Berkley Public Schools
BASIS FOR PERSONNEL POLICIES

Policy #3000

3000.1

Realizing that there are distinct advantages in directing human effort by policy, the
personnel policy of the school system shall be designed to guide, appraise, and
motivate individuals toward maximum contribution and fulfillment. It is felt that
adherence to such policy will result in fair treatment to all personnel and minimize
inconsistency in decisions affecting individuals.

3000.2

All policy shall be evaluated by its contribution to improved organizational effort.

3000.3

Among the sources which form the foundation for personnel policy are:
3000.31

The General Laws of the Commonwealth of Massachusetts which pertain
to “teachers” as certified personnel and the requirements for teaching in
Occupational Education as issued by the Division of Occupational
Education.1

3000.32

The specific provisions of the current agreement between the teachers
association and the school committee.

3000.33

Principles of good school personnel administration as detailed in research
and in the literature.

3000.34

The Code of Ethics of the Education Profession.

3000.35

In accordance with the laws of the United State and the Commonwealth
of Massachusetts there shall be no discrimination against any teacher on
the basis of race, creed, color, age, sex, national origin, marital status, or
memberships or lawful participation in or association with the activities
of the teachers association.

Adopted: May 8, 1973
Reviewed: Dec. 5, 2006
Reviewed: Dec. 1, 2010

1

General Laws, Chapter 71

Berkley Public Schools
PROFESSIONAL JOB DESCRIPTIONS

Policy #3001

3001.1

It is the responsibility of the School Committee to develop a job description for the
Superintendent of Schools.

3001.2

It is the responsibility of the Superintendent to develop job descriptions for
Principals.

3001.3

It is the responsibility of the School Committee and the Superintendent to develop
job descriptions for system-wide administrative positions including the
Administrator for Student Services, Head of Building and Grounds Maintenance,
Cafeteria Manager, and any other system-wide administrative position.

3001.4

It is the responsibility of the Superintendent and Principal to develop job
descriptions for building-level positions.

3001.5

The School Committee will be given the opportunity to review all personnel job
descriptions annually.

Adopted: January 27, 1997
Amended: Jan. 8, 2007
Reviewed: Dec. 1, 2010

Berkley Public Schools
OFFICIAL PERSONNEL FOLDER
3020.1

3020.2

Policy #3020

The Superintendent of Schools shall keep on file in his/her office a personnel folder
for each teacher. The file shall be updated annually. Teachers shall be required to
furnish or aid in the acquisition of information at the request of the Superintendent
to complete or revise the following:
3020.11

completed application,

3020.12

undergraduate and graduate transcripts and work experience
information,

3020.13

teaching certificate (or duplicate thereof),

3020.14

health examinations, sick leave and other records related to the teacher’s
ability to fulfill the duties and responsibilities of the position,

3020.15

evaluations, letters of appraisal or letters of reprimand,**

3020.16

other records as needed.

At the written request of the teacher, and by appointment, the teacher is permitted
to inspect the contents of his/her personnel folder, files, cards and records, and to
make copies of such contents and records as concern his/her work or
himself/herself.1
**Per Agreement Between Berkley Teachers’ Association and Berkley School Committee
(9/1/09-8/21/12), “No material derogatory to a teacher’s conduct, service, character, or
personality shall be placed in a teacher’s file unless the teacher is notified that such
material is being placed in the file”.

Adopted: May 8, 1973
Reviewed: Dec.5, 2006
Amended: Jan. 10, 2011

1

General Laws, Chapter 71, Section 42C

Berkley Public Schools
LEGAL RESTRICTIONS ON TEACHERS

Policy #3030

3030.1

No Committee shall by rule, regulation, or otherwise, restrict any teacher in, or
dismiss him/her for, exercising his/her right of suffrage, signing nomination papers,
petitioning the general court or appearing before its committees, to the extent that
such rights, except voting, are not exercised on the school premises during school
hours, or when their exercise would actually interfere with the performance of
school duties.11

3030.2

A member of the School Committee of the town or any of the town or cities of a
union or regional district in which the town participates may not hold a teaching
position in this district.2

