official action which will affect the financial interests of their immediate family or their spouse's immediate family;
. have more than one job with the same municipality or county, or more than one job with the state;
. disclose confidential information, data, or material which was gained or learned as a publicemployee;
e  take any action that could create an appearance of impropriety, or could cause an impartial observer to believe their official actions
are tainted with bias or favoritism;
. use their position to obtain unwarranted privileges, or any type of special treatment, for themselves or anyone else; and
. use public resources for political or private purposes.

In compliance with the July 1,2009 enacted law Chapter 28 of the Acts of 2009, Charms Collaborative will make available to all its employees,
contracted individuals, and individuals who hold volunteer positions a summary of the Conflict of Interest Law for Municipal Employees by
December 28, 2009, and on an annual basis thereafter. All Charms personnel must sign and return a written acknowledgement that he/she has
received the summary and return it within ten (10)days.

In addition on or before April 2, 2010, and every two (2) years thereafter, all Charms related individuals will complete an Online Training
Program with the Massachusetts Ethics Commission and submit to the Charms office a copy of the Certificate of Completion.
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EQUAL OPPORTUNITY / AFFIRMATIVE ACTION POLICY

. The Collaborative has traditionally and firmly stated its policy of nondiscrimination in employment practices. Thus, the Collaborative
does not discriminate in any aspect of the employment process on the basis of race, color, national origin, age, sex, sexual orientation,
qualified handicap, veteran status or religion, pursuant to those applicable state and federal statutes, including, but not limited to Title
VI, Title VII, Title IX, Section 504 of the Rehabilitation Act of 1973, the Americans With Disabilities Act, the Age Discrimination in
Employment Actand G.L. c.151B.

. Beyond its commitment to nondiscrimination, the Collaborative is committed to equal employment opportunity for all without
regard to race, color, sex, religion, national origin, age, sexual orientation, qualified handicap or veteran status.

. The Collaborative will ensure that all recruiting, hiring, training, compensation, job classification, assignments, working conditions,
promotions, employee treatment and all other terms, conditions and privileges of employment will be conducted in a manner which
does not discriminate against any person on the basis of race, color, sex, religion, national origin, age, sexual orientation, qualified
handicap or veteran status.

. The Collaborative expects each employee to abide by the same standards of nondiscrimination. Thus, the Collaborative will not
tolerate harassment or discrimination on the basis of race, color, sex, religion, national origin, age, sexual orientation, qualified
handicap or veteran status by one employee against another employee or by an employee against a student.

FY16 STANDARD TERMS AND PROVISIONS OF EMPLOYMENT

1.

A Charms appointment entails service scheduled by the Collaborative to correspond to the requirements and academic calendars of Member
districts, and to conform to Charms’ supervisory and evaluation requirements. The specific assignment will be determined by the
Collaborative’s administrative office. The role will include direct client services and such related activities, including the preparation of
progress reports and consultative services, as may be required by Charms. At its discretion, the collaborative may approve additional days
for service during the summer prior to the academic year - or at other times - for which the employee will be compensated on a per diem
basis.

Standard benefits are as follows: for full-time employees, the Collaborative provides a 80% or 75% contribution to a health insurance plan
offered by the Collaborative in which the employee has elected to enroll; after retirement from Charms Collaborative, the health insurance
benefit is the same as is provided to active employees; fifteen (15) sick days per contract year, which may be accumulated up to a maximum
of one hundred (100) days; an employee contributory dental plan; and three (3) personal days per contract year (non-cumulative). Personal
and sick time is accrued in proportion to employee’s full-time equivalency status.

Mandatory tax and retirement withholdings - including Medicare excise tax for employees first hired after 1 April 1986 not under FICA -
and optional payroll deductions for credit union services and TSAs are administered by the Business Office.

Each employee is required to hold certification, registration or a license in his/her domain(s) of service; alternatively, with written
authorization, she/he may serve under the terms of a valid waiver of licensure procured by the employee.

Employees receive supervision and performance evaluation at the discretion of the Collaborative. Participation in professional development
activities is encouraged and thirty-five (35) hours of professional development outside of the one hundred eighty (180) day school year is
required. Limited financial support for professional development may be provided at the Collaborative’s discretion. The employee shall
observe the Collaborative’s Code of Ethics and shall adhere to the specific performance standards of his/her field of professional practice.

Code of Ethics

All professional employees of Charms Collaborative will conduct themselves, in all phases of their work, in accordance with the codes of
professional ethics observed within their professions and areas of certification and licensure. Under no circumstances shall the professional
ethics of employees of Charms Collaborative or their activities in fulfilling their responsibilities in accordance with the standards of conduct
recognized in their professions, be compromised or regulated.

HIRING PROCEDURES

General Procedures

e All new employees will be given a copy of the Collaborative Personnel Policies and Procedures Handbook at the time of hiring.
. Each new employee will be provided with a job description and orientation to the Collaborative.

. New employees will be considered to be conditional employees for ninety (90) days.

. An initial review to determine permanent status shall take place before the ninety (90)-day period

. Conditional employees who fail to obtain a satisfactory initial review may be terminated without recourse

Appointments

. The Board of Directors appoints candidates to staff positions, based upon the recommendation of the Executive Director, subject to
satisfactory background and reference checks, including a CORI check with the Criminal History Systems Board and Fingerprinting.

e  When candidates for positions have worked for a member school district, the superintendent of that school district will be contacted.

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

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

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

. The Executive Director will make every effort to recommend individuals residing in one of the member districts, when their
qualifications are equal to other candidates being considered for a position.

e All positions will be posted with the superintendents of the member districts.

Annual Reappointment

. The annual reappointment (renewal of the contract of employment) of employees shall take place on or before June 30th.
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e Annual reappointment requires the recommendation of the Executive Director. If the Executive Director is not going to recommend
the reappointment of an employee, the Executive Director will notify the employee and inform the Board of such notification; no
further action by the Board or the Executive Director is required for non-renewal of the employee's contract.

e All appointments are subject to the availability of state, federal, LEA and other monies. Contracts will be issued only after written
notification of approval of said monies has been obtained by the Executive Director.

Immigration Reform and Control Act of 1986
. The Immigration Reform and Control Act of 1986 requires the verification of an individual's eligibility for employment in the United
States.
e All employees, upon being hired, must complete Form 1-9, which the Collaborative will furnish to the employee.
. The employee must return the completed 1-9 Form to his/her supervisor within five (5) workdays of being hired.

. If an employee fails to complete the form, or to submit it within the time required, or falsifies any information on the 1-9, or
falsifies any other information provided during the application process, he/she shall be subject to immediate discharge.

PERSONNEL FILES
(Access to personnel files are governed by the provisions of applicable laws)
. Only one (1) official personnel file shall be maintained for each employee. Said file shall be kept in the Collaborative Central Office.
e Any employee may, upon written request, review the contents of his/her file within five (5) business days of such request.
. This request shall be submitted to the Director of Finance & Operations (or designee) at the Collaborative Central Office.
. No material concerning an employee’s conduct, character or performance will be placed in the employee’s personnel file until the
employee has had the opportunity to review the material.

POLICIES USED TO INTERPRET SALARY SCALE SCHEDULE

In the normal course of salary progress, increments for employees rendering satisfactory service will be awarded annually. Increments, however,
should not be deemed automatic. In addition, staff on unpaid leave of absence for more than half a school year, either entirely within one (1)
school year or encompassing portions of two (2) consecutive school years, will not be awarded an increment.

PROFESSIONAL ADVANCEMENT

. It is the responsibility of the staff person to provide to provide the Director of Finance & Operations evidence of successful
completion of approved courses. Said evidence will be kept in the employee’s personnel file located in Central Office.

. Staff anticipating placement on a higher salary schedule will notify the Director of Finance & Operations of this anticipated change no
later than January 10" of the preceding school year. All documentation for a change in salary schedule must be submitted by
September 1%. Documentation submitted after this date will result in the salary schedule change becoming effective the following
school year.

REASSIGNMENTS AND TRANSFERS

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

SALARY POLICIES

The Board of Directors determines salaries for the year after consideration of salaries and salary schedules of the member districts and
comparable organizations. For staff members on salary schedules, placement on higher step or salary schedule will be based on satisfactory
completion of service, performance evaluations, and/or professional growth activities approved by the Executive Director, with a
recommendation from the Program Supervisor and Finance Manager.

TEACHER LICENSURE
1.  All teachers employed by the Collaborative are subject to the same professional standards, approval criteria, licensure requirements as
teachers employed by a local school district.
2. Licensed staff may be given a maximum of three (3) years to complete license, requirements, subject to approval by the Massachusetts
Department of Education.
3. License waivers are granted by DOE on a year by year basis: substantial progress toward meeting the license requirements currently
defined as completion of activities defined in personal professional development plan.

TERMINATION PROCEDURES
It is understood that an offer of employment is normally for a full fiscal year (July 1 through June 30) and that once a contract is signed that the
employee will fulfill the commitment.
. If a resignation must take place during the contract year the employee must give at least sixty (60) calendar days written notice prior to
the effective date of resignation (last day actually worked) in order to provide sufficient time to hire a position replacement.
e Anemployee cannot give notice to take effect in September or June.
. Clearance of all outstanding obligations to the Collaborative and the return of all Collaborative property to their supervisor, including
keys, records or other property is required before an employee’s final paycheck is issued. Outstanding debts are to be paid from the
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employee’s final paycheck, including all unpaid vouchers, petty cash, etc, due to the employer. Any outstanding compensation due
employees will be retained until all outstanding obligations due the Collaborative are cleared.

. Ten (10) month staff that terminate after the regular school year has begun, will be prorated accordingly. In the event of termination
of service for any cause at the end of or at any time during the school year, amounts of the salary earned but withheld to date of
termination shall be payable to the employee, or in the event of his/her death to his/her estate.

. Upon receipt of all time sheets, final evaluation and termination forms, the Human Resources/Payroll Administrator will then schedule
to meet with the departing employee in regards to the distribution of their final check, which will include payment for all work
performed and any accrued vacation and, if applicable, an explanation of their rights under federal COBRA laws, with regard to
continuation of health and dental plans.

The Collaborative conducts exit interviews in an effort to gather useful information from terminating employees. Final paychecks will be live
and distributed during this interview.
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C.GENERAL POLICIES AND PROCEDURES

ACCEPTING DONATIONS OF MATERIAL AND EQUIPMENT

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

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

All material and equipment donated to the Charms Collaborative shall become the property of CHARMS upon acceptance. An acknowledgement
letter can be obtained through the Finance Manager/Finance Manager.

1.  Technology Equipment
. The Collaborative maintains an on-going technology plan, with full funding provided through each program for
implementation of the plan over a period of time. Donations of computer equipment may be made to augment the
Collaborative technology plan.
. Donations of used equipment shall be reviewed by a designee of the Executive Director prior to acceptance, with all
accepted equipment registered through that department for inventory purposes.
. The Collaborative strives to provide all schools with an equitable level of access to technology.
2. Other Equipment
Donations of new and used equipment other than noted above, shall be reviewed by the program supervisor for acceptance, with all
accepted equipment registered through the Finance Manager for inventory purposes. The Collaborative will assume responsibility for
routine maintenance and repairs of any equipment accepted and entered as inventory.
3. Consumable Materials
Program supervisors may accept donations of consumable materials at their own discretion.
4.  Gifts or Payments
Employees (including volunteers), members of an employee’s immediate family and Board members are prohibited from accepting
gifts with a value in excess of $50 from persons in a position to benefit from Collaborative programs.

COMMUNICATION WITH OUTSIDE SOURCES

With so many people working at CHARMS in so many capacities, communication with outside sources could easily become confused, or work at
cross purposes, unless it is coordinated. Staff members are permitted to be involved in work related activities with an outside source on behalf of
a client. Staff so involved should exercise the utmost discretion at all times. Any other communication can only be discussed with permission of
or through the office of the Executive Director. This includes, but is not limited to:

o All press releases are to be issued through the Executive Director’s office.

e All contact with School Superintendents, organization heads, state government and other elected officials, is to be coordinated by the
Executive Director or his/her designee.

e All contacts with legislators, state or federal representatives or senators are to be coordinated through the Executive Director’s office.

e  All contact with CHARMS Board members should be coordinated through the Executive Director’s office unless there has been a
directive given by the Executive Director to implement or coordinate an assignment that requires the participation of the Board
member.

e All contacts with federal bureau chiefs, funding sources, state commissioners or similar personnel at the administrative policy level,
should be coordinated by the Executive Director.

CONFIDENTIAL INFORMATION
e All employees must adhere to all state and federal laws and regulations regarding the confidentiality of student and employee records
and information
e Allinquiries regarding students shall be referred to the Executive Director, the Program Supervisor, or his/her designee
. Employees shall not discuss or release student information, except as is necessary for educational purposes, without prior approval of
the Executive Director, Program Supervisor, or his/her designee.

CONFLICT OF INTEREST
It is forbidden for an employee of a public entity to realize private gain by virtue of his/her public position. As a public employee, one cannot
award oneself a private contract or hold a private contract with the public entity. Please refer to Section E: Human Resources for entire policy.

DEVELOPMENT OF MATERIALS, PRODUCTS AND/OR IDEAS
While on active staff, any product (this includes but is not limited to the development of information/training materials, etc.) which has been
created, developed, or produced by any Collaborative employee, is the sole property of the Charms Collaborative. It cannot be sold, transferred,
or bartered for without the written consent of the Executive Director of the Charms Collaborative,
1.  Materials and Programs-Ownership
All materials and/or programs developed by employees as part of job-related activities are the property of CHARMS. The individuals
who are responsible for the development of these materials and/or programs will be given the recognition for their efforts on all
materials produced as a result of their efforts.
2. Material and Programs-Dissemination
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All materials and programs developed as part of the normal activities of the Collaborative will be disseminated in a manner deemed
appropriate by the Executive Director of the Charms Collaborative.
3. Materials and Programs-Title Page
All materials and programs developed as part of the normal activities of the Collaborative will include the following information on
the title page:
. Title;
. Developed by: Name of individual(s);
. Charms Collaborative;
. Funding Source if other than CHARMS; and
. Date.
4.  Publicity
All publicity, brochures, curricula and announcement designs must be approved by the Executive Director or designee before they are
printed and disseminated.

DRESS CODE

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

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

. An employee who disagrees with a supervisor’s judgment on matters of dress will have recourse through the grievance process, as
outlined in CHARMS’ Personnel Policies and Procedures manual.

HARRASSMENT POLICY

Charms Collaborative is committed to maintaining a school environment free of harassment based on race, color, religion, national origin, age,
sex, gender identity, sexual orientation, or disability. Harassment by administrators, certified and support personnel, students, vendors and other
individuals at school or at school sponsored events is strictly prohibited. Charms Collaborative requires all employees and students to conduct
themselves in an appropriate manner with respect for their fellow employees, students and all members of the school community.

Definition of Harassment

. In General: Harassment includes communications such as jokes, comments, innuendoes, notes, display of pictures or symbols,
gestures, or others based upon race, color, religion, national origin, age, gender, sexual orientation, or disability.

. By law, the particular communication or conduct is viewed from the perspective of a reasonable person with the characteristic on
which the harassment is based. What one person may consider acceptable behavior may reasonably be viewed as harassment by
another person. Therefore, individuals should consider how their words and actions might reasonably be viewed by other individuals.
It is also important for individuals to make it clear to others when a particular behavior or communication is unwelcome,
intimidating, hostile or offensive.

Harassment and Retaliation Prohibited

. Harassment in any form or for any reason is absolutely forbidden. This includes harassment by administrators, certified and support
personnel, students, vendors and other individuals in school or at school related events. In addition, Charms Collaborative will not
tolerate retaliation against any individual who has brought harassment or other inappropriate behavior to the attention of the school.

. Persons who engage in harassment or retaliation may be subject to disciplinary action, including, but not limited to reprimand,
suspension, termination/ expulsion or other sanctions as determined by the school administration and/or school committee, subject to
applicable procedural requirements.

Investigation

. If you believe you may have been harassed, or if you witness or learn about the harassment of another individual, you should
inform the Program Coordinator/Directoras soon as possible. If you do not wish to discuss the issue with him/her, of if s/he does
not address the problem; you should inform the Executive Director.

e  Charms Collaborative will promptly investigate every complaint of harassment. If it determines that harassment has occurred, it
will take appropriate action to endthe harassment andto ensurethat itis not repeated.

. In certain cases, the harassment of a student may constitute child abuse under Massachusetts law. Charms Collaborative will comply
with all legal requirements governing the reporting of suspected cases of childabuse.

Closure of a Complaint

When an investigation has been completed, school personnel will file a report with the Coordinator for Title X, Section 504 of the Rehabilitation
Act Chapter 622.

Posting

The Title 1V Coordinator and building designees will be appointed yearly and listed in the student and staff handbooks.

HAZING CONDUCT

. Charms Collaborative forbids hazing in any form. Should an alleged instance of hazing occur, the provision of Massachusetts General
Laws, Chapter 269, Sections 17-19. shall be adhered to. In addition the Executive Director or his/her designee and the Police
Department shall immediately be notified of the circumstances of the complaint and the action taken.

e  Any student who has engaged in hazing shall be subject to the disciplinary actions. Any employee who has engaged in hazing
shall be subject to disciplinary and/or legal action.

e According to Chapter 269, Section 17, the Crime of Hazing is described as follows: "Whoever is a principal organizer or
participant in the crime of hazing as defined herein shall be punished by a fine of not more than three thousand dollars or by
imprisonment in a house of correction for not more than one year, or both."

e  The term "hazing" shall mean any conduct or method of initiation into any student organization, whether on public or private
property, which willfully or recklessly endangers the physical or mental health of any student or other person. Such conduct
shall include whipping, beating, branding, forced calisthenics, exposure to the weather, forced consumption of any food, liquor,
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beverage, drug or substance, or any other brutal treatment or forced physical activity which is likely to adversely affect the
physical health or safety of any such student or other person, or which subjects such student or other person to extreme mental
stress, including extended deprivation of sleep or rest or extended isolation.

Chapter 269, Section 18 - Duty to Report Hazing

Whoever knows that another person is the victim of hazing as defined above and is at the scene of such crime shall, to the extent that
such person can do so without danger or peril to himself or others, report such crime to an appropriate law enforcement official as soon as
reasonably practicable. Whoever fails to report such crime shall be punished by a fine of not more than one thousand dollars. Chapter
269, Section 19 - Statement of

Compliance and Discipline Policy Requirement

Each secondary school and each public and private school or college shall issue to every group or organization under its authority or
operating on or in conjunction with its campus or school, and to every member, plebe, pledge or applicant for membership in such
group or organization a copy of the anti-hazing law, and each individual receiving a copy of the anti-hazing law shall sign an
acknowledgment stating that such group, organization or individual has received a copy of the law.

Each secondary school and each public or private school or college shall file at least annually, a report with the regents of high education and in
the case of secondary schools, the board of education, certifying that such institution has complied with the provisions of this sections and
also certifying that said school has adopted a disciplinary policy with regards to the organizers and participants of hazing. The board of regents
and in the case of secondary schools, the board of education shall promulgate regulations governing the content and frequency of such reports
and shall forthwith report to the Attorney general any such institution which fails to make such a report.

INTERNET/E-MAIL ACCEPTABLE USE POLICY

Internet Guidelines For Use

The Internet is a vast, global network, linking computers at universities, high schools, science labs, and other sites. Through the Internet, one can
communicate with people all over the world through a number of discussion forums, as well as through electronic mail. In addition, many files
are available for downloading on the Internet, many of which are of educational value. Because of its enormous size, the Internet's potential is
boundless. It is possible to speak with everyone from prominent scientists to world leaders. However, with such great potential comes some
potential for abuse. It is the purpose of these guidelines, as well as the contract for Internet/E-Mail use, to make sure that those who use the
Internet/E-Mail do so in an appropriate manner.

Because of the size of the Internet, many kinds of materials may eventually find their way onto the system. Should a user happen to find materials
which may be deemed inappropriate while using the Internet or e-mail on the school-based computers, he or she shall refrain from downloading
this material, shall immediately delete this material, shall notify his/her supervisor and shall not identify or share the location of this material with
individuals other than the supervisor.

The Charms Collaborative makes no guarantees, implied or otherwise, regarding the reliability of the data connection. Neither the Charms
Collaborative, nor its member districts, shall be liable for any loss or corruption of data resulting while using the Internet connection. In addition,
the Collaborative takes no responsibility for any information or materials that are transferred through the Internet.

The primary purpose for using the school-based computer, the Internet connection and e-mail should be to further a work-related goal. It is
essential that everyone who uses this computer, this connection or e-mail understand that purpose. Also, all users should keep in mind that when
they use the Internet or e-mail, they are entering a global community, and any actions taken by them will reflect upon the Charms Collaborative
as a whole. As such, all users must behave in an ethical and legal manner. Be polite. Do not use profane, vulgar or other inappropriate language.
Do not write or send abusive messages. If a user notices any suspicious or unusual activity while using Internet access, it should be reported
immediately to the supervising or appropriate staff member. Do not reveal anyone's home address or phone number(s) including your own. Be
aware that messages relating to or in support of illegal activities will be reported to the authorities.

The use of the network and school-based computer is a privilege, not a right, which may be revoked at any time for abusive or inappropriate
conduct. Such conduct would include, but is not limited to:

e the placing of unlawful and/at inappropriate information on the system;

e the use of abusive or otherwise objectionable language in either public or private messages;

e the sending of messages that are likely to result in the loss of recipients' work or systems;

e the sending of “chain letters" or "broadcast" messages to lists or individuals;

. any other types of use which would cause congestion of the networks or otherwise interfere with the work of others;

. sending or receipt of profane, inappropriate, sexually explicit, sexually harassing or lewd pictures, jokes, messages;

. any act that may be construed as illegal or unethical, including the use of the link to gain unauthorized access to other systems on the

network;
. any use of the Internet in a manner which would violate the copyright and/or trademark laws of the United States.

All employees must sign-off on a yearly basis that they have read and agree to abide by the terms of the Internet/E-Mail Acceptable Use Policy.

