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 Ploase read the endlosed ihstructions and
complete the necessary, forms so that we are
able to put yott on the paytoll at the
-ap}_:tz'apﬁate tle.




DIRECT DEPOSIT FORM:

FORM W-4:

FORM M-4:

FORM 1-9:
(Employment Eligibility
Verification Form)

OBRA- SMART PLAN:

SOCIAL SECURITY FORM.

EAP:

(Employee Assistance Program)

CONFLICT OF INTEREST LAW:

SEXUAL HARASSMENT POLICY,
DRUG-FREE WORKPLACE POLICY
FRAUD POLICY, SOCIAL MEDIA
PoOLICY, POLICY AGAINST
WORKPLACE VIOLENCE
ACCEPTABLEUSE OF IT
POLICY:

EMERGENCY CONTACT FORM:

INSTRUCTIONS

This is your direct deposit form. The authorization form must be completed in full. If
selecting a checking account, please attach a blank voided check. DIRECT DEPOSIT
IS MANDATORY.

This is your federal income tax withholding form. The bottom section must be
completed in full.

This is your state income tax withholding form,

This form is required by the Immigration and Naturalization Service. Please note
Section 2 must be completed by the Town and therefore; you will have to provide a .
copy of acceptable documents listed on the back of the form. Usually, this will be
your driver’s license & social security card and/or birth certificate.

This is an F..C.A. alternative plan that is a requirement of all municipalities. This is a
government retirement plan. This form is required of employees who work less than 20

hours per week. If you are retired and currently are receiving a pension you may
choose not to participate.

This form must be signed and returned along with your OBRA Smart Plan form.

Confidential employee assistance is available to all employees and their family
members, at no cost. Refer to the handout,

All employees must complete the necessary conflict of interest fraining and
certification with the State Ethics Commission. The aclmowledgement of receipt and
completed training certificate must be returned to Personnel.

Please review these policies carefully. Sign and return the acknowledgement receipt
forms.

Please complete the form providing a person to contact in case of an emergency.
Please return this form with your other forms.

***]f you have any questions after reviewing this, please do not hesitate to contact the Personnel Office at the Town
Hall at 508-910-1854. Good luck in your new position!



Instructions for Form 19, TSNS

Employment Bligibility Verification Form I9
Department of Homeland Seeurity OMD No, 1615-0047

.8, Cjtizenship and Immigration Services

AT T

Autt-Discrimination Notice. It Is illegal to diseriminate against work-nuthotized individuals in hidng, firing, recraitenent of
veforral for o fee, or in the employment sligibility verificatlon (Fovm 19 and B~Veully) process based on that individuaf's
citizenship stalus, immigeation étatus of national origin, Bmployers CANNOT specify wlich document(s) the employee may
prosent to establish employment authorization. and idsutity. The employer must alfow the employee to choose the documents to
be presented fram. the Lists of Acceptable Docwments, found on the last page of Form I-0. The refusal fo hire or continue fo
employ an individual becanse the dootmentation presented has « fubwe explration date riay also constitute llegal discrimination,
For more information, call the Ymmigrant and Employes Rights Section (TBR) i the Department of Tustice's Civil Rights
Division at 1-800-255-7688 (employses), 1-800-255-8155 (employers), or 1-800-237:2515 (ITY), or visit

hitps/ ustice.gov/ertfimmigrant-and-employee-rights-section,

‘What i§.thePurpose. of This Foxr? »

Bmployexs must complete Form 1-9 to dacument verification of the identity and employment autharization of each new
employes (hoth eitizen and noncltizen) hired after November 6, 1986, to work Iz the United States. In the Commonyealth of the
Northem Mariana Yslands (CNMY), eriployers mmst complete Form 19 to document verification of the identity and employment
anthorization of each new employee (both clfizen aud noncitizen) hired after November 27, 2011.
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General Tostructions ST . .

Both exaployets and employecs are responsible for completing their respective sections of Form X-9, For the purpose of
completing thls form, the term “employer” means all employets, inohnding those recruiters and reforrors for @ fee who are
agrlenltural agsociations, agricultural employers, or farm lebor contractors, as defined in sectlon 3 of the Migrant and. Seasonal
Agrlonftural Worker Protection Act, Publlc Law 97-470 (29 U.8.C. 1802). An “employee” is a person who pexforis labos or
services in the United States for an employer in retun for wages or other remuneration. The torm: “Employee” dacs not include
thoge who do not receive any form of remmueration (volunteers), Independent contractors or those engaged in cerlain saguel
domestio employment, Form Y- has three sections. Bmployees complete Section 1, Rmployers coruplete Section 2 and, when
applicable, Section 3. Bmployers may be fined If the form is not properly completed, See 8 USC § 1324a and 8 CFR. § 2744.10.
Tndlividuals may be proseonted for knowlngly and willtully entering false Information on the form, Bmployers ate responsible for
retaining completed forms, Do not mail completed foxms to U.S, Citizenship and Immigration Sexvices (USCIS) or

Immigration and Customs Enforcement (JICE),

“Thess instrnotions will asslst you ln properly completing Forin 1.9, The smployer must ensure that sl pages of the instruotions
and Lists of Acceptable Dotnments ate available, efther in print or slectronivally; to all employees completing this form, When.
completing the form on a comyputer, fe English version of the form includes speclfic instructions for each field and drop-down -
Lists for universaily used abbreviations and acceptable documents, To access thess instructions, move the cursor over each feld
or click on the qnestion mark symbol (D) within the fisld, Bmployers and employess can also secess this full set of!

instructions at any time by clicking the Mnstryotions button ut the top of each page when completing tha form on & computer that

is connpeted to the Iniemet,

Bmployers and enployees may chaose ta complute any or all sections of the form on paper or using 2 computer, or &
combination of both. Porms 1-9 obtained from the USCIS website are not consldered elestronic Forms I-9 under DHS
regulations and, therefore, canmot be electronically signed, Therefore, regardiess of the method yon used to enter nformation
Into each field, you nust print a heard capy of the form, then sign and date the hard copy by hand where requited.

Reoployers can obtain a blank copy of Form I-9 from the USCIS website at hitps://wirwuscis. pov/sites/dafanlt/files/Fites/form/
i-9.ndf, This form is in portable docurnent format (pdf) that is fillable and savable, That means that you raay download it, or
simply print out a blank copy to enter information by hand, You may also request paper Forms 1-9 from USCIS.

Cextatu fealures of Form 1-9 that allow for data entry on personal computers may make the form appear fo be more than two
pages. When using a computet, Porm I-9 has been designed to print as bwa pages, Using more than ofie preparer and/or
translator wlil add an additionsl page to the form, regardless of your method of completion, You ate nel yequired to print, retain
or store the page containing the Llsts of Acceptable Documents,

A3
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The form will also papulate certrin fields with N/A when cerfain nser choioes snsure that particular fields will not be
completed, The Print button located at the fop of each page that will print any number of pages the user seleots, Also, the Stat
Over button [ooated at the top of each page will olenr all the ficlds on the form,

The Spanish, version of Form 19 doeg not includa the additlonal jnstructions and drop-down lists described sbove. Enployexs
i Puerto Rico may use cither the Spanish or English version of the form, Bmployers outside of Pngrto Rico must xetain the
English version of the form for their records, buk may use the Spanish form s a teanslation fool, Additlonal guidance to
complefe the form may be found in the Handboolx for oyets: Guidanee for Completing Form -9 (M-274) and on USCIS?

Form 1-9 website, 1-9 Central,
Comipletiiig Sepion T Trployee Tnfgtmatioh sid Attestrtios I |

o> - = "

Yo, the empioyee, must complate each field in Section 1 ag descrtbed below. Nawly hired employees ranet complete and sign
Sectlon 1 no later than the first day of employment. Section I should never be complctedbafom yon liave bccepted a job offer,

Y T e T o

Entering Yorir: Tomplopee Dyfiimation

P - e

Last Name (Fanily Name): Enter your full legal Jast name, Your last name is your fumnily name or surname, I you
have twa last names ot & hyphenated Jast nmame, juclude both names in the Lagt Natae field. Sramples of correctly entered
last nanes inclide De La Cruz, O 'Neill, Garcia Lopez, Smith-Johnson, Ngypen, If yon only have one nane, enter it in
this field, then enter “Unknown” in the First'Name field, ‘You may not enter “Unknown” in both the Lasi Name field and

the Fixst Name fHeld,

Wxst Name (Givan Nanie): Enter your foll Jegal first name. Your fivst name is your given name. Some examples of
correctly enteved first numes include Jessien, John-Paul, Tae Young, D 'Shaun, Mai, I yon only have one name, enter it
in the Last Name field, then enter “Unknown® in thig field, You may vot exter “Unkmown” in both, the First Narue field
and the Last Neme field. .
WMiddle Tuttial: Yowr middle Initial is the fivst letter of your second glven name, or the fitst letter of yourmiddle name, if
any. If you have more than one middle name, enter the first Jetter of your first middle name, ¥fyou do not have a middle
name, enter /A, jo, this feld,

Other Tast Names Usad: Provide all other Jast numes used, if any (o.g,, maiden name). Enter N/A. if you have not used
ofhet last names, For exsmpls, if you logally changed your [ast name from Smith to Jones, you should enter the niame
Smoith In this field, _

Addyess (Strest Name and Number): Bnter the sirect name and numbez of the current addeess of youy residence. If
vou ave & border comunter from Canada or Mexico, you may enter your Canada or Mexico adclress in this field. Ifyour
residence does not bave a pliysical address, enter a description of the location of your residence, such as “3 miles
soutliwest of Auytown post office near water tower.”

Apartments Enter the sumber(s) or Jeiter(s) that identify(fes) your apartment, If you do not live in an apartment, enter N/A.

City gx "Covn: Enter your oity, towsn orviilage Jn this fiefd, If your resldence i not Jovated In o oity, town orvillage, enter
your colmty, township, resexvation, etc., in this field, I you are 2 border commuter from Canada, enter your city and
provines in this field, Ifyou are a border commuter fiom Mexico, enter your city and state in this field,
Stute: Enter the slibreviation of your stats or terdtoty In this field, Y you ate a border commuter from ‘Canada ox Mexico,
enter your countey abbreviation in this field,
ZXP Codes Bnter your 5-digit ZIP code, If you are a border comumiter from Canada or Mexico, enter your
5 ox 6-dlgit postal code in this feld.
Date of Births Entar your date of bixth s a 2-diglt month, 2-digit day, and 4-digit year (mm/ddlyyyy). For cxample,
epter January 8, 1980 as 01/08/1980,
T.8. Social Security Number: Providing your 9-digit Social Security number is valntacy on Form J-9 vnless your
employer patilclpates in B-Verify, If your employer participates in B~Verify and:

1, You have been issued a Soclal Securify number; you must provide it in this field; or

2. You have applied foy, but have not yet received a-Social Seourity munber, leave this fisld blank until you recelve
a Social Seourdty pumber, i
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Employee’s Bmail Addross (Optional): Providing your s-mail address Is optional on Form I-9, but the field cannot be loft
biank, To enter your eanail address, use this format: nome@site .domain, One reason Depatiment of Horoeland Security (DXS)
may e-mail you is if your smployer uses X-Verify and DHS learns of a potentlal mismatch between the information provided and
the information In governrent recoxds, This e-mall would contain Infonmation on how to begin to resolve the polential mismatoh,
“You may use efther your personal or work e-mail nddress In s field, Bnter 2/A. JE you do not enter your ¢-mail address,

Employee’s Telephonre Number (Optional): Providing your telephone number is optional on Form I-9, but tho field
cannot be loft blank, If you enter your area code and telephone numiber, uge this fornat: 000-000-0000, Bnter N/A if you do
not enter your telephone number,

Atiesting'to Your Citizenship oF Jmiigratiol, Stihs ) ) . -

‘Youmust select one box to attest to your citizenship or nmmigration status,
1. A citizen of the United States.

% A noneitizen nationa) of the United States: Anindividual born In Awetican Samos, certain former citizens of the
former Tynst Territory of the Papific Islands, and certain ohildren of noneitizen nationals boxn abtoad,

3, Alawful permanent resident: An individual who is nota U.S, citizen and who resides in the United States undar legdlly
racognized and lawfully xecorded permanent residence as an imumigrant, This term includey conditional residents. Asylees and
refisgess should not select this status, but should instead select "An Alien authorized to work" below.

If you select “laveful permanent resident” entec your 7- to 9-digit Alien Registration Number (A-Numbei), inoluding the
“A . or USCIS Mumber in the space provided, ‘When completing this fisld using a computer, use the dropdown provided
to indicate whelher-you have antered an Allen Number or 2 USCIS Numbey, At this time, the USCIS Mumber is the same
a8 the A-Number without the “A” prefix.

4. An dllen awuthorized fo work: An individual who fs not a citizen. or national of the United States, or a lawfl pertanent
resident, but is autharized to worle in the United States,

Ifyau select this box, enier the date that your emplayment authorizatlon expires, If any, In iho space provided. In most cases,
your employment authorization expiration date is found on. the document(s} evidencing your eraployment authorization,
Refugees, asyless aud certan citizens of the Federated States of Micronesia, the Republic of the Marshall Islands, or Palau,
and other aliens whose employment authorization does not have an explration. date should enter NVA. in the Expiration Dato
field. Jn soms tases, such as if you have Temporary Protected Status, your employraent authorization may have been
antomatically extended; in these cases, you should enter the expiration date of the antomatio extension in this space.