3030.3

Whoever by speech or be exhibition, distribution or promulgation of any written or
printed document, paper or pictorial representation advocates, advises, counsels or
incites assault upon any public official, or the killing of any person, or the unlawful
destruction of real or personal property, or the overthrow by force or violence or
other unlawful means of the government of the commonwealth or of the United
States, shall be punished by the imprisonment in the state prison for not more than
three years, or in jail for not more than two and one half years, or by a fine of not
more than one thousand dollars;
3030.31 provided that this section shall not be construed as reducing the penalty
now imposed for the violation of any law,
3030.32 it shall be unlawful for any person who shall have been convicted of a
violation of this section, whether or not any sentence shall have been
imposed, to perform the duties of a teacher or of any officer of
administration in any public or private educational institution,
3030.33 and the superior court, in a suit by the commonwealth, shall have
jurisdiction in equity to restrain and enjoin any such person from
performing such duties thereafter;
3030.34 provided, that any such restraining order or injunction shall be forthwith
vacated if such conviction shall be set aside.3

Adopted: May 8, 1973
Reviewed: Dec. 5, 2006
Reviewed: Dec. 1, 2010
1

General Laws, Chapter 71, Section 44
General Laws, Chapter 71, Section 52
3
General Laws, Chapter 264, Section 11
2

Berkley Public Schools
STAFF ETHICS / CONFLICT OF INTEREST

Policy #3050

The School Committee expects members of its professional staff to be familiar with the code of
ethics that applies to their profession and to adhere to it in their relationships with students,
parents, coworkers, and officials of the school system.
No employee of the Committee will engage in or have a financial interest in, directly or
indirectly, any activity that conflicts or raises a reasonable question of conflict with his duties
and responsibilities in the school system. Nor will any staff member engage in any type of
private business during school time or on school property.
Employees will not engage in work of any type where information concerning customer, client,
or employer originates from any information available to them through school sources.
Moreover, as there should be no conflict of interest in the supervision and evaluation of
employees, at no time may any administrator responsible for the supervision and/or evaluation
of an employee be directly related to him/her.
Every two years, all current employees, including School Committee members, must complete
the State Ethics Commission's online training. New employees must complete this training
within 30 days of beginning employment and every two years thereafter. Upon completing the
program, employees should print out the completion certificate and keep a copy for
themselves. Employees will be required to provide a copy of the completion certificate to the
municipal Clerk through the Superintendent's office.
In order to avoid the appearance of any possible conflict, it is the policy of the School
Committee that when an immediate family member, as defined in the Conflict of Interest
statute, of a School Committee member or district administrator is to be hired into or
promoted within the School District, the Superintendent shall file public notice with the School
Committee and the Municipal Clerk at least two weeks prior to executing the hiring in
accordance with the law.

SOURCE: MASC September 2016
LEGAL REFS.: M.G.L. 71:52; 268A:1 et seq.
Adopted: June 11, 2018

Berkley Public Schools
STAFF CONDUCT

Policy #3100

All staff members have a responsibility to familiarize themselves with and abide by the laws and
regulations of the State as these affect their work, the policies of the School Committee, and
the procedures designed to implement them.
In the area of personal conduct, the Committee expects that teachers and others will conduct
themselves in a manner that not only reflects positive credit to the school system but also sets
forth a model worthy of emulation by students.
All staff members will be expected to carry out their assigned responsibilities with
conscientious concern.
Essential to the success of ongoing school operations and the instructional program are the
following specific responsibilities, which will be required of all personnel:
1. faithfulness and promptness in attendance at work, provide notification to the school
in case of absence from duty,
2. support and enforcement of policies of the Committee and their implementing
procedures and school rules in regard to students,
3. diligence in submitting required reports promptly at the times specified,
4. care and protection of school property,
5. concern for and attention to their own and the school system's legal responsibility for the
safety and welfare of students, including the need to ensure that students are under
supervision at all times.
6. keep in confidence information that has been obtained in the course of service unless
disclosure serves professional purposes or is required by law,
7. will not privately tutor for remuneration, students assigned to his/her classes unless no
other qualified teacher is reasonably available and permission is granted by
administration.
LEGAL REFS.: M.G.L. 71:37H; 264:11; 264:14
SOURCE: MASC September 2016
Adopted: Oct. 22, 2018

Berkley Public Schools
MAINTENANCE OF DISCIPLINE

Policy #3120

3120.1

Teachers and other certified educational employees shall maintain discipline in
classrooms as well as during out-of-class activities connected with the school
program.