Failure to abide by these regulations may result in suspension of one's Collaborative Internet account, removal of the computer, and/or discipline
up to and including discharge.

The Charms Collaborative reserves the right to examine all data stored in the machines including individual computers, involved in the Internet
link to make sure that all users are in compliance with these regulations. Network administrators may review files and communications to
maintain system integrity and insure that users are using the system responsibly. Users should not expect that files stored on the Charms
Collaborative servers will be private. Within reason, freedom of speech and access to information will be honored.
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The Collaborative strongly condemns the illegal distribution of software, otherwise known as pirating. Any employee caught transferring such
files through the Internet, and anyone whose accounts are found to contain such illegal files, shall immediately have their accounts permanently
revoked. In addition, all users should be aware that software piracy is a federal offense and is punishable by fine or imprisonment.

Home Use

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

Security

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

Vandalism

Vandalism will result in cancellation of privileges and/or discipline. Vandalism is defined as any attempt to alter or destroy another user’s data, or
interfere with the Internet, or any of the agencies or networks connected to any of the Internet backbones. This includes, but is not limited to, the
uploading or creation of computer viruses.

In summary, all Collaborative employees are prohibited from: using the Collaborative Internet access for any personal use without permission
(i.e., to send an e-Mail and/or access an Internet site); using any profane, vulgar, threatening, libelous, or criminal language when using the
Internet or e-Mail; accessing any prohibited sites on the Internet; overriding or encouraging anyone to override any firewalls established on the
Internet access network; permitting another individual to use their password, dissemination of any password, codes, access telephone numbers, or
account numbers; and/or any other action whatsoever which would in any way subject the employee and/or employer to a possible criminal or
civil action. The foregoing list is not all inclusive and the Collaborative reserves the right to notify a user of any other impermissible action
regarding the use of the Internet.

The Board of Directors, by and through the adoption of this policy, reserves the right to change these rules at any time without notice.
NEPOTISM STATUTE

It is forbidden by state law for an employee of a public entity to hire or to supervise a relative, spouse or in-law. It is permissible for two (2)
relatives, spouses or in-laws to work for the same entity as long as one relative did not hire and is not supervising the other.

PRESS RELEASES

The office of the Executive Director has the responsibility for handling press releases and general public information pertaining to the Charms
Collaborative. Accordingly, all appearances by CHARMS personnel at a legislative hearing as representatives of CHARMS or professing to
speak on behalf of CHARMS must be authorized and cleared with the Executive Director. Public statements to the press, or speeches, which
propose to represent CHARMS’ position on issues and policies, must be cleared with the Executive Director. This is not intended to preclude
CHARMS employees from expressing their views as individuals on matters of interest to them. It is only intended to assure that CHARMS will
be represented in the public view by persona authorized to do so.

SEXUAL HARASSMENT

. The Charms Collaborative takes the position that all of its employees have the right to work in an environment free from sexual
harassment. In addition, sexual harassment violates both state and federal law, and therefore, will not be tolerated.

. The Charms Collaborative will take seriously all complaints of sexually harassment and will investigate, through the designated sexual
harassment officer (investigator — Finance Manager), and each and every complaint thoroughly and as quickly as possible.

e While this policy sets forth our goals of promoting a workplace that is free of sexual harassment, the policy is not designed or intended
to limit our authority to discipline or take remedial action for conduct which we deem unacceptable, regardless of whether that
conduct satisfies the definition of sexual harassment.

Definition:
Sexual harassment is defined as an unlawful act(s) including unsolicited remarks, gestures or physical contact, display or circulation of written
materials or pictures derogatory to either gender, sexual advances and/or requests for sexual favors. In addition, other verbal or physical conduct
of a sexual nature constitutes sexual harassment when:
. submission to such conduct or communication is made a term or condition either explicitly or implicitly to obtain or maintain
employment; or
. submission to or rejection of such conduct or communication by an individual is used as a factor in decisions affecting such
individual’s employment; or
. such conduct or communications has the purpose or effect of substantially interfering with an individual’s employment or creating an
intimidating, hostile, humiliating, or offensive employment environment.

Implicit in the above definition is that sexual innuendos, jokes, comments, pictures or questions are included in the prohibited conduct.

Under these definitions, direct or implied request by a supervisor for sexual favors in exchange for actual or promised job benefits, or continued
employment constitutes sexual harassment.

While it is not possible to list all circumstances that may constitute sexual harassment, the following are some examples of conduct which if
unwelcome, may constitute sexual harassment depending upon the totality of the circumstances including the severity of the conduct and its
pervasiveness:

. Unwelcome sexual advances — whether they involve physical touching or not;
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Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s sex life; comment on an individual’s body,
comment about an individual’s sexual activity, deficiencies, or prowess;

Displaying sexually suggestive objects, pictures, cartoons;

Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting comments;

Inquiries into one’s sexual experience; and

Discussion of one’s sexual activities.

Condoning sexual harassment, also, will not be tolerated. Condoning includes ignoring harassment, or any other act that can be perceived as
approving the actions of the harasser.

Also implicit in the definition is that the policy applies equally between the sexes. Finally, implicit in the definition is the fact that the misconduct
need not take place at the workplace in order to constitute sexual harassment.

Procedure:

If an employee believes that he/se has been sexually harassed, or that he/she has witnessed such harassment, he/she shall report it
immediately to his/her supervisor, to his/her Supervisor, to the sexual harassment investigator, or to the Executive Director or
designee.

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

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

If there are witnesses to the incident of harassment, they shall be interviewed, individually or privately, without either the complainant
or the alleged harasser present. The investigator shall document the statements of the witnesses. It is unlawful to retaliate against any
witness for cooperating in the investigation.

In all cases involving sexual harassment, all parties involved will be given the utmost protection of privacy.

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

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

If either employee is dissatisfied with the results of the investigation of the harassment charge, he/she may discuss his/her
dissatisfaction directly with the Executive Director or designee. If still dissatisfied, he/she may turn to the grievance procedure or file
a formal complaint with either or both governmental agencies (EEOC and MCAD) at state and federal levels.

State and Federal Remedies

In addition to the above, if you believe you have been subjected to sexual harassment, you may file a formal complaint with either or both of the
government agencies set forth below. Using our complaint process does not prohibit you from filing a complaint with these agencies. Each of
the agencies has a short time period for filing a claim (EEOC - 180 days / MCAD - 6 months).

The United States Equal Employment Opportunity Commission (EEOC)
10 Congress Street — 10" floor
Boston, MA 02114
(617) 565-3200

The Massachusetts Commission Against Discrimination (MCAD)

One Ashburton Place — Room 601 424 Dwight Street, Room 220
Boston, MA 02108 Springfield, MA 01103
(617) 727-3990 (413) 739-2145
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D.HEALTH AND SAFETY

ALCOHOL AND DRUG POLICY

General

This section applies to all employees of Charms Collaborative whether or not they are also subject to the requirements of the Ominus
Transportation Employee Testing Act of 1991.

Charms has a strong commitment to its employees to provide a safe work place and to establish programs promoting high standard of employee
health. Consistent with the spirit and intent of this commitment, Charms has established this policy regarding drug and alcohol use or abuse.
Quite simply, our goal is to establish and maintain a work environment that is free from the effects of alcohol and drug use.

While Charms has no intention of intruding into the private lives of its employees, Charms does expect employees to report for work in condition
to perform their duties. Charms recognizes that employee off-the-job as well as on-the-job involvement with drugs and alcohol can have an
impact on the work place and on our ability to accomplish our goal of an alcohol and drug-free environment. All of the employees of Charms are
employed at will and thus may be terminated for any reason at any time.

The following is the Collaborative policy:

. The use, sale or possession of alcohol, narcotics, drugs, or controlled substances while on the job on the property of Charms
Collaborative or a member district is an offense warranting discharge. Any illegal substances will be turned over to the appropriate
law enforcement agency;

. Employees who are under the influence of alcohol, narcotics, drugs or controlled substances, either on the job or when reporting for
work, or who possess or consume alcohol or drugs during work hours, have the potential for interfering with their own, as well as their
co-workers’, safe and efficient job performance. Consistent with existing Charms practices, such conditions will be cause for
termination of employment;

. Off-the-job drug use or activity which could adversely affect an employee’s job performance or which could jeopardize the safety of
other employees, students, the public, or Charms property or equipment will be cause for termination of employment;

. Employees who are involved with off-the-job drug use or activity shall be considered in violation of this policy and may be terminated
from employment;

. Some of the drugs which are illegal under federal, state or local laws include, among others, marijuana, heroin, cocaine, hallucinogens,
and/or depressants not prescribed for current personal treatment by a licensed physician;

. Employees are expected to follow any directions of their health care provider concerning prescription medications, and must
immediately notify their supervisor if any prescription drug is likely to have an impact on job performance. In addition, notification
must be given at the time of any testing or screening as to any drugs or medicine being taken.

DRUG-FREE WORKPLACE POLICY
Employees are expected and required to reportto work ontime and in appropriate mental and physical condition to work. Itisthe intent of Charms
Collaborative to provide a drug-free, healthful, and secure work environment. For the purposes of this policy, alcohol will be considered adrug.

The unlawful manufacture, distribution and dispensation, possession, or use of a controlled substance on Charms Collaborative premises, or while
conducting Collaborative business off school premises, is absolutely prohibited. Violation of this policy will result in disciplinary action, up to
and includingtermination, and may necessarily involve legal action.

As mandated by the Drug-Free Workplace Act of 1988, employees must, as a condition of employment, abide by the terms of the above policy
and report any conviction under acriminal drug statute of violations occurring on or off school premises while conducting Collaborative business.
A report of a conviction must be made within five (5) days after theconviction.

The Collaborative recognizes drug dependence as an illness and a major health problem. The Collaborative also recognizes drug abuse as a
potential health, safety and security problem. Employees needing help in dealing with such problems are encouraged to use any assistance
programs and health insurance plans, as appropriate. Conscientious efforts to seek help will notjeopardize an employee's job.

All employees will be notified by published statement that the unlawful manufacture, distribution, dispensing, possession or use of a controlled
substance is prohibited in the Charms Collaborative and, further, that employees found in violation of such prohibition will be subject to
discipline up to and including termination and/or shall be required to participate satisfactorily ina drug abuse assistance or rehabilitation program
approved for such purposes by a Federal, State or local health, law enforcement or other appropriate agency.

It shall be the policy of Charms Collaborative to implement the procedures required and placed on file with Federal authorities entitled
Certification Regarding Drug-Free Workplace Requirements Grantees Other Than Individuals.

All employees will:
. Be advised of the dangers of drug abuse in the workplace;
. Be advised that the Charms Collaborative intends to maintaina drug-free workplace.
. Be provided with information regarding available drug counseling rehabilitation and/or employee assistance programs for substance
abuse; and
. Be advised that penalties shall be imposed upon employees for drug abuse violations occurring inthe workplace.
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In 1989, the federal Drug-Free Schools and Communities Act Amendments of 1989 were passed which require that each local educational agency
(LEA) certify that it has adopted and implemented a program to prevent the use of illicit drugs and alcohol by students and employees in order to
remain eligible to receive any federal funds of any sort. Regulations further set out the requirements of this law.

A certifiable program is defined by the Federal regulations to include:

Age-appropriate, developmentally based drug and alcohol education and prevention programs for students in all grades from early
childhood level through grade twelve (12);

Conveying to students that use of illicit drugs and the unlawful possession and use of alcohol is wrong and harmful;

Standards of conduct that are applicable to students and employees that clearly prohibit the unlawful possession, use, or distribution
of illicit drugs and alcohol on school premises or as part of any of itsactivities;

A clear statement that sanctions, up to and including expulsion or termination of employment and referral for prosecution, will be
imposed on students and employees who violate the standards of conduct and a description of those sanctions;

Information about any available drug and alcohol counseling, rehabilitation, and re- entry programs that are available to students and
employees;

A requirement that parents, students, and employees be given copy of the standards of conduct and statement of sanctions;

Notifying parents, students, and employees that compliance with required standards of conduct is mandatory; and

A bi-annual review by the LEA applicant of its program to determine its effectiveness, Implement changes if needed, and ensure
that the sanctions are consistently enforced.

EVACUATION POLICY

In the event of an emergency evacuation, Charms Collaborative Programs will follow the emergency procedures/evacuation plans adopted by the
host school housing theCharms Collaborative program.

1.
2.
3.

4.

Evacuation drills scheduled at beginning of year with fire department for each school quarter.

Classroom evacuations and emergencies are discussed as part of classroom curriculum on safety.

Staff are given training each school quarter on the use of the (evacu chairs) in which all non-ambulatory students are transitioned
downstairs to safety area.

A written log is taken on each evacuation drill and kept in evacuation policy and procedure binder in the classroom.

Lockdowns and emergency procedures:

1.

2.
3.
4.

Staffs are designated to specific tasks during lockdowns and emergency procedures.

Staff given procedures and instructions for use of alarm system and signals.

Emergency information for students and school personnel brought to safety area by designated staff.
All evacuation routes and procedures posted by door in each classroom and office.

12.2 (f) required training emergency Procedures:

1.
2.
3.

Al staff are trained in the evacuation procedures of facility.
All staff are trained in fire suppressant equipment, as well as evacuation equipment.
A written log is taken on each evacuation drill and kept in evacuation policy and procedure binder in classroom 2.

GENERAL STAFF RESPONSIBILITIES FOR ALL EMERGENCIES

Principal or Designee

Verify information.

Call 911, if necessary.
Notify superintendent.
Notify students and staff.

* Note: depending on the emergency, students may be notified by teachers

Teachers

Evacuate students and staff, if necessary

Keep detailed notes of incident.

Refer media to official spokesperson(s).

Notify community agencies, if necessary (those not responding to the 911 call).
Implement post-incident procedures, as necessary.

Verify information.

Lock classroom doors unless evacuation orders are issued.

Staff follow all designated tasks assigned by principal or designee
Warn students, if advised.

Account for all students.

Stay with students during an evacuation. Take class roster.

Refer media to official spokesperson(s).

Keep detailed notes of incident.

HEPATITIS B VACCINATION

Hepatitis B vaccination is strongly suggested for all staff working directly with students and will be paid for by the Collaborative upon request.

27



CHARMS PHYSICAL RESTRAINT POLICY

Charms Collaborative complies with the Department of Elementary and Secondary Education regulations (603 CMR 46.00) which prohibits
physical restraintin the following circumstances: (1) as a means of punishment; (2) as a response to property destruction, disruption of school
order, a student's refusal to comply with a school rule or staff directive, or verbal threats that do not constitute a threat of imminent, serious or
physical harm.

Methods and Conditions for Implementation
School staff may use physical restraint only:
e When non-physical interventions would be ineffective and the student's behavior poses a threat of imminent, serious harm to self and/
or others.
. Pursuant to a student's IEP or other written plan developed in accordancewith the state and federal law and approved by the school and
parent or guardian.

Physical restraint may not be used as a means of punishment or as a response to property destruction, disruption of the school order, a student's
refusal to comply with a school rule or staff directive, or verbal threats that do not constitute a threat of imminent, serious physical harm.
Chemical and mechanical restraints may notbeused.

The Regulations do not prevent the teacher, employee, or agent of the District from using reasonable force to protect the student, other persons, or
themselves from assault or imminent serious harm, or from restraining students as otherwise provided in the Regulations.

Therefore, itisthe policy of Charms Collaborative that physical restraint be used with extreme caution and only in serious situations after other less
intrusive alternatives have failed or been deemed inappropriate. Physical restraint will be used only when the student's behavior poses an
imminent threat to his/her safety and/or the safety of others. Physical restraint will be temporary in nature, implemented only until suchtime that
the student demonstrates that he/she is no longer a danger to self or others.

PHYSICAL RESTRAINT AND SECLUSION REGULATIONS 603 CMR 46.00

The amended regulations set out below were approved by the Board of Elementary and Secondary Education on December 16,2014, and
takeeffecton January 1, 2016.

(Untilsuch date,a current version 0f603 CMR 46.00 remains ineffect and may be found at
http:/www.doe.mass.edu/lawsregs/603cmr46.html)

46.01: Authority, Scope, Purpose and Construction

(1) Authority. 603 CMR 46.00 is promulgated by the Board of Elementary and Secondary Education pursuant to M.G.L. c. 69, § | B, and c.
71,8370

(2) Scope. 603 CMR 46.00 governs the use of physical restraint on students in publicly funded elementary and secondary education
programs, including all Massachusetts public school districts, charter schools, virtual schools, collaborative education programs, and the
school day of special education schools approved under 603 CMR 28.09, as provided in 603 CMR 18.05(5)(h).Educational programs
in facilities operated by the Department of Youth Services, the Department of Mental Health, the Department of Public Health, or County
Houses of Correction shall be governed by the restraint, seclusion, and time-out requirements of suchagencies.

(3) Purpose. The purpose of 603 CMR 46.00 is to ensure that every student participating in a Massachusetts public education program is free
from the use of physical restraint that isinconsistent with 603 CMR 46.00. Physical restraint shall be used only in emergency
situationsof last resort, after other lawful and less intrusive alternatives have failed or been deemed inappropriate, and with extreme
caution. School personnel shall use physical restraint with two goals in mind:

(@) To administer a physical restraint only when needed to protect a student and/or a member of the school community from
assault or imminent, serious, physical harm; and
(b) To prevent or minimize any harm to the student as a result of the use of physical restraint.

(4) Construction. Nothing in 603 CMR 46.00 shall be construed to limit the protection afforded publicly funded students under other state or
federal laws, including those laws that provide for the rights of students who have been found eligible to receive special education
services.Nothing in 603 CMR 46.00 precludes any teacher, employee or agent of a public educationprogram from using reasonable
force to protect students, other persons or themselves fromassault or imminent, serious, physical harm.

46.02: Definitions
As used in 603 CMR 46.00, the following terms shall have the following meanings:

. Commissioner shall mean the commissioner of the Department of Elementary and Secondary Education appointed in accordance
with G.L. ¢.15, §1F, or his or her designee.

. Consent shall mean agreement by a parent who has been fully informed of all information relevant to the activity for which
agreement is sought, in his or her native language or othermode of communication, that the parent understands and agrees in writing
to carrying out of the activity, and understands that the agreement is voluntary and may be revoked at any time. Theagreement
describes the activity and lists the records (if any) which will be released and towhom. In seeking parental consent, a public
education program shall not condition admission or continued enrollment upon agreement to the proposed use of any restraint.

. Department shall mean the Department of Elementary and Secondary Education.

. Mechanical restraint shall mean the use of any device or equipment to restrict a student'sfreedom of movement. The term does
not include devices implemented by trained schoolpersonnel, or utilized by a student that have been prescribed by an appropriate
medical or related services professional, and are used for the specific and approved positioning or protective purposes for which
such devices were designed. Examples of such devices include: adaptivedevices or mechanical supports used to achieve proper
body position, balance, or alignment toallow greater freedom of mobility than would be possible without the use of such devices
or mechanical supports; vehicle safety restraints when used as intended during the transport of a student in a moving vehicle;
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restraints for medical immobilization; or orthopedically prescribeddevices that permit a student to participate in activities without
risk of harm.

Medication restraint shall mean the administration of medication for the purpose of temporarily controlling behavior. Medication
prescribed by a licensed physician and authorized by the parent for administration in the school setting in not medication restraint.
Parent shall mean a student's father, mother, or legal guardian or person or agency legally authorized to act on behalf of the student
in place of or in conjunction with the father, mother, or legal guardian.

Physical escort shall mean a temporary touching or holding, without the use of force, of thehand, wrist, arm, shoulder, or back
for the purpose of inducing a student who is agitated to walkto a safe location.

Physical restraint shall mean direct physical contact that prevents or significantly restricts astudent's freedom of movement.
Physical restraint does not include: brief physical contact topromote student safety, providing physical guidance or prompting
when teaching a skill, redirecting attention, providing comfort, or a physical escort.

Principal shall mean the instructional leader or headmaster of a public education school program or his or her designee. The
board of directors of a charter school or virtual school, or special education school or program approved under 603 CMR
28.09, shall designate in the restraint prevention and behavior support policy who will serve as principal for purposes of 603
CMR 46.00.

Prone restraint shall mean a physical restraint in which a student is placed face down on the floor or another surface, and physical
pressure is applied to the student's body to keep the student inthe face-down position.

Public education programs shall mean public schools, including charter schools, virtual schools, collaborative education programs,
and the school day of special education schools approved under 603 CMR 28.09, as provided in 603 CMR 18.05(5)(h), and school
events and activities sponsored by such programs. The term “programs" may be used in 603 CMR 46.00 to refer to "public
education programs.” For purposes of 603 CMR 46.00, public education programs shall not include the educational services
provided within Department of Youth Services, Department of Mental Health, Department of Public Health, and County Houses
of Correction operated orcontracted facilities.

School Working Day shall mean a day or partial day that students are in attendance at the public education program for instructional
purposes.

Seclusion shall mean the involuntary confinement of a student alone in a room or area from which the student is physically
prevented from leaving. Seclusion does not include a time-out as defined in 603 CMR 46.02.

Time-out shall mean a behavioral support strategy developed pursuant to 603 CMR 46.04(1) inwhich a student temporarily
separates from the learning activity or the classroom, either by choice or by direction from staff, for the purpose of calming. During
time-out, a student must be continuously observed by a staff member. Staff shall be with the student or immediately available to
the student all times. The space used for time-out must be clean, safe, sanitary,and appropriate for the purpose of calming.
Time-out shall cease as soon as the student has calmed.

46.03: Use of Restraint
(1) Prohibition.

@
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(@) Mechanical restraint, medication restraint, and seclusion shall be prohibited in public education programs.

(b) Prone restraint shall be prohibited in public education programs except on an individual student basis, and only under the
following circumstances:

1. The student has a documented history of repeatedly causing serious self-injuries and/or injuries to other students or
staff;

2. All other forms of physical restraints have failed to ensure the safety of the student and/or the safety of others;

3. There are no medical contraindications as documented by a licensed physician;

4. There is psychological or behavioral justification for the use of prone restraint and there are no psychological or
behavioral contraindications, as documented by a licensed mental health professional;

5. The program has obtained consent to use prone restraint in an emergency as set out in 603 CMR 46.03(1)(b), and such
use has been approved in writing by theprincipal; and

6. The program has documented 603 CMR 46.03( | )(b) | - 5 in advance of the use of prone restraint and maintains the
documentation.