Aliens autharized to work must enter one of the following to complete Sectionl;
1. Alfen Registration Number (A-Number)fUSCIS Number; or
2. Porm J-94 Admission Number; or
3, Foreiga Passport Mumber and the Couniry of Isstiance

Your employer may not ask you to present the doeument from. which you supplied this infoxmatioh,

Alien Repistration Numhex/USCIS Numbext Enter your 7- to 9-digit-Alien Registeation Number (A-Numbex),
inchuding the “A,” or your USCIS Nuraber in this field, At this time, the USCIS Number is the same as your

A-Number without the “A” prefix, When completing this field using a compier, use the dropdown provided to jndicate
whether you have entered an Allen Wumber or 4 TUSCES Maber, Ifyou do not provide an A-Number or USCIS Numbet,
enter /A, in this field then enter sither a Form 194 Admission Number, or a Foreign Passport and Conntry of Tssuancs in
the fields provided. i
Form 1-94 Admission Noouaber: Enter your 11-digit 104 Admission Nuraber iu this field. If you do not provide an 194
Admission Number, enter N/A. in this ficld, then enter sither an Alien Regisiration Number/USCIS Number or a Foreign
Passport Numnber and Country of Issuance in the flelds provided.

Foreign Passport Number: Bnier your Forelgn Passpoct Number jn thds field, Fyou do not provide a Foreign Passport
Nuntber, enter /A, in this field, then enter either an Alien Number/USCIS Nuwber or £ 194 Admission Number in the
fiolds provided,

Country of Issuance: If you entexed your Foreign Passport Nuoaber, entor your Foreign Passpoxt’s Countey of Yssuance, I
you did not, enter your Forelgt Pagsport Number, snter N/ZA,
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Signatnre of Employee: After completing Seotion 1, sign your name In this fleld. If you used & form obtzined from the
USCIS website, vou must print the-form to sigh your name in this field, By slgning this form, you attest under penalty of
perjury (28 U.S.C. § 1746) that the Information you provided, along with the eitizenship or fmumigration status you selected,
and all information and doenmentation you previde to your emplayer, is complete, fme and correot, and you are aware that you
may fiice severe penalties provided by law and may be subject to eximinal progecution for knowingly and willfully making
false statoments orusing fafse dooumentation when completing this form, Further, falsely attesfing to U.S, citizenship may
subject employees to penalties, remaval proceedings sud may adversely affect an.employee’s ability to reelc future inunigration
benefils, If yon nanmot sign your name, you may place ¢ murk in this fisld to indicate your signature, Employees who use &
preparer ot tanslator to help them complete the form must still sign or place & marlcin the Signature of Employee field on the

printed form.
If yon used & preparer, translatox; and other judlvidual to assist you in completing Form I-9:

& Both you and your preparer(s) and/or ranskator(s) must complete the appropriate ateas of Section 1, and then sign
Section 1. If Seetivn | was completed on a form obtained from the USCIS website, the form. twst be printed to stgn
these fields. You and youw: preparer(s) snd/oy itanslator(s) also should review the Instructions for Compleling the
Preparer and/or Translator Ceytificatlon below.

o Ifthe smployes is a mitor (individual under 18) who cannot present an identity document, the employes's parent or
legal gnardian oan complete Section 1 for the employee and enfer “minor vnder age 18” in the sipgnature field. If Section
{ was completed on a form.obtained from the USCIS website, the form must be printed to enter thiy information, The
mino's parent or legal guardian should reviow the instructions for Complsting the Freparex and/or Tranglator
Ceriification below. Refer to the Handbook for Bmplovers: Guidance for Complefitig Form 1.0 (M-274) for more
guidance on completion of Form 19 for minors, If the minor's employer particlpates in B-Verlfy, the employes must
present a fist B identity doonment with a photograph to complete Form 1-9.

s 1 the employee is a pexson with a disability (who is placed in eraployment by a nonprofit organization, assosiation oy ag
part of 2 xehabilitation program) who cannot present an identity document, the employes's paxent, legal gnardian or a
representative of the nonprofit organization, association or rehabilitation program can complete Seotion I for the
omployee and enter “Special Placement” in this field, 1f Section | was completed on o form obtained fom the USCIS
websits, the Form must be printed to enter this information, The patent, legal guardian or repregentative of the nonptofit
organlzation, association or rehabilitation program completing Scotion 1 for the employes should review the
instructions for Completing the Preparer and/or Translator Cetfification below, Refer to the Handbook for Emplovers:
Guidance for Completing Form 19 (M=274) for mote puidance on completion of Form 1-9 for certain employees with
disabillties.

Taday's Date; Boter the date you sipned Section 1 in this field, Do not backdate this field, Entor the date as a 2-digit month,
2-digit day and 4-digit year (mm/dd/yyyy). For example, enter Januaty 8, 2014 us 01/08/2014, A preparer or translator who
assiste the employee in completing Section 1 1may enter the date the exaployee signed ormade a mark to sign Section 1 in this
field. Parenis or Jegal puardians asslsting rinors (individuals under age 18) and parents, legal guardians or representatives of's
nonprofit oxganizution, assooiation or xehabilitation program sssisting certain employees with disabilities must enter the date
they completed Section I for the employee. :

Gonplattg the Praparer-gnilfor Trgnslator Cedgifiowsion e

Ifyou did 'not use & preparer or fauslator to assist youdn completing Section 1, you, the employos, must check the box marked
T did nofnae & Preparer or Transkator, If you check this box, leave tho rest of the fields in this area blank.

T# one oy more preparers and/for tranglators assist the employes in completing the form nsing & computer, the preparer and/for
translator must ahedlk the box matked “A preparer(s) and/or teanslator(s) sssisted the employeein completidg Secidon 1*,
then select the number of Cextification areas needed from the drapdown provided, Auny sdditional Castification areay generated
ywill result in an additional page. Form: Y- Supplement, Seotlon 1 Preparex and/ox Transkator Certification can be separately
downloaded from the USCIS Form I-9 webpage, which provldus additlonal Ceriification ateas for those eompleting Form I-9
using a computer who need more Certification avens than the 5 provided or those who are completing Form I-9 on paper. The
first preparer and/or translator must camplete all the Felds in the Certification area on the same page the employee has sigued,
There s nio Jmit to the number of preparers and/or translators an employee can use, but each additional preparer and/or
travslator must complete and stgn & sepacate Certification area. Bnsure the employee's lnst name, fitst name and middle initfal
are entersd at the top of any additional pages. The employer must ensute that any addiional pages are ratained with the

employee's completed Form 19,
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Signatuye of Preparer or Translator: Any person who helped to prepare or lrausfale Section {ofForn J-9 must sign his or
her hame I thils field, ¥ you nsed a form obtained from the UICIS webstte, you must print the form to sign yourname in this
field, The Preparer and/or Translator Certification mustalso be complated if Individual under Age 18" or “Speclul Placement”
is enterad In lien of fe employee’s signatnrs in Secﬁoﬂn L .

Today's Date: The person who sigos the Preparer and/or Translator Certification must enter the date he or she signs jntiis
field on the printed form, Do not backdate this field, Enter the date as a 2-digit nonlh, 2-digit day, and 4-digit year (mm/dd/
yyy¥). For example, enter Jaguaty 8, 2014 as 01/08/2014,

LastName (Family Name): Buter the foll legal last name of the person wha helped the employee in prepariog or trauglating
Section I in this field, The last name is algo the family name or surname, Ifthe preparer or teanslator has two lastnames or a
hyphenated Jast name, include both names in this field.

Tirst Name (Gipen Nare): Bnfer the full legal fitstname of the person who helped the emplayes in prepaxing or translating
Saotion 1 in this field, The firat namo is also the given name,

Address (Streot Name and Nmnber): Bater the street name and number ofthe eurrent address of the residence of the person
who helped the employse In prapasing or franslating Seotion 1 In this field, Addresses for residenees in Canada or Mexico may
be entered in fhis field, If the resldence does not have a physloul addvess, enter & deseription of the Jocation of the fesidence,
suich ag 3 miles southwest of Anytown post office near water tower.” If the residence is an apartment, onfer the apartment
nuenber in this fleld. )

City or Town: Enterthe city, towat or village of the residence of the person who helped the employee in preparing or
translating Sectlon | In this field. If the residence Js not lacated In 5 city, town orvillage, enter the name ofthe coundy,
tovensliip, reservation, ets, In this fleld. Tf the residence is in. Canada, enter the eity and province in this field. I the zesidence is

in Mexico, enter the clty and state in this field,
State; Enter the abbreviation of the state, ferrltory or country of te preparer or transtator’s residence in this field,

ZXP Code: Buter the 5-digitZIP code of the residence of the person who helped the employee in preparing or franslating
Section 1 In this field. If the preparer ot translator's residence Is ln Canada ot Mexivo, entar the 5- or G-digit postal cade.

D= =] L] = [
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Within 3 businiess days of starting worl for pay, you must present to your employer documentation that establishes your
identity and employment authorfzation, For example, if you begin eraployment on Monday, you must prasent dosumentation
an ar before Thursday of that weeck, However, if you were hired to work for less than 3 business days, you must present
doounentation o later than the fst dey of employment,

Choose which unexpired dooument(s) to présent to you gmployer from the Lists of Acceptable Doctiments. An eraployée
cannot speoify which docunent(s) you xny present from the Llsts of Acaeptable Docnments, You may present either one
gelection for List A or 2 combination of ane selection from List B and one seleotion from List C, Some List A doouments,
which. show both identity and smployiment authotization, ave Gombination doeuraents that must be presented together to be
considered a Yist A document: for example, the foreign passpoit together with . Form X-04 containing an endorsement of the
alien’s nomimmigrant status and efployment avthorization with a specifio employer ineident to such status. List B documents
show identity onty and List C doourtents show exaployment suthorization only, If your employer pacticipates in E-Verlfy and
~you present a List B document, the document must contain a photogyaph, Ifyou present acceptable List A documentation, you
ghould pot be asked to present, nor should you provide, List B and List C docutnentation. If yon pressut scoeplable List B and
Tist C documentation, you should not be asked to presesnt, nor should you provide, List A documeritation. If yoi are unable to
present a doonmenl(s) from theso fists, you may be able to presont an acceplable receipt. Refer to the Receipts section below.

Yout employer must review the document(s) you present to complete Form 1.9, I your document{s) reasonably appears to b
genwine and to relate fo you, your employer fmust accept the dacoments, If your documont(s) does not reasonably appear to be
gemine or 1o relate to you, your employer xust xeject it and provide you with en opportunity to present other doouments from
the Lists of Accaptable Doouments. Your employer may ofoose to make copies of your dociment(s), but naustxatucn the
originai(g) to you. Yom employer must roview your doouments in your physical presence.
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Your employer will complete the ofher parts of this form, as well as review your entries in Seotion 1. Your employer may ask
you to soxrect any entors found, Yow: employer is xesponsible for ensuring all parts of Form I-9 ave propexly completed and is
subject to penalties under federal law ifthe form is not completed correofly. :

Minors (individuals under age 18) and cerlain employeas with disabilities whose parent, legal guardian or representative
compisted Section 1 for the emplayee are only required to.present an employment authorization document from List C, Refer to
the Handbook for Emplovers: Guidance for Completing Form -9 (M-274) for more guidance on minors and certaln Individuals
with disabilities.

Receipls

If you do not have unexpired dosumentation from the Lists of Acceptable Documents, you iuay be able fo present axeceipt(s) in
lien of an aceeptable document(s). New employees who shoose te present a receipt(s) must do 5o within thyee business days of
theit first day of employment. If your employer is reveyifying your employment anthorization, and you chaose to present a
recaipt for reverification, you must pregent the recoipt by the dafe your employrent authorization exgives, Receipts are not
aceeptable if employment lasts fewer then three business days,

There are thres types of acceptable recsipts:
1. A receipt showing that you have applied to veplace a documment that was lost, stolen or damaged, You must present the
actual document within 90 days from the date of hire oy, in the case of reverification, within 90 days from the date your

original employment authorization expites.

2, "The aveival portion of Rorm 1-94/1-94A. containing a teraporavy 1-551 stamp and 4 photograph of the individual, You roust
prasent the actual Permanent Resideat Card (Form I-551) by the expiration. tfate of the temporary I-551 stamp, or, if there is
no expiration date, within | year fom fhe date of admission.

3. The depachie portion of Form [-04/1-94A, with a refugee admission sternp. 'You must present an unexpired Bmployment
Authogization Dooument (foxm [-746) or a combination-of a List B docmnent and an norestricted Sooial Security Card
within 90 days from the date of hire or, In tha case of reverification, within 90 days from the date your original employment

aufhorization expires,

Receipts showing that you have applied for ant initial grant of employment authorfzation, or for renewsl of your expiring or
expired employment authorization, are not aeeeptable.

Completing Section 2: Xniployer o Authoyizéd Repiesentative Review dud Verifiedtion B
You, the employes, must ensure that all parts of Fosm 19 ara properly completed and may be subjeot to penaliies under faderal
law if the form is not coxapleted correatly, Section | must ba complated no later than the employee’s flrst day of employment.
"Tou may not asl: an individual to conmplete Section 1 before he or she has accepted a job offer. Before completing Section 2,
you ghould review Seotion 1 to snsute the employee conmpleted it propexly. X you find any errors in Seotion 1, have the
employes make corrections, as necessary and injtial and date any cortections mede.

“You or your authorized reprosentative must complete Section 2 by examining evidence of Identity and employment
suthorization within 3 business days of the employee?s first day of employment. For example, if an employee begins
employment on Monday, you must review the employee's documentation and complete Section 2 an or before Thursday of that
week. Howevet, if yon hire an individual for less than 3 bisiness days, Section 2 must be completed no later than the fitst day

of employment.

= L

Ty

Entering Enplopee Dufovination from Saction 1 )
'This are, titled, *Employes Tofo from Section 17 containg flelds to enter the employee's Jast name, first name, middte initial
exacHy as e or she enterad them jn Section 1. This area also includes a Citizenship/immigration Status field to entor the
number of the cltlzenship or immipration status checkbox the employes seleated In Section 1. These fields help fo eusnre that
the two pages of an employee's Fotm I- remain tagether, Wiien completing Section 2 nsing a computer, the pumber entered In
the Citizenship/inmatgeation Status fiefld provides dvop-downs that directly relate to the emplayee's seleoted aitizenship or
immipration status,
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Euteying Docimenis the Fmployee Presents . .