3120.2

Teachers and other certified educational employees may take appropriate action
consistent with Policies 6600, 6640 and 6750 at any time to maintain discipline
and insure the safety of pupils.

Adopted - May 8, 1973
Amended - March 18, 2002
Reviewed - Dec. 5, 2006

Berkley Public Schools
RESPONSIBILITY FOR SUPERVISION OF CLASSES
3130.1

The teacher is responsible for the health, safety, and security of students assigned
to the teacher during the regularly scheduled instruction and homeroom periods.

3130.2

Should it be necessary for the teacher to temporarily leave the classroom, the
teacher should make specific arrangements with qualified school personnel to take
responsibility for the class.

3130.3

It is recognized that, after proper preparation, a student teacher or intern needs
the experience of teaching a class without the supervising teacher being present.
However, the supervising teacher retains responsibility for the class during such
circumstances and shall remain in close proximity in event the student teacher or
intern needs assistance.

3130.4

The certified teacher cannot avoid the continuing responsibility for supervision of
students. The school committee elects and contracts with the teacher on the basis
of qualifications for teaching and the capacity "for the government of schools".1

Adopted: May 8, 1973
Amended: March 18, 2002
Amended: Jan. 8, 2007
Reviewed: Feb. 7, 2012

1

Policy #3130

General Laws, Chapter 71, Section 38

Berkley Public Schools
RESPONSIBILITY FOR WORK OF SUBSTITUTES

Policy #3140

A teacher who is unable to be present on account of sickness or other reasons shall notify the
Principal or Assistant Principal as soon as possible so that a substitute may be obtained. The
teacher is responsible for making it possible for the substitute to function effectively.
3140.1

Lesson plans for the day, seating chart, and a description of classroom
procedures should be made available to the substitute.

3140.2

A binder which contains the class roster, all slips and forms which are used on a
daily basis, and any other pertinent information about classroom and school
operation should always be kept available on the teacher's desk.

Adopted: May 8, 1973
Amended: March 12, 2007
Amended: March 12, 2012

Berkley Public Schools
CARE OF SCHOOL PROPERTY

POLICY #3150

3150.1

Teachers are responsible for the appearance and care of their rooms and the
furniture and fixtures in those rooms.

3150.2

The need for maintenance, repair, or replacement of furniture, fixtures, or
equipment should be reported promptly to the principal.

3150.3

Teachers have responsibility for insuring that students properly use textbooks
and other learning materials, instructional equipment and aids, furniture, and
the classroom itself.

3150.4

Any abuse by students in the care and use of school property shall be handled
appropriately by the teacher and principal. When appropriate, the parent will be
notified by the principal.

Adopted: May 8, 1973
Amended: March 12, 2007
Amended: March 12, 2012

Berkley Public Schools
ESTABLISHMENT OF POSITIONS

Policy #3180

3180.1

The Superintendent will recommend to the School Committee the establishment or
abolition of all regular full-time and part-time positions in the school district—
administrative, teaching, and non-instructional.

3180.2

Positions are established by action of the School Committee. Generally, that occurs
with School Committee approval of budget items funding positions.

3180.3

The Superintendent has authority to hire and dismiss irregularly employed part-time
personnel apart from the provisions of this policy and policy #3190.

3180.5

Every new position will be posted a minimum of five (5) days.

Adopted: May 8, 1973
Reaffirmed: February 10, 1992
Amended: November 8, 1993
Amended: June 14, 1999
Amended: May 21, 2007
Amended: March 12, 2012

Berkley Public Schools
REQUIREMENT FOR POSITION DESCRIPTIONS

Policy #3190

3190.1

The Superintendent is responsible for developing and maintaining position
descriptions for the school district.