(c) Physical restraint, including prone restraint where permitted, shall be considered anemergency procedure of last resort and
shall be prohibited in public education programsexcept when a student's behavior poses a threat of assault, or imminent,
serious, physicalharm to self or others and the student is not responsive to verbal directives or other lawful and less intrusive
behavior interventions, or such interventions are deemed to be inappropriate under the circumstances.

(d) All physical restraints, including prone restraint where permitted, shall be administered in compliance with 603 CMR 46.05.

Physical restraint shall not be used:
(@) Asa means of discipline or punishment;
(b) When the student cannot be safely restrained because it is medically contraindicated for reasons including, but not limited to,

asthma, seizures, a cardiac condition, obesity,bronchitis, communication-related disabilities, or risk of vomiting;

(c) As a response to property destruction, disruption of school order, a student's refusal to comply with a public education

program rule or staff directive, or verbal threatswhen those actions do not constitute a threat of assault, or imminent, serious,
physical harm; or

(d) Asa standard response for any individual student. No written individual behavior plan or individualized education program (IEP)

may include use of physical restraint as astandard response to any behavior. Physical restraint is an emergency procedure of last
resort.

Limitations on use of restraint. Physical restraint in a public education program shall be limited to the use of such reasonable force as
is necessary to protect a student or another member of the school community from assault or imminent, serious, physical harm.

(4) Referral to law enforcement or other state agencies. Nothing in these regulations prohibits:

(@) The right of any individual to report to appropriate authorities a crime committed by a student or other individual;

(b) Law enforcement, judicial authorities or school security personnel from exercising their responsibilities, including the physical
detainment of a student or other person alleged to have committed a crime or posing a security risk; or

(c) The exercise of an individual's responsibilities as a mandated reporter pursuant to G.L. c. 119,851 A. 603 CMR 46.00 shall
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not be used to deter any individual from reporting neglect or abuse to the appropriate state agency.

46.04: Policy and Procedures; Training

)
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Procedures. Public education programs shall develop and implement written restraint prevention and behavior support policy and
procedures consistent with 603 CMR 46.00 regarding appropriate responses to student behavior that may require immediate
intervention. Such policy and procedures shall be annually reviewed and provided to program staff and made available to parents of
enrolled students. Such policy and procedures shall include, but not belimited to:

(a) Methods for preventing student violence, self-injurious behavior, and suicide, including individual crisis planning and de-
escalation of potentially dangerous behavioroccurring among groups of students or with an individual student;

(b) Methods for engaging parents in discussions about restraint prevention and the use of restraint solely as an emergency
procedure;

(c) Adescription and explanation of the program's alternatives to physical restraintand method of physical restraint in emergency
situations;

(d) A statement prohibiting: medication restraint, mechanical restraint, prone restraint unless permitted pursuant to 603 CMR
46.03(1)(b), seclusion, and the use of physicalrestraint in a manner inconsistent with 603 CMR 46.00;

(e) A description of the program's training requirements, reporting requirements, and follow-up procedures;

(f) A procedure for receiving and investigating complaints regarding restraint practices;

(9) A procedure for conducting periodic review of data and documentation on the use of physical restraints as described in 603
CMR 46.06(5) and (6);

(h) A procedure for implementing the reporting requirements as described in 603 CMR 46.06;

(i) A procedure for making reasonable efforts to orally notify a parent of the use of restraint on a student within 24 hours of
the restraint, and for sending written notificationto the parent within three school working days following the use of
restraint to an emailaddress provided by the parent for the purpose of communicating about the student, or by regular mail
to the parent postmarked within three school working days of the restraint;and,

(j)  If the program uses time-out as a behavioral support strategy, a procedure for the use of time-out that includes a process for
obtaining principal approval of time-out for morethan 30 minutes based on the individual student's continuing agitation.

Required training for all designated staff. Each principal or director shall determine a time and method to provide all staff with training
regarding the program's restraint prevention and behavior support policy and requirements when restraint is used. Such training shall
occur within the first month of each school year and, for employees hired after the school year begins, within a month of their
employment. Training shall include information on the following:

(@) The role of the student, family, and staff in preventing restraint;

(b) The program’s restraint prevention and behavior support policy and procedures, including use of time-out as a behavior
support strategy distinct from seclusion;

(c) Interventions that may preclude the need for restraint, including de-escalation of problematic behaviors and other alternatives
to restraint in emergency circumstances;

(d) When behavior presents an emergency that requires physical restraint, the types of permitted physical restraints and related
safety considerations, including informationregarding the increased risk of injury to a student when any restraint is used, in
particular a restraint of extended duration;

(e) Administering physical restraint in accordance with medical or psychological limitations, known or suspected trauma
history, and/or behavioral intervention plansapplicable to an individual student; and

(f)  Identification of program staff who have received in-depth training pursuant to 603 CMR 46.03(3) in the use of physical
restraint.

In-depth staff training in the use of physical restraint. At the beginning of each school year, the principal of each public education
program or his or her designee shall identify program staff who are authorized to serve as a school-wide resource to assist in
ensuring proper administrationof physical restraint. Such staff shall participate in in-depth training in the use of physical restraint. The
Department recommends that such training be competency-based and be at least sixteen (16) hours in length with at least one
refresher training occurring annually thereafter.

Content of in-depth training. In-depth training in the proper administration of physical restraint shall include, but not be

limited to:

(a) Appropriate procedures for preventing the use of physical restraint, including the de- escalation of problematic behavior,
relationship building and the use of alternatives to restraint;

(b) A description and identification of specific dangerous behaviors on the part of students that may lead to the use of physical
restraint and methods for evaluating the risk of harm in individual situations in order to determine whether the use of
restraint iswarranted;

(c) The simulated experience of administering and receiving physical restraint, instruction regarding the effect(s) on the person
restrained, including instruction on monitoring physical signs of distress and obtaining medical assistance;

(d) Instruction regarding documentation and reporting requirements and investigation of injuries and complaints;

(e) Demonstration by participants of proficiency in administering physical restraint; and,

(f) Instruction regarding the impact of physical restraint on the student and family, recognizing the act of restraint has impact,
including but not limited to psychological, physiological, and social-emotional effects.

46.05: Proper Administration of Physical Restraint

T
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rained personnel. Only public education program personnel who have received training pursuant to 603 CMR 46.04(2) or 603
CMR 46.04(3) shall administer physical restraint on students. Whenever possible, the administration of a restraint shall be
witnessed by at least one adult who does not participate in the restraint. The training requirements contained in 603 CMR 46.00
shall not preclude a teacher, employee or agent of a public education program from using reasonable force to protect students,
other persons or themselves from assault or imminent, serious, physical harm.

Use of force. A person administering a physical restraint shall use only the amount of force necessary to protect the student

or others from physical injury or harm.

Safest method. A person administering physical restraint shall use the safest method available and appropriate to the situation
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subject to the safety requirements set forth in 603 CMR 46.05(5). Floor restraints, including prone restraints otherwise permitted
under 603 CMR 46.03(l)(b), shall be prohibited unless the staff memberladministering the restraint have received in-depth
training according to the requirements of 603 CMR 46.0:J(3) and, in the judgment of the trained staff members, such method is
required to provide safety for the student or others present.

(4) Duration of restraint. All physical restraint must be terminated as soon as the student is no longer an immediate danger to
himself or others, or the student indicates that he or she cannot breathe, or if the student is observed to be in severe
distress, such as having difficulty breathing, or sustained or prolonged crying or coughing.

(5) Safety requirements. Additional requirements for the use of physical restraint:

@

(b)

(©)

(d)
(e)

No restraint shall be administered in such a way that the student is prevented from breathing or speaking. During the
administration of a restraint, a staff member shall continuously monitor the physical status of the student, including skin
temperature and color, and respiration.

Restraint shall be administered in such a way so as to prevent or minimize physical harm. If, at any time during a
physical restraint, the student expresses or demonstrates significant physical distress including, but not limited to,
difficulty breathing, the student shall be released from the restraint immediately, and school staff shall take steps to
seekmedical assistance.

If a student is restrained for a period longer than 20 minutes; program staff shall obtain the approval of the principal. The
approval shall be based upon the student's continued agitation during the restraint justifying the need for continued
restraint.

Program staff shall review and consider any known medical or psychological limitations, known or suspected trauma
history, and/or behavioral intervention plans regarding the use of physical restraint on an individual student.

After the release of a student from a restraint, the public education program shall implement follow-up procedures. These
procedures shall include reviewing the incident with the student to address the behavior that precipitated the restraint,
reviewing the incident with the staff person(s) who administered the restraint to discuss whether proper restraint
procedures were followed, and consideration of whether any follow-up is appropriate for students who witnessed the
incident.

46.06: Reporting Requirements
(1) Circumstances under which a physical restraint must be reported. Program staff shall report the use of any physical restraint as specified

in 603 CMR 46.06(2).

(2) Informing the principal. The program staff member who administered the restraint shall verbally inform the principal of the restraint
as soon as possible and by written report no laterthan the next school working day. The written report shall be provided to the principal
for review of the use of the restraint. If the principal has administered the restraint, the principal shall prepare the report and submit it
to an individual or team designated by the superintendent orboard of trustees for review. The principal or director or his/her designee
shall maintain an on- going record of all reported instances of physical restraint, which shall be made available forreview by the
parent or the Department upon request.

(3) Informing parents. The principal or director of the program or his/her designee shall make reasonable efforts to verbally inform the
student's parent of the restraint within 24 hours of theevent, and shall notify the parent by written report sent either within three school
working days of the restraint to an email address provided by the parent for communications about the student,or by regular mail
postmarked no later than three school working days of the restraint. If the school or program customarily provides a parent of a
student with report cards and other necessary school-related information in a language other than English, the written restraint report
shall be provided to the parent in that language. The principal shall provide the student and the parent an opportunity to comment orally
and in writing on the use of the restraint and on information in the written report.

(4) Contents of report. The written report required by 603 CMR 46.06(2) and (3) shall include:
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The name of the student; the names and job titles of the staff who administered the restraint, and observers, if any; the date of
the restraint; the time the restraint began and ended; and the name of the principal or designee who was verbally informed
followingthe restraint; and, as applicable, the name of the principal or designee who approved continuation of the restraint
beyond 20 minutes pursuant to 603 CMR 46.05(5)(c).

A description of the activity in which the restrained student and other students and staff in the same room or vicinity were
engaged immediately preceding the use ofphysical restraint; the behavior that prompted the restraint; the efforts made to
prevent escalation of behavior, including the specific de-escalation strategies used; alternatives to restraint that were
attempted; and the justification for initiating physical restraint.

A description of the administration of the restraint including the holds used and reasons such holds were necessary; the
student's behavior and reactions during the restraint; how the restraint ended; and documentation of injury to the student
and/or staff, if any, during the restraint and any medical care provided.

Information regarding any further action(s) that the school has taken or may take, including any consequences that may be
imposed on the student.

Information regarding opportunities for the student's parents to discuss with school officials the administration of the restraint,
any consequences that may be imposed on the student, and any other related matter.

(5) Individual student review. The principal* shall conduct a weekly review of restraint data to identify students who have been restrained
multiple times during the week. If such students areidentified, the principal shall convene one or more review teams as the principal
deems appropriate to assess each student's progress and needs. The assessment shall include at least the following:

@
(b)
©

©

review and discussion of the written reports submitted in accordance with 603 CMR 46.06 and any comments provided by
the student and parent about such reports and the use of the restraints;

analysis of the circumstances leading up to each restraint, including factors such as time of day, day of the week,
antecedent events, and individuals involved,;

consideration of factors that may have contributed to escalation of behaviors, consideration of alternatives to restraint,
including de-escalation techniques and possible interventions, and such other strategies and decisions as appropriate,

with the goal ofreducing or eliminating the use of restraint in the future;

agreement on a written plan of action by the program.
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*If the principal directly participated in the restraint, a duly qualified individual designated by the superintendent or board of trustees
shall lead the review team's discussion. The principal shall ensure thatarecord of each individual student review is
maintained and made available for review by the Department or the parent, upon request.

Administrative review. The principal shall conduct a monthly review of school-wide restraint data. This review shall consider patterns
of use of restraints by similarities in the timeof day, day of the week, or individuals involved; the number and duration of physical
restraintsschool-wide and for individual students; the duration of restraints; and the number and type of injuries, if any, resulting from the
use of restraint. The principal shall determine whether it is necessary or appropriate to modify the school's restraint prevention and
management policy, conduct additional staff training on restraint reduction/prevention strategies, such as training on positive
behavioral interventions and supports, or take such other action as necessary or appropriate to reduce or eliminate restraints.

Report all restraint-related injuries to the Department. When a physical restraint has resulted in an injury to a student or program staff

member, the program shall send a copy of the writtenreport required by 603 CMR 46.06(4) to the Department postmarked no later
than three schoolworking days of the administration of the restraint. The program shall also send the Department a copy of the record of
physical restraints maintained by the principal pursuant to 603 CMR 46.06(2) for the 30-day period prior to the date of the reported
restraint. The Department shall determine if additional action by the program is warranted and, if so, shall notify the program of any
required actions within 30 calendar days of receipt of the required written report(s).

Report all physical restraints to the Department. Every program shall collect and annually report data to the Department regarding the
use of physical restraints. Such data shall bereported in a manner and form directed by the Department.

46.07: Effective Date
The effective date of 603 CMR 46.00, as amended, is January 1, 2016.

SAFETY

Hazard Identification and Control

For the employee safety program to be successful, it is essential that all employees understand that hazards pose a threat, how to identify a hazard
and how to protect themselves and others from hazards. Maintaining a hazard free work place requires that an employee pay careful attention to
the proper and safe way of performing his/her job and to be aware of what risks are associated with his/her work. The most significant action
should be taken to prevent injury.

The following methods should be used:

Work Site Analysis: This involves regular examinations of the work area to identify not only existing hazards but also conditions and
operations in which change might occur to create hazards.

Hazard Notification: After possible hazards are identified, it is essential that an employee report them to his/her supervisor.
Preventive Maintenance: Preventive maintenance activities are methods of controlling potential hazards and their development.
These activities may include:

Maintaining a clean work place by routine cleaning and inspection for hazardous conditions. Getting started requires that employees
clean the work place. Poor housekeeping is very often a contributing factor when an accident happens. Dispose of any rubbish that
has been collecting; make sure that equipment is properly stored; make sure that exits are not blocked.

Observing all equipment and vehicle preventive maintenance programs to prevent failure.

Employee Responsibilities
In addition, each location will have an established key work safety employee (usually a senior field or lead employee), who is responsible for
gathering input from other employees regarding work safety issues. The key safety employee is normally responsible for:

Regularly participating in work safety portion of staff meetings;

Assisting in inspecting for hazards, recommending corrections or controls, and resolution follow-up and/or assisting in investigating
alleged hazardous conditions brought to their attention by other employees;

Assisting in analyzing jobs to identify potential hazards and assisting in the development of safe and proper work procedures;
Assisting in developing or revising general rules for safe and proper work procedures;*

Assisting in training newly hired employees in safe work procedures and rules, and/or*

Assisting in training their co-workers in newly revised safe work procedures; *

Assisting in reviewing results of the work site inspections;

Assisting in accident investigations to determine cause; and

Submitting suggestions to management for the prevention of future incidents.

SCHOOL BUILDING SECURITY AND SAFETY OF STUDENTS AND EDUCATORS

Charms Collaborative will take every possible precaution to protect the safety of all students, employees, visitors and others present at
school activities or at school-sponsored events. The Executive Director will have overall responsibility for the safety program of
Charms. It will be the responsibility of the Executive Director to see that appropriate staff members are kept informed of current state
and local requirements relating to fire prevention, civil defense, sanitation, public health, and occupational safety.

Charms Collaborative programs that are housed within public school settings will follow the emergency response protocol of the
respective host school. The following plan is in direct reference to the Charms Collaborative program housed in a substantially
separate school building location.

Emergency Response

Charms Collaborative must be prepared to respond to an emergency situation or crisis in a well-organized manner in order to
maximize the use of all resources. The Executive Director or his/her designee will develop a medical Emergency Response Plan, and
a Multi-Hazard Evacuation Plan. These plans will provide a structure and direction to assist key administrative members of the
school to effectively and efficiently respond to any condition that might cause a major disruption to normal operating procedures.
Charms Collaborative will identify a Crisis Response Team whose members will receive training in emergency management
procedures.

If a critical incident occurs, response and recovery will be a coordinated effort between Charms and fire and police departments.
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. The Executive Director, or his/her designee, will implement the emergency response plan for a small-scale or large-scale emergency.
Emergency Definitions

. Small-Scale Emergencies
A small-scale emergency affecting normal operation of Charms Collaborative can be effectively handled by the Charms Collaborative
Program Director, or a member of the Charms Collaborative Crisis Response Team (CRT). Examples of a Small-Scale Emergency are
death of student or staff off campus, threat of violence, minor fire, bus accident with no injuries, or incident involving minor injuries
to students.

. Large-Scale Emergencies
A large-scale emergency affecting normal operation of Charms Collaborative, and as a result, requires additional resources to assist
the Charms Collaborative Program Director and the Crisis Response Team (CRT). Examples of a Large-Scale Emergency are
incidents involving a fatality at a school, bomb threat or detonation of a bomb, fire, civil disturbance, large chemical spill, or natural
or man-made disasters.

SECURITY

For security purposes all visitors report to the school reception desk upon entering and leaving the building and sign a guest log showing arrival
and departure times. Teachers are encouraged to ask visitors if they have registered with reception if any individual has no visible display of doing
so(i.e.e visitor's badge, volunteer badge).

SMOKE-FREE WORKPLACE POLICY
. Charms Collaborative maintains a smoke-free working environment. Conclusive evidence exists that tobacco use is a pervasive
health problem in the United States. Smoking inside enclosed buildings used as schools and inside school buses or other vehicles
used to transport pupils is prohibited by the Massachusetts Smoke-Free Workplace Law (M.G.L. Ch. 270822).
. Smoking on school grounds or at school sponsored events is prohibited by the Massachusetts Educational Reform Act. (M.G.L. ch.71
8§ 2A, 37H).

WRITTEN INFORMATION SECURITY PLAN (WISP)
References below to “we” and “our” are references to Charms Collaborative.

Objective:

Our objective in the development and implementation of this comprehensive written information security plan (“Plan”) is to create effective
administrative, technical and physical safeguards for the protection of personal information of residents of the Commonwealth of Massachusetts,
and to comply with our obligations under 201 CMR 17.00. The Plan sets forth our procedure for evaluating our electronic and physical methods
of accessing, collecting, storing, using, transmitting, and protecting personal information of residents of the Commonwealth of Massachusetts.
For purposes of this Plan, “personal information” means a Massachusetts resident's first name and last name or first initial and last name in
combination with any one or more of the following data elements that relate to such resident: (a) Social Security number; (b) driver's license
number or state-issued identification card number; or (c) financial account number, or credit or debit card number, with or without any required
security code, access code, personal identification number or password, that would permit access to a resident’s financial account; provided,
however, that “personal information” shall not include information that is lawfully obtained from publicly available information, or from federal,
state or local government records lawfully made available to the general public.

Purposes:
The purpose of the Plan is to:
(a) ensure the security and confidentiality of personal information.
(b) protect against any anticipated threats or hazards to the security or integrity of such information.
(c) protect against unauthorized access to or use of such information in a manner that creates a substantial risk of identity theft or fraud.

Scope:

In formulating and implementing the Plan, we will (1) identify reasonably foreseeable internal and external risks to the security, confidentiality,
and/or integrity of any electronic, paper or other records containing personal information; (2) assess the likelihood and potential damage of these
threats, taking into consideration the sensitivity of the personal information; (3) evaluate the sufficiency of existing policies, procedures, student
information systems, and other safeguards in place to control risks; (4) design and implement a plan that puts safeguards in place to minimize
those risks, consistent with the requirements of 201 CMR 17.00; and (5) regularly monitor the effectiveness of those safeguards:

Data Security Coordinator:
We have designated the Executive Director to implement, supervise and maintain the Plan. The designated employee (the “Data Security
Coordinator”) will be responsible for:
(a) [Initial implementation of the Plan;
(b) Training employees;
(c) Regular testing of the Plan’s safeguards;
(d) Evaluating the ability of service providers to comply with 201 CMR 17.00 in the handling of personal information for which we are
responsible, ensuring there are included in our contracts with those services providers provisions obligating them to comply with 201
CMR 17.00 in providing the contracted for services, and obtaining from such service providers written certification that such service
provider has a written, comprehensive information security program that is in compliance with the provisions of 201 CMR 17.00;
(e) Reviewing the scope of the security measures in the Plan at least annually, or whenever there is a material change in our business
practices that may implicate the security or integrity of records containing personal information;
(f) Conducting an annual training session for all employees and independent contractors who have access to personal information, including
temporary and contract employees, on the elements of the Plan. All attendees at such training sessions are required to certify their
attendance at the training and their familiarity with Charms’ requirements for ensuring the protection of personal information.

Internal Risks:
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To combat internal risks to the security, confidentiality, and/or integrity of any electronic, paper or other records containing personal information,
and to evaluate and improve, where necessary, the effectiveness of the current safeguards for limiting such risks, the following measures are
mandatory, effective immediately.
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©

A copy of the Plan must be distributed to each employee who shall, upon receipt of the Plan, acknowledge in writing that he/she has
received a copy of the Plan.

Employees will be retrained annually on elements of the Plan.

Employment contracts will be amended to require all employees to comply with the provisions of the Plan; and to prohibit any
nonconforming use of personal information during or after employment, with mandatory disciplinary action to be taken for violation of
security provisions of the Plan. The nature of the disciplinary measures may depend on a number of factors including the nature of the
violation and the nature of the personal information affected by the violation.