You, the amployer or authorized representatlve, must physically examine, in the employee's physioal presence, the unexpirad
document(s) the employes prosonts from the Lists of Accoptable Documents to complete the Doouiment fields in Section 2,

“You ornziot specify which dooument(s) an employee may prosent from these Jists, 1f you discriminate in the Form I-9 progess
based on at. individual’s citizenship status, fmmigration status, or netional origin, youmay be in violation of the law and subjeot
to sanotlops stk as civil penalties and be xequired to puy back pay to disorimination victims. A. document is acceptable as long
as [t roasonably appesars to be genuino and to relats to the person presenting it. Bmployees must present one seleotion from List
A or & cambination of one selactlon from LiskB and one selection fram ListC,

Y35t A, dosuments show both identity and employment authotlzation, Some List A documents are combination documenis that
must be presented together to be considered a Tist.A docoment, such as o forelgn passport together with 8 Form 194 containlng
an endorsement of the alien’s nopimmigrant status.

ListB documents show identity only, and List C docuwments show employment-authorization only. If an employes ﬁresants alist
A document, do notask or requive the employee fo present List H and List C documents, and vice versa, If an employer
participates in B~Verify and the employes presents 4 Llst B docwmnent, the List B doowment nust include a photograph,

* 1f an amployes presents a reosipt for the application to replace a lost, stolen or damaged docwment, the employee mnst presont
ihe replacament document to you within 90 days of the fitst day of work for pay, or iu the case of everification, within 90 days
of the date the employee's smployment authorization expited. Bnter the word “Recaipt” followed by the title of the recelptin
Seotion 2 undar the lat that relater to the recaipt.

‘When your employee presents the replavement doouinent, draw & ling through the reoeipt, then enter the information from the
new document into Seofion 2, Other xeceipts may be valid for longer or shotor pedods, smoh as the atifval portion of Foxm 19 A
1-94A contalning 2 temporary X-551 stamp and a photograph of the individual, which s valid vntil the pxpixation date of the
temporary $-551 stamp or, if there iz no explration date, valid for one yeavfrom the date of admisslon.

Fngure that each document is an unexpired, originat (no photocopies, except for certified copiey ofbixth certificates) document,
Cettain employees may present an sxpired employment autharization docnment, which may be considered unexplred, if the
employes's employment anthorization has been exlendod by regulation or a Federal Register Notice, Refor to the Handbaok for:
Brplayars: Guidance for Cot e Form L9 (M-274) ot -9 Cenlral for more guldance on these special situations, -

Refer fo the M-274 for gyidancs on how to handle special sltuations, such as students (who may present additional documents
not specifisd on dieLists) and F-1B and 3-2A. noninamigrauts changing enployers.

Minors (individuals under age 18) and certaln employees with disbifitles whose parent, legal gnardian or xepresentative
completed Seotion 1 for the.eraployee axe only requived to present an employment authorization document from List G, Refer o
the M-274 for more ghidance on rinors aud cerfain persons with disabilities. If the minox's employer partielpates in B-Verify,
the minor employes alse must present a List B identity doonment with a photograph to complete Foxm.1-9,

Vou pmst relurn oxiginal dosurient(s) to the employes, but may make photocopies of the document(s) reviswed. Phofocopying
docments is voluntary unless you participate in B-Verify. E-Verify amployers are anly required to photocopy certain
dovuments, If you are an B-Verify employer who chooses o photocopy docutients ofher than those you are vequired to
photacopy, you should apply this policy consistently with respect to Form 19 completion for all emplayeos, For more
information on the types of documents that an exployer must phatocopy it the employer uses B<Verlfy, visit B-Verify’s websits
at vy, dhs. pov/e-verify, For ion-E-Verify employers, ifphotocoples ate made, they should be made consistently for ALL new
hires and reverified employees.

Photoaopies must be rotained and presented with Form 19 in case ofan inspection by DHS or another federal governmeit
agency. You must always coraplete Section 2 by reviewing orlginal documentation, even if you photocopy an employee's
document(s) after reviewing the documéntation, Malcing photacapies of an:employoe’s document(s) connot take the place of
completing Forrn 1-9. You are still xésponsible for sompleting and retaining Form -8,
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List A - Xdentity and Employment Authorization: If the employee pmsentad an acceptable document(s) from List A or an
acceptable recelpt'for a List A document, enter tha document(s) informat{on in this column, Tf the employes presenteda List A,
dotument that consists of @ comblnation of dovuments, enter information from each document in that sorbinatlon in 4 separate
aren under List A. as described below, All documents must be unexpired, If you enter document information in the List A
colurnn, you should not enter document information In the List B or List C columms. If yon complete Section 2 using a
somputer, & selention i List A will §L il the fields fn the Lists B and C colwmmns with N/A.

Doeument Title: ¥ the employee presented n document from List A, enter the title of the List A docuonent ox recsipt in this
freld. The abbreviations provided are avaitable In the dropdown when the form i compleled on a coraputer, When campletmg the
form on paper, you may chaose to use these abbreviations or any other commeon dbbreviation to snter the document tifle.or issning
authiority, If the employes prosented a combination. of dosuments, nse the second and fhird Document Title fields as necessary,

“Fhll pate.of List A Doeument i T Abhteviaflpng

>

11.8. Passport U.S. Passpait

U.8. Passport Gard : U.8. Passpori Card

Permenent Resident Card (Form {-567) | Pamm, Resldent Card {Form 1-651)
Allen Reglstratlon Recolpt Card (Farm 1-561) Allent Rag, Racelpl Card (Form [-551)

1. Forelgn Passport

Farelgr pessport contalning & temporary 1-651 stamp 2. Temporary 1551 Stamp

Forelyn passport confalning a temporary 567 piinted 1. Foraign Passport '
notation on a4 machine-readable Immigrant visa (MRIV) 2. Machine-teadable lmmfgrant visa {MRIV)
Employrasnt Authoizetion Documetit (Form |-766) | Employmant Auth, Dacument (Form 1-786)
For a nonlmmigrant allan authorized fo worl for a specifo 1. Forelgn Passport, worl-aulhorized non-
employel hecatise of his or her status, a forsign passport Irairiigraht

with Form H24/1-84A that confalns an endarsement of the 2. Fatim 1-24/i34A _

alian's nanimmigrant stalus 3. "Form [-20" or "Form DS-2018"

Note: In limlted olretmstances, certain J-1
students may he requlred to present a [etter
from thelr Responsible Offlcer In order to wark.
Enter the docoment tile, lssuing aulhorly,
docutnant humber ahd explration date from this
documenl In the Additienal Informatlon fleid.

Passpart from the Federaled States of Micronesia (F8M) | 1. FSM Passpart wilh Form 194

with Form [-94/-84A 2. Form 1-94A194A
Passport from the Republle of the MarshallIsfands {RM)) 1. R Passport with Form -84
with Form [-94/194A 2. Form [-04/194A

Recelpt: Tha arrival partion of Form |-94/1-94A cantaining a . ] ]
fampotary 1-551 stamp and pholograph Reoeipt: Form [-84/1-84A wil-561 stamp, phola

Recelpt: Tha depariure porflon of Form 1-94/-84A . :

wlih an unexplred refuges admlsslon starnp Rapalpt: Form 1-04/1-94A wirafugee stamp

Reselpt for an appliéatlon to replace a lost, stolen or Reaalpt raplacerent Perm, Res. Card

damaged Permanent Resldent Card (Form: [°551) (Form M551)

Raealpt for ati applicalion to replage a lost, slofen or ¥

damaged Employmant Authorizalion Docutment (Form 1-766) Receipt replacement EAD {Form |-766)

Retelpt for an applicalion to replace a lost, stolen oy 1. Recalpl! Replacement Forelah Passpolt,

darmaged forelgn passport with Form 1-94/1-94A that contalns | worle-authorizad ponlmmigrant

an endarsement of the alfen's nontmmlgrant statiis 2. Radelpt: Replacerent Form 1-94/1-94A
8. Form 1-20 or Form DS2019 {f presented)

Ragalpi for an application to replace a lost, stolen or 1. Recelpl Raplacement FSM Passpart with

damaged passport froin the Federated States of Mlcronesia Form 194

with Form [-o4/(-04A 2, Radelpt: Replacement Form 1-94/1-944

Receipt for an applicailon fo replate & losl, stolen or 1. Recalpl: Replacement RiMI Pasaport

damagded passport from the Republie of the Marshall Islands with Form [-94

with Fom )-94/1-04A 2. Revelpt: Replacement Form [84/-B4A

Tssuing Awthority: Enter the lssuing authority of the List A document or yeceipt, The issulng anthority is the specific.
entity that issued the dosument, IT the employee presented a combination of doocuments, use the second and third Tzauing
Aunthority fields as necessacy,

Form -9 Tnstoections 07/LH17 N . : Page § of 15



Docwmont Numbey; Enter the dogwunent number, if any, of fhe List.A docutnent or recelpt presented, If the document
dos ot oontaln & umber, enter N/A. in this feld, If the employee presented a combination of docnments, use the gecond
and thivd Docnment Number fields as necessary., If the documentpresented was a Form 120 or 1582019, enter the
Student and Fxchange Visttor Information System (SEVIS) muraber in the third Doeament Nnpiber ficld exactly as it
appears ol the Form +-20 o fhe DS-2019.

Tixpiration Date (i any) (woa/dd/yyyy): Boterihe expivation date, if any, of the List A, document. The document is not
acceptable if it has alteady explred, If the document does niot contain an expiration date, enter N/A in this field, If the
doauynent uses text xather than a date to indicate when Jt explres, enter the text ag shown on the dooument, suoh as "D/

5 (which means, “duration of status"), For 1 receipt, enter the axpiration date of the receipt valldity period as described
above, If the employee presented & conabination of dosuments, use the second and third Bxpiration Date fields as
necessaty. f fhe dooument presented wag a Form %:20 or DS-2019, enter the program end date here,

Ldst B - Tdentity: If the cuplayee presented an acceptable document fiom List B ox an acceptable veceipt for the application to
seplace & lost, stolen, or destroyed Tiat B doonment, erier the document iformation in this column, If a parent or'Jegal guardian
attested ko the identity of an employee who is an individual under age 18 or oerfain employres with disabllfites in Seation I,
enter elfhor "Individual under ags 18" or "Speclal Placement” in this fiold, Refer to the Handbook fo loyers: Guidance for
Coninletin 19 (M:-274) for more guidance on. individuals undet age 18 and certain person with disabilities,

Tf you enter dooument information in the List B column, you must aiso entet document information in the List C column, ¥ an
employee presents acceptable List B and List C documents, do not ask the smployees to present a List A, document, No enitfes
shonld ba mads In the List A colurn, If you complete Suetion 2 using a computer, 2 selection in List B will fill all the flelds in
the List A column with N/A.

Doctoment Title: Tthe erimloyes presented a docimient from List B, enter the fiite of the List B dociument orreceipt in this

ficld. The abbreviations provided are avallable in the dropdown when the fonm s completed on a comgiuter: When complefing the
form on papex, you may choose to use these abbrevlatiors or auy other common abbreviations to document: the dogirment title or

issuing anthority.

Fulimame.of List B Dosumént Ahbteviaflons

Drivar's license issued by a Stale aor ouliying pessession af

the Unlted States

Driver's llcehse issued by stateftorrltory

1D aard Issued by a State or outlyfn'g poseegsion of the
Unlted Siates

ID oard Issued by statelterritary

ID card [ssued by federal, slate; or local goveriiment
agencles or enfiflas

Government ID

School ID ' ' <

Schoo! 1D oard with photograph
Volar's ragistrallon card Voler reglstration card
U.5. Military card U,8, Milltary card

1,8, ivflitary draft ragord

U.S. Miltary draft record

Milltary dependent's ID.card

biitary dependent's 1D card

(1,8, Coast Guard Merchant Mariner Gaid

USGE Merchant Mariner oard

Natlve Amerioan fiibal dosument

Nallve American {ilbaj documiant

Driver's license issued by a Canagian government aulhorily

Canadlan.driver’s lcensa

Sohoal recard {for parsons tnder age 18 who ate Unable ta
praseht a daqument [lsted abiove)

Sohool resord (Under age 18)

Repart eard (for persons undar age 18 who are unable to
present & ducyment llsled above)

Repori ¢ard {tnder age 18}

Glinle record (for persons under gga 18 who are unabls to
present a dacument listed above)

Glinlo recatd (under age 18)

Dnolorreeotd {for parsons under age 18 who are unabla fo
present a document listed above)

Dattor rscord (under age 18)

Hospital racord (for parsans under age 18 who ate unable fo
presant a dosument listed above)

Hospital record {under age 18)

Day-care rscord (for persens undsr age 18 Who ars unable to
presanl a document listad above)

Day-cara record {undsp age 18)

Nursery scheol reoord {for persons under age 18 who are
unahle to present a document lsted above)

Nurssry sohiool racord {under age '8)
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Upon nofification fromm an employes of suspected fraud, or if management has
reason to suspeot that a fraud has oceurred, they shall immediately notify the
OTA.

3, Office of the Town Administrator

Upon notification or discovery of a suspeoted fraud, the OTA. will prompily
investigate the suspected fraud, In all cireumstances, whete there are reasonable
grounds to indieate that a frand may have oceurred, OTA will inform the SB.
Subjeet to the advice of the Town Counsel, the QTA will contact {lie Office of the
District Atiorney and/or the Dartmonth Police.

4. Contacts/Protocols

After an intiial review and a determination that the suspeoted fraud warraots
additional investigation, the QTA will notify the SB. The OTA will coordinate
the investigation with the SB and appropriate law enforcement officlals.

5. Seouxity of Evidence
Once & suspected fraud is veported, OTA, in consultation with the Town Counsel,
shall take immediate action o prevent the theft, alteration, or destraction of
relevantrecords, Such actions include, but ave not necessarily limited to,
teraoving the records and placing them in a secure Jocation, Hmiting access to the
Jocation whete the tecords currently exist, and preventing the individual suspected
of committing the fraud from having aceess to the records. The records must be

adequately secured unil the OTA obtains the records to begin the audit
investigation.