3190.2

Creating position descriptions for positions serves a number of purposes:
3190.31
3190.32
3190.33
3190.34
3190.35
3190.36
3190.37
3190.38
3190.39

facilitates recruitment, selection, and placement,
prevents overlapping and duplication of functions,
provides a rational base for compensation planning,
clarifies organizational relationships,
determines adequacy of staff,
minimizes neglect of established responsibilities,
provides a basis for budgeting for personnel needs,
makes available information for decisions relating to in-service
programs, transfer, and promotion,
makes the task of supervision and appraisal more realistic.i

1

Adapted from William B. Castetter, Administering the School Personnel Program, New York:
The MacMillan Company, 1962. Pages 149-151.
Adopted: May 8, 1973
Amended: November 8, 1993
Amended: June 14, 1999
Amended: March 12, 2012

Berkley Public Schools
FORMAT FOR POSITION DESCRIPTIONS

Policy #3195

Position Description: _________________________________________________
(Title of Position & Length of Work Year)
Position Goal:

Qualifications: (preparation, experience, competencies, and personal attributes)
1.
2.
3.
4.
Reports to:

Is responsible directly to...
Must work cooperatively with...

Supervises:

Supervised the work of...

Performance Responsibilities:
1.
2.
3.
4.
Terms of Employment:
Evaluation:

Adopted: May 8, 1973
Revised: October 4, 1993
Reviewed: Feb. 6, 2007
Reviewed: Feb. 7, 2012

Berkley Public Schools
SOURCES OF APPLICANTS

Policy #3410

3410.1

The superintendent will cultivate a variety of sources for applicants for teaching
and supervisory vacancies.

3410.2

Adequate time will be allowed between the time a vacancy is announced and the
time a selection is made to insure that qualified applicants from all sources are
given fair consideration.

3410.3

Among the varied sources to cultivate are:

1

3410.31

Present teachers, student teachers, and other employees of the
school system.

3410.32

College and university placement services in the northeast.

3410.33

Advertisements in local and regional newspapers and on the
internet.

3410.34

The placement service of the state department of education.1

General Laws, Chapter 69, Section 6

Adopted: May 8, 1973
Amended: March 12, 2007
Amended: April 9, 2012

Berkley Public Schools
APPLICATION FOR POSITION

Policy #3420

3420.1

A person indicates interest in a teaching/administrative position by submitting an
application, cover letter, resume’, certification and official transcripts to the
Superintendent of Schools. On the basis of materials submitted, the Superintendent
or Building Principal will decide which applicants will be granted interviews.

3420.2

If application is made for a position in which service will begin prior to the expiration
of an existing contract in another district, this fact should be fully and freely made
known to both districts concerned.

3420.3

No effort should be made to obtain a position by means of influences other than
those represented by personal and professional qualifications.

Adopted: May 8, 1973
Amended: March 12, 2007
Amended: April 9, 2012

Berkley Public Schools
APPOINTMENT OF PERSONNEL

Policy #3431

3431.1

While the School Committee no longer appoints personnel other than the
Superintendent and Assistant Superintendent, it still establishes parameters of the
hiring process and establishes the budget for a position. The School Committee also
retains responsibility for bargaining with those units represented collectively.

3431.2

The Superintendent has responsibility for the hiring of all personnel, either directly
in the case of employees not full-time under one Principal or in concert with
Principals who recommend personnel working full-time in their building(s).

3431.3

The Superintendent of Schools has the authority to appoint administrators and any
other school personnel who are assigned to serve in more than one school.

3431.4

Subject to district policy, state law, and the approval of the Superintendent, the
principal(s) have responsibility for the hiring and termination of all personnel in their
buildings(s).

3431.5

Section 54 of the Education Reform Act requires a two-week advance written notice
to the School Committee of any proposal to employ a member of the immediate
family of a Superintendent, central office administrator, or School Committee
member. The same notice is required for the assignment of a member of the
immediate family of a Principal as an employee in the Principal's school. This
provision is in addition to existing language on conflict of interest under Chapter
268A of the General Laws.

3431.6

Access to Criminal Offender Record Information will be applied for all School
Department hiring.