(d) The amount of personal information collected must be limited to that amount reasonably necessary to accomplish legitimate business

®
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purposes, or necessary to comply with state or federal regulations.

Access to records containing personal information shall be limited to those persons who are reasonably required to know such
information in order to accomplish legitimate business purposes or to comply with state or federal regulations.

Electronic access to user identification after multiple unsuccessful attempts to gain access will be blocked.

All security measures shall be reviewed at least annually, or whenever there is a material change in our business practices that may
reasonably implicate the security or integrity of records containing personal information. The Data Security Coordinator shall be
responsible for this review and shall fully apprise management of the results of that review and any recommendations for improved
security arising out of that review.

Terminated employees must return all records containing personal information, in any form, that may at the time of termination be in the

former employee’s possession (including all such information stored on laptops or other portable devices or media, and in files, records,
work papers, etc.).

A terminated employee’s physical and electronic access to personal information will be immediately blocked. The terminated employee

will be required to surrender all keys, 1Ds or access codes or badges, business cards, and the like, that permit access to the Collaborative
’s premises or information. Moreover, the terminated employee’s remote electronic access to personal information will be disabled;
his/her voicemail access, e-mail access, internet access, and passwords will be invalidated. The Data Security Coordinator will maintain a
highly secured master list of all lock combinations, passwords and keys.

(i) Current employees’ passwords must be changed periodically.
(k) Access to personal information shall be restricted to active users and active user accounts only.
(I) Employees are encouraged to report any suspicious or unauthorized use of customer information.

e Whenever there is an incident that requires notification under M.G.L. c. 93H, 83, there shall be an immediate mandatory post-incident
review of events and actions taken, if any, with a view to determining whether any changes in practice are required to improve the
security of personal information for which Charms is responsible.

. Employees are prohibited from keeping open files containing personal information on their desks when they are not at their desks, or
their office is not locked.

e  Atthe end of the work day, all files and other records containing personal information must be secured in a manner that is consistent
with the Plan’s rules for protecting the security of personal information.

. Each department shall develop rules (bearing in mind the business needs of that department) that ensure that reasonable restrictions
upon physical access to records containing personal information are in place, including a written procedure that sets forth the manner
in which physical access to such records in that department is to be restricted; and each department must store such records and data in
locked facilities, secure storage areas or locked containers.

e Access to electronically stored personal information shall be electronically limited to those employees having a unique log-in ID; and
re-log-in shall be required when a computer has been inactive for more than a few minutes.

e Visitors’ access must be restricted to one entry point for each building in which personal information is stored. Visitors shall not be
permitted to visit unescorted any area within our premises that contains personal information.

. Paper or electronic records (including records stored on hard drives or other electronic media) containing personal information shall be
disposed of only in a manner that complies with M.G.L. c. 931, and conform to the Mass State Wide Records Retention Schedule.

External Risks

To combat external risks to the security, confidentiality, and/or integrity of any electronic, paper or other records containing personal information,
and evaluating and improving, where necessary, the effectiveness of the current safeguards for limiting such risks, the following measures are
mandatory and are effective immediately. To the extent that any of these measures require a phase-in period, such phase-in must be completed on
or before May 1, 2009:

External Threats

There must be reasonably up-to-date firewall protection and operating system security patches, reasonably designed to maintain the
integrity of the personal information, installed on all systems processing personal information.

There must be reasonably up-to-date versions of system security agent software which must include malware protection and
reasonably up-to-date patches and virus definitions, installed on all systems processing personal information.

To the extent technically feasible, all personal information stored on laptops or other portable devices must be encrypted, as must all
records and files transmitted across public networks or wirelessly, to the extent technically feasible. Encryption here means the
transformation of data through the use of an algorithmic process, or an alternative method at least as secure, into a form in which
meaning cannot be assigned without the use of a confidential process or key, unless further defined by regulation by the Office of
Consumer Affairs and Business Regulation.

All computer systems must be monitored for unauthorized use of or access to personal information.

There must be secure user authentication protocols in place, including: (1) protocols for control of user IDs and other identifiers; (2) a
reasonably secure method of assigning and selecting passwords, or use of unique identifier technologies, such as biometrics or token
devices; (3) control of data security passwords to ensure that such passwords are kept in a location and/or format that does not
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compromise the security of the data they protect; (4) restriction of access to active users and active user accounts only; and (5)
blocking of access to user identification after multiple unsuccessful attempts to gain access.
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E. HUMAN RESOURCES

COMPENSATION AND PAYROLL

DIRECT DEPOSIT
Direct deposit (via electronic transfer) is available as an option and is required of all new employees hired after July 1, 2014. Please contact
Human Resources/Payroll for details.

PAYROLL
Employees are paid bi-weekly.
. Ten-month (school year) staff receive 21 checks per year.
Twelve month staff receive 26 checks per year.
Paychecks are issued bi-weekly.
Salary adjustments are made the pay period following notification from supervisor.
Staff is required to submit biweekly timesheets to document time worked, which are due at the end of each pay period.
Failure to submit time sheets on time will result in the withholding of your paycheck until the time sheet for the pay period is
submitted.

REIMBURSEMENTS FOR EXPENSES TBD

REIMBURSEMENT FOR TRAVEL
e Vouchers for pre-approved work-related travel expenses may be submitted to the Executive Director using a reimbursement form.
Original receipts must be attached.
. Reimbursement for travel is at the January 1, 2015 IRS rate for business mileage of 0.575 cents per mile.
. Mileage will be clocked as follows:
. From the first regularly scheduled site to the last regularly scheduled site; or
. If the first site is not the regularly scheduled site, the distance between the regularly scheduled site and the site traveled to
will be reimbursed.
. Employees are responsible for submitting mileage reimbursement on a monthly basis. Employees must submit Travel Reimbursement
forms no later than thirty (30) days after the end of the month in which the travel occurred to be eligible for reimbursement. Travel
forms submitted after the thirty (30) day deadline will not be reimbursed.

HEALTH AND INSURANCE OFFERINGS

DENTAL INSURANCE
(100% employee funded)
The Collaborative offers individual and family dental insurance through Altus Dental. This is a voluntary plan that is entirely employee funded.

Rates Effective for October 1, 2014 through September 30, 2015

Altus Dental
10 Charles Street
Providence, RI 02904-2208

Contacts

Customer Service:
Phone: 877-223-0588
www.altusdental.com

FY2016 PREMIUM RATES FOR GROUP INSURANCE COMMISSION

Charms Collaborative currently sponsors the following health insurance programs. The Collaborative currently provides a contribution of 80%
for full time (10 month and 12 month) employees hired before July 1, 2003 and 75% for full time (10 month and 12 month) employees hired on
or after July 1, 2003.

Rates Effective for July 1, 2015 through June 30, 2016

Plan 20% - Employees Hired Before July 1, 2003 25% - Employees Hired On or After July 1,
Total Monthly Premium Individual 2003
Family Total Monthly Premium
Individual ~ Family
Fallon Health Direct Care HMO $99.45 $236.91 $124.31 $296.14
Fallon Health Select Care HMO $131.73 $314.39 $164.67 $392.99
Harvard Pilgrim Independence Plan POS $150.54 $365.50 $188.18 $456.88
Harvard Pilgrim Primary Choice Plan HMO $120.68 $292.65 $150.86 $365.82
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Health New England HMO $99.70 $245.31 $124.63 $306.65
NHP Prime HMO $95.03 $249.74 $118.79 $312.18
Tufts Health Plan Navigator POS $132.58 $321.90 $165.74 $402.38
Tufts Health Plan Spirit EPO $101.14 $241.87 $126.43 $302.34
UniCare State Indemnity Plan/Basic with CIC $229.14 $534.01 $275.89 $643.07
UniCare State Indemnity Plan/Basic without $186.98 $436.23 $233.73 $545.29
SIn?Care State Indemnity Plan / Community $95.34 $227.61 $119.18 $284.52
Choice PPO

UniCare State Idemnity Plan / PLUS PPO $131.87 $313.39 $164.84 $391.75

Group Insurance Commission
P.O. Box 8747
Boston, MA 02114

Contacts

Employees should contact the member services department of the plan in which they are enrolled if they have questions about benefits at 617-

727-2310.

HEALTH BENEFITS FOR RETIREES

. The Board of Directors of the Charms Collaborative does hereby adopt the following policy relative to the offering, at the sole
discretion of the Board of Directors, for health benefits (excludes dental) to otherwise eligible retirees of the Charms Collaborative

(CHARMS).

. This policy shall only be considered effective to the extent that the Board of Directors retains full and complete discretion and control
to offer, to cease offering and/or to alter the offering of any and all health benefits to otherwise eligible retirees of the Charms

Collaborative. This policy does not create a contractual obligation or an entitlement for any individual.

. For the purposes of this policy, retirees shall be defined as individuals who both are eligible for and in fact receive a retirement
allowance in accordance with G.L., C. 32. Individuals must be employed by CHARMS for ten (10) years and worked an average
F.T.E. = 0.5. Further, retirees must have participated in a Collaborative-offered health plan for a minimum of one (1) year

immediately prior to retirement in order to be eligible to participate in a Collaborative-offered health plan as a retiree.

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

Collaborative which establishes that they are not Medicare-eligible.

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

specified in this policy shall not be eligible to receive any benefit from the Collaborative.

. The Collaborative shall contribute an amount equal to 70% of the monthly contribution rate for eligible retirees who enroll in a plan

offered by CHARMS, whether or not the plan is a group plan or a Medicare Supplement Plan.

. If a retiree is eligible for participation under this policy, then the retiree’s spouse shall also be eligible to participate. This right to
participate shall survive the death of the Collaborative retiree, if the spouse was enrolled prior to the death of the retiree.

surviving spouse shall be entitled to the 70% Collaborative-contribution rate.

. Retirees shall be responsible for making full payment of their share of the premium within thirty (30) days from the premium due date
to CHARMS. Should any enrolled retiree fail to make such premium payment, then he/she shall be considered dropped from the plan.
. Nothing in this policy guarantees nor should be considered to guarantee health benefits to any retiree. Further, the Board of Directors,
by and through the adoption of this policy, retains full discretion to alter contribution levels, to cease the offering of any or all health

benefit plans or benefits.

HEALTH INSURANCE PLAN

(75% employer funded, 25% employee funded for employees hired on or after July 1, 2003 and 80% employer funded, 20% employee

funded for employees hired before July 1, 2003)

. Employees must be employed a minimum of half-time. This benefit does not apply to employees who are paid on an hourly basis.
. The Collaborative offers health insurance through the Group Insurance Commission; these plans may be taken as an individual or

family plan.

. If an employee would like to participate in the health insurance plan or change their membership status, it must be done during the
open enrollment period (July 1st). The Director of Finance & Operations must be notified of an employee’s intention by June 15th. If
an employee opts not to enroll in a health or dental insurance plan upon commencement of employment, he/she may be waiving

his/her right to enroll until the following July. Coverage/eligibility for all services begins at the first day of employment.
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. If a person goes off payroll while on workers compensation or an approved leave of absence, he/she may continue health insurance
coverage at the employee’s 20% or 25% contribution rate. Please contact your Human Resource Coordinator for payment schedule
information.

. Questions on claims should be directed to the health insurance company representative, not to the program supervisor or to CHARMS
central office staff.

LONG-TERM DISABILITY INSURANCE — (100% employee funded)

(Employees must be employed a minimum of half-time)

This plan is funded fully by the employee with no monetary contribution from the employer. Applications for Long Term Disability Benefit
forms can be requested from the Payroll Administrator.

OPTIONAL AND OTHER BENEFITS

(Available to staff employed a minimum of half time)

MASSACHUSETTS TEACHERS OR STATE RETIREMENT PLAN

. Staff employed a minimum of half-time are obligated to join.

. If an employee’s schedule should change to less than half-time, retirement will continue to be withheld.

. If an employee was formerly a member of either plan, membership is mandatory.

. Funds may be withdrawn upon termination of employment. Please contact the Human Resources Coordinator to request a withdrawal
form.

. For questions regarding Teachers Retirement, please call the board at 617-679-6877 or visit their website at
http://www.mass.gov/mtrs/

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

OBRA PLAN (-457 plan)
The OBRA plan is obligatory for staff who are not members of Massachusetts Teachers or State Retirement Plan and is in lieu of social security.

Failure to submit time sheets on time will result in the withholding of your paycheck until the time sheet for the pay period is submitted.
Staff on direct deposit will be removed from this benefit until the next enrollment period.

PROFESSIONAL LIABILITY INSURANCE - (100% employer funded)
CHARMS’ professional liability policy includes all staff as "additional insured" It is imperative that an employee notify his/her supervisor
immediately (within twenty-four (24) hours):

1. ifany student becomes injured during the school day or on the school bus;

2. an employee suspects that he/she or CHARMS might have incurred any legal exposure due to negligence, wrongful acts, omissions,

etc.;
3. complete and forward an incident report to program supervisors and the central office administration noting the following:
o time;
. location;

. names of witnesses, if any;

e whether outside assistance was sought;
. any school time/day lost by student; and
. if parent(s) were contacted.

Staff is covered above and beyond the limits of their own automobile liability policies for transporting students in their own cars. This
transportation must be authorized by the program supervisor.

RIGHTS TO HEALTH INSURANCE UPON TERMINATION OF EMPLOYMENT

In compliance with the COBRA law (Public Law 99-272, Title X) an employee may be entitled to continue the health insurance he/she has in
place when he/she leaves CHARMS. Members must be provided eighteen (18) months of continued benefits after any termination of
employment (including voluntary quitting and loss of eligibility due to reduction in work hours) other than termination for gross misconduct.

Members must be provided thirty-six (36) months of continued benefits after the following qualifying events:
. Death of the covered employee (benefits continue for spouse, dependents);
. Divorce or legal separation (benefits continue for ex-spouse, dependents);
. Covered employee becomes eligible for Medicare (benefits continue for that child); or
e Acovered dependent is no longer eligible for coverage (reaches the age limit or is no longer a full-time student).

The fee is 102% of the total premium (2% handling fee). The COBRA program is administered through Infinisource. For further information,
contact the Payroll Administrator.

UNEMPLOYMENT COMPENSATION INSURANCE - (100% employer funded)
Subject to eligibility requirements of the Massachusetts Division of Employment Security. Information can be obtained from the Human
Resource Department.
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WORKERS COMPENSATION INSURANCE - (100% employer funded)

Any employee, who sustains a job related injury regardless of severity, MUST:
. Notify his/her site supervisor and Executive Director within twenty-four (24) hours.
. Complete an incident report:

noting time;

location;

names of witnesses, if any;

whether medical treatment was sought; and

any time from work was lost;

arwNE

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

The supervisor will in turn:
. File the appropriate Employer's First Report of Injury form (and incident report with the Charms Collaborative central office within
twenty-four (24) hours of the incident. This will officially document the injury.
e  Advise the Charms Collaborative central office of staff absences due to work related injuries.
e Work closely with the injured employee and Human Resources/Payroll to assist with the employee’s safe and swift return to full duty.

If medical care is required:
. The employee should inform the health care provider that the injury is work related (workers compensation claim) and that his/her
employer is the Charms Collaborative, 445 Central Street, Stoughton, Massachusetts, 02072 (not the program name).
. The provider will forward the bills to CHARMS, who will then forward them to the workers compensation insurance provider.
e Any copies of bills the employee receives should be given to the Director of Finance & Operations, who will submit them to
CHARMS.

Other Information:

. The Collaborative allows employees to augment workers compensation for the first five (5) calendar days with accrued sick leave for
a work related injury per fiscal year.

. Please refer to health insurance plan for clarification of benefit.

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

. The Collaborative’s goal is to promote and provide a safe work environment.

. Should an accident occur, the Collaborative will work closely with the injured employee and the treating physician to assist with the
employee’s safe and swift return to full duty.

e Aletter from the employee’s doctor is required before returning to employment stating that the employee can return to work.

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

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

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

. If the employee does not respond with providing a doctor’s certificate, then the Collaborative will notify the employee that because
the employee has not provided the information or is not capable of performing essential functions of the job, that the Collaborative
will consider the employee as terminating their employment nor will the employee be offered a contract for the following school year.

SICK, PERSONAL AND OTHER LEAVES OF ABSENCE

ATTENDANCE RECORDS
. The Collaborative maintains attendance records for staff.
. All employees shall complete the approved CHARMS Time Sheet on a bi-weekly basis, noting hours worked sick leave, vacation
leave, etc. Time sheets must be signed by the employee, countersigned by the program supervisor, and submitted to the central office
at the end of each bi-weekly pay period.

BEREAVEMENT LEAVE

A maximum of five (5) days with pay may be used as bereavement for immediate family, defined as spouse, children, parents, grandparents,
mother in-law, father in-law or siblings and members of the household. Extended bereavement leave may be allowed at the discretion of the
executive director. This leave is not deducted from sick leave and is non-cumulative. Prior approval must be obtained from program supervisor
and granting of such leave is up to his/her discretion. Of these five (5) days, one (1) may be used as bereavement, upon approval by the
Executive Director, for a person not included above.

EXTENDED MATERNITY LEAVE
. Unpaid extended maternity leave beyond the eight (8) weeks allowed by state law, or twelve (12) weeks per FMLA is available only
to staff employed a minimum of three (3) years with CHARMS.
. Statutory leave is available for adoption of a child under the age of eighteen (18), unless the child is physically or mentally disabled, in
which case it is under the age of twenty-three (23).
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FAMILY AND MEDICAL LEAVE POLICY
Family Leave
In accordance with the provisions of the Family and Medical Leave Act of 1993 (hereafter, "FMLA"), Charms Collaborative will grant full and
regular part- time employees with at least twelve (12) months of active employment service and who have worked at least 1,250 hours during the
twelve (12) month period immediately preceding the date of commencement of the leave requested. Such leaves may be available:

. To care for the employee's child within one (1) year of birth, or the initiation of foster care;

. To care for a child, spouse, or parent with a serious health condition;

. To deal with the employee's own serious health condition if the employee is unable to perform his/her job.

A "serious health condition™ is an illness, injury, impairment, or physical or psychological condition that involves either inpatient care at a health
care facility or continuing treatment by ahealth care provider.

Eligible employees shall be entitled to up to twelve (12) weeks of leave during the twelve (12) consecutive month period beginning with the
commencement of the leave, subject always to compliance with all applicable conditions set forth below. Normally, days and/or weeks of such
leave must be taken consecutively.

Eligible employees must provide at least thirty (30) days prior written notice of any request for such leave when the need for such leave is
foreseeable such as for the expected birth or placement of a child or planned medical treatment(s). Notice of such leave must be given as soon as
practicable if such thirty days' notice is not possible dueto the emergency nature ofthe leave.

Medical CertificationsRequired:
e Appropriate medical certification(s) supporting the need for such leave due to a serious health condition of the employee or a spouse,
son, daughter or parent (immediate family) must be provided from an appropriate health care provider asa condition of such leave.
. The administration may require reasonable and periodic reports and/or re-certification of an employee's status or that of an immediate
family member as a condition of the continuation of such leave, including the employee's intention to return toemployment.
. Fitness for duty certification(s) indicated that an employee is able to return to work may be required after any FMLA leave, or any
other leave(s) taken because of personal illness.

Any required medical certification must contain the following:

. The date on which the serious health condition(s) commenced;

. The probable duration of the condition(s);

. The appropriate medical facts within the knowledge of the health care provider regarding thecondition(s);

e A statement that the employee is needed to care for the son, daughter, spouse or parent and an estimate of the amount of time to
provide the care ; or a statement that the employee is unable to perform the functions of his or her position;

. For intermittent leave or leave on a reduced leave schedule for planned medical treatment, the dates the treatment is expected and the
duration of the treatment;

. For intermittent leave or leave on a reduced leave schedule because of a serious health condition that makes the employee unable to
perform the functions of his or her position, a statement of the medical necessity for, and the expected duration of, the intermittent
leave or leave on a reduced leave schedule;

. For intermittent leave or leave on a reduced leave schedule in order to care for a spouse, son, daughter, or parent with a serious health
condition, a statement that the intermittent leave or leave on a reduced schedule is medically necessary for the care of the spouse,
son, daughter, or parent, or will assist in their recovery, and the expected duration and schedule of the intermittent leave or reduced
leave schedule; and

. Forms made available by the US. Department of Labor may be utilized for any medical certification requirements.

Health Insurance, Seniority, Other Benefits

Health insurance will be continued during any period of approved FMLA leave at the normal employer/employee premium contribution rates, so
long as the employee continues to make his/her normal premium contribution in a timely fashion, either through payroll deduction or through a
direct payment to the Collaborative. In the event the employee fails to make a required direct payment and yet receives insurance coverage, said
amount will be deducted from paychecks upon the employee's return to work.

. Seniority will not continue to accrue during unpaid FMLA leave, but will continue to accrue during FMLA leave that is paid by virtue
of the employee's use of accrued sick leave.

. Employees shall be required to utilize any paid sick leave to which they may be entitled co-terminously with the period of FMLA
provided pursuant to this Article.

. Employment decisions un-related to the leave status of any employee shall be made as if the employee were not on leave, including
but not thereby limiting the generality of the foregoing, decisions regarding reductions in force.

. Restoration of Employment, Failure to Fulfill Leave Obligations or Return to Duty

e An employee returning from an FMLA leave shall be restored to the position he or she held when the leave commenced or to an
equivalent position with equivalent benefits, pay and other terms and conditions of employment.

. Employees who fail to adhere to any applicable conditions, recertifications or other requirements of any FMLA leave(s) may be
denied a continuation of any such leaves.

. In the event an employee claims he or she is unable to return to work after an FMLA leave has expired because of the
continuation, re-occurrence or onset of a serious health condition of the employee, spouse, son, daughter, or parent, the
Administration may require certification of such claims by an appropriate health care provider.

. Failure to timely respond to any requests concerning the employee's intention to return to work as well as an employee's failure to
return to work at the expiration of any leave hereunder may result in a determination that the employee has abandoned his or her
employment, is unable to continue employment because of incapacity and /or has voluntarily resigned.
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GENERAL POLICY AND RULES

All requests for leaves will be applied for in writing to one's supervisor and the Executive Director and all responses will be in writing.
As early as possible, any employee who intends to apply for maternity leave will notify the Executive Director and the program
supervisor.