6. Personnel Actions
Tt a suspicion of frand is substantiated by the investigation, discliplinary action
* shall be taken, by the Appointing Aufhority, in consultation with the OTA. and the
SB.
7. ‘Whistle-Biower Protection

Under Massachusetts General Law Chapter 149, pavagraphs 1484, 185 and 187,
no employer or pexson acting on behalf ofan employer shall;

Dismiss or threaten to dismisy an employsoe
Diseipline or suspend, ox threaton to discipline or suspend, an-emplayes

Tmpose any penalty upon an employee; ox
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T Full name.of List B Dosument b AbbreViations
Individual under.age 18 endorsement by parent or guardian | Individual under Age 18
{ Speolal placement endorsement for persons with disabllilles | Special Placement .

[ Recaipt for the applicalion to replace a lost; stolen or
damaged Driver's Licenss Issued by a Siate or ouflying Receipt: Replacement driver's license
possesslon of the Unlted Stales

Recelpt for tha applloation to replace a lost, stolen ot ,
damaged ID-card fssuad by a Slats or oullylng possession of | Recelpl; Replacement I3 card

tha Unlted Sfates

Recslpt for the application fa raplace a lost, stolen ar

darnagad 1D card [ssued by federal, state, or laoal Recelpt: Replagemesnt Gov't ID

govamment agencles or onlllles
"Redelpt for the application to replace & los, stolen or o

damaged Schoo| ID card with photograph Ren_eipt. Replacement Schoo! {D

Recslpt for the applleation to replacs a lost, stolen or \ X

damaged Vater's ragistration card ! Recelptt Replacement Volar reg, card
5:;‘25;30{}28 %ﬁﬂg‘;‘;lfa? d‘° replace a'lost, stolen oy Recelpt; Replacement U8, Miittary card

% - - . [_ -

?:;2‘3;g“&ﬁﬂ;gwpﬁz‘;ml;‘éﬁgﬁj losf, stofen ar Recelpt Replacsment U.8, Miltary.dep. card
Regelpt for fhie appilcation to replaca a lost, stolen or Ragslpk Replacement Miltary draft

damaged U8, Mllitary draft racord taoord ,

Raaeipt for the application 1o replace a Jost, stolen or Reoslpt: Replacement Merahant Mariner card

damaged U.8. Coasl Guard Merchant Marlner Card

Recelpt for the applleation to replae a lost, stolen or
damaged Driver's llcensa lssued by & Canadlan government | Repeljt: Replacement Ganadlan DL

authorlly

Racaipt farihe appllcation to replace a lost, stolen or Renalpf: Replacement Natlve Amarican
damaged Natlve Amerloan tibal document irbal doo
Recaipt for the application to reptace a los}, atolen or Recslpt; Replacement Sshool racord

damaged Schoal record (for persons under age 18 who are ; :
unable to present a document listed abovs) (under aga 18)

Recelpt for the application to replace a lost, stolen or .
damagsd Repolt card {for persons undér age 16 who are m%e;f L' l?f gj)mement Report card
unate to present a document lfsted above) g

Renaipl for the application to replace a lost, stelen or , .
damagad Clinle record {for persons indér age '8 Who are E?ﬁ’a'?; F\;e%:éa;uamem Clinlo recard
unable to present a deoument listad above) 8

Racelpl for the applioalion to teplace a los, stolen or . '
damaged Daatar racard {for petsons under age 18 who are E‘;‘i"ﬂ?; R;e%a)wament Boctor reaard
tinable lo prasent a dogument Hsted abnve) e 8ge .

Receipt for the appiication to replase a [ost, sfolen or , -
damagad Haspltal record {for persons under age 18 who are E?:&Eg?g gée.}; Elgcement Hospital record
unable fa prasent a dosumant [isted above)

Reoeip! for the applicalior. fo replace a lost, stolen or , N
damaged Day-care racard {for persous under.age 18 who mﬁf : Ize%e;cement Day-care record
are unabls to prasent a dacument llstad ahove) ] g

Recelpt for ftie appiication la replase a last, stolen or ] '

damaged Nursery sohool tecord (for peréons under aga 18 ﬁmﬂfg F;e%l}e)\cemsnt Nursery school racord
who are unabla ta prosent a document Jlsted ahove) g _

Yssuing Authoxity: Enter the fsshing authority of lhe Tist B document o receipt. The issuing authorlty is the entity that
issued the docnment. Ifthe employes presented 4 document that is issued by a atate agency, include the state a part of
the issuing authority.

Docnment Nwmber; Brter the docnment mumiber, if any, of the List B doenment ox recelpt exaatly us it appenrs on the
docmment. If the doonment doss not conlain & number, enfer /A in this field.

Toxpiration Date (If any) (mw/dd/yyyy): Bntar the expiration date, if any, of the List B dogument, The document is ot
acceptable ifithas already expived, Tf the dooument does not contain an expitation date, enter N/A, in thig field, Fora
receipt, enter the expiration date of the receipt validity perlod as deseribed in the Receipt section above,

[T
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List ¢ » Brployment Anthorization: If the cmployes presented an aceeptable document from List C, or an aeoeptable
recoipt for the application to xeplacs 2 lost, stolen, ar destroyed List C dosument, enler (e document information in. this
eolumn, Ifyon snter dorument infoxmation in the List C.column, you must also enter dooument information in the List B
column, If an employes presents accopiable List B and List C documents, do not ask the employes to present a list A dooupnent,
o eniries shonld be made in the List A. column,

Document Tifle: If the employee presented 2 dooument from List C, enter the title of the List C docurent or receipt in
this field. The abbreviations provided ace available fnthe dropdown whe the form is complated on a computer. When
completing the form on paper, yon may choose to nse these abbreviattons or any otber cotmon abbteviations to dooument
the décument title or issulng anthority. Jf:you ate completing the form on a computer, and you select an Employment
mthorization dooument issned by DHS, the fistd vwiil populate with List €7 and provide & space for you to entera
deseription of the docutnentation the employes presented, Refex fo the 274 for guidanoe on entedng List C #7

dosurnentation,

T Fullhame ofiLiat € Dosymeit_ ) Abbreviations
Soalal Securlly Account Number.card withaut restriclions (Unrestrleted) Soclal Securlty Card
Certification of Birth Abroad {Form F8-H44) Form FS-545
Garllllealion of Repart of Birth {Form D8-~1350) Form D5-1350
Consular Report of Birth Abread (Form FS-240) Form F8240
Orlginal or certiffied copy of a U.S, bith cerliifcale bearing an | o
offittal seal A Birlh Cerdlfivate
Natlva Ameriaan Wribal dosument Nallve Ameroan iibal document
LS. Clizen 1D Card (Form 1-187) Form 1-197
ldentlfloation Card for use of Resident Citlzen in the Untied
States (Form [170) Form 179

nymant authorfzation decument [se DHS [List. G {7} | Emplayment Auth. dacument (DHS) Llst G #7
Recalpt for the applloation o replace a lost, slolen or demaged| Recelpt: Replacement Unrestricted 83
Sootal Secunly Acoount Number Gard wWlitout rasitlsllons Card -

Recelpi for the application to replace a losl, slolen or
damaged Original or certiifed copy of a U8, birth cerlilicale | Receipt: Replacement Birth Cerlilicale
herrlng an officlal seal

Raoeipl for the applisation fo replace a lost, stolen ar Recalpt: Replacement Nallva American Tribal
damagad Native American Trihal Doctument Do, )
Racelpt for the applioalion to replace a jost, stolen oy damagad | Racelpt: Raplacement Employmertt Auth, Dao,
Employment Authorfzallon Decument lssued by DHS (DHS)
Tssiting Authorily: Enter the issulng anthority of the List C document or recelpt. The issuing suthority is the entity that
issued the dacument.

Docwmant Number: Enter ihe dosnment number, 1 any, of the List C dosiment or resolpt exaotly aa it appears on the
document, If the doenment does riot contain & mumber, enfer N/A in this field.

Txpiation Date (f any) (mm/dd/yyyy): Bnter the sxpiration date; if any, of the List C document. The dooument s not
acceptable if it hias already expired, nnless USCIS has extended the oxpiration date on fhe dosttnent; For instauce, If o
conditional resident presents a ¥orm 1797 extending his or her conditional resident statws with the employee's expired Form
1551, entey the future expiration date as indicated on the For 1797, If the doeument has no expiration date, enfer NfA in
this field, Por a receipt, entay the sxpiration dats of the receipt validity period as desoribed in the Receint section above.

Addittonal Infotmafion: Use this space to notate any additional information required for Form I-9 such as:

» Employment authorization extensions for Temporary Protected Status benefiniaries, F-1 OPT STEM studenls, CAP-
GAP, H-IB and ¥h:2A employaes contlming employment with the same enmployer or changing employers, and othet
gonimmigrant categories that may recalve extenstons of stay

o Additional dosument(s) that certain xonbnmigrant employees 1may present

¢ Diserepancies that B-Verify emplayers mnst notats when pattisipating in the IMAGE program

» Employee termination dates and form ratention dates

a E-Verify case number, which may also be entored in the margin or attached a5 a separate sheel per B-Verify
requirementy and your chosen business progess.

o Any other comments or notations necessary for the smployer's business process

You may lenve this fisld blauk if the employee's circumstances da not xequire additional notutions.
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Enteying beforuation.in e Bmployer Carrification, e
Emplayee's First Dry of Enrploymeni: Enter the employee's first day of employment as a 2-diglt.monil, 2-igit day and
4-digit year (mun/ddlyyyy).

Stgnature of Tmployer or Anthorized Representatives Review the form for accuracy aud eompleteness. The person who
physically examiney the employee’s original dooument(s) and completes Section 2 rimst sign his or het name in this field. Tyou
wsed a fbrm obtained from the USCIS webisite, you must print the form to sign your name in this field, By signing Section 2,
you attest under penalty of perjury (28 U.S.C. § 1746) that you have physically examined the dosuments presented by the
emplayse, the dosuwent(s) reasonsbly appear to be gemsine and fo relate to the employee named, fhiat: fo the best of your
Imowledge the smployes is authorized to work In the United States, that the information you entered in Sestion 2 1s complete,
teuo and correot to the best of your knowledge, and thak you ere aware that you may face severe penalties provided by law and
may be subject to oriminal prosseution for knowingly and witlfully maling false statements or knowingly sceepting false

documentation when complating fbis form.

Today's Date: The pexson who signs Section 2 must enter the date he or she signed Section 2 fn this fleld. Do not backdate this
field, If you used a form obtained from the USCIS wobsite, you must print the form to write the date in this fiald, Enter the dake

1y a 2-diglt month, 2-digit day and 4-digit year (nr/dd/ysyy). For example, enter January 8, 2014 as 01/08/2014,

Title of Bxuployer ox Authorized Representative: Enter the title, position orrole of the person who physieally examiney the
eraployee’s origlnal decument(s), completes and signs Section. 2.

Last Nawie of the Bmployar-or Autliorized Representative: Enter the fill legal last name of the person who physically
examines the employea’s original documents, comyplotes and slgns Section 2, Lastname refers to family name or surname, If
the person hias two last names or a hyphenated last name, Inghude both names fu, this field.

Fivst Name of the Employex or Authorized Representative: Enter the full Tegil firs¢ nawne of the petson who physically
examines the employee’s origlnal doenments, completes, and signs Section 2. First name refers to the given name,

Employex’s Business or Ovganization Names Futer the same of the employer’s business or organization in this field.

Employsr’s Business ox Organtzation Address (Strect Name and Numbex): Enter an actual, physicel address of the
employer. If your cotnpany has multiple locations, use the most appropriate address that identifies the location of the employex.

Do not provide a P.O, Box. address.

City or Town: Enter the city or town for the employey’s business or organization address, I the location is niota ity ok town,
you may enter the name of the viflage, county, township, reservation, efe. that applis.

State: Fater the two-character abbreviation of the atate for the employer’s buginess or organization address,
P

ZIP Code: Bnter the 5-digit ZYP code for the employer’s business or oxganization address.

C Ty - aaa—y T = T

Conplefing Sectlon 3; Reverifiontioh and Relifes ' )
Seotion 3 applies to both reverification and rehites, Wiien gompleting this section, you must also complete the Last Name, First
Name and Middle Initial fields in the Bmployee Info from Section 1 area at the'top of Seotfon 2, leaving the Citizenship/
Tmmigration Status field blank, When copapleting Seotion 3 in eitber a xeverification ox tehire situation, if the employee’s natne
hasg changed, record the new name in Block A.

Reverification

Reverification in Seotion 3 must be somplated priox to the entlier of:

» The expiration date, if any, of the employment anthotization stated in Seotion 1,08 _

e The explretion date,if any, of the List A or List C employment anthorization document recotded in Seotion 2

(with some exceptions listed below).

Some employees may have: antered “N/A In the expirailon date field in Seotion 1 if they are aliens whose employment
authorization does not expls, 6.8, asylees, refugees, cortain eitizens of the Féderated States of Micronesia, the Republio of the
Marshall Tslands, ar Palau, Revarifloatlon does not apply for such employees unlesa they choose to present evidence of
employnent authotization in Section 2 that containg an expiration date and xognires reverification, such as Form I-766,
Emplayment Authorization Doocurnent,
Yon should not reverify 1U1.8. citizens and noncltizen ntionals, or lawful pernanent residents (inchuding conditional xesidents)
who presentsd a Parmuaent Resident Card (Porm 1-351), Reverification does not'apply to List B dosuments.
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Tor reverification, an employee must present an wnexplred document(s) (or a recelpt) from olther List A or List C showing he or
she is stll} authorized to work, You CANNOT require the enplayee to present a partioutar document from List A or List C, The
employes is also not required to show the same type of document that fre or she presented proviously, See specifio instructions
on Lo to complete Section 3 below.