3431.7

The School Committee is still the employer under the state collective bargaining law
(Chapter 150E). The chairman of the Board of Selectmen has the right to participate
as a regular School Committee member in collective bargaining and to vote on
ratification.

Approved: November 8, 1973
Reviewed: Feb. 6, 2007
Amended: March 11, 2013

Berkley Public Schools
LIMIT ON AGENCY FEE

Policy #3435

No person shall demand or accept from any applicant for the position of teacher in the public
schools a fee or other compensation exceeding two dollars, and no additional sum shall be
charged to cover expenses or for any other reason, except that further compensation, not
exceeding five percent of the teacher's salary for the first year, provided the position is open to
the teacher for said period, may be charged for procuring such position. Violation of this
section shall be punished by a fine of not less than fifty nor more than five hundred dollars.1

Adopted - May 8, 1973
Reviewed - April 2, 2007

1

General Laws, Chapter 71, Section 45

Berkley Public Schools
PLACEMENT ON SALARY SCHEDULE
3450.1

Policy #3450

The Superintendent will determine the appropriate placement of new teachers
on the salary schedule. The Superintendent’s determination will be based on
certification, educational preparation, previous teaching experience, other
related experience, availability of funds, and the overall needs of the Berkley
Schools.

Adopted: May 8, 1973
Amended: 1992
Amended: June 14, 1999
Reviewed: Feb. 6, 2007
Reviewed: Dec. 3, 2012

Berkley Public Schools
ASSIGNMENT & TRANSFER OF TEACHERS & OTHER SALARIED PERSONNEL

Policy #3470

3470.1

The Superintendent, with assistance of the Principal, is responsible for assigning
teachers to specific professional responsibilities. Assignments and transfers will be
made with the best interests of the total educational program of the district in mind.

3470.2

A teacher may request a transfer to another position for the next school year. This
request should be made prior to April 15.
The Principal will make a
recommendation in regard to the placement of teachers in the building.

3470.3

The Superintendent’s decisions on transfers will be made along with decisions on
the placement of new personnel. These decisions will be announced by August 15
or earlier if possible.

Adopted: May 8, 1973
Amended: May 1992
Amended: June 14, 1999
Reviewed: Feb. 6, 2007
Amended: Feb. 11, 2013

Berkley Public Schools
LEAVE OF ABSENCE REQUEST

Policy #3471

The School Committee delegates the responsibility to the Superintendent for granting an
unpaid leave up to 30 days to professional and non-professional personnel. Any request for
unpaid leave, with or without benefits, for a duration longer than 30 days may be granted by
the School Committee.

Approved: Dec. 13, 1999
Reviewed: Feb. 6, 2007
Reviewed: Dec. 3, 2012

Berkley Public Schools
SUPERINTENDENT ACCEPTANCE OF RESIGNATION OF INSTRUCTIONAL PERSONNEL

Policy #3475

It is the policy of the School Committee that as its agent, the Superintendent of Schools may
accept resignations, including resignations for the purpose of retirement on behalf of the
Committee. Such acceptances will be in writing with copies to the School Committee.

Adopted: May 10, 1993
Reviewed: Feb. 6, 2007
Reviewed: Dec. 3, 2012

Berkley Public Schools
SUBSTITUTE TEACHERS

Policy #3480

3480.1

The School Committee believes that the role of the substitute teacher is highly
important for maintaining continuity in teaching and learning. Whenever possible, a
substitute teacher will be a person who is employed in the absence of the regular
teacher and who possesses knowledge in the area of assignment and demonstrated
successes in teaching, so that the instructional program can be effectively carried on.