The employee may continue to perform her duties for a period of time as agreed upon by the employee and her physician who shall
provide a certificate stating that the employee is physically capable of performing her job.

Any employee may apply to the Board of Directors for a maternity leave of absence at the time she notifies the executive director of
her condition; such leave of absence to take effect at a date agreed upon by the employee and her physician. The agreed date may be
reviewed for desired change when deemed necessary. General rules and policy apply to extended maternity leave of absence.

If an employee leaves before January 1st of any school year, her leave of absence, without pay, shall extend to the following
September 1st. If an employee leaves after January 1st of any school year, her leave of absence, without pay, shall extend to the
September 1st following her confinement or to the next succeeding September 1st.

The Board of Directors, at its discretion, may curtail or terminate the maternity leave of absence in order to enable the employee to
return to duty at a time which would best serve the educational interests of the Collaborative.

Before returning to her duties, an employee who has been on a maternity leave of absence must be certified by her physician as ready
and able to return to her full or part-time employment.

Up to eight (8) weeks of accumulated sick leave may be used for maternity purposes, regardless of the length of an employee's tenure
with the Collaborative. If the disability period is longer than eight weeks and the staff member has been employed by CHARMS a
minimum of three (3) years, accrued sick leave may be used for the entire period.

JURY DUTY

Staff are granted leave for jury duty. They will receive jury pay from the Commonwealth and the difference to meet their contracted
salary from the Collaborative will be paid for the first three (3) days upon the Collaborative's notification from the Commonwealth. If
jury participation will last for longer than a two (2) week period then the Collaborative will grant the employee an unpaid leave of
absence for the entire jury commitment period or until the end of the employee contract and hire a replacement. Evidence of service
shall be filed with the Human Resource Department upon receipt of summons. Jury duty will be marked on the Employee Absence
Record as such.

When an employee has been granted court leave and is excused by the proper court authority, he/she shall report back to his/her
official place of duty whenever the interruption in said service will permit four (4) or more consecutive hours of employment during
the hours of his/her position as an employee of the Collaborative.

LEAVES OF ABSENCE

The Collaborative does not grant extended paid leaves of absence. Extended leave is defined as leave beyond that which is mandated
by law. Extended unpaid leave of absence is left to the discretion of the Executive Director and must be approved by the Board of
Directors.
Any such request must be submitted in writing a minimum of sixty (60) days in advance. Unpaid extended leave, except as noted
below, is available only to staff employed a minimum of three (3) years with CHARMS.
The written request must include the following:

the desired commencement date;

the desired return date; and

an explanation for the request.
The maximum amount of time which the Collaborative will consider for “leaves of absence" is one (1) year, with the exception of
maternity leave or unless otherwise approved by the Board of Directors.
An employee must notify his/her supervisor, in writing, of his/her intention to return to work on the first work day following the
concluding date of the leave of absence. Such notification must be received at least thirty (30) calendar days prior to the concluding
date of the leave of absence.
An employee who fails to notify his/her supervisor of his/her intention to return to work as required by the preceding paragraph shall
be deemed to have resigned as of the date when the supervisor should have received the written notification. An employee who fails
to return to work on the first work day following the concluding day of the leave of absence shall be deemed to have resigned as of
that day. In extraordinary, extenuating circumstances, the executive director may waive the provisions of this paragraph.
Following the return to work after an approved leave of absence, the employee has the benefits which he/she accrued prior to the leave
of absence.

PROFESSIONAL AND PERSONAL TIME

Two (2) professional days (of the 180 school days) and three (3) personal days may be taken each year. If leave for religious holidays
is desired, personal days must be used. Prior approval to take professional or personal leave must be obtained from the program
supervisor and granting of such leave is up to his/her discretion. Professional and personal leave is non-cumulative.

Personal leave is intended to be utilized for personal business that cannot be scheduled other than during normal working hours.
Personal leave is not intended to extend a vacation or for recreational activities.

Professional time is used for professional development (i.e. attendance at seminars, conferences, program visits) and must be arranged
with prior approval from the program supervisor. It cannot be carried over from year to year. Professional time is during the 180
school days and does not count towards the mandatory five (5) days of professional development.

Staff are required to participate in five (5) Charms scheduled Professional Development days (35 hours) per year in addition to the one
hundred eighty (180) days of school. These will be scheduled by the Executive Director and may occur before school opens in the fall,
after school closes for the summer, or afternoons after the close of the scheduled day. For the 2015-2016 school year, the following
days wills be counted towards the five (5) Professional Development days:

Welcome Back Day - August 25, 2015
District Welcome Back Day and in service day
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Canton: September 1, 2015 and September 2, 2015
Sharon: August 27, 2015 and August 28, 2015
November PD day
a.  Canton: November 3, 2015
Day 5 TBD

For staff who begin their employment after the July 1st or September effective dates of contracts, the amount of personal and
professional time to which they are entitled will be pro-rated according to the actual number of months worked during the ten (10)
month or twelve (12) month contract period. Personal and professional time will also be pro-rated for staff working less than full-
time.

SICK LEAVE

The Family and Medical Leave Act affects this policy.

Al staff accrue fifteen (15) sick days per year, unless otherwise stated in an individual employment contract. Sick leave is accrued at
the rate of 1.50 days per month at the end of each month for the ten (10) month school year. Sick leave is accrued at the rate of 1.25
days per month at the end of each month for 12 month employees. New employees accrue sick leave for their first sixty (60) calendar
days of employment but cannot use them until after the probationary period has ended.

Sick leave for part-time (minimum of half-time) salaried staff employed will be pro-rated accordingly. For example, an employee
working half-time on a one hundred eighty (180)-day annual schedule accrues sick leave at the rate of seven and one-half (7.5) days
per year.

A physician's confirmation of personal illness will be required to be submitted to an employee's supervisor for all absences in excess
of four (4) consecutive days.

Sick leave is cumulative from year to year to a limit of one hundred (100) days. Employees presently having accrued more unused
sick days than the stated maximum, shall retain the total number of days earned but additional sick days accrued shall not be credited
to the employee until the number of sick days accrued has been reduced by use to a number below that of the maximum allowed.
Additional sick days shall then be credited as earned not to exceed the maximum allowed. There is no compensation for unused sick
days not used prior to the termination or nonrenewal of the contract.

A maximum of five (5) days of accrued sick leave may be used for illness in immediate family, defined as spouse, children, parents,
in-laws or siblings. Prior approval must be obtained from the program supervisor and granting of such leave is up to his/her
discretion.

An employee does not earn sick leave during any extended unpaid leave of absence or for any period of time on vacation, sick leave or
worker's compensation of two (2) weeks or longer.

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

Sick time may not be used for vacation or other non-health related leave.

SNOW DAYS

Collaborative staff working exclusively in one (1) school district shall follow that district’s snow day schedule. This includes school
cancellations, delayed openings and early dismissals. Itinerant specialists servicing the public schools shall report to work if any school district
in which they are scheduled to work that day is in session. Office staff always reports to work unless otherwise notified.

STATUTORY MATERNITY LEAVE

This policy is for all employees who do not meet the requirements of the Family and Medical Leave Act.

Al full-time female employees who have completed three months of service shall be entitled to an eight (8) week maternity leave without pay. A
request for such leave must:

1. be submitted to the supervisor in writing at least two (2) weeks prior to the requested date for commencement of the leave;
2. be for a period not to exceed eight (8) weeks from the requested date for commencement of the leave;
3. include a medical certificate from the attending physician, except in the case of the adoption of a child, that includes:
e the last date on which the employee will be physically able to perform the normal duties of the position;
e theanticipated delivery date.
4. include a statement that the employee intends to return to work at the conclusion of the leave of absence.
VACATION TIME

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

Twelve Month Staff
Twelve (12) month staff will accrue vacation time as outlined in their individual employment contract.

Employees are expected to give supervisors a month’s written notice of any time requested that exceeds one (1) week.
Two (2) weeks written notice is required for time requested of up to one (1) week.
Individual vacation days can be requested in writing with two (2) working days advance notice.

All vacation time will be approved on a first come first serve basis.
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e  Vacation time is cumulative from year to year to a limit of ten (10) days. Earned vacation time must be used before termination date of
employment contract. There is no compensation for unused vacation days not used prior to the termination date or nonrenewal of the
contract.

OTHER

Personnel Procedures

GENERAL GRIEVANCE PROCEDURES

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

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

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

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

. If a resolution cannot be reached, the staff person may contact the human resources coordinator in writing for a resolution. However,
there must be sufficient documentation that a resolution could not be reached with the program supervisor.

. If no agreement has been reached with the human resources coordinator, the staff person will complete a “Report of Grievance” form
available from the Finance Manager and request in writing, a meeting with the executive director, who will require the program
supervisor to attend the meeting.

. If a grievance is filed with the executive director, a mutually agreed upon mediator may be designated, if requested by either party.

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

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

GUIDELINES REGARDING PERSONAL RELATIONSHIPS BETWEEN SUPERVISORS AND SUBORDINATE
In the interest of promoting a productive work environment, the Charms Collaborative has a written policy on dating and family relationships in
the workplace to promote uniform treatment of all employees and reduce the likelihood of claims of discrimination or favoritism.

The following policy combines good judgment with practical policies:

. Consensual personal relationships between superior and subordinate employees of the Collaborative are not prohibited by this policy.
Those who engage in such relationships, however, should be aware that concerns may later arise regarding the actual freedom of
choice of one of the parties. In these cases, the Collaborative requires the immediate supervisor involved in the relationship to
disclose the relationships to the human resource person, so that appropriate staffing and/or supervisory decisions can be made. The
human resource person shall have discretion to recommend staffing changes to the Executive Director. Efforts will be made to
separate the parties' business interactions to avoid any real or perceived conflict of interest.

In the event that an actual conflict of interest exists between the supervisor and subordinates personal relationship, the Collaborative reserves the
right to transfer or request one of the individuals to leave.

SAFETY AND HEALTH POLICY

. The Safety and Health Policy for the Charms Collaborative shall provide guidelines for all management, staff and supervisory
personnel. These guidelines shall govern the job conditions and work practices for all employees in all activities of the business. This
includes operation of equipment, handling of material and job conduct of employees.

. It is CHARMS’ intent to furnish each employee a place of employment which is free from recognized hazards that are, or can be,
responsible for injury or industrial disease. Each employee is required to comply with all identified safety and health standards and
rules and regulations and orders pursuant to CHARMS’ policy for prevention of accidents and industrial disease.

. The prevention of injury and disease to all employees shall certainly be uppermost in CHARMS’ effort. However, the concept of
accident prevention through supervisory control shall extend beyond the normally accepted program for disease and injury. There can
be occurrences related to damaged equipment, wasted and damaged material and performance of people that may have a direct bearing
on productivity. The basic conditions responsible for the occurrences can cause other serious losses in CHARMS’ operations and can
have adverse influence as a preventive measure.

. The purpose of CHARMS’ accident prevention effort, therefore, is to identify the conditions responsible for this economic waste, and
effect corrective applications as preventive measure.

. Responsibility for accident prevention cannot be delegated as a staff function, but must be accepted by all management and
supervision. The projection of education, engineering and enforcement into all operations will afford the measurable performance for
each area of activity.

General Guidelines:
. First Aid,;
e Afirstaid kit is available on the premises;
e Ambulance phone number and emergency room locations are posted;
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. Fire extinguishers are hung in all locations with easy access and in clear view near exits. Extinguishers will be serviced regularly.
Fire Department telephone number is clearly posted;

. Central location is equipped with smoke/heat detectors, fire alarm, fire doors, sprinklers and emergency lights;

. Exits are clearly marked and doors and paths are clear. Doors to rooms where computers are located are kept closed when not in use;

e Afloor plan with an evacuation plan is enclosed. Drills will be held on a regular basis, the evacuation plan posted;

e All wiring is secure and floors are kept free from tripping hazards;

e All copying liquids are secure in proper cabinets;

o All employees are aware of lifting and carrying safety precautions, etc. and carts are provided for use to move supplies;

. In-service training seminars for drivers are held on a regular basis; and

e Allaccident reports are kept on file and coordinated by the Central Office.

Employee Safety Commitment
CHARMS recognizes that the safety and well-being of all employees are important obligations. The major objective of CHARMS is to provide
and maintain safe, proper and healthful working conditions for every individual working in company facilities as well as those visited.
CHARMS’ commitment is to make all projects and operations as safe as humanly possible.
CHARMS is responsible for ensuring that the following work safety guidelines and proper procedures are followed:

e All work-related accidents and incidents will be reported in compliance with work safety and health regulations;

. Commitment to an accident prevention program, including work safety meetings;

. Provide employee safety education and training to all new hires and to all employees on a regularly scheduled basis;

. Strive to identify and correct unsafe working conditions by continually evaluating job procedures;

. Recognize the importance of employees' participation in an on-going employee safety program.

Employee's Work Safety Responsibilities
It is a basic responsibility of all employees to make work safety a part of their daily and hourly concern. This responsibility must be accepted by
everyone who has a part in company affairs, no matter in what capacity they may function.

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

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

. Practice good housekeeping to ensure your work areas are clean and neatly maintained;

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

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

. Use good judgment to avoid potentially unsafe situations;

e  Actively participate in employee safety program activities, including safety training and work safety meetings.

‘Work-Related Injuries: Policies And Procedures

The following is an outline of CHARMS' policies and procedures pertaining to safe, proper and healthful working environment, potential hazards
and on-the job accidents. No one set of policies can cover all the possible situations that an employee can encounter. In all cases, an employee
must use his/her best judgment, keeping in mind that personal and student safety is a primary concern.

Definition of Work-Related Injuries And Incidents

Work-related injuries and/or occupational diseases are defined as a personal injury or illness caused by accidents arising out of and in the course
of employment. Work-related incidents are defined as an on-the-job accident of any kind, including "near misses," whether or not an injury
occurred. 1fan employee is not sure about what a work-related injury/incident is, he/she should contact the program supervisor.

‘When a Work-Related Injury Occurs
When a work-related injury occurs, the first priority is to ensure that an employee receives prompt and thorough medical treatment. Below is a
list of treatment options, follow the procedures that apply to the circumstances.

First-Aid Treatment:

. If the injury does not require professional medical attention, then basic first-aid should be administered. However, if there is any
doubt, seek professional medical attention.

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

. First-aid treatment is only to be administered by a trained individual.

Non-Emergency Injuries Requiring Professional Medical Attention:

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

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

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

Emergency Treatment:
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. If the injury requires EMT/ambulance and/or emergency admission, notify local emergency services. The program supervisor or a
fellow employee should accompany the employee to the medical treatment facility.

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

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

SUMMARY OF THE CONFLICT OF INTEREST LAW FOR MUNICIPAL EMPLOYEES

This summary of the conflict of interest law, General Law’s chapter 268A, is intended to help municipal employees understand how that law
applies to them. This summary is not a substitute for legal advice, nor does it mention every aspect of the law that may apply in a particular
situation. Municipal employees can obtain free confidential advice about the conflict of interest law from the Commission's Legal Division at our
website, phone number, and address above. Municipal counsel may also provide advice.

The conflict of interest law seeks to prevent conflicts between private interests and public duties, foster integrity in public service, and promote
the public's trust and confidence in that service by placing restrictions on what municipal employees may do on the job, after hours, and after
leaving public service, as described below. The sections referenced below are sections of G.L. c. 268A.

When the Commission determines that the conflict of interest law has been violated, it can impose a civil penalty of up to $10,000 ($25,000 for
bribery cases) for each violation. In addition, the Commission can order the violator to repay any economic advantage he gained by the violation,
and to make restitution to injured third parties. Violations of the conflict of interest law can also be prosecuted criminally.

I.  Areyou a municipal employee for conflict of interest law purposes?
You do not have to be a full-time, paid municipal employee to be considered a municipal employee for conflict of interest purposes.
Anyone performing services for a city or town or holding a municipal position, whether paid or unpaid, including full- and part-time
municipal employees, elected officials, volunteers, and consultants, is a municipal employee under the conflict of interest law. An
employee of a private firm can also be a municipal employee, if the private firm has a contract with the city or town and the employee
is a "key employee" under the contract, meaning the town has specifically contracted for her services. The law also covers private
parties who engage in impermissible dealings with municipal employees, such as offering bribes or illegal gifts.
Il.  On-the-job restrictions.
1.  Bribes. Asking for and taking bribes is prohibited. (See Section 2)
a. A bribe is anything of value corruptly received by a municipal employee in exchange for the employee being influenced in
his official actions. Giving, offering, receiving, or asking for a bribe is illegal.
Bribes are more serious than illegal gifts because they involve corrupt intent. In other words, the municipal employee
intends to sell his office by agreeing to do or not do some official act, and the giver intends to influence him to do so.
Bribes of any value are illegal.
b.  Gifts and gratuities. Asking for or accepting a gift because of your official position, or because of something you can do or
have done in your official position, is prohibited. (See Sections 3, 23(b) (2), and 26)
Municipal employees may not accept gifts and gratuities valued at $50 or more given to influence their official actions or
because of their official position. Accepting a gift intended to reward past official action or to bring about future official
action is illegal, as is giving such gifts. Accepting a gift given to you because of the municipal position you hold is also
illegal. Meals, entertainment event tickets, golf, gift baskets, and payment of travel expenses can all be illegal gifts if given
in connection with official action or position, as can anything worth $50 or more. A number of smaller gifts together worth
$50 or more may also violate these sections.
Example of violation: A town administrator accepts reduced rental payments from developers.
Example of violation: A developer offers a ski trip to a school district employee who oversees the developer's work for the
school district.
Regulatory exemptions. There are situations in which a municipal employee's receipt of a gift does not present a genuine
risk of a conflict of interest, and may in fact advance the public interest. The Commission has created exemptions
permitting giving and receiving gifts in these situations. One commonly used exemption permits municipal employees to
accept payment of travel-related expenses when doing so advances a public purpose. Another commonly used exemption
permits municipal employees to accept payment of costs involved in attendance at educational and training programs.
Other exemptions are listed on the Commission's website.
Example where there is no violation: A fire truck manufacturer offers to pay the travel expenses of a fire chief to a trade
show where the chief can examine various kinds of fire-fighting equipment that the town may purchase. The chief fills
out a disclosure form and obtains prior approval from his appointing authority.

Example where there is no violation: A town treasurer attends a two-day annual school featuring multiple substantive
seminars on issues relevant to treasurers. The annual school is paid for in part by banks that do business with town
treasurers. The treasurer is only required to make a disclosure if one of the sponsoring banks has official business before
her in the six months before or after the annual school.

c.  Misuse of position. Using your official position to get something you are not entitled to, or to get someone else something
they are not entitled to, is prohibited. Causing someone else to do these things is also prohibited. (See Sections 23(b) (2)
and 26)

A municipal employee may not use her official position to get something worth $50 or more that would not be properly
available to other similarly situated individuals. Similarly, a municipal employee may not use her official position to get
something worth $50 or more for someone else that would not be properly available to other similarly situated individuals.
Causing someone else to do these things is also prohibited.

Example of violation: A full-time town employee writes a novel on work time, using her office computer, and directing
her secretary to proofread the draft.
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Example of violation: A city councilor directs subordinates to drive the councilor's wife to and from the grocery store.
Example of violation: A mayor avoids a speeding ticket by asking the police officer who stops him, "Do you know who |
am?" and showing his municipal 1.D.

Self-dealing and nepotism. Participating as a municipal employee in a matter in which you, your immediate family, your
business organization, or your future employer has a financial interest is prohibited. (See Section 19)

A municipal employee may not participate in any particular matter in which he or a member of his immediate family
(parents, children, siblings, spouse, and spouse's parents, children, and siblings) has a financial interest. He also may not
participate in any particular matter in which a prospective employer, or a business organization of which he is a director,
officer, trustee, or employee has a financial interest. Participation includes discussing as well as voting on a matter, and
delegating a matter to someone else.

A financial interest may create a conflict of interest whether it is large or small, and positive or negative. In other words, it
does not matter if a lot of money is involved or only a little. It also does not matter if you are putting money into your
pocket or taking it out. If you, your immediate family, your business, or your employer have or has a financial interest in a
matter, you may not participate. The financial interest must be direct and immediate or reasonably foreseeable to create a
conflict. Financial interests which are remote, speculative or not sufficiently identifiable do not create conflicts.

Example of violation: A school committee member's wife is a teacher in the town's public schools. The school committee
member votes on the budget line item for teachers' salaries.

Example of violation: A member of a town affordable housing committee is also the director of a non-profit housing
development corporation. The non-profit makes an application to the committee, and the member/director participates in
the discussion.

Example: A planning board member lives next door to property where a developer plans to construct a new building.
Because the planning board member owns abutting property, he is presumed to have a financial interest in the matter. He
cannot participate unless he provides the State Ethics Commission with an opinion from a qualified independent appraiser
that the new construction will not affect his financial interest.

In many cases, where not otherwise required to participate, a municipal employee may comply with the law by simply not
participating in the particular matter in which she has a financial interest. She need not give a reason for not participating.
There are several exemptions to this section of the law. An appointed municipal employee may file a written disclosure
about the financial interest with his appointing authority, and seek permission to participate notwithstanding the conflict.
The appointing authority may grant written permission if she determines that the financial interest in question is not so
substantial that it is likely to affect the integrity of his services to the municipality. Participating without disclosing the
financial interest is a violation. Elected employees cannot use the disclosure procedure because they have no appointing
authority.

Example where there is no violation: An appointed member of the town zoning advisory committee, which will review
and recommend changes to the town's by-laws with regard to a commercial district, is a partner at a company that owns
commercial property in the district. Prior to participating in any committee discussions, the member files a disclosure with
the zoning board of appeals that appointed him to his position, and that board gives him a written determination authorizing
his participation, despite his company's financial interest. There is no violation.