Rehirves

Y€'you rehire an emplayee witlit thres years from the dafe that the Form -9 was previously exeented, you may sither vely on
the employee’s previonsly execnted Form I-9 or complele a new Form 19,

If'yon vhoose ¢o rely on & previonsly completed Form 1.9, follow these guidelines,

a If the employes remains eniployment authorized as indicated on the previously executed Form I-9, the employes does
not need to provide any additional documentation. Provide ln Sectlon 4 the employee's rehive date, any name changes if-
applicable, and sipn and date the form. -

o If the previonsly cxecuied Forn 19 indicates hat the smployes’s employment anthorization fiorm, Jeolion 1 or
employment authorization dosumentation from Seotion 2 Hial is subjeet to xeverification has expired, then,
roverfication of employment nuthorization is required in Sestion 3 in addition to providing the xehire date. If the
praviously exeouted Foxm T-9 s not the current verslon of the form, you must conplete Beotlon 3 on the cuurent
yerglon of the form,

o If'you dlready used Seatlan 3 of the etnplayee’s previonsly executed Porm 1-9, but aro rehiring the employes within
threo yeats of the original exeoution of Form X9, you may complete Seotion 3 on a new Form 1-9 and attach 1t to the

previously execnted form.

Bmployees tehired after three yeats of original exeoution of the Form 1-9 must complets a new Form 9.

Complete each block in Section 3 as follows:

Bloek A » New Name: If an employee who is belng reverified or rehired has also changed his or her name since originally
completing Section 1 of this form, complete tliis block with the employes’s new name. Enter only the past of the name that hag
changed, for exatnple: if the employee changed only 155 or her last name, entex the last name in the Last Name field in lhis
Black, then enter }/A in the First Name and Middle Initial fields. If the employes has not ehanged his ox her iame, enter N/A In
each field of Block A.

Black B ~ Dafe of Rehire: Complete thls block if you nte rehiring an employee within three years of the date Form I-9 was
originally axcouted. Enter the date of rehirs in this field, Buter /A, in this field If the employee is not heing rehired,

Bloek € - Completo this block if you aré reverlfying expiring or expired employment authorization or employment
authorizailon documentation of a current of rehived employes, Enter the information from the List.A, ox List C doouiment(s) (or
recelpl) that the emplayee presented to xeverify lis or her employment. ruthorization. All documents must be wexpired,

Document Tifle: Enfer e title of the List A or G dooument {or receipt) the smployee has presented to show continiing
employment authorizatlon in this field,

Tocenment Number: Enter the dosument number, if any, of the dooument you entered in the Document Title field
exaoily as it appears o the document, Enter N/A if the document does not have 3 number,

Exyiration Date (if any) Gom/dd/yyyy): Enter the expiration date, if any, of the document you entered in the
Dosument Title field as a 2-deft month, 2-dipit day, and 4-digit year (mm/dd/yyyy). If the docurent doet not contaln ah
expiration date, enter N/A.in this feld.

Signature of Mmployer or Authorized Representative: The person who codpletes Seotfon 3 must sign in this fleld, If you
used a form oblalned from the TSCIS webslte, you raust print Seotion 3 of the foun to sigh yourname in this fisld. By slgning
Seotion 3, you attestunder penalty of perjury (28 1h8.C. §1746) that you have examined the documents presented by the
employen, that the doowment(s) reasonably appear to be genulne and to relate lo the smployeo named, that fo the best of your
knowledge the employee is authorized to worlcin the United States, that the information you entered in Seotion 3 is corplets,
truo and correct to the best of you knowledge, and that you axe aware that you may face severe penalties provided by law and
may he subject fo oriminal progeentlon for knowingly and willfully making false statemeiits or Imowingly accepting false
documenttation when completing this forim.
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Taday's Date: The person who complefes Section. 3 must enter the date Seotion 3 was compleled a;\ul slgned in this field. Do
not baoledate this field, Iyon used a form obtained from the USCIS websits, you fust print Section 3 of the form fo enter the
date in this field, Bnter the date as u 2-diglt month, 2-digit day, sud 4-digit year {mu/dd/yyyy). For example, enter-Januaty 8,
2014 as 01/08/2014.

Name of Employex ax Authorized Representalive: Thepeson who completed, signed and dated Section 3 must enter bis
or her name it this feld,

— == == T

Whatistie g ®ee? ~ "~ " e o
There is na fee for completing Formn 1-9, This form is not filed with USCIS or any government agenoy. Form 1-9 must be
vetained by the employer and made avallable for ingpeotion by U.S. Government officlaly as specified in the “USCIS Privacy
Act Stafoment” below, '

TVRCIS Rormsdnd Informatin _ , ,
For additional guidance abont Form 19, emplayexs and employees should réfer fo the Handbook for Employers: Guidance for
Compleling Form 1-9 (M-274) ox USCIS’ Form I-9 websito at htips:/vww.scizov/i-2-cenfral,

You-éan also obtaln fnformation abont Form -9 by e-mailing USCIS at 1-9Centval@dbs, goy, or by calling 1-888-464-4218 or
1-877-875-6028 (LTY).

Youmay download and obtain the English and Spanish versions of Form I-9, the Handbook for Enployers; or the justruotions

to Form J-0 from the USCIS wébsile at htps://www.usois.gayfi-9, To complote Foun -9 on a compider, you will need the latest

version of Adobe Reader, which cin be downloaded for fico ot http-/eet.adobe.comfreader/, Vou may ordoer USCIS forms by
calling our foll-free mumber at 1-800-870-3676. You may also obtain forms and information by contacting the USCIS Natfonal

Customer Service Center at 1-800-375-5283 or 1-800-767-1833 (TTY).

Thformation about B-Verify, a fast, free, inferret-based system that ellows businesses to detecnine the ellgibility of their employees
towork in the Untted States, can be obtained from the USCIS website ath Asslg.povie-verify, by e-mailing USCIS at
BVerifv@dhs.gov or by calling [-888-464-42.18 or 1-877-875-6028 (TTY).

Employees with questons sbout Form 19 and/ox B-Verify can reach the USCIS employee hotline by ¢alling 1-888-807-7781 ar
1-877-875-6028 (TTY). ]

Photocopyine Blank and Complefed, Fory 19 and Refiining Completed Form 18~ -
Brmployers saay photecopy or print blank Forms I-2 for futowe use. All pagoes of the instructions and Lists of Asceptable
Documents must be available, eithet in print or electronically, to all employees completing this forin. Braployers must xetain
each employes's vompleted Poxm 19 for as long as the individual works for the employer and for a specified perlod after
employment has ended, Bmployers are tequired to refain the pages of the form on which the smyiloyes and employer entered
date, J¥ coples of doeumentatlon presented by the smployee are made, those copies must also be retained, Onca the individual's
coaployment ends, the enaployer nust xofain. iliis form and attachments for efther 3 years after the date of hire (Le,, first day of
work for pay) or 1 year after the date employment ended, whichever Is Jater. In the case of recrulters or refetrers fora fee (only
applicable to those that are agrienlinral associations, agticaltural employers, or favm Jabor contractors), the retention period is 3
years afler the date of hire (L.e., fivst day of wark for pay),

Forms 19 obtained from the USCIS website that ace not printed and signed manually (by hiand) are not-considered complete. In
the event of an inspection, retaining incomplete forms may make you subject to fines and penalties associated with Incomplete
forms.

EBmployers should ensuve that information employees p-rnvida on Farm 10 is used only for Form 1-9 ptuposes. Completed
Forms X0 and all accompanylag documents should be stored in a safe, secure location. )

Form 19 may be generated, signed, and retained electronically, in compliance with Department of Homeland Secnrt
regulutions at 8 CER 274a.2.

= F
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USCIS Privacy Act Statement

AUTHORITIES: The mthorly for collecting this information is the Frmlgration Reform and Conttal Aot of 1986, Public
Law 99-603 (8 USC § 1324a),

PURPORKE: This ipformatinn is callested by smployets to cormply with the reguirements of the Innigration Reform and
Contro] Aot of 1986, This lavwr requires that omployess vetify the identity and employment anthorfzation of individualy they hive
for employment o prevlude the wnlawful kiving, or recriting or xeferring for a foe, of alens who are rot authorized to work in
fhe Tinited States, '

TISCLOSURE: Providing the information sollected by this form is voluntary. However an employet shonld not continue fo
employ an individual without 2 completed form. Failure of the employer to prepare and/or ensure proper complation of this
form for each smployes hiredIn the United States after Novepaber 6, 1986 or in the Commonweslth of the Marlana Telands after
Novenbex 27, 2011, may subjeot the smployer to olvil and/ot cxhninal penalties. In addiflon, employing individusls knowing
dhat they tre unanthorized to ek in the United States may subject the exuployer to olvil and/or eximinal penties,

ROUTINE USES: This fformation will bemused by erployers as & xecord of thelr basls for determining eligibility of an
employes to work in fhe United States, Tho euifoyer must etain this form for the required perlod and make i available for
inspection by anfhorized offitials of the Department of Homeland Secudty, Depariment of Labor and the Departuent of Tustice,

Civil Rights Diviston, Immigrent sud Employee Righiz Sectfon.

Phperwork Reduetion Act

An agency mey not condnet or sponsor an information collection and a pexson is not requized to xesp ond fo  collection of
inforimation unless It displays o onrvently vali€ OMB control mumbey, Thepublic reporting burden for this acllection nf
information 1 estiraated at 35 mirnifes per response, When completing the form mannally, and 26 minutes per response when
using & computer to aid in completion of the fort, fucluding the time for xeviewing fostructions and completing and retaining
the Form, Send comiments veparding this burden estinate or ady other agpeot of thig eolleotion of information, including
sugpestions for reducing this burden, to: U.S, Cltizenship and Immigration Services, Regulatory Co ordination Division, Office
of Palioy aud Sirategy, 20 Massachusetis Aveane W, Washington, DC 20529-2140; OMEB No. 1615-0047, Do st mail youx

completed Foxm Y-8 to this address. :
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Form W-4 (2021)

Paga 2

General Instructions

Future Developments

For the latest information about developments related to
Form W-4, such as legislatlon enacted after It was published,
go to www.irs.gov/FormW4.

Purpose of Form

Complete Form W-4 so that your employer can withhold tha
correct federal Income tax from yaur pay. If too little Is
withheld, you will generally owe tax when you flle your tax
return and may owe a penalty. If too much is withheld, you
will generally be due a refund, Gomplete a new Form W-4
when changes to your personal or flnancial situatlon would
changs the entries on the farm, For more information on
withholding and when you must furnish a new Form W-4,
see Pub, 505, Tax Withholding and Estimated Tax.

Exemption from withholding. You may claim exemption
from withholding for 2021 If you mest both of the following
conditions: you had no federal Income tax fiability In 2020
and you expect to have no federal incorne tax liability In
2021, You had no federal income tax liability in 2020 if {1)
your total tax on line 24 on your 2020 Form 1040 or 1040-SR
is zero {or less than the sum of lines 27, 28, 29, and 30), or
{2) you were not required to flle a return because your
income was balow the filing threshald for your correct filing
status. If you clalm exemption, you will have no income fax
withheld from your paycheck and may owe taxes and ‘
penalties when you file your 2021 tax retum. To claim
exemption from withholding, certify that you mest both of
the conditions above by writing “Exempt” on Form W-4 in
the space below Step 4(c). Then, complete Steps 1(a), 1(b),
and 5. Do not complste any other steps. You wlll need to
submit a new Form W-4 by February 15, 2022,

Your privacy. If you prefer to limit information provided in
Steps 2 through 4, use the online estimator, which will also
increase accuracy.

As an alternative to the estimator; if you have concerns
with Step 2{c), you may choose Step 2{b); if you have
concermns with Step 4(a), you may anter an additlonal amount
you want withheld per pay petiod in Step 4(c), If this lathe
only Job In your household, you may instead check the box
in Step 2(c), which will increase yaur withholdlng and
significantly reduce your paycheck {often by thousands of
dollars over the year).

When to use the estimatar. Gonsider using the estimator at
www.Jis.gov/W4App If youn

1. Expect to work only part of the year;

2, Havs dividend or capltal gain income, or are subject to
additlonal taxes, such as Additional Medloare Tax;

3, Have self-employment income {see balow}; or

4, Prefer the most acourate withholding for multiple job
situations.

Self-employment. Generally, you will owe both Income and
self~employment taxes on any self-employment incoms you
recelva separate from the wages you receive as an
employee. If you want o pay these taxes through
withholding from your wages, use the estimator at
www.lrs.govIWAApRp to figure the amount to have withheld.

Nonresident afien. If you're a nonresident alien, see Notice
1392, Supplemental Form W-4 Insiructlons for Nonresident
Aliens, before compileting this form.

Specific Insiructions

Step 1{c). Check your anticipated filing status. This wiil
determine the standard deduction and tax rates used to
compute your withholding. ]

Step 2. Use this step if you (1) have mare than one job at the
same time, or (2) are martled filing jointly and you and your
spouse both work.

Option {a) most acourately calculates the additional tax
you need to have withheld, while option (b) does so with a
[ittle less acouracy.

if you (and your spouse) have a total of only two jobs, you
may instead check the box in option {c). The box must also
he checked on the Form W-4 for the other job. If the box {s
checked, the standard deduction and tax brackets will be
cut in half for each job to calculate withholding. This-option
is roughly acourate for Jobs with shmilar pay; otherwise, more
tax than necessary may be withheld, and this exira amount
will be larger the greaterthe difference In pay Is between the
two Jobs.

Nl Multiple jobs. Compiete Staps 3 throtigh 4(b) on only
8 ane Form W-4. Withholding will be most accurate if
SO \ou do this on the Form W-4 for the highest paying job.

Step 3. This step provides Instructions for determining the
amount of the child tax credit and the credit for other
dependents that you may be able to claim when you file your
tax return. To qualify for the child tax credit, the child must
he under age 17 as of December 31, must be your
dependent who generally lives with you for more than half
the year, and must have the requlred soclal security numbst.
You may be able to claim a credit for other dependents far
whom a child tax cradlt can't be claimed, such as an older
child or a qualifying relative. For additional eligibllity
requirements for these credlts, see Pub. 872, Child Tax
Credit and Credit for Other Dependents. You can also
include other tax credits in this step, such as education tax
credits and the forelgn tax credit. To do so, add an estimate
of the amount for the year to your credits for dependents
and enter the total amount in Step 3. Including these credits
will Inctease your paycheck and reduce the amount of any
refund you may recelve when you flle your tax return.