3480.2

Under the direction of the Superintendent, the assignment of a substitute will be
made on the basis of the substitute’s ability to teach and supervise a specific
age
group. When possible, qualifications for substitute teachers will be
the same as
those for regular teachers. The following guidelines will be used
when hiring
Substitute Teachers:
Substitute Guidelines

1. Certified Substitute Teacher (certified in any state) is the first choice for classroom
substituting.
2. Alternate Choices (best decided by Principal):
a. College graduates, not teacher certified
b. Minimum of two years college completed and highly thought of by Principal (time
card required)
c. Nurse substitute - RN
d. Teacher aide substitutes (time card required)
Notes:
Use a teacher aide to substitute for an instructional aide whenever possible.
Use substitute teacher guidelines for substitutes for tutors.
When getting substitutes for a teacher with an instructional aide in the program, use the
instructional aide in charge of the room with a teacher aide substituting for the instructional
aide.
Long-term substitutes should be certified teachers (exception given by Superintendent)
3480.3

Substitute teachers will be any teachers not under contract and employed for less
than a school year. (Exception: Full-year long-term substitutes on the Salary
Schedule)

3480.4

The substitute teacher list will be prepared in the Office of the Superintendent who
will maintain a complete file on all substitute teaches. This file will include
transcripts, credentials, recommendations and other pertinent information.

3480.5

A substitute employed 11 or more consecutive days in the same position will be
considered to be a long-term substitute. The designation will be in effect on the
eleventh consecutive day and thereafter in the same position. “Eleven or more days”
is defined as days in which school actually was in session. Assignment of long-term
substitutes will be by the Superintendent or Building Principal.

3480.6

Substitute teachers will not participate in the health and welfare plans or other fringe
benefits of the school system for the first 60 days while working as a substitute
teacher. Effective the 61st consecutive day, benefits will be pro-rated according to
the collective bargaining agreement.

Adopted: May 8, 1973
Amended: March 8, 1993
Amended: December 9, 2002
Amended: March 12, 2007
Amended: Feb. 11, 2013

Berkley Public Schools
STUDENT TEACHERS AND INTERNS

Policy #3490

Student Teachers and Interns
The School Committee encourages proposals from teacher preparation institutions for the
placement of and supervision of student teachers and interns. These programs will be
evaluated regularly by teachers and principals. The Superintendent will recommend beginning,
continuing, or terminating the relationship with a particular college or university on the basis of
the following criteria:
1.
2.
3.
4.

qualifications of the student teachers and interns as determined by application,
interview, and/or prior visitations,
extent and nature of the preparation given the student teachers or interns as this
relates to the subjects and age levels to which they are assigned,
quality and extent of the supervisory and other services provided to the school
district by the college or university,
availability of experienced teachers who are willing to accept the responsibilities of
being supervisory teachers.

Chapter 71, Section 38G

Adopted: May 8, 1973
Amended: March 8, 1993
Reviewed: Feb. 6, 2007
Amended: May 13, 2013
Amended: Jan. 13, 2020

Berkley Public Schools
PHYSICAL AND MENTAL HEALTH EXAMINATIONS

Policy #3510

3510.1

Prior to starting duties in the school district, an employee may be required to file
the results of a physical examination as evidence that he/she is in satisfactory
physical health. The Superintendent may require that this physical examination
be done by a physician recommended by the Superintendent.

3510.2

If, in his opinion, the health of pupils requires it, the school physician shall make
a prompt physical examination of employees.1

3510.3

Besides being physically able to perform the essential duties of the position with
or without a reasonable accommodation, an employee must be mentally and
emotionally able to do so. If the educational and emotional welfare of students
is threatened because of the actions or behavior of the employee, the employee
may be removed from the classroom. The Superintendent may compel the
employee to be examined by an appropriate specialist(s), including a
psychologist or psychiatrist, who is retained by the Superintendent.

1

General Laws, Chapter 71, Section 54

Adopted: May 8, 1973
Amended: January 13, 2003
Reviewed: April 2, 2007
Amended: May 13, 2013

Berkley Public Schools
STAFF PARTICIPATION IN POLITICAL ACTIVITIES

Policy #3700

The School Committee recognizes that employees of the school system have the same
fundamental civic responsibilities and privileges as other citizens. Among these are
campaigning for an elective public office and/or hold an elective or appointed office.
In connection with campaigning, an employee will not use school system facilities, equipment
or supplies; discuss his/her campaign with school personnel or students during the work day;
use time during the work day for campaigning purposes. Under no circumstances, will students
be pressured into campaigning for any staff member.