There is also an exemption for both appointed and elected employees where the employee's task is to address a matter of
general policy and the employee's financial interest is shared with a substantial portion (generally 10% or more) of the
town's population, such as, for instance, a financial interest in real estate tax rates or municipal utility rates.

False claims. Presenting a false claim to your employer for a payment or benefit is prohibited, and causing someone else to
do so is also prohibited. (See Sections 23(b) (4) and 26)

A municipal employee may not present a false or fraudulent claim to his employer for any payment or benefit worth $50 or
more, or cause another person to do so.

Example of violation : A public works director directs his secretary to fill out time sheets to show him as present at work
on days when he was skiing.

Appearance of conflict. Acting in a manner that would make a reasonable person think you can be improperly influenced is
prohibited. (See Section 23(b) (3))

A municipal employee may not act in a manner that would cause a reasonable person to think that she would show favor
toward someone or that she can be improperly influenced. Section 23(b) (3) requires a municipal employee to consider
whether her relationships and affiliations could prevent her from acting fairly and objectively when she performs her duties
for a city or town. If she cannot be fair and objective because of a relationship or affiliation, she should not perform her
duties. However, a municipal employee, whether elected or appointed, can avoid violating this provision by making a
public disclosure of the facts. An appointed employee must make the disclosure in writing to his appointing official.
Example where there is no violation: A developer who is the cousin of the chair of the conservation commission has filed
an application with the commission. A reasonable person could conclude that the chair might favor her cousin. The chair
files a written disclosure with her appointing authority explaining her relationship with her cousin prior to the meeting at
which the application will be considered. There is no violation of Sec. 23(b) (3).

Confidential information. Improperly disclosing or personally using confidential information obtained through your job is
prohibited. (See Section 23(c))

Municipal employees may not improperly disclose confidential information, or make personal use of non-public
information they acquired in the course of their official duties to further their personal interests.

2. After-hours restrictions.

a.

Taking a second paid job that conflicts with the duties of your municipal job is prohibited. (See Section 23(b) (1))

A municipal employee may not accept other paid employment if the responsibilities of the second job are incompatible
with his or her municipal job.

Example: A police officer may not work as a paid private security guard in the town where he serves because the demands
of his private employment would conflict with his duties as a police officer.
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b. Divided loyalties. Receiving pay from anyone other than the city or town to work on a matter involving the city or town is

prohibited. Acting as agent or attorney for anyone other than the city or town in a matter involving the city or town is also
prohibited whether or not you are paid. (See Sec. 17)

Because cities and towns are entitled to the undivided loyalty of their employees, a municipal employee may not be paid by
other people and organizations in relation to a matter if the city or town has an interest in the matter. In addition, a
municipal employee may not act on behalf of other people and organizations or act as an attorney for other people and
organizations in which the town has an interest. Acting as agent includes contacting the municipality in person, by phone,
or in writing; acting as a liaison; providing documents to the city or town; and serving as spokesman.

A municipal employee may always represent his own personal interests, even before his own municipal agency or board,
on the same terms and conditions that other similarly situated members of the public would be allowed to do so. A
municipal employee may also apply for building and related permits on behalf of someone else and be paid for doing so,
unless he works for the permitting agency, or an agency which regulates the permitting agency.

Example of violation: A full-time health agent submits a septic system plan that she has prepared for a private client to the
town's board of health.

Example of violation: A planning board member represents a private client before the board of selectmen on a request that
town meeting consider rezoning the client's property.

While many municipal employees earn their livelihood in municipal jobs, some municipal employees volunteer their time
to provide services to the town or receive small stipends. Others, such as a private attorney who provides legal services to a
town as needed, may serve in a position in which they may have other personal or private employment during normal
working hours. In recognition of the need not to unduly restrict the ability of town volunteers and part-time employees to
earn a living, the law is less restrictive for "special” municipal employees than for other municipal employees.

The status of "special” municipal employee has to be assigned to a municipal position by vote of the board of selectmen,
city council, or similar body. A position is eligible to be designated as "special" if it is unpaid, or if it is part-time and the
employee is allowed to have another job during normal working hours, or if the employee was not paid for working more
than 800 hours during the preceding 365 days. It is the position that is designated as "special" and not the person or persons
holding the position. Selectmen in towns of 10,000 or fewer are automatically "special"; selectman in larger towns cannot
be "specials."

If a municipal position has been designated as "special,” an employee holding that position may be paid by others, act on
behalf of others, and act as attorney for others with respect to matters before municipal boards other than his own, provided
that he has not officially participated in the matter, and the matter is not now, and has not within the past year been, under
his official responsibility.

Example: A school committee member who has been designated as a special municipal employee appears before the board
of health on behalf of a client of his private law practice, on a matter that he has not participated in or had responsibility for
as a school committee member. There is no conflict. However, he may not appear before the school committee, or the
school department, on behalf of a client because he has official responsibility for any matter that comes before the school
committee. This is still the case even if he has recused himself from participating in the matter in his official capacity.
Example: A member who sits as an alternate on the conservation commission is a special municipal employee. Under town
by-laws, he only has official responsibility for matters assigned to him. He may represent a resident who wants to file an
application with the conservation commission as long as the matter is not assigned to him and he will not participate in it.
Inside track. Being paid by your city or town, directly or indirectly, under some second arrangement in addition to your job
is prohibited, unless an exemption applies. (See Section 20)

A municipal employee generally may not have a financial interest in a municipal contract, including a second municipal
job. A municipal employee is also generally prohibited from having an indirect financial interest in a contract that the city
or town has with someone else. This provision is intended to prevent municipal employees from having an "inside track" to
further financial opportunities.

Example of violation: Legal counsel to the town housing authority becomes the acting executive director of the authority,
and is paid in both positions.

Example of violation: A selectman buys a surplus truck from the town DPW.

Example of violation: A full-time secretary for the board of health wants to have a second paid job working part-time for
the town library. She will violate Section 20 unless she can meet the requirements of an exemption.

Example of violation: A city councilor wants to work for a non-profit that receives funding under a contract with her city.
Unless she can satisfy the requirements of an exemption under Section 20, she cannot take the job.

There are numerous exemptions. A municipal employee may hold multiple unpaid or elected positions. Some exemptions
apply only to special municipal employees. Specific exemptions may cover serving as an unpaid volunteer in a second
town position, housing-related benefits, public safety positions, certain elected positions, small towns, and other specific
situations. Please call the Ethics Commission's Legal Division for advice about a specific situation.

3. After you leave municipal employment. (See Section 18)

a.

Forever ban. After you leave your municipal job, you may never work for anyone other than the municipality on a matter
that you worked on as a municipal employee.

If you participated in a matter as a municipal employee, you cannot ever be paid to work on that same matter for anyone
other than the municipality, nor may you act for someone else, whether paid or not. The purpose of this restriction is to bar
former employees from selling to private interests their familiarity with the facts of particular matters that are of continuing
concern to their former municipal employer. The restriction does not prohibit former municipal employees from using the
expertise acquired in government service in their subsequent private activities.

Example of violation: A former school department employee works for a contractor under a contract that she helped to
draft and oversee for the school department.

One (1) year cooling-off period. For one year after you leave your municipal job you may not participate in any matter over
which you had official responsibility during your last two (2) years of public service.

a7



Former municipal employees are barred for one year after they leave municipal employment from personally appearing
before any agency of the municipality in connection with matters that were under their authority in their prior municipal
positions during the two years before they left.
Example: An assistant town manager negotiates a three (3)-year contract with a company. The town manager who
supervised the assistant, and had official responsibility for the contract but did not participate in negotiating it, leaves her
job to work for the company to which the contract was awarded. The former manager may not call or write the town in
connection with the company's work on the contract for one year after leaving the town.
A former municipal employee who participated as such in general legislation on expanded gaming and related matters may
not become an officer or employee of, or acquire a financial interest in, an applicant for a gaming license, or a gaming
licensee, for one year after his public employment ceases.

c.  Partners. Your partners will be subject to restrictions while you serve as a municipal employee and after your municipal
service ends.
Partners of municipal employees and former municipal employees are also subject to restrictions under the conflict of
interest law. If a municipal employee participated in a matter, or if he has official responsibility for a matter, then his
partner may not act on behalf of anyone other than the municipality or provide services as an attorney to anyone but the
city or town in relation to the matter.
Example: \While serving on a city's historic district commission, an architect reviewed an application to get landmark
status for a building. His partners at his architecture firm may not prepare and sign plans for the owner of the building or
otherwise act on the owner's behalf in relation to the application for landmark status. In addition, because the architect has
official responsibility as a commissioner for every matter that comes before the commission, his partners may not
communicate with the commission or otherwise act on behalf of any client on any matter that comes before the
commission during the time that the architect serves on the commission.
Example: A former town counsel joins a law firm as a partner. Because she litigated a lawsuit for the town, her new
partners cannot represent any private clients in the lawsuit for one year after her job with the town ended.

EE S = S S S S S I R

This summary is not intended to be legal advice and, because it is a summary, it does not mention every provision of the conflict law that may
apply in a particular situation. Our website, http://www.mass.gov/ethics contains further information about how the law applies in many
situations. You can also contact the Commission's Legal Division via our website, by telephone, or by letter. Our contact information is at the top

of this document.
EE R S S S S S I I
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F. CHARMS TRANSPORTATION AND VEHICLE USAGE

CHARMS TRANSPORTATION AND VEHICLE USAGE

Section I: 7D Vehicles and Authorized Drivers

7D vehicles are generally vehicles that do not exceed eight (8) student passenger seating capacity and are used to transport pupils to
and from school (according to MGL Chapter 90 Section 7).

A Massachusetts School Transport Driver’s License, known as a 7D license, is required for all eight (8) or fewer student passenger
vehicles (7D vehicles).

A Massachusetts School Bus Operators License is valid to drive a 7D vehicle. (This is a school vehicle endorsed Commercial Drivers
License (CDL) issued by the Massachusetts Registry of Motor Vehicles and the Massachusetts Department of Telecommunications
and Energy).

A 7D Operator License and School Bus License must be renewed every year. Those employees who have reached their seventieth
birthday must renew their license every six (6) months.

In an emergency situation, a substitute driver, at least twenty-one (21) years of age but not over seventy (70) and with at least three (3)
years of driving experience, may operate 7D vehicles (8 student passenger or fewer) for not more than three (3) consecutive days on a
regular route, with a valid Massachusetts license. All regularly employed personnel must be properly licensed to operate Charms
vehicles for greater than three days of consecutive service.

License Renewal Procedure

Drivers will not receive notification from the Registry of Motor Vehicles for 7D license renewal. It is the driver’s responsibility to get
a physical and to get a renewal application processed at least two (2) months prior to expiration.
A physical is valid if scheduled within ninety (90) days prior to the school vehicle certificate expiration date. As a reminder, all drivers
seventy (70) years of age and older must have a physical twice a year, six to seven (6-7) months apart. Please see the Program
Coordinator for a physical form (also located on the RMV website).
It is the driver’s responsibility to ensure that the following are submitted to the Program Coordinator:

. a copy of his/her current physical and medical card (if appropriate);

. a current copy of his/her Massachusetts driver's license;

. a current copy of his/her 7D/School Bus certificate; and

. an original driving record from the Registry of Motor Vehicles each year.
In order to be reimbursed for his/her 7D or School Bus certificate re-licensing fee, the driver must bring in proof of payment and
his/her new certificate, and submit a Request for Reimbursement Form with copies attached to the Charms Business Office.
When the driver receives a new Massachusetts Drivers license, submit a copy to the Charms Business Office. Charms does not refund
state driver license renewal fees.
Every driver must carry his/her license, medical examiner's card (only applicable to School Bus certificate holders), and 7D/School
Bus certificate with him/her whenever he/she is driving for Charms.
If a driver’s license is invalid at any time, he/she must immediately notify the Charms Business Office and he/she will be ineligible to
drive a Charms vehicle. Anyone driving without a valid driver's license is subject to suspension.
Those persons who have been convicted of operating a vehicle under the influence of alcohol, marijuana, narcotics, hallucinogens,
depressants, stimulants, or other illegal substances and those persons who have been convicted of child molestation, rape, sodomy, or
unnatural acts while employed by Charms will be immediately terminated from employment with the Charms Collaborative.

Personal Use of Collaborative Vehicles

The school vehicle provided to drivers is for the exclusive transportation of Charms Collaborative students.

Unauthorized personal use of vehicles is not permitted. Doing so will result in disciplinary action, up to and including termination.
There are no unscheduled stops, personal or otherwise, allowed with students on the vehicle.

If there are no students on the vehicle, a driver may keep an appointment that does not deviate from his/her path of travel to where
his/her vehicle is housed and that the driver cannot otherwise get to in time between runs. This must be pre-approved in writing by the
Executive Director. A pre-approved stop of any kind cannot be submitted on a driver’s time sheet as part of his/her route.

Pre-trip Inspection

The transportation service Charms provides for our pupils depends upon our attention to safety, promptness, and preventive
maintenance of our school transport vehicles. The driver is responsible for a planned and systematic inspection of the vehicle before
each trip. Do not fail to check the vehicle. Failure to properly conduct daily pre-trip inspections may be grounds for
suspension/termination.

Drivers are to perform a daily safety pre-trip inspection before the start of their workday. The pre-trip inspection form is to be
completed with each item correctly checked off that applies to the Charms vehicle. If the driver knows something is wrong with the
vehicle that makes the vehicle unsafe to operate, contact the Charms Business Office immediately.

Drivers are always responsible for maintaining the cleanliness and safe condition of their vehicle, and always must do a daily pre-trip
inspection report of all problems or defects as they occur VVehicles should always be “inspection ready."

Daily inspection of the vehicle includes, but is not limited to, fuel check, inspection of tires, lights, brakes, first aid kits, checking for
registration, and current inspection stickers, emergency equipment, and vehicle condition. Floors, seats, and driver area, as well as all
interior windows need to be free of personal items and exceptionally clean. Place any seat belts up over the seats. Any problems with a
Charms vehicle must be reported in writing to the Charms Business Office. Charms will not be responsible for anything that is not in
writing. Submit any and all problems as they occur.
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Seat Belts

Car Seats
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When all repairs have been made, the driver will receive a signed copy that must be kept on file. Should a driver be pulled over by the
Registry of Motor Vehicles, the officer will be checking for violations and whether the driver was responsible for not reporting them.

Drivers will be given a key for his/her assigned vehicle and are responsible for his/her key. ALL keys must be turned in at the close of
the school year and at the close of the summer session. Drivers will be assessed a key charge of equal to the cost of replacement for
any unreturned keys for which that he/she signed.

State law prohibits leaving keys in a vehicle unattended. Periodic inspection for keys in vehicles will occur by Charms and the police.
In addition, drivers must close their windows and doors, and lock doors and gas caps before leaving their vehicles. Any disregard for
these policies may result in disciplinary action.

Drivers are required to wear seat belt restraints when operating Charms vehicles. Monitors are required to wear seatbelt restraints
while the vehicle is in motion.

All students must wear seat belts when in Charms vehicles. The Commonwealth of Massachusetts requires all occupants of 7D
vehicles to use restraining devices (seat belts).

Children in wheelchairs must be secured by a shoulder/lap seat restraint in addition to the wheelchair being secured to the vehicle by a
four (4) point system.

It is the driver’s responsibility to see that student passengers are safely buckled into their seats. Do not rely upon the teacher,
paraprofessional, or parent/guardian to complete this task. If someone else places a student into the vehicle, the driver or the monitor
must ensure the restraining devices are properly secured.

Children who are either under 49 inches tall or children who must be restrained for physical reasons must be restrained in federally
approved car seats.

Car seats are to be placed in automobiles in the middle bench position, if at all possible. When a car seat is used in an outside seat
position, a locking clip must be used on the shoulder seat belt to lock the belt. Please note that some vehicles may be equipped with an
extra seat belt in the outside position to attach to a car seat.

Smoking/Eating/Unscheduled Stops

Students and staff may not eat or smoke in Charms vehicles. Food is a potential choking hazard and allergies to food or smoke may
cause a life-threatening reaction.

Drivers and monitors may not smoke or eat at any time while conducting Charms transportation. This includes but is not limited to in
or around Charms vehicles, on school grounds, in any Charms or host location parking lot, in or within 10' of any workplace building
in Massachusetts.

There are no unscheduled stops allowed when students are on the vehicle. With students on board, drivers may not stop for food or
for smoking, for themselves or their students. Enabling or knowingly allowing students to smoke is grounds for disciplinary action.
Violations can result in disciplinary action including suspension without pay and/or termination.

Evacuation Drills

Drills must be performed by all drivers at least two (2) times per year for all the students transported. The first evacuation drill must
occur within the first ten (10) days of the opening of school.

All drills must take place on school grounds. Drivers need to make arrangements with a teacher at the school to inform them when the
drill will occur and to have them present to witness the evacuation. After all students have been boarded, go to the first school on the
route to evacuate the vehicle. Have the Program Coordinator or other adult present sign the drill form.

Drivers will need to repeat this for every segment of his/her run if not all the students transported are on the vehicle at one time.
Complete the drill form and return it to the Charms Business Office.

7D Vehicle Signs

The school vehicle sign must be visible when students are in the vehicle.

Never Leave Students In The Vehicle Alone

Drivers may have to leave the driver's seat to assist students in or out of the vehicle, but first the driver must remove the key from the
ignition and set the parking brake.

Always turn off the engine, set the parking brake, and remove both the ignition and the door keys whenever leaving the vehicle.
However, there are a few exceptions (e.g. vehicles that must have the key left in the ignition on accessories in order for the red stop
lights and to operate the wheelchair lift).

The Massachusetts Commercial Motor Vehicle Anti-ldling Rule requires school vehicles to be shut off after idling for five minutes.
This includes while waiting for pick up at a school. If a student is aboard, the vehicle may remain idling.

Medical Emergency

All Charms drivers are required to be trained in CPR, first-aid, Epi-pen use, and seizures. Mandatory trainings are provided by the
Collaborative during the school year.

In case of medical emergency, remain calm. Immediately call 911, and then contact the Charms Administrative Office. Driver may
be advised to go to the nearest fire station, police station, or hospital.

Communication is vital in an emergency. Please keep the Charms Administrative Office advised of all actions being taken. The
office staff will notify all necessary persons. Administer emergency resuscitation (CPR) or first aid if necessary. After completing the
route, the driver should fill out an Incident Report and submit it to the Executive Director on the same day.

50



G.EVALUATION AND PROFESSIONAL DEVELOPMENT

EDUCATOR EVALUATIONS

1.  All formal evaluation of the work performance of an employee shall be conducted openly and with full knowledge of the employee.

. For new contracted staff, the first performance review and subsequent mid-year performance reviews shall be conducted by the
15" of December.

. Staff will have a minimum of two (2) formal evaluations each year during the first three (3) years of employment and one (1)
formal evaluation each year thereafter.

e Allannual performance reviews shall be completed by the 1% of June

e  Variations from this are at the discretion of the Executive Director.

. Educator Evaluation Professional Development will occur throughout the year

2. All employees will be furnished copies of all evaluation forms and will have access to the Educator Evaluation Handbook

3. Within ten (10) workdays after receipt of the report, the employee is to return to the evaluator the original report with his/her signature
affixed, the signature indicating only that the employee has knowledge of the report. The signed report will then be forwarded to the
Collaborative office for filing in the individual's personnel folder.

4.  The employee has a right at any time to add comments to the report directly or by attaching a separate sheet to the report, with affixed
signature and date. The employee is particularly encouraged to make such comments as soon as possible if he/she is dissatisfied with
any portion(s) of the report. 1f such comments are made subsequent to the filing of the report, a copy of the comments shall be sent to
the program supervisor.

5.  Professional Development Workshops will be provided throughout the school year to support educators in the areas of:

. Self-Assessments

. Goal Development and Alignment to the Curriculum
. Understanding Rubrics and Evaluation Process

. Observations, Formative and Summative Evaluations
. DDMs

EMPLOYEE PARTICIPATION

An effective employee safety program depends upon everyone’s support. It is essential that all concerns be reflected in it; an employee’s intimate
knowledge of the job he/she performs and the special concerns he/she brings to the job give a unique perspective which CHARMS can learn from
and use to make the employee safety program more effective.

PROFESSIONAL SUPERVISION / PERSONNEL EVALUATION

The Executive Director will see that the work in all programs of the Collaborative is conducted in accordance with the laws of the
Commonwealth and the regulations of the Board of Directors. The Executive Director shall direct, counsel and aid their staff; and supervise their
work. Any case of unsatisfactory service that cannot be resolved shall be referred to the Board of Directors, through the Executive Director.
Employees shall be duly notified of any pending formal action by the Board of Directors.

The specific purposes of evaluation are:
1.  Tosupport and improve classroom instruction and student learning;
To foster professional growth;
To assess professional competence;
To make employment related decisions; and
To provide a constructive basis allowing staff and administrators to engage in professional discussions leading to growth and
development.
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STAFF MEETINGS
To encourage participation, each program will include safety issues in regular staff meetings. These regular staff meetings should include:
representative employees, key work safety employees, site supervisors and program supervisors (as necessary). The purpose of including
employee safety issues in the regular staff meeting agenda include:

. Help to create and sustain a continuing work safety climate throughout the organization;

. Continue employee safety education;

e Assist management in ongoing development and presentation of work safety policy;

. Help monitor status of efforts to carry out necessary corrective action;

. Monitor safety attitudes of employees which may indicate the need for further or revised work safety activity;

. Help analyze the major causes of accidents and trends;

. Recommend action to prevent or control hazards;

. Recommend action to stimulate or improve employee safety program activities.

STAFF PROFESSIONAL DEVELOPMENT

. It is the policy of the Collaborative to encourage the professional development of its employees. It is expected that each employee will
be given opportunities to achieve thirty (30) Professional Development Points (PDPs) outside of the working day.