Step 4 {optionall.

Step 4(d). Enter In this step the total of your other
estimated income for the year, if any. You shouldn't include
income from any jobs or self-employmant. If you complete
Step 4(z), you likely won't have to male estimated tax
payments for that income. If you prefer to pay estimated tax

rather than having tax on other income withheld from your
paycheck, see Form 1040-ES, Estimated Tax for Individuals.

Step 4{b}. Enter in this step the amount from the Dedugtions
Workshest, line 5, If you expect to claim deductions other than
the basic standard deduction on your 2021 tax return and
want to reduce your withholding to account for these
deductlons, This includes both itemized deductions and other
deductions such as for student loan interest and IRAs,

Step 4(c). Enter in this step any additional tax you want
withheld from your pay each pay petiod, Including any
amounts from the Multiple Jobs Worksheet, line 4. Entering an
amount here will reduce your paycheck and will elther increase
your refund or reduce any amount of tax that you owe.



Form W-4 {2021)

Page 3

Step 2(b)—Multiple Jobs Worksheet {{aep for your records.)

If you choose the option In Step 2(h) on Form W-4, complete this worksheet (which calculates the total exira tax for all jobs) on only ONE
Farm W-4, Withholding will be most acourate if you complete the worksheat and enter the result on tha Form W-4 for the highest paying Job.

Note: If mors than one Job has annual wages of more than $120,000 ar there are more than three Jobs, see Pub, 505 for additional

tables; or, you can use the online withholding estimator at www.lrs.gow/iW4App.

1

Two jobs. If you have two jobs or you’re mairied filing jointly and you and your spouse each have one
job, find the amount from the appropriate table on page 4. Using the *Higher Paying Job™ row and the
“L ower Paylng Job" colurmmn, find the value at the intersection of tha two household salarles and entsr
thatvalue onllihe i. Then, skiptollne3 . . . © . &+ . .« © « v « v v v @ v v v .o

Three fohs. If you and/or your spouse have three jobs at the same ime, complete fines 2a, 2h, and
2c below. Otherwlse, skip to line 3.

a Find the amount from the appropiiate table on page 4 using the annual wages from the highest
paying job in the “Higher Paying Job" row and the annual wages for your next highest paying job
in the “Lower Paying Job” column. Find the value at the intersection of the two household salarles
andenterthatvalueonline2a. . . . . . . . . . . . . . . . 0 e e e e

b Add the annual wages of the two highest payiig jobs from line 2a together and use the total as the
wages in the “Higher Paying Job" row and usse the annual wages for your third job In the “Lower
Paying Job” column to find the amount from the appropriate table on page 4 and enter this amount
onlne2b . . . . L e e e e U e e e e e e e e e

¢ Add the amounts from lines 2a and 2b and enter the resultonline2¢ . « . . . . . . .

Enter the number of pay petleds per year for the highest paying Job. For exampls, If that job pays
weekly, enter 52; if it pays every other week, enter 26; If it pays monthly, enter 12, etc,

Divide the annual amount on line 1 ar line 2¢ by the number of pay petiods on fine 8. Enter this
amoaunt here and In Step 4(c) of Form W-4 for the highest paylng job (along with any other additional
amount you want withheld) . . . . . . e e

2a

2¢

Step 4(b)—Deductions Worksheet ([{esp for your records.)

Enter an estimate of your 2021 ltemized deductions {from Schedule A (Form 1040)). Such deductions
may Include quallfying homse mortgagse Interest, charitable contributions, state and local taxes (up to

$10,000), and medical expenses in excess of 10% of yourlncome , . . . . . . . . , . . 1§

2  Enter ( » $18,800 if you're head of housshold

3 Ifline 1 is greater than line 2, subtract line 2 from llne 1 and enter the result here. If line 2 Is greater

» $26,100 if you're married filing Jointly or qualifying widow(er)

» $12,560 If you'rs single or marrled flling separately

b e

than line 1, enter “0-" . , . . . . . . 3 -
4  Enter an estimate of your student loan interest, deductible IRA conttibutions, and certaln other

adjustments (fram Part il of Schedule 1 (Form 1040)), See Pub. 505 for mare Information . . . . 4 §
5 Addfines 3 and 4. Enter the result here andin Step 4{b) of FormW-4 . . . . . . . . . . . 5 %

Privacy Act and Paperwarl Heduction Act Notlce. We ask for the Inlofmatlon
an this form to cany out he Intarnal Revenue laws of the Unlted States. [nternal
Ravanue Code sscllons 8402({)(2) and 6108 and thelr regulatlons require you to
pravide his informatlon; your employer uses it ta detarmine yotr federal income
tax withhelding. Fallure to provide a properly completed form will restilt In your
belng ireated as a elngle parson with no other entriss on the form; providing
fraudulent informatlon may subject you to pehaities. Routine uses of this
[nfarmatien include ghving it to the Departmant of Justles for clvil and erlmingl
litlgation; to cillas, states, the District of Golumbla, and V.S, conwmaonwsalths and
possessions far use In adminlstering thelr tax laws; and to the Departmeant of
Health and Human Services for use in the Natlonal Directaty of New Hires, We
may also disclose this informatfon to other countrles under a tax trealy, to fadaral
and state agencies to enfofce federal nontax criminal laws, or to federal faw
enforcemsnt and Intelligence agensies to combat terrorism.

You area hot requlred to provide the Infermation requested on a form that Is
subjeat to the Paperwork Reductlon Act unless tha form displays a valld OMB
conlrol numbey, Books or recards relating to & form oy Its Instructions must be
retalned as long as thelr contents may become materfal in the adminlstralion of
any Internal Revenue law, Generally, tax returns and return Informatlon ara
conlidential, as required by Code secilon 6103,

The average tlme and expenses required to complste and {ile this form will vary
depending an individual clrcumstances, For estimated averages, sea the
Instructions for your incoma tax relurn.

1f you have suggestions for making ihis form slmpler, we wauld ba happy to hear
from you. Ses the instrustions for your income tax return,
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Town of Dartmoeuth Gregory W. Bames
Treasurer’s Office Director of Budpet & Mnanes / Treasurer
400 Slocum Road

Dartmouth, MA. 02747

Direct Deposit Policy

All employees must fill out and have on file the AUTHORIZATION AGREEMENT FOR
AUTOMATIC DEPOSITS (ACH CREDITS) form.

First week of divect depesif processing for individual employee will be a pre-nofe. Employee will
get a regular checl for first week, Second and subsequent weelks, employee will receive a nox-~
negotiable direet doposit advice, Direct deposit net pay amount will appear in amount block of the
direct deposit advice stub as well as in the deductions section of direct deposit advice followed by
the hank or crédif waion name.

Net pay will be deposited based on the employees’ choice as noted on the AUTHORIZATION
AGREEMENT FOR AUTOMATIC DEPOSITS (ACH CREDITS) form. The deposit options are
100% of net pay into checking account or 100% net pay.into savings account, not both. No net
pay splits among several banks or eredit unions will be authorized.

In the event an employee ehooses to change banks or acecounts for direct deposit, the week of the
ehange will constitute a pre-note. Employee will get a regular check for first week. Second and
subsequent weeks, employee will receive a non-negotiable direct deposit advice,

Changes must be done in person in the Treasurer’s Office R 206 at the Town Hall or the School
Admin Building at 8 Bust Street. Please have a Photo LD, with you.

. Deposit amounts will be in financial institution no latexr than 12:00 noon on the day regular

payroll is distributed.

Tostop direct deposit of net pay, the Treasurer’s Office needs written notification from the
employee two (2) weeks prior fo termination.

‘The Town issnes paperless adyices defivered via email, which will be required on the attached
aulborization form.

Any questions pertaining to this policy should be addressed in writing to: Gregory W, Barnes,

. Director of Budget & Finance / Treasurer, 400 Slocum Road, Dartmouth, M4 02747,

DIRECT DEPOSIT IS MANDATORY FOR NEW EMPLOYEES.




TOWN OF DARTMOUTH
SEXUAL HARASSMENT POLICY

¥. Introduction

Tt i3 the goal of the Town of Dartmouth to promote & workplace that is free of
sexual harassment. Sexual harassment of employees ocourring in the workplace or
in other settings in whioh employees may find themselves in connection with their
employment {s unlawful and will not be tolerated by the Town., Further, any |
retaliation against an Individual who has complained about sexual harassment ot
retaliation against individuals for cooperating with an iuvestigation of a sexval
harassment complaint is similerly volawful and will not be tolerated. To achieve
our goal for providing a workplace free ffom. sexual hatassment, the gonduet that
is described i, this policy will not be tolerated and we have provided a procedure
by which. inappropeiate conduct will be dealt with, if encountsred by employees.

. Because the Town. of Dartmouth takes allegations of sexual harassment seriously,
wo will respond promptly fo complaints of sexnal harassment and where it is
deternmined that stch inappropriate conduct has acourred, we will act prompily to
eliminate the conduct.and impose such. corrective action as is necessary, including

disciplinary action where appropriate,

Pleage note that while this policy sets forth our goals of promoting a workplace
that is free of sexual harassment and, the policy is not designed or intended to
limdt our authority to discipline or take remedial action for workplace conduct
which we deem tnacceptable, regardless of whether that conduct satisfies the
definition of sexual harassment.



IX. Definition of Sexual Harassmeni,

It Massachusetts, the legal definition for sexual harassment is this “sexual
harassment” means sexual advances, requests for sexual favors, and veibal or
physical conduct of a sexual natiure when:

(a) Submission to or tejection of such advances, requests or conduct is made either
explicitly or implicitly a term or condition of employment ot as a basis for
emiployment decisions; or,

(b) Such. advances, requests or conduct have the purpose or effect of unteasonably
interfering with an individual’s work performance by creating an intimidating,
hostile, humiliating or sexually offensive work envirotument.

Under these definitions, direct or implied requests by & supervisor for sexual
favors in exchange for actual or promised job benefits such as favorable reviews,
salary increases, promotions, increased benefits, or continued employment
constitutes sexual harassment.

The legal definition of sexusl harassment is broad and in addition to the above
examples, othet sexually orlented conduct, whether it is intended of'not, that is
unwelcome and has the effect of creating a work place environment that is hostile,
offensive, intimidating, or humiliating to male or female workers may aIso
constitute sexwal harassment.

While it is not possible to list all those additional circumstances that may
constitute sexual harassment, the following are some examples of coriduct which if
unwelcome, may constitote sexual harassment depending upon the fotality of the
circumsiances inchiding the severity of the conduct and it pervasiveness:

Unwelcome sexual advances — whether they involve physical fouching or
not;

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 also inoluding e~
mail & computer images. '



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

Inguiries regarding a persons sexual experiences or activities,

All employees should take spécial note that, as stated above, retaligtion against an
individual who has complained about sexual harassment, and retalistion against
individuals for cooperating with an investigation of a sexual harassment complaint
ig unlawful and will not be tolerated by the Town,

0L Complaints of Sexual Harassment

If any of our employees believes that he or she has been subjected to sexual
harassment, the employee has the right to :ﬁle a complaint with the Town. This
may be done in writing or orally.

If you would like to file a complaint you may do so by contacting your supervisor
or department head, the Executive Administrator, Town Offices, 400 Slocum
Road, Dartmouth, MA. 02747, phone 508-910-1836, These individuals are also
available to discuss any concerns you may have and fo provide information to you
about our policy on. sexual harassment and out complaint process.

TV. Sexual Harassment Investigation

When. we receive the complaint we will promptly investigate the allegation in a
fair and expeditious manner. The investigation will be conducted in such a way as
to maintain confidentiality to the extent practivable undet the circumstances. Our
investigation will include a private interview with the person filing the complaint
and with withesses. We will also interview the person alleged to have commitied
sexval harassment. “When we have completed our investigation, we will, to the
extent appropriate inform the person filing the complaint and the person alleged to
have committed the conduct of the resulis of that investigation.

X£it is determined that inappropriate conduct has ovouired, we will act promptly to
eliminate the offending conduct, and where it is appropriate we will also impose
disoiplinary action.



V. Disciplivary Action

Tf it is determined that inappropriate conduct hag been committed by one of our
employees, we will take such action as is appropriate under the circumstances.
Such action may range from counseling to termination from employment, and may
inchude such other forms of disciplinary action as we deem appropriate under the
circumstances,

VL. 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. Rach of the agencies has a short time
period for filing a claim (EEOC - 300 days; MCAD - 300 days).

1.  The United States Bqual Employment Opportunity Commission
(GGEEOCH):
One Congress Streef
10" Floor
Boston, MA 02114
(617) 565-3200,

9. The Massachusetts Commission Against Disorimination (“MCAD”)
Boston Office:

One Ashburton Place
Ran, 601

Boston, MA 02108
(617-727-3990. -



ANJexusl Haress Polley.wpd
app'd 8/11/03  Source: MCAD model policy



DRUG-FREE WORKPLACE POLICY

The Town. of Dartmotth absolutely prohibits the nse, consumption/injection, sale,
purchase, transfer ox possession of any illegal (prescription or non-prescription)
confrolled substance, by any employee(s) turing worldng houts or while representing the
Town at meetings, hearings, Town funotions, on any Tovmn promises and in any Town
yehicleg,

Employees are siriotly prohibited from being under the inflnence of alcohol or diugs
during working hours ot while representing the Town at meetings, hearing, Town
functions, on any Town premises and in any Town vehicles.

Tllegal Drugs Defined:

“Tllegal Drugs” are defined, for the purpose of thig poliey, as any drug that ig either not
legally obtained, or is legally obtainable, but has niot been, legally obtained. The term
ineludes preseribed drugs not being used for presoribed purposss, presoribed drugs being
used by a person other fhan the prescription holder, and marijuans.