SOURCE: MASC September 2016
LEGAL REF.: M.G.L. 55; 71:44
Adopted: June 11, 2018

Berkley Public Schools
PROFESSIONAL GROWTH FOR TEACHERS
3800.1

Policy #3800

The maintenance and improvement of the instructional program in large measure is
dependent upon the strength of the professional growth program of teachers.
Specific purposes of the professional growth program of the school district are to:
3800.11

3800.12

3800.13

3800.14
3800.15
3800.16

help teachers secure the new knowledge, skills, and competencies
needed because of the discovery of new knowledge and insights in the
areas of learning,
help teachers extend their competencies in locating and using aids,
resources, and technology which can make students’ learning more
effective,
help teachers gain insight into the many options available in using time,
space, grouping of students, talents of teachers, and supporting
personnel and community resources to enliven and enrich the
instructional program,
assist teachers in adding specific competencies, which will result in a
better balance of competencies within a school or team of teachers,
help teachers grow in their leadership and human relations skills,
enable each teacher to achieve an increased measure of personal
satisfaction in the performance of his professional assignment.

3800.2

Activities which enable a teacher to achieve these purposes are varied in scope and
intensity. An individual teacher’s professional growth program during an entire
career might include participation in many of the following activities: college and inservice courses, conferences and workshops, regional and national conventions,
professional reading, practicum and internship experiences, appropriate work
experiences, visitations to schools as well as agencies and businesses which support
or serve education, curriculum building activities, negotiations experience,
educational travel, teaching teachers, and writing for publication.

3800.3

Within the resources available, the school committee will support a strong wellconceived program of professional growth for teachers.

Adopted: May 8, 1973
Amended: May 21, 2007
Reviewed: Feb. 26, 2013

Berkley Public Schools
PARTICIPATION IN PROFESSIONAL MEETINGS

POLICY #3830

3830.1

The school district should be represented regularly at important national, regional,
and local conferences and conventions.

3830.2

A conference plan based on the educational needs of the school system should be
developed. This plan should insure good coverage of conferences as well as
establish criteria for designating teachers, coordinators and directors to attend
conferences. Provisions should also be made to assist staff members who may
request to attend meetings in their areas of interest.

3830.3

Full advantage should be taken of important meetings held in Massachusetts and
the Northeast.

3830.4

Persons attending educational meetings have the responsibility of reporting
information and new ideas received from conference sessions.

3830.5

Teachers may attend workshops, conventions, or visit other schools provided that:
3830.61
3830.62
3830.63
3830.64

the trip is approved by the superintendent,
the request for the trip is in writing and includes estimated expenses,
adequate substitutes can be obtained for classes,
budget limitations are not exceeded.

Adopted: May 8, 1973
Amended: April 9, 2007
Reviewed: Feb. 26, 2013

Berkley Public Schools
DISMISSAL OF PROFESSIONAL STAFF

Policy #3940

3940.1

The Superintendent may dismiss or demote any employee of the school district.
A Principal, subject to the review and approval of the Superintendent, may dismiss
or demote a teacher or other staff person assigned full-time to his/her school.

3940.2

Staff with professional teacher status may be dismissed or demoted for inefficient,
incompetence, incapacity, conduct unbecoming a teacher (as outlined in Policy
#3100 and/or MA General Laws), insubordination, failure to satisfy teacher
performance standards, or other just cause. The professional teacher is entitled to
notice and an opportunity to meet with the Principal or Superintendent. The
teacher may seek review of the decision by filing a petition with the Commissioner
of Education for arbitration of the matter by an arbitrator from an American
Arbitration Association list. The petition shall be filed within thirty days after the
teacher receives notice of the dismissal.1

3940.3

A Principal, Assistant Principal, Department Head, or Supervisor who has served for
three consecutive years may be dismissed or demoted by the superintendent only
for good cause. He/she is entitled to written notice and an opportunity for review
by meeting with the Superintendent, and may seek review of the decision under the
same arbitration process as applicable to individuals with professional teacher
status.2

3940.4

The Superintendent retains the right to lay off teachers and other professional staff
pursuant to reduction in force or reorganization resulting from declining enrollment
or other budgetary reasons.