. Five (5) of the one hundred eighty five (185) days Charms work days are scheduled for Charms Professional Development. Staff is
expected to attend. Sick or personal days will not be approved without prior discussion with the Executive Director. Failure to attend a
Charms PD Day may result in wages being withheld for those days.

o All employees are expected to keep abreast of and alert to new developments in their special field through course work, workshops,
lectures and other special study. Employees must maintain a personal professional development plan approved by their supervisor in
accordance with Department of Education regulations and criteria established by Charms Collaborative.
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. Funds for this purpose are available and approval for direct payment or reimbursement upon completion is up to the discretion of the
program supervisor and the executive director and will not be unreasonably withheld.

. Reimbursement may be limited by the amount included for the purpose in the program budget

. Employees may be reimbursed for the cost of workshops, seminars and conferences.

. The Collaborative is a state-approved professional development provider and sponsors activities, such as Collaborative-wide training
sessions and workshops which are open to employees. Employees can earn professional development points for re-licensure through
participation in any of these activities.

Bullying In-Services

Charms will provide annual training on bullying prevention and intervention at an all-staff meeting. This training will include, but not

limited to: an overview of the bullying prevention curricula, and steps the Program Director will take upon receipt of a report of bullying or

retaliation. The Policy prohibiting bullying, along with this plan, will be available to Charms staff in the employee manual. Staff will be

notified of this during the first all-staff meeting of each school year. Staff members hired after the start of the school year will receive

training.

The content of the trainings will include the following:

. Developmentally appropriate strategies to prevent bullying;

. Developmentally appropriate strategies for immediate, effective interventions to stop bullying incidents;

. Information regarding the complex interaction and power differential that can take place between and among an aggressor, target, and
witnesses to the bullying;

. Research findings on bullying, including information about specific categories of students who have been shown to be particularly at
risk for bullying in the school environment;

. Information on the incidence and nature of cyber bullying; and

. Internet safety issues as they relate to cyberbullying.

Professional development will also address ways to prevent and respond to bullying or retaliation for students with disabilities that must be
considered when developing students’ IEPs, with particular focus on students with ASD or whose disability affects social skills
development. It will be the responsibility of the Program Director along with the Out of District Coordinator to ensure this topic is
addressed by the Team and changes are made to the IEP as appropriate and in accordance to input from the Team.

CPR And Physical Restraint Certification Training
The Collaborative reserves the right to require its employees to obtain CPR and/or physical restraint certification. Employees so required
must obtain this certification on their own time. CPR & CPI training will be offered through CHARMS throughout FY 16 at no cost to
employees. Employees receiving training outside of CHARMS will not be reimbursed for costs. CPR & CPI training will count toward the
thirty-five (35) hours when taken outside of the one hundred eighty (180) school days.
. Non-Violent Crisis Intervention Techniques
Charms Collaborative provides non-violent crisis intervention and physical restraint training to staff in accordance with 603 CMR 46.03. In
accordance with annual non-violent crisis intervention training, Charms staff will utilize safe, therapeutic holds aimed at controlling the
unsafe, acting out behavior of a student until such time that the student safely regains control of himself/herself. Nothing in this policy
precludes any teacher, employee or agent of a public education program from using reasonable force to protect students or other persons or
themselves from assault or imminent, serious or physical harm.

Staff Training shall include information on the following:

. The role of the student, family, and staff in preventing restraint;

. The program's restraint prevention and behavior support policy and procedures, including use of time-out as a
behavior support strategy distinct from seclusion;

. Interventions that may preclude the need for restraint, including de-escalation of problematic behaviors and other
alternatives to restraint in emergency circumstances;

e When behavior presents an emergency that requires physical restraint, the types of permitted physical restraints and
related safety considerations, including information regarding the increased risk of injury to a student when any
restraint isused, in particular a restraint of extended duration;

e Administering physical restraint in accordance with medical or psychological limitations, known or suspected trauma
history, and/or behavioral intervention plans applicable to an individual student; and

. Identification of program staff who have received in-depth training pursuant to 603 CMR 46.03(3) in the use of
physical restraint.

Educator Evaluation Professional Development

Professional Development Workshops will be provided throughout the school year to support educators in the areas of:
. Self-Assessments;

. Goal Development and Alignment to the Curriculum;

. Understanding Rubrics and Evaluation Process;

. Observations, Formative and Summative Evaluations; and

. DDMs.

Nutrition In-Service

All Charms students will have equal opportunity, and access to a nutritional breakfast, lunch, and snack during the school day. Staff will be
provided training in the following areas:

. Meal Plan Procedures:
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. Food Safety Procedures: All staff will review the USDA food safety education information and additional resources, and will be held
accountable to the information presented. Nutrition education resources will be available to staff via google drive and the link to the
USDA information is made available at http://www.fsis.usda.gov/wps/portal/fsis/topics/food-safety-education/

. Other Considerations

e  Seizure In-Service

1. There are two general types of seizure disorders with some variations, the tonic/clonic type and the partial type. The tonic/clonic
type used to be called grand mal seizures. The partial type used to be called petite mal. The tonic/clonic type can be more
serious in that the person is unconscious. Sometimes breathing is a problem and incontinence can happen. This seizure is
characterized by alternating muscular contractions. Special care needs to focus on breathing and keeping the child free from
injury.

2. The partial type involves some involuntary movements, dropping head or body, and consciousness. Some types are known as
absent seizures. The person will just look like he is daydreaming. Safety is a concern with these types in that the person can
drop his head on a table, floor or fall and may injure himself.

e  Staff Meetings/Safety Issues
Staff Meetings will be scheduled throughout the school year in order to share and collaborative on ideas and information. Charms wide
Staff Meetings held after school hours are eligible toward the five (5) Charms PD days.

To encourage participation, each program will include safety issues in regular staff meetings. These regular staff meetings should include:
representative employees, key work safety employees, site supervisors and program supervisors (as necessary). The purpose of including
employee safety issues in the regular staff meeting agenda include:

. Help to create and sustain a continuing work safety climate throughout the organization;

. Continue employee safety education;

. Assist management in ongoing development and presentation of work safety policy;

. Help monitor status of efforts to carry out necessary corrective action;

. Monitor safety attitudes of employees which may indicate the need for further or revised work safety activity;

. Help analyze the major causes of accidents and trends;

. Recommend action to prevent or control hazards;

. Recommend action to stimulate or improve employee safety program activities

e  Transportation of Students Training/Charms Vehicle Usage Procedures
. Transportation is an essential part of our community partnerships opportunities. Staff will receive in-service training in order to ensure
safety and compliance; and
. Please refer to Charms Transportation and Vehicle Usage Section.

Other areas of Professional Development and Staff In-Services will be reviewed on a yearly basis to ensure quality services.
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H.BULLYING AND CYBERBULLYING

BULLYING AND CYBERBULLYING INTERVENTION AND PREVENTION PLAN
The following Bullying Prevention and Intervention Plan is a comprehensive approach to addressing bullying and cyberbullying. Charms
Collaborative is committed to working with students, staff, families, and the community to prevent issues of violence.

The Executive Director and designated staff are responsible for the implementation and oversight of this plan.

Plan Development

Through input from the following constituent members, Charms Collaborative is committed to create structures within its programs that promote
supportive school environments to reduce barriers to learning. Input from the following members of the Collaborative community was sought in
the development of this plan: the Operating Committee, administrators, staff (professional and non-professional), and parents. Input from these
constituents was sought through meetings and requests for feedback.

Assessing Needs and Resources
It is the intention of Charms to enhance its capacity to prevent and respond to issues of bullying within the context of other healthy school climate
initiatives. As part of this process, Charms will:

. Identify current programs in place throughout the organization that address the social and behavioral well-being of our students;

e Assess the effectiveness of these programs through the monitoring of bullying incident reporting data, and develop/modify/critique the
action plan as a result of those incidents that work to prevent reoccurrence;

. Review all behavioral incident reports to identify those behaviors that may be characteristic of bullying, and follow up on those
behaviors;

. Identify individuals within the organization to receive training in issues around bullying that will promote a positive school climate.
Following the training of specified staff, opportunities for professional development for all staff will be created to train on methods,
curriculum, etc; and

. Develop a Board policy prohibiting bullying.

The intended outcome of the assessment aspect of this plan is to develop, revise, and/or implement policies and procedures to promote a positive
school climate.

Planning and Oversight
If a reported incident of bullying occurs the following actions will be taken:

. Staff will report any bullying incident using the Charms Bullying Prevention and Intervention Incident Reporting Form;

. The report will be reviewed and signed by the Classroom Teacher and Executive Director;

. Tracking of reported incidences will be conducted by the Executive Director with noted attention given to targets and aggressors;

e Analysis of bullying incidents and their resulting outcomes will be conducted in meetings of the Program Teacher(s) and
Administration. During the review process consideration will be given to the need for action and prevention plans and/or supports for
the needs of targets and aggressors;

. Professional development on positive school climate, bullying identification and prevention techniques will be provided to Charms
staff. A review of the Bullying Prevention and Intervention Plan will be shared with all staff at the first all-staff meeting of each
school year. Subsequent trainings will take place either in further staff meetings or classroom meetings;

e  With input from trained staff, age and ability appropriate curriculum will be implemented immediately thereafter; and

. Should the development or implementation of any portion of this plan affect the Board approved Policy prohibiting bullying, the
Executive Director will bring it to the attention of the Board for consideration.

Priority Statements

. Charms Collaborative expects that all members of the Charms community treat each other in a civil manner with respect for individual
differences. Charms is committed to providing all students with a safe learning environment that is free from bullying and
cyberbullying. This commitment is an integral part of our comprehensive efforts to promote learning, and to prevent and eliminate all
forms of bullying and other harmful and disruptive behavior that can impede the learning process.

e  We at Charms understand that certain students, such those who are gay/lesbian, bisexual, or transgender; are homeless; and/or have
disabilities, may be more vulnerable to becoming targets of bullying, harassment, or teasing in our own programs or in our host school
environments. Charms will take steps to create a safe, supportive environment for vulnerable populations and provide its students
with the skills, knowledge, and strategies to prevent or respond to bullying, harassment, or teasing.

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

Annual Staff Training
Charms will provide annual training on bullying prevention and intervention at an all-staff meeting. This training will include, but not limited to:
an overview of the bullying prevention curricula, and steps that will be taken upon receipt of a report of bullying or retaliation.

Staff members hired after the start of the school year will receive training.

Ongoing Professional Development
Professional development will be offered to staff to build the skills of staff members to prevent, identify, and respond to bullying. This training
will be site based and delivered through staff meetings and/or classroom meetings. The content of the trainings will include the following:

. Developmentally appropriate strategies to prevent bullying;

. Developmentally appropriate strategies for immediate, effective interventions to stop bullying incidents;
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. Information regarding the complex interaction and power differential that can take place between and among an aggressor, target, and
witnesses to the bullying;
. Research findings on bullying, including information about specific categories of students who have been shown to be particularly at
risk for bullying in the school environment;
. Information on the incidence and nature of cyber bullying; and
. Internet safety issues as they relate to cyberbullying.
Professional development will also address ways to prevent and respond to bullying or retaliation for students with disabilities that must be
considered when developing students’ IEPs, with particular focus on students with ASD or whose disability affects social skills development. It
will be the responsibility of the Program Director along with the Out of District Coordinator to ensure this topic is addressed by the Team and
changes are made to the IEP as appropriate and in accordance to input from the Team.

‘Written notice to staff
The Policy prohibiting bullying, along with this plan, will be available to Charms staff in the employee manual. Staff will be notified of this
during the first all-staff meeting of each school year.

Access to Resources and Staff
A key aspect of promoting positive school climates is ensuring that the underlying emotional needs of targets, aggressors, families and others are
addressed. If a student has been identified as a target or as an aggressor the following supports will be made available.

Identifying Resources

. Charms Collaborative educational programs offer support to students in a protected environment with small class sizes with a high
teacher to student ratio. In addition to teaching and therapy staff, students/families have access to support either through a behavioral
consultant or through social workers assigned to specific programs. Should a student require additional counseling or agency
resources, Charms staff work closely with families to identify need, and to provide community resources.

. Home visits/behavioral supports may be conducted if parents need additional supports/information. The program staff, under the
supervision of the Program Director, will work with families to identify needs and to make connections to outside agencies, either
directly or through the sending school district.

Counseling and other services.
Should behavioral incident reports or bullying incident reports indicate a need for further counseling supports, the Program Director will make an
immediate referral to one of the Charms counselors on staff. Additionally, positive behavioral support plans may be developed or modified based
upon incident reporting through the intervention support of the Program Director. It is at the discretion of the Program Director, classroom staff,
and counselors to develop a plan for involving parents relative to behaviors.

. Should acts of bullying occur, staff will identify common times students are together and work to separate students whenever possible.

. The identified aggressor will receive increased adult supervision.

. Program staff, under the advisement of the Program Director, will refer students to counseling as appropriate.

. Counselors, along with Program Director and program staff, will work with families to identify an action plan with a built in re-

evaluation period.
. The need for a behavior management plan will be assessed and implemented as needed.
. If the bullying behavior becomes a pattern, it will be addressed in the student’s IEP.

Students with disabilities

As a special education service provider, the Charms staff is sensitive to the needs of its students and families. The Program Director will make
available to staff the DESE Technical Assistance Advisory SPED 2011-12: Bullying Prevention and Intervention. Together with the District Out
of District Coordinators, the Program Director will direct the Team to consider the student’s social skills and identify behaviors that affect the
student’s learning, the learning of others, and the student’s ability to interact with others in positive ways.

During the evaluation process, the Team will gather data and information relative to a student’s social skills. That data will be used as a source
for discussion of potential student supports.

Referral to outside services
Staff will refer students to an outside agency as warranted. The determination will be made on an individual basis. Charms staff will work with
outside agencies and parents to facilitate the support.

Teaching Appropriate Behavior Through Skills-Building
Upon the Program Director or designee determining that bullying or retaliation has occurred, the law requires that the school or district use a
range of responses that balance the need for accountability with the need to teach appropriate behavior [M.G.L. c. 71, § 370(d)(v)]. Skill-
building approaches that the principal or designee may consider include:
. offering individualized skill-building sessions based on the program’s/school’s/district’s anti-bullying curricula;
. providing relevant educational activities for individual students or groups of students, in consultation with guidance counselors and
other appropriate school personnel;
. implementing a range of academic and nonacademic positive behavioral supports to help students understand pro-social ways to
achieve their goals;
. meeting with parents and guardians to engage parental support and to reinforce the anti-bullying curricula and social skills building
activities at home;
. adopting behavioral plans to include a focus on developing specific social skills; and
. making a referral for evaluation.

Specific bullying prevention approaches
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Bullying prevention curricula will be informed by current research which, among other things, emphasizes the following approaches:

using scripts and role plays to develop skills;

empowering students to take action by knowing what to do when they witness other students engaged in acts of bullying or retaliation,
including seeking adult assistance;

helping students understand the dynamics of bullying and cyberbullying, including the underlying power imbalance;

emphasizing cyber-safety, including safe and appropriate use of electronic communication technologies;

enhancing students’ skills for engaging in healthy relationships and respectful communications; and

engaging students in a safe, supportive school environment that is respectful of diversity and difference.

Each year, classroom staff will instruct students in age appropriate and developmentally appropriate language to recognize bullying and to take
the necessary steps to respond and report to such acts.

General teaching approaches that support bullying prevention efforts
The following approaches are integral to establishing a safe and supportive school environment. These underscore the importance of our
bullying intervention and prevention initiatives:

setting clear expectations for students and establishing school and classroom routines;

creating safe school and classroom environments for all students, including for students with disabilities, leshian, gay, bisexual, and
transgender students, and homeless students;

using appropriate and positive responses and reinforcement, even when students require discipline;

using positive behavioral supports;

encouraging adults to develop positive relationships with students;

modeling, teaching, and rewarding pro-social, healthy, and respectful behaviors;

using positive approaches to behavioral health, including collaborative problem-solving, conflict resolution training, teamwork, and
positive behavioral supports that aid in social and emotional development;

using the Internet safely; and

supporting students’ interest and participation in non-academic and extracurricular activities, particularly in their areas of strength.

Reporting bullying or retaliation

Reporting by staff: A member of Charms or host school staff, including, but not limited to, an educator, administrator, school nurse,
cafeteria worker, custodian, bus driver, athletic coach, advisor to an extracurricular activity or paraprofessional, shall immediately
report any instance of bullying or retaliation s/he has witnessed or become aware of to the school principal or designee. In the case of
an incident involving a Charms student, the incident should also be reported to a teacher in the Charms program, who shall report it to
the Program Director. Staff will report the incident using the Charms Bullying Prevention and Intervention Incident Reporting Form.
Reporting by students, parents or guardians, and others: Charms Collaborative expects students, parents/guardians, and others
who witness or become aware of an instance of bullying or retaliation involving a student to report it to the Program Director or
program teacher, who will then report it to the Program Director. An individual may make an anonymous report of bullying or
retaliation; however, no disciplinary action may be taken against a student solely on the basis of an anonymous report. A student who
knowingly makes a false accusation of bullying or retaliation shall be subject to disciplinary action.

Responding To A Report of Bullying or Retaliation

Safety: Before fully investigating the allegations of bullying or retaliation, the Program Director or designee will take steps to assess
the need to restore a sense of safety to the alleged target and/or to protect the alleged target from possible further incidents. Responses
to promote safety may include, but not be limited to: creating a personal safety plan; pre-determining seating arrangements for the
target and/or the aggressor in the classroom, at lunch, or on the bus; identifying a staff member who will act as a “safe person” for the
target; and altering the aggressor’s schedule and access to the target. The Program Director or designee will take additional steps to
promote safety during the course of and after the investigation, as necessary. Additionally, the Program Director or designee will
implement appropriate strategies for protecting from bullying or retaliation a student who has reported bullying or retaliation, a
student who has witnessed bullying or retaliation, a student who provides information during an investigation, or a student who has
reliable information about a reported act of bullying or retaliation.

Obligations to notify others:

Notice to parents or guardians: The Program Director or designee will notify the parent/guardian of the alleged target and the alleged
aggressor of a report of bullying or retaliation once the outcome of an investigation has been determined. If the alleged target and
alleged aggressor attend different schools, the Program Director receiving the report shall inform the principal of the other student's
school, who shall notify the student's parents of the report and procedures.

Notice to another school district: If an incident of bullying or retaliation involves students from more than one school district, charter
school, non-public school, approved private day or residential school or collaborative school and the Charms Collaborative is the first
to be informed of the bullying or retaliation, then the Executive Director of Charms Collaborative or designee must, consistent with
state and federal law, promptly notify the appropriate administrator of the other school district or school so that both may take
appropriate action.

Notice to law enforcement: At any point after receipt of a report of bullying or retaliation, or during or after an investigation, if the
Charms Program Director or designee has a reasonable basis to believe that the incident may involve criminal conduct, the Charms
Program Director or designee will notify the local law enforcement agency. In addition, if an incident of bullying or retaliation occurs
on school grounds and involves a former student under the age of twenty-one (21) who is no longer enrolled in a local school district,
charter school, non-public school, approved private day or residential school or collaborative school, the Executive Director of
Charms Collaborative or designee will notify local law enforcement if s/he believes that criminal charges may be pursued.

Investigation

The Program Director or designee, in collaboration with host school administration, as warranted, shall investigate promptly a report
of bullying or retaliation, giving consideration to all the circumstances at hand, including the nature of the allegations and the ages of
the students involved. The following are general guidelines for responding to a report of bullying or retaliation. The guidelines will

be adapted as necessary to respond appropriately to the complaint.
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Pre-Investigation: Even before fully investigating allegations of bullying or retaliation, Collaborative personnel in cooperation with
host school administration will consider whether there is a need to take immediate steps to support the alleged target and/or protect the
alleged target from further potential incidents of concern. In taking any such action, however, the rights of both the alleged target and
alleged aggressor must be considered.

Written statement of the complaint: The investigator will seek to determine the basis of the complaint, gathering information from the
complainant, including such matters as: what specifically happened, who committed the alleged acts, who was present or may have
information about the events, when the events occurred (date, time of day), and where the events occurred.

It is helpful to have these facts in writing. If age appropriate, the complainant may be asked to put the complaint in writing and to sign
and date it. If the complainant cannot or chooses not to write a complaint, the investigator will record the allegations, read them to the
complainant to confirm accuracy, and ask the complainant to sign the document. If the complainant cannot or chooses not to sign, the
investigator may sign and date the document her/himself.

Interviews: Once the allegations of the complainant are established, the investigator will gather other evidence, which often involves
interviews of the alleged aggressor and/or other witnesses. If appropriate, the investigator should remind the alleged aggressor and
witnesses that retaliation against persons whom they believe might have reported the incidents or cooperated with the investigation is
strictly prohibited and will result in disciplinary action.

Confidentiality:

The confidentiality of the complainant and the other witnesses will be maintained to the extent practicable given the Collaborative's
obligation to investigate and address the matter. The names of individuals involved will not be released to other parties.

Determinations

The Program Director or designee will make a determination based upon all of the facts and circumstances. If, after investigation,
bullying or retaliation is substantiated, the Program Director or designee will take steps reasonably calculated to prevent recurrence
and to ensure that the target is not restricted in participating in school or in benefiting from school activities. The Program Director or
designee will: 1) determine what remedial action is required, if any, and 2) determine what responsive actions and/or disciplinary
action is necessary.

Depending upon the circumstances, the Program Director or designee may choose to consult with the students’ teacher(s) and/or
school counselor, and the target’s or aggressor’s parents or guardians, to identify any underlying social or emotional issue(s) that may
have contributed to the bullying behavior and to assess the level of need for additional social skills development.

The Program Director or designee will promptly notify the parents or guardians of the target and the aggressor about the results of the
investigation and, if bullying or retaliation is found, what action is being taken to prevent further acts of bullying or retaliation. All
notice to parents must comply with applicable state and federal privacy laws and regulations. Because of the legal requirements
regarding the confidentiality of student records, the Program Director or designee cannot report specific information to the target’s
parent or guardian about the disciplinary action taken unless it involves a “stay away” order or other directive that the target must be
aware of in order to report violations.

Taking Disciplinary Action

If the Program Director or designee decides that disciplinary action is appropriate, the disciplinary action will be determined on the
basis of facts found by the Program Director or designee, including the nature of the conduct, the age of the student(s) involved, and
the need to balance accountability with the teaching of appropriate behavior. Discipline will be consistent with the Plan and with the
student’s individual behavior plan and/or IEP.