Legally prescribed medications are exempt under this policy and are permitted to the
extont that their use does not adversely affeot the employees’ work ability, job
performanoce, his safety or the safety of others in the worleplace. Operating a vehicle ox
potentially dangerous machinery is prohibited by the Town if the prescription restricts or
impedes such activity.

A non FDA approved (experimental) drug may be exempt under this policy if preseribed
or authorized for the employeo ustng ot possessing 1 by & licensed pliysician while acting
in the course of his/her professional practice provided that such drug is used by the
employee at the presoribed or authorlzed dosage, and the dogage is consistent with the
safe performance of the employes’s duties, e.g, an experimental drug professionally
prescribed for use In freating the illness,

Xmployee Assistance

The Town of Dartmonth shall affirmatively work with employees suffeting from drug
and/or alcohol abuse or related personal/emotional problems by providing an atmosphere
conducive to promoting and receiving the assistance necessaty through the Town's EAP
Program o overcome-their dependency. Any employee seeking such assistance is
encourage to meat with his/her supervisor or Executive Administrator to digcuss the
problem before it begins fo affect the employee’s job performance or that of others in the
wotkplace. All disclosures made by and employes shall be treated as strictly confidential
by the management representative ot direct supervisor (whether union or non-union).

.



The employeo’s deciston to seek: asslstance will not be nsed as the basis for disciplinary
action or used against the employee in any di‘;ciplmaiy proceeding, provided the
employee agrees to enter into a rehabilitation program in the form of professmnal
connseling and/or treatment for such addiction, and shall continue fo participate in sald
rehabilitation program until swch time his partlclpatmn is deemed no longer necessary by -
a licensed phiysician, :

Disciplinary Action:

Violation ofthis policy may result in. disciplinary action, up to and including termination.
The Town may tertminate any employes found to have a drag/alechol addistion who
refoses to enter into a preseribed rehabilitation program or who intentionally drops out of
such treatment before completion. of the program,



TOWN OF DARTMOUTH

NON-DISCRIMINATION POLICY

“The Town of Dartmouth does not discrivainate on the basls of disabfjity. Program applicants,
particlpants, members of the general public,employees, job appllcants, and others who are entitled to
have access to all town programs, activities and services will not be discriminated agalnst on the basis of
disability.

Coples of this notlee as well as other policles and procedures may be avallable, upon request, in
standard or alternata print formats to include large print; audio tape, Brafila, and computer disk, The
town’s grievance procedtres, self-evaluation, transition plan and ADA policies, practices and progedures
ara readily avallable upon reguest.



Summary of the Conflict of Interest Law for Municipal
Employees

Thig summary of the confliot of interest (aw, General Laws chapter 2684, is infended to
help municipal erployees understand how that law applies to them. Thig summary is not
2 substitute for legal advice, nor does it mention every aspect of the Jaw that may apply in
e particular situstion. Municipal employees can obtain fes confidential advice about the
conflict of interest law from the Commission’s Legal Divisiot at onr website, phone
munber, and address above, Munieclpal conngel may also provide advice, '

The conflict of interest law seeks to prevent conflicts belwesh private interests and public
duties, foster integrity in public service, and promote the public’s trust and confidence iu
that service by placing restrictions on what municipal employess may do on the job, aftar
hours, and after Jeaving public service, as desoribed below. The sections referenced
‘below are seotions of G.L. ¢. 2684,

When fhe Commission determines that the conflict of interest law has been violated, it
can inpose a civil penalty of up to $10,000 (525,800 for bribery. cases) for each
violatlon. In addition, the Commission can order the violator to repay any economic
advantage he gained by the violation, and to make vestitution to injured third |

parties. Violations of the conflict of interest Iaw can also be prosecuted criminally.

I, Areyou a municipal employee for conflict of interest]law
prrposes? . :

You do not have to be a full-time, paid municipal employes to be considered a municipal
employes for conflict of Interest purposss., Anyone performing services for a clty or
town or holding a munieipal position, whether paid or unpaid, indluding foll- and par-
time munlcipal emplayees, elected officials, volunteers, and consultants, ¢ a xrunioipal
employec under the conflict of interest law. An employee of a private firm can also be a
mundcipal employea, if the private fixm has a contract with the eily or town and the
employes is a “key-employes” under the aontract, meaning the town has specifically
contracted for her services. The law also covers private parties who engage in
impesmissible dealings with munieipal employees, such g9 offering bribes or illegal gifts.
Town meeting members and charter commission membets are not municipal employees
under the conflict of interest law,

IL. On-the~job restrictions,

(2) Bribes, Askiogfor and takingbribesis prohibited. (See
Section 2)



1

A Dribe Is anything of value corrnptly received by a municipal employes in exchange for
the employes being influenced in his offivial actions. Qiving, offering, receiving, or
aglding for a bribe is fllogal.

Bribes are mote serious than illegal gifts because they involve corrupt intent. Tn other
words, the municipal smployee intonds to sell his office by agresing to do or not do some
official act, and the giver intends to influence Nim {o do so, Bribes of any value are
llegal.

(b) Gifts and gratuities. Asking for or accepting a gift because of
your official position, or because of something you can do.orhave
done in your official posilion, is prohibited, (See Sections 3,
23(b)(2), and 26)

NMunicipal employees may not aceept glfts and gratnities valued at $350 or more piven to
influence their official actions or because of their officlal posttion. Accepting & gift
intended to reward past official action ot to bring about future official action is illegal, as
is giving such gifts, Accepting a gift given to you beoause of the municipal position. you
fold is also llegal, Meals, entextainment event ticlkets, golf, gift baskets, and payment of
travel expenses can all be illegal gifts if given in connection with official action or
position, as can anythig worth $50 orunore. A number of smaller gifts together worth
$50 or mote may also violate these sections,

Example of violation: A town administrator aceepts reduced tental payments from
developess.

Example of violation; A developer offers aski tp to aschool disirict employee who
ovetseed the developer’s work for the school districk.

Regulatory exemptions. There ate situations in which a municipal employee’s recelpt
of a gifi does not'presenit a genuine risk of a conflict of interest, and may in fact advance
the public interest. The Commission has cteated exemptions permitting giving and
receiving gifts in these stuations, One commonly used exemption permits raunicipal
employees to accept payment of travel-related expenses when doing so advances a publie
purpose. Anothér commonty used. exemption permits muni¢ipal exaployees t6 accept
payment of costs involved in attendanoe at educational and training programs. Other
exemptions are listed on the Comraission’s website.

Exanple where thera is no violation) A fire uck manufacturer offers to pay the fravel
expenses of a fire chiefto & trade show where the chief can.examine varions kinds off 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 violwtion: A town treasurer attends a two-day gnnual school
featuring multiple substantive seminars on issues relevant to ireasnrers, The angual
school is paid for in part by banles that do business with town treasurers, The treasuter js
only tequired to make a disclosure If one of the sponsoring banks has officjal business
before her in the six months before or after the anmal school,

(¢) Misuse of position. Using younr official position to get
something you ave not entitled to, orto get someocue else
something they ave not entitled to, is prohibited. Causingsomeone
else to do these things is alsb prohibited. (See Sections 23(b)(2)

and. 26)

A munieipal employee may notuse her offictal position to get something worth $50 ox
mate that would not be properly available to other stmilarly sitnated

individuals. Similaily, 2 municipal employee may not use her official position to get
somefthing 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 violntion: A full-iime town employee writes a novel on worle time, using her
office computer, and dizecting her seoretary to proofiead the draft.

Exanple of violution: A.city councilor directs subordinates to drive the couneilor’s wife
to and from the grocery store.

Exampla of violaijon: A.mayor avolds a spesding ticket by agking the police officerwho
stops him, “Da you know who ] am?” and showing his municipal LD,

(d) Self-dealing and nepotism. Partcipating as a munieipal
eraployee in a matter in which you, your inunediate family, your
business organization, ox your future exnployer has a finaneial
tnterest is prohibited. (See Section 19)

A munioipal employee may not participate in amy particular matter in which he ora
member of his immediate famnily (pavents, children, siblings, spouse, and spouse’s
patents, children, and siblings) has & financial interest. e also may not participate iu any
particular matter i which a prospestive employet, or a business organization of'which he
is a director, officer, frustes, or employee has a financial interest, Patticipation includes
discussing as well as voting on a matter, and defegating a matfer to someone else.

A financial interest may create a conflict of tnferest whether it is lavge or small, and
positive or negative. In other words, it does not matter if 2 lot of money is fnvolved or
only a little. It also does not matter if you are putting money into your pocket or taking it
out, Tfyou, your immediate family, your business, or your employer have orhas a



financial intexest in a matter, you may not pattelpate. The financial interest moustbe
direct and immediate or reasonably foreseenble to create a conflict, Financial interests
which are remote, speculative or not sufficiently identifiable do not create conflicts,

Example of violation: A schoeol commitiee membet’s wife is a teacher in the town’s
public schools, The school commiitee memh er votes on the budget line item. for
teachers’ galariey.

Example of violation: A membet of a town affordable housing cornmittee is also the
director of & on-profit housing development corporation, The non-profit ntakes an.
application to the committee, and the member/director participates in the diseussion.

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

In many cases, whetre not otherwise required to pexticipate, amunicipal employes may
cotply wiil the law by simply not participating iu the partioular matter in which she has
g financial inferest. She nead not. give a reason for not participating,

Thers are several exemptions fo this section of the law. An appointed municipal
employee may file a written disclosure about the financial interest with his appointing
anthority, and seck permission to participate notwithstanding the confliot. The
appointing authority ey grant wiitten petrmission if sho determines that the financial
interest in question is not so substantial that it is likely to affect the integrity ofhis
services to the municipality. Participating withont disclosing the financial interest is &
violation. Elected employees carmot use the disclosure procedure because they have no
appointing authority.

Exantple where there is no vielatiors: An appointed member of the town zoning
advisoty committes, which will review and recommend changes to the town’s by-laws

" with regard 10 a cotamercial distriot, is a partner at & company that owns commercial
property in the district. Prior ta participating in any committee discussions, the member
files a digclosure with the zoning hoard of appeals that sppointed him to his position, and
that board gives him 2 written determination authorizing his participation, despite his
company’s financial interest, There s no violation.

There is also an exemption far both appointed and elected employses where the
employee’s task is to address a matter of general policy and the employee’s financial
interest is shared with a substantial postion (generally 10% or more) of the town’s
population, such as, for instance, & financial interest inreal estate fax rates or municipal
utility rates. -



Regulatory exemptions. Th addition to the statutory exemptions just mentioned, the
Commission has created.several regulatory exemptions permitting municipal employees
to patticipate in particular matters notwithstanding the presence of a financial interest in
oettaln very specific situations when permitting them fo do so advances a public purposs.
Thete is an exemption permitting school committee members 1o participate in setting
school fees that will affect their ovm children if they malee a prior written disolosure.
Thete is au exemption permitting town clerks to perform election-refated fonctions even
when they, or their immediate faruily members, are on the ballot, because cletks’
election-related funotlons are extensively regulated by other laws. There X8 also an
exemption permitting a person servifig-as 8 member of & municipal boaxd pursuant to a
legal requirement that the board have members with a specified affiliation lo partiolpate
fiully in determinations of general policy by the board, aven 1f the entity with which he is
alfiliated has a financial interest in the matter, Other exemptlons are listed in the
Coramission’s regulations, available on the Commission’s website,

Exumpla where these Is no violation: A municipal Shellfish Advisory Boatd has been
croated to provide ddvice to the Board of Selectmen on poliey issues refated to
shellfishing, The Advisory Board is required to have members who ate currently
commercial fishetmen. A boatd member who i & commercial fisherman may participate
in determinations of general policy in which he has a financial interest conmon to all
cornmercial fishermen, but may not participate in determinalions in which he alone has a
financial interest, such.as the extension of his own individual permnits or leases.

(e) False claims, Presenting a falge claim to your employer for a

payment or benefit 3s prohibited, and causing someone else to do
50 s also prohibited. (See Sections 23(b)(4) and 26)

- A municipal employee may not present g false ot frandulent claim to his employer for
any payment or benefit worth $50 ox more, or cause another person to do so..

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

(f) Appearandée of conflict. Acting in a manner that would make a
veasonahle person think you ean be toupropexly tofluenced is

prohibited. (SeeSecton 23(b}(3))

A municipal employae mey not act in a manner that wounld cavse a reasonable person to
think that she would show favot toward someone o that she can be impropely
indlnenced. Section.23(b)(3) requires a municipal employes to consider whethex her
relationships and affiliations could prevent her from acting fairly and objectively when
she performs her dubes for a clty ox town. If she cannot be fair and objective because of
a relationship or affiliation, she should not perform her duties, Howsvet; a munieipal



employee, whether elected or appointed, can avold violating this provision by maling a
public disclosute of the facts. An appointed employee must male the disclosnre in
wrlttng io Iis appointing official,

Example yuhere there is no violafion, A developer who js the cousin of the chair of the
conservation commission has filed an application with the cominission, A reasonable
person could conclnde that the chair might favor her cousin, The chair files a wuitten
disclosure with her appointing authority explaining her velationslip wifl her cousin priox
ta the meeting at which the application will be considered.. There is no violation of Sec.
23(6)(3). .

{g) Counfidential infermation, Fmproperly disclosing or personaily

using confidential information obtained through your job is
prolibited. (See Section 23(c))

Municlpal employees may not impropetly disclose confidential Information, or make
petsondl use of non-public information fhey acquired in the sourse of their official duties
to further their personal infetests,

TIT. After-howurs restrictons,

(). Talang a second paid job thatconflicts with the duties of your
mumicipal job is probibited. (See Section 23()())

A.munieipal employee may 16t accept other paid employment'if the responsibitities of
the second job are incompatible with his or her nmunicipal job.