3940.5

A teacher who does not have professional status, but who has worked for more than
90 calendar days, is entitled to written notice and an opportunity to meet with the
Principal or Superintendent to review the dismissal. Such teachers must be notified
by June 15 if they are not to be reappointed for the following school year.3

*Replaces policies #3940, #3970, #3975, #4080
Adopted: November 8, 1993
Amended: January 13, 2003
Reviewed: March 6, 2007
Amended: May 13, 2013
Amended: December 4, 2018

1

General Laws, Chapter 71, Section 42
General Laws, Chapter 71, Section 41
3
General Laws, Chapter 71, Section 41, 42
2

Berkley Public Schools
TERMINATION OF CONTRACT

Policy #3945

3945.1

The School Committee considers a contract with a teacher to be a mutually binding
agreement, which is to be executed both in spirit and in fact. Requests to be
released from such contracts are not encouraged. Teachers who are considering
resigning, but who have not done so prior to May 15, must keep the Superintendent
informed of their plans.

3945.2

The School Committee realizes circumstances may make it necessary for an
employee to resign his/her position during the school year. Professional employees
who for any reason intend to resign or who intend to retire are encouraged to
indicate their plans in writing to the Committee at as early a date in the school year
as plans may become firm and the decision to leave the district is made. In such
cases, teachers must give written notice of their intent to resign as soon as possible.
Each request by a teacher to be released from a contract will be considered on its
merit by the Committee.

3945.3

A contract between a teacher and the School Committee may be terminated by
mutual consent at any time. The teacher may resign for any reason by submitting at
least thirty days' written notice at any time except during the month of August,
during which month, unless the contract has been terminated by mutual consent or
Committee action, the teacher will accept employment with no other School
Committee until released from this position and having given thirty (30) days'
written notice. Letters of resignation will be submitted to the Superintendent of
Schools.

3945.4

Teachers will have fifteen (15) days to return signed contracts. A contract not
returned within the specified time limit, which will be recorded on the contract, may
be deemed as a resignation.

3945.5

It is mutually understood and agreed that the teacher's signature indicates
acceptance of the rules and regulations of the School Committee pertaining to
conditions or employment and further that he/she will not leave the position except
upon thirty (30) days written notice.

3945.6

No teacher will be suspended, dismissed, reduced in rank or compensation without
just cause; and nothing shall abridge or limit the authority of the Committee
pursuant to law to reappoint or renew the contract of a non-professional status
teacher except if such non-reappointment or non-renewal results from the violation
of other express terms of this agreement.

Adopted: May 8, 1973; Amended: March 8, 1993
Reviewed: March 6, 2007; Amended: May 13, 2013

Berkley Public Schools
TENURE AND ATHLETIC COACHES

Policy #3955

The Superintendent may contract to employ athletic coaches for a period not in excess of three
(3) years. The provisions of section forty-one relative to tenure shall not apply to such athletic
coaches, unless they are otherwise entitled to tenure.1

Adopted: May 8, 1973
Amended: April 9, 2007
Amended: May 13, 2013
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Berkley Public Schools
RETIREMENT OF PROFESSIONAL EMPLOYEES

Policy #3990

3990.1

All professional employees (defined as “teacher”) are subject to the provisions of
the Massachusetts Retirement System.

3990.2

Persons intending to retire on the basis of age and/or years of experience should
inform the Superintendent in writing sufficiently prior to the date of retirement
so that benefits are not delayed.

NOTE:

Under Massachusetts law (Teachers’ Retirement Act), all professional personnel
participate in a teachers’ retirement plan, which provides several options on time of
retirement and benefits granted to those who retire. It also sets limitations on the
number of days a retired employee may be re-employed annually on a temporary
basis by the school system. Temporary employment up to 90 days or 720 hours per
calendar year is permitted at the discretion of the employer (hardship in obtaining
qualified substitutes could affect this).

Reference

General Laws, Chapter 32, Section 1 and Section 90F
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Adapted from William B. Castetter, Administering the School Personnel Program, New York: The MacMillan
Company, 1962. Pages 149-151.