Discipline procedures for students with disabilities are governed by the federal Individuals with Disabilities Education Improvement
Act (IDEA), which should be read in cooperation with state laws regarding student discipline.

If the Program Director or designee determines that a student knowingly made a false allegation of bullying or retaliation, that student
may be subject to disciplinary action.

Promoting Safety for the Target and Others

The Program Director or designee will consider what adjustments, if any, are needed in the school environment to enhance the target's
sense of safety and that of others as well. One strategy that the Program Director or designee may use is to increase adult supervision
at transition times and in locations where bullying is known to have occurred or is likely to occur.

Within a reasonable period of time following the determination and the ordering of remedial and/or disciplinary action, the Program
Director or designee will contact the target to determine whether there has been a recurrence of the prohibited conduct and whether
additional supportive measures are needed. If so, the principal or designee will work with appropriate school staff to implement them
immediately.

Collaboration With Families

Parent education and resources: Parents of Charms students will be eligible to attend local trainings through their sending districts as
sponsored by the local PTO, PTA, School Councils, Special Education Parent Advisory Council, or similar organizations. Individual
parent trainings will be provided by Charms on a case specific basis.

Notification requirements: Each year in the beginning of school either through the welcoming packet or the student handbook,
Charms will inform parents or guardians of enrolled students about the anti-bullying curricula that are being used. This notice will
include information about the dynamics of bullying, including cyberbullying and online safety, as well as the student-related sections
of the Plan and Charms Collaborative’s internet safety policy. Charms will post the Plan and related information on its website.

Prohibition Against Bullying And Retaliation

Acts of bullying, which include cyberbullying, are prohibited:

(i)on school grounds and property immediately adjacent to school grounds, at a school-sponsored or school-related activity,
function, or program whether on or off school grounds, at a school bus stop, on a school bus or other vehicle owned, leased, or
used by aschool district or school; or through the use of technology or an electronic device owned, leased, or used by
a school district or school, and

(ii) at alocation, activity, function, or program that is not school-related through theuse of technology or
an electronic device that is not owned, leased, or used by a school district or school, if the acts create a hostile environment at
school for the target or witnesses, infringe on their rights at school, or materially and substantially disrupt the education process or
the orderly operation of a school.
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Retaliation against a person who reports bullying, provides information during an investigation of bullying, or witnesses or has reliable
information about bullying is also prohibited.

As stated in M.G.L. c. 71, § 370, nothing in this Plan requires the Collaborative to staff any non-school related activities, functions, or programs.

Definitions

e Aggressor isa student who engages in bullying, cyberbullying, or retaliation.

. Bullying, as defined in M.G.L. c. 71, § 370, is 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 target that:

causes physical or emotional harm to the target or damage to the target’s property;

places the target in reasonable fear of harm to himself or herself or of damage to his or her property;
creates a hostile environment at school for the target;

infringes on the rights of the target at school; or

materially and substantially disrupts the education process or the orderly operation of a school.

. Cyberbullying is bullying through the use of technology or electronic devices such as telephones, cell phones, computers, and the
Internet. It includes, but is not limited to, email, instant messages, text messages, and Internet postings. See M.G.L. c. 71, § 370 for
the legal definition of cyberbullying.

. Hostile environment, as defined in M.G.L. c. 71, § 370, is a situation in which bullying causes the school environment to be
permeated with intimidation, ridicule, or insult that is sufficiently severe or pervasive to alter the conditions of a student’s education.

. Retaliation is any form of intimidation, reprisal, or harassment directed against a student who reports bullying, provides information
during an investigation of bullying, or witnesses or has reliable information about bullying.

. Staff includes, but is not limited to, educators, administrators, counselors, school nurses, cafeteria workers, custodians, bus drivers,
athletic coaches, advisors to extracurricular activities, support staff, or paraprofessionals.

. Target is a student against whom bullying, cyberbullying, or retaliation has been perpetrated.

Relationship to Other Laws

Consistent with state and federal laws, and the policies of the school, district, or Collaborative, no person shall be discriminated against in
admission to a public school of any town or in obtaining the advantages, privilege and courses of study of such public school on account of race,
color, sex, religion, national origin, or sexual orientation. Nothing in the Plan prevents the school or district from taking action to remediate
discrimination or harassment based on a person’s membership in a legally protected category under local, state, or federal law, or school or
district policies.

In addition, nothing in the Plan is designed or intended to limit the authority of the school or district to take disciplinary action or other action

under M.G.L. c. 71, § 37H or 37H%, other applicable laws, or local school or district policies in response to violent, harmful, or disruptive
behavior, regardless of whether the Plan covers the behavior.
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I. BUSINESS AND FINANCE

AUDIT
. Each year, the Business Manager of Charms Collaborative will arrange for an audit of the Collaborative’s financial statements.
. The audit will be conducted by a Board approved independent auditing firm.
. Results of the audit will be presented at a meeting of the Board of Directors annually and be subject to a majority Board vote.

AUTHORIZATION TO SIGN CHECKS
. The Treasurer and Executive Director of the Charms Collaborative have the authority to sign checks. Two (2) signatures are required.

BIDDING REQUIREMENTS

The Executive Director and Business Manager of the Charms Collaborative and other Board approved signators are authorized by the Board of
Directors to arrange for the purchase of goods and services for the Collaborative. The Executive Director is authorized to solicit bids and award
contracts in a manner consistent with all local and state laws, including M.G.L. Chapter 30B. Accordingly, all procedures regarding procurement
of goods or services for the Charms Collaborative will comply with current bid laws and regulations.

BOARD OF DIRECTORS 2015 - 2016
The Board of Directors is the governing body of Charms Collaborative. The Executive Director reports to the Board.

The Board meets a minimum of six (6) times per year. A quorum for the Board of Directors of Charms Collaborative is described in the Articles
of Agreement as follows: At any meeting of the Board of Directors, a quorum shall be defined as follows: (a) a majority of four (4) of the
Executive Committee.

Tim Farmer Dr. Marguerite Rizzi Mary Gormley
Sharon Public Schools Stoughton Public Schools Milton Public Schools
75 Mountain Street 232 Pearl Street 25 Gile Road
Sharon, MA 02067 Stoughton, MA 02072 Milton, MA 02186
781-784-1570 ext 1 781-344-4000, x1232 617-696-4808
farmer@sharon.k12.ma.us m_rizzi@stoughtonschools.org mgormley@miltonps.org
Jennifer Henderson Paul Zinni, Chairman Dr. Patricia Lally
Canton Public Schools Avon Public Schools Holbrook Public Schools
960 Washington Street Patrick Clark Drive 245 S. Franklin Street
Canton, MA 02021 Avon, MA 02322 Holbrook, MA 02343
781-821-5060 508-588-0230 781-767-1312
hendersonj@cantonma.org pzinni@avon.k12.ma.us plally@holbrook.k12.ma.us
BUDGET PREPARATION

. Preparation of the Annual Budget will be scheduled in stages throughout the year with attention to various deadlines established by the
requirements of state and federal contracts, as well as the annual budget cycle of the school districts that make up the Charms
community.

. The Collaborative's fiscal year begins on July 1 and ends on June 30. The Board authorizes the Finance and Administration
Committee to work the Executive Director, Treasurer and other designees to review and develop a proposed operating budget for the
subsequent fiscal year that aligns with Board approved budget assumptions. The budget will be presented for review and approval at
the May Board Meeting.

e Approval of the budget by the Board will authorize the Executive Director to implement employee agreements and execute contracts
for the coming fiscal year.

. Because State and Federal contracts are not finalized until after the May Board Meeting, the Board reserves the right to review and re-
vote the operating budget for the fiscal year at the September Board Meeting.

. Board of Directors will review the projected budget during two open meeting sessions and will approve by majority vote at the third
presentation.

DISPOSAL OF SURPLUS PROPERTY

Any board or department of the Town may sell, trade in, give away or otherwise dispose of any personal property of the town that is within its
possession or control and which has become obsolete or is not required for its further use, and it determines that no other town board or
department could make use of the property. If another board or department could make use of the property, it shall be transferred, without cost, to
the department. Before property valued at $300 or more is transferred, sold, traded in, given away or otherwise disposed of, the transaction shall
be approved by the School Committee, in the case of schools and departments under its control, or the Board of Selectmen, in the case of all other
boards and departments. A public notice of the availability shall be posted at least 14 days prior to the disposition of all property valued at $300
or more, except that which is transferred to another town department.

FEE SCHEDULES
When school districts contract with the Charms Collaborative for staff services, the rate will be subject to a fee schedule voted by the Board of
Directors

59


http://mailto:farmer@sharon.k12.ma.us/
mailto:m_rizzi@stoughtonschools.org
mailto:mgormley@miltonps.org
mailto:hendersonj@cantonma.org
mailto:pzinni@avon.k12.ma.us
mailto:plally@holbrook.k12.ma.us

FUND BALANCE

e As of the close of a fiscal year, the Charms Collaborative will maintain in its operating fund a maximum of three (3) months of
operating expenses.

. If there is an excess of operating expenses at the close of a fiscal year, at the first Board of Director’s meeting of the new fiscal year,
the Board of Directors through a majority vote will determine how those funds will be dispersed.

TUITION/BILLING STRUCTURE

. Tuition rates for Charms Collaborative programs will be set by the Board of Directors in the approved preliminary budget, and may be
adjusted in the approved final budget. Any change in tuition subsequent to the approved final budget must be brought forward the

Board and approved by a majority vote.

A student who is enrolled in a Collaborative program for five or more days in a given month will be charged tuition for the full month,

and will continue until the student is withdrawn in writing from the Collaborative by the sending school district(s).

. If an enrolled student moves to a different town the monthly tuition cost will be prorated between both towns.

In accordance with 603 CMR 28.10, (2) (a), 2 if a student with an out of district placement splits time between parents who reside in

different towns, the cost of tuition will be billed as a split cost between those towns.

WARRANT PROCESS TBD

60



ACKNOWLEDGMENT OF RECEIPT
Charms Collaborative Policy and Procedures Handbook 2015-2016.

I, , (first and last name) an employee of

Charms Collaborative, hereby acknowledge that I received a copy of the Charms Handbook,

revised August 2015, on (date). I have reviewed the

Handbook and acknowledge that I received copies of the following:
e Summary of the Conflict of Interest Law for Municipal Employees,
¢ Internet/Email Acceptable Use Policy
¢ Bullying Policy
e 603 CMR 46.00 Regulations

e Charms Vehicle Usage Procedures

Signature
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FORMS AND STAFF INFORMATION

MGL Chapter 459 of the Acts of 2012 - An Act Relative to Background Checks Form
Change of Address Form

Staff Emergency Form

Request for Vacation/Personal Days

Incident Report

Purchase Order Form

Authorization for Direct Deposit

Time Sheet

School Calendars

Charms Bullying Prevention and Intervention Incident Reporting Form.
Staff Listing



CHARMS COLLABORATIVE

Old Colony YMCA e 445 Central Street e Stoughton, Massachusetts 02072
(781) 344-1463 e Fax: (781) 344-5299
www.charms-collaborative.org
Follow us on Twitter @charmscollab

To: Charms Collaborative 2015-2016 School Year Employees
From: Rosalie O’Connell, Executive Director

Date: May 20, 2015

Subject: Background Checks

MGL Chapter 459 of the Acts of 2012 - An Act Relative to Background Checks

On January 10, 2013, Governor Deval Patrick signed into law H.4307, an act relative to background checks. The
new law requires all newly hired employees beginning in the 2013-2014 school year, as well as all current
employees, to submit to state and national fingerprint-based criminal background checks. Therefore, all school
employees, including administrators, teachers, permanent substitutes, tutors, paraprofessionals, secretaries and
clerical staff, maintenance staff and custodians, cafeteria workers and bus drivers who work in the schools are
required to complete the new fingerprint-based state and national background check. For any employee who
began working for Charms Collaborative on July 1, 2013 or after, it is mandatory and a condition of
employment that you make an appointment to complete the fingerprinting process prior to your start date.
Employees hired before July 1, 2013 must complete fingerprinting no later than June 30, 2016. Please note, as
an employee of Charms Collaborative, you will also be subject to a Massachusetts criminal background check
(CORI) to be repeated every three (3) years.

Unlike state CORI checks that have no associated fee, the fee charge for running the national checks will be $55
for school employees licensed under Section 38G (licensed educators and specialists) and $35 for all others (i.e.,
school secretaries, cafeteria workers, custodians, bus drivers, etc.), as well as EEC-licensed early educators,
substitute teachers and childcare providers. As is the case in almost every other state that conducts fingerprint-
based state and national criminal history checks, the fee will be paid by the individual employee or
educator/provider.

Both the Massachusetts CORI and national criminal background check are considered pre-qualifications to any
offer of employment or continuation of employment, and are subject to a determination of suitability.

Please sign below indicating your understanding and acknowledgment of the conditions of employment and
required national criminal background and state CORI checks.

Printed Name Signature

Date

For  more information regarding national  criminal  background  checks, please visit
http://www. mass.gov/eopss/agencies/dcjis/
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CHANGE OF ADDRESS FORM

Date:

Employee Name:

New Street Address:

City: State: Zip:

Home Phone Number:

Cell Phone Number:

Employee Signature Date
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EMPLOYEE EMERGENCY INFORMATION

Employee Name:

Home Address:

City/State/ZIP:

Home Phone Number:

Cell Phone Number:

Email Address:

Please list below whom to contact in case of emergency

Primary Contact:

Phone Number:

Relationship:

Secondary Contact:

Phone Number:

Relationship:
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REQUEST FOR VACATION/PERSONAL DAY

Name:

Position:

Type of Request:
Vacation Days

Personal Days

Date(s)

Staff Signature:

Supervisor’s Signature:
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INCIDENT REPORT

Name:

Address:

Home Phone:

School: Grade:

Position other than student:

Date of Incident: Time:

Description of Incident:

(If student), Parent Contacted Via:

Report Made Out By:

Signature of Supervisor:
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PURCHASE ORDER REQUESITION

CHARMS {"ollaboralive

PURCHASE ORDFR REQUISITION

DELIVER DATE ORDERE FLACED:

I’U'R.C[—IESE ORDER MO,

COBTROL ACCCHTNT

Piense be sperific:

SUPPLIER: O To be owdetad by
Cemtral Office

M Tohe orlered by sibe
(mpun revelpt of
Purchiage Crder)

O Already Ordered
[ate:

] Mlease held checls ber

— pickup
[OTY. | UNIT ITEM PRICL'EA | TOTAL
" TOTAT,
Requestor £ Date Supervisor / Late
Finance Menager / Lake Exvutive Thrector Apl':ﬁﬁ_m] /Date

Lipdated: 7/272015
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AUTHORIZATION AGREEMENT FOR DIRECT DEPOSIT

Please complete Part | if you want your total net pay to be deposited to a checking OR savings account.
Complete Part Il if you want a fixed dollar amount to be deposited to one account and the remainder of your net
pay to be deposited to another account.

All Employees requesting direct deposit must sign and date this form at the bottom as indicated as well as
provide a voided check.

Part |

Bank Name:

Bank Address:

Bank Transit No. (9 digit routing code):
Bank Account No. to be Credited:

Type of Account: Savings Checking

Part Il
Bank #1
Bank Name:

Bank Address:
Bank Transit No. (9 digit routing code):
Bank Account No. to be Credited:

Type of Account: Savings Checking

Fixed Dollar Amount to be Deposited: $

Bank #2
Bank Name:

Bank Address:
Bank Transit No. (9 digit routing code):
Bank Account No. to be Credited:

Type of Account: Savings Checking

| authorize the remainder of my net pay to be deposited here (please check)

Employee’s Signature Date
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TIME SHEET

Biweekly Employee Timesheet

Employee Name:

445 Central Street

Stoughton, MA 02072 Supervisor Name:
781-344-1463
781-344-5299 FAX Week of:

Regular Holiday Vacation

Day of Week Other Hrs

Hrs Hrs Hrs

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

WEEK TOTALS

WEEK 2

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

WEEK TOTALS

Total Combined Hours Reported:

Employee Signature Date

Supervisor Signature Date
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SCHOOL CALENDARS

CHARMS COLLABORATIVE | 2015-2016 CALENDAR
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Health Care IN-SERVICES CHECKLIST

Here is the “to do” checklist for the in-services for all Charms staff
[1  Each classroom should have a copy of the Health Care Procedure manual in a marked binder in each classroom
with a staff sign off in the front. All staff (including long term substitutes) are required to review, sign and date the
form I have attached.

[1  The lead teacher is responsible to place this form in the Health Care Procedure manual binder, and fax me a
copy. The staff review is required annually and when new material is added

Mandatory Online Staff In-services
[1  Review BBP power point on google drive annually

[1  Complete and print the BBP test, complete, and fax to 781-401-3247 or email to
Icoenen@charmscollaborative.org

[1 Complete 51A in-service and fax or email the certificate to me annually

[1  Take the Allergy and Epi-pen in-service and test (links in the folder) on the google drive, and email or fax
certificate annually

[1  Demonstration to the Charms nurse leader is required annually. The staff is responsible for arranging the epi-pen
demo appt. with the school nurse.

[1  To be signed off for concussion, please send me an email that you have reviewed the concussion power point or
send the completed checklist.

[1  Review the nutrition plan in the health procedure manual, and send a notification that you have read the USRDA
information per the Charms nutrition plan

[l Review the seizure material in the staff in-service folder in the google drive

Other:
1 Breakfast and lunch is available to all Charms students

[1  All teachers need to send a completed copy of the inventory list to me every 3 months to fill any needed health
supplies — can fax or email

[1  Please fax any new health information to 781-401-3247 (attn. Lisa). We are required to have all information on
vision, hearing, physicals, immunizations, and any other pertinent health information in the student’s individual
health record at the office at Rodman. The school nurse maintains their health records, school forms, and a copy of
the physical and immunizations.

Please call with any questions.
Thanks, Lisa
Icoenen@charmscollaborative.org
Office T. 781-401-3245 x 12
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CHARMS COLLABORATIVE

Old Colony YMCA e 445 Central Street e Stoughton, Massachusetts 02072
(781) 344-1463 e Fax: (781) 344-5299
www.charms-collaborative.org
Follow us on Twitter @charmscollab

BULLYING PREVENTION AND INTERVENTION INCIDENT REPORTING FORM

Name of Reporter/Person Filing the Report:
(Note: Reports may be made anonymously, but no disciplinary action will be taken against an alleged aggressor solely on the basis of an
anonymous report)

Check whether you are the: Target of the behavior Reporter (not the target)
Check whether you are a: Student Staff member (specify role):
Parent Administrator Other:

Your contact information/telephone number:

If student, which program?

If staff member, which program?

Information about the Incident:

Name of Target (of behavior):

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

Date(s) of Incident(s):

Time When Incident(s) Occurred:

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

Witnesses (list people who saw the incident or have information about it):

Name: Student Staff Other
Name: Student Staff Other
Name: Student Staff Other

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

Signature of Person Filing this Report: Date:
(Note: Reports may be filed anonymously)

Form Given to: Position: Date:

Signature: Date Received:




CHARMS COLLABORATIVE

Old Colony YMCA e 445 Central Street e Stoughton, Massachusetts 02072
(781) 344-1463 e Fax: (781) 344-5299
www.charms-collaborative.org
Follow us on Twitter @charmscollab

CHARMS COLLABORATIVE INVESTIGATION

Investigator(s): Position(s):

Interviews:
Interviewed aggressor Name: Date:
Interviewed target Name: Date:
Interviewed witnesses Name: Date:

Any prior documented Incidents by the aggressor: Yes No
If yes, have incidents involved same target or target group previously: Yes No
Any previous incidents with finding of BULLYING, RETALIATION? Yes No

Summary of Investigation:

(please use additional paper and attach to this document as needed)

CONCLUSIONS FROM THE INVESTIGATION
Finding of bullying or retaliation: Yes No Bullying Retaliation
Contacts:

Target’s parent/guardian Date: Aggressor’s

parent/guardian

Date:

Law Enforcement Date: Other: Date:

Action Taken:

Describe Safety Planning:

Report forwarded to Site Leader (if Site Leader was no the investigator): Date:

Report forwarded to Executive Director: Date:

Signature: Title: Date:
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STAFF LISTING

LAST NAME FIRST NAME PROGRAM TITLE
Farrington Christina Administration Business Office Assistant
Foster Margaret Administration Treasurer
O'Connell Rosalie Administration Executive Director
Ryan Mindy Administration Business Manager
Gridneva Anna Alternative Ed Teacher
Miele Joseph Alternative Ed Teacher
Sevigny Caitlin Alternative Ed Educational Assistant
Sullivan Casandra Alternative Ed Teacher
Crehan Sean East Elementary Educational Assistant
Dindy Julie East Elementary Teacher
Alterman Sharon Rose Multi Skills | Teacher
Liff Daniel Multi Skills | Educational Assistant
Crowley Maura Multi Skills 1l Educational Assistant
Doody Deborah Multi Skills 1l Educational Assistant
Dufresne Cari-Ann Multi Skills 11 Teacher
Lynch Taylor Multi Skills 1l Educational Assistant
Nolan Cheryl Multi Skills 11 Teacher
Pumphrey Linda Multi Skills 11 Educational Assistant
Wight-Richardson Leslie Multi Skills 11 Educational Assistant
Anastasopoulos Peter Vocational Ed Teacher
Craig Tarah Vocational Ed Teacher
Murphy Jennifer Vocational Ed Educational Assistant
Piasecki William Vocational Ed Educational Assistant
Almeida Debra Nursing Nurse Substitute, Long Term
Coenen Lisa Nursing Nurse Leader
Norrman Sheila Nursing Nurse
Klentak Josee TVI
McDonnell Allison TVI
Denham Patricia Speech Therapist
Dillon Colleen Speech Therapist
Fahey George Counselor
Pyne Christina School Adjustment Counselor
Sabbag Donna Counselor
Surpless Ashley Occupational Therapist