Example: A police officer may notwork as a pald private security guard in the town
where he serves because the demands of his private employment would conflict with his
-duties as a polics officer

(b) Divided loyalties. Receiving pay from anyone other than the
city or fown to work on a maltter involving the cify or town is
prohibited. Aciing as agent or attorney for anyoune other than the
city or town in a matter involving the city ortown ig also prohibited
whether or nét yon are paid. (See Sec. 17)

Becauss cities and towns are entitled fo the undivided loyalty of their employaes, a
municipal employee may not be paid by other people and otgatizations in relation to a
matter if the city or town bas an interest in the matter, In addition, s 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 las an interest, Acting as agentincludes



contacting the nunioipality in person, by phone, or in wilting; aoting as a liaigon;
providing documents to the oity ox town; and serving a8 spolcesman.

A muuicipal employee may always vepresent his own petsondl interests, even before his
own municipal agency or board, on the same texms and conditions that other similarly
sltnated members of the public would be allowed to do so. A munjoipal 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 agenoy, or an agency which repulates the

permitting agency,

Example of violation: A full-time health agent submits 2 septic systern plan that she has
prepared for a privats olient to the town’s board of health,

Example of violtdion: A planning board member represents & private client before the
boatd 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
municipak-employess valuntesr their time to provide sexvices to the town or receive small
stipends, Others, such as a private attomnéy who provides legal services to a town. a8
needed, may serve in a position in which they may have other personal or private
exaployment during normal working hours, Tn recognition of the need not to unduly
resiriot the ability of town volunteets and part-tinie emplayees to eain.a Kving, the law is
{ess restrictive for “special” municipal employees than for other municipal employees.

The status of “special” munieipal employee has to be assigned to a munieipal position by
vote of the boaxd of selectmen, city counoil, or smilarbody. A position is eligible to be
desipnated ag “speoial” i£16 s uopald, ovifit is part-time and the smployee is allowed to
have another job ducng normal working hours, or if the employee was not paid for
working more than 800 hours duting the preceding 365 days, It is the position fhat is
desipnated as “special” and not the person or pexsons holding the position, Selectmen in
towms of 10,000 or fewsr are automatioally “special”; seleciman in laxger towns cannot

be “spacials.”

IF 2 municipal position has been designated as “special,” an employee holding that
pogition may be paid by others, aot on hehalf of athers, and act aq attoxney for others with
respect to matters before municipal boards ofher than his own, provided that e has not
officially participated in the matter, and the matter is not now, and has not within the past
year been, under his official vesponsibility.

Example: A school committes mernber-who has been designated as & speoial muniofpal
emplayee appeats befote the hoard of health on behalf of 2 client of his privats layw
practice, on a matter that he has not: patticipated in or had responsibility for as a school
comiuittes rember, There is no conflict. Bowever, he may not appear before the schaol



committee, or the school depariment, on behalf of a olient because he has official
responsibility for any matter that comes before the school cornmittes, This is still the -
oage even. if he hag reoused himself from participating in the watter in his official

capacity,

Example: A member who sits as an alternate on the congervation commission is a
special municipal employee. Undes town by-laws, he only has official responsibility for
matters assigned fo him. He may reprosent a resident who wanis to file an application
with. the conservation commission ag 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, nnder some second arrangement in addition to yoroe job
is prohibited, woless an exempiion applies. (SeeSection 20)

A municipal employes generally may not have a financial interest in a municipal
contract, including a second municipal jeb. A municipal employee is also generally
prohibited from having an indirect financial interest in a contract that the eity or town has
with someone else. This provision is intended to prevent municipal employess fiom
having an “inside track™ to firther Anancigl opportunities.

Txample of violafion: Legal counsel to the town housing anthority becomes the acting
execentive direstor of the authority, and is paid in both positions,

Bxample of violation: A selectman buys a surplus truck from the fown DPW,

Example of violation: A fill-time seoretary for the board of liealth wants to have a
second paid job working part-time for the town library, She will violate Seetion 20
unless she can meet the requirements of un exemption,

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

There arve numerous exemptions. A municipal employee may hold multiple unpaid or
elected positions, Same exemptions apply only to special municipal employees. Spacific
exemptions may cover setving as an unpaid volunteer in a second town. position, housing-
related benefits, public safety positions, certain elected positions, small towns, and other
specific sltuations. Please call the Bthies Coramission’s Legal Division for advice about
a specific sttuation. '



V. After you leave municipal employment, (See Section 18)

(2) Foreverban, After yottleave your munteipal job, youmay
never worlcfor anyone other than the mumnicipality on a matter that
you worked. on ag a miuicipal employee.

1tyou participated in a matter as a municipal employee, you cannot ever be prid to work
on that same matter for anyone other thau themmunicipality, nor may you act for someons
else, whether paidor not. The purpose of.this restricfion is to bar former employees from
selling to private interests thefr famifiarity with the facts of particular matters that ave of
continning concern to their former municipal employer, The resfriction does not prohibit
formey municipal employees frorm using the expertise acquired in government service i
their subsequent private activities, '

Example of violotlon: A former school department employee worlds for a contractor
under a contract that she helped o drafl and overses for the school depariment,

() Oneyear cooling-off period. For one year after youleave your
mustclpal job you may not participate in auy matter over which
you had official responsibility during your last two years of public
service.

Former muntoipal employees ate barred for one year after they leave municipal
employment from personally appesring before any agenoy of the municipality in.
conhection with mdttexs Fhat were under their anthority in their prior meunicipal positions
dwring the two years before they left, -

Exumple: An assistant town manager negotiates a thres-year contract with a

company. The town managet who supervised the assistant, and had official responsibility
for the contract but did not participate in negotiating it, leaves her fob to work for the
company to which the contract was awarded, The formet nanager may not call or write
the town in eonneotion with the campany’s work on the contract for one year after

leaving the town,

A former muicipal employee who partieipated ag ol In general legislation.on
expanded gaming and related matters muy nut becorne an officer or employse of; or
acquire a financial interest in, an-4pplicant for a gaming license, or a gaming licenses, for
one year afier his public employment geases.

(¢} Partners, Your parinexs will be subject to resiricions while

you serve as a mrnicipal employee and after your modceipal
sexrvice eods.



Pattners of munioipal employees and former munioipal emplayses are also subjeot fo
restuictions under the conflict of interest law. If a municipal employes participated in a
matter, or it he has official responsibilify for a matter, then his pattner may not act on
behalf of anyons other thar the rauniclpality or provide servioes as an atforney o anyone
but the city or fowa in relation to the mattet.

Example: ‘While servinig on a city’s historic disirict commissjon, an architect reviewed
an application to get landmatk status for a building, His partoers at his architecture fixm
may not prepare and sign plans for the owner of the butlding or otherwisé act on the
ownet’s behalf in 1e1at1011 to the application for Jandmark status, In addition, because the
architect has offictal responsibility as 4 commissioner for every matter that coxmes before
the commission, ils pattners ray fiot-communicate with the commission or otherwise act
on behalf of any clent on any matter that.comes before the commitssion durlng the time
that thé architect serves on the commission,

Example: A former town counse! joins g law firm as 4 partner. Because she litigated a
lawsuit for he town, her new partners cannot represent any private clients in the lawsnit
fox one year after har job with the town ended.

Hi ]

This summary ls not intended to be logdl advice and, because it is a summary, 1t does not
mention every provision of the conflict law that may apply in a particular situation. Our
wobsite, http://www,mass.gov/sthigs, contains frthet information about how the law
applies in many situations, You can also contact the Commission’s Legal I)wismn via
our website, by telephone, or by letter. Our contact information is at the top of thig
document,

Version ‘f; Revised November 14; 2016,
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MASSACHUSETTS

DARTMOUTH

TOVWN OF DARTMOUTH:
FRAUD POLICY

The Town of Darimouth is committed to protecting its revenue, property, information,
and other assets from any attenpt, either by members of the public, contractors, vendots,
agents or its own smployees, to gain by deceit, financial or other benefits at the expense
of the taxpayess,

Town Officials and employees must, at all times, comply with all applicable laws and
regulations, The Town will not condoe the activities of dfficials ox employses who
achieve tesults through violation of the Jaw or unefhical business dealings. The Town
does not permit any sctivity that fails to stand the closest possible public sorutiny.

This policy sets out specific guidelines and responstbilities regarding appropriate actions
that must be followed for the investigation of fraud and other similar irregulatities,

Definitions

Oooupational fraud is defined by the Assoofation of Certified Fraud Bxaminers as the use
of one’s oceupation for personal enrichment through the deliberate misuse or
misapplication of the omploying organization’s xesources or assets. Thers ato threo
major eategories of oconpational fraud.

o Asset Misappropriations — Theft or misuse of au organization’s assets.

o Cash

x  Fraudulent Disbutsements — Petpetrator causes organization o
disburse funds through some tick or device (e.g. submitting false
invoices/time card/sheets, expense refmbursement schemes, check

tampering, ctc.)

% Skimming — Cash. is stolen from an organization befote it is
recorded on the organization’s books and records.

% (ash Larceny — Cash is stolen from an organization after it has
been recorded. on the organization’s books and xecords,
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o Invenfory and all other assels |

n  Misuse — Misuse of an organization’s inventory ox assets for
personal use (e.g. Town vehicles, computers, supplies, etc.)

n Latceny — Inventary or other assets are stolen from an
orgauization.

o Corruption— Wrongfully use fufluence in a business transaction in oxder to
prooure some benefit for fhemselves or another person, contrary o duty to

employer or the rights of anothet.

o Conflicts of Interest — An nndisclosed economic o personal infetestina
transaction that adversely affects the employer.

o Bribery—The offering, piving, xecelving, or soliciting of anything of valne
1o infiuence an officlal act or business decision.

o Tllegal Gratuities — A party who benefits from an official act or a business
decision gives a gift to a petson who made the decision. An llegal,
gratufty does not require proof of an intent fo influence.

‘Heonomie Extortion — An employee demands that a vendox/contractor/ete,
pay to influence an official act or a business denision.

s Frandulent Statements — Falsification of an organization’s finatcial
statements.

Othor similar irregulaxitios is defined as any activity lnvolving questionable behavior
or business deatings by members of the-public, contractors, vendors, agents oy
government employees, that put government revenus, propetty, information and other

assets at risk of waste or gbuse,

Applicability

This policy applies to all Elected Officlals and employees of'the Town as well as any
husiness or individua] doing business with the government, ’

General Poliey and Respousibility

1. Ttisthe government’s intent to fully investigate any suspeoted acts of frand or
other similarjrrsgularity. An objective and mpartial investigation will be
conducted regardless of the position, title, lengtl of service or relationship with
the government of any pacty who might be or becomes involved in or becomesfis -

the subjeot of such investigation,
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2. Each Elected Offictal, Depariment Head, Commissioner and Managet is
xesponsible for instituting and maintaining a system of internal sontrol o provide
reasonable assnrance for the prevention and detection of fraud, misappropriations
and other irregularities. Management should be familiar with the types of
improprieties that might occnr within their area of responsibility and be alert for
any indications of such conduct.

3. The Office of the Town Adminigtrator (OTA) has the primary responsibility for
the investigation of all activity defined in this policy.

4. OTA will notify the Select Board (SB) of a reported allegation of fraudulent or
irregular conduet upon the commencement of the investigation.to the extent
practical. Throughont the investigation the SB will be informed of pertinent
investigative findings.

5. In all clvcumstance where there are reasonable grounds to indicate that a fraud
may have oscurred, the OTA, subject to the advice of Towr Connsel, will contact
the office of the District Attorney and/or the Dattmouth Police.

6. Upon conclusion of the investigation, the zesults will be xeported 10 the members
of the 8B, and others as determined necessary.

7. The OTA will putsue every reasonable effort, including court ordered restitution,
. io obiain recovery ofthe Town’s lasses from thie offender, or other appropriate
SOTLCE.

Procedures
1. AllEmployees _ ;
Any employee who bas knowledge of an occurrence of irregular conduet, or has
reason to guspect that a fraud has ocowred, shall immediately notity lus/her
supervisor. Ifthe employee has teason to believe that their supervisor may be
involved or does not feel comfortable reporting the occurrence to their supervisor,
the employes shall immediately notify the OTA. -

Employees have & duty to cooperate during an investigation.

Emplayees who knomngly make false allegations will be subject to discipline
and possible termination of employroent.

2. Town/Town Management/Blected Officials
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Purpose

TOWN OF DARTMOUTH
POLICY AGAINST WORKPLACE VIOLENCE

The Town of Dartmouth believes that all employees are entitled to a non- threatening
workplace where the basic safety of each employee is promoted. The Town of Dartmouth
is committed to maintaining a safe workplace environment.

Prohibited Conduct

Any employee who threatens or engages in violence, displays intimidating behavior, or who
violates rules regarding dangerous objects in the workplace, is in serious violation of our

policy.

Therefore, any form of violence will not be tolerated.

This includes, but is not limited to:

Threatening, hostile or intimidating behavior

Possession of weapon(s) in the workplace including but not limited to: gun, knife,
explosive device, clubs, etc. (Excluding weapons carried by authorized public safety
officers.)

Violation of restraining orders

Fighting and rough-housing

Verbal abuse

Stalking

An employee who believes he or she has been subjected to threats, intimidation or violence in
the workplace by a fellow employee, customer or other person, should report such conduct to
the individual(s) specified below in the Complaint Procedure. Complaints of intimidation or
violence will be promptly investigated. The matter will be addressed by and among only such
persons with a need to know. Any employee who violates this policy will be subject to serious
disciplinary action, up to and including discharge.

Officers, Managers, and Supervisors - Management Responsibility

Violence, or the threat of violence, whether committed by supervisory or non-supervisory
personnel is against stated Town of Dartmouth policy, and may be considered as unlawful as
well. In addition, management is responsible for taking action against threats or acts of
violence by Town of Dartmouth personnel or directed toward them by others at the workplace,
regardless of the manner in which Town of Dartmouth becomes aware of the conduct.



Policy Against Workplace Violence
Page?

All complaints will be treated seriously and investigated accordingly. It is management's
responsibility to show employees that the Town of Dartmouth is serious about prohibiting,
preventing, and remedying incidents of violence in the workplace. If a supervisor becomes
aware of any action, behavior, or perceived threat that may violate this policy, he or she is
responsible for immediately contacting a member of the Crisis Management Team.

Complaint Procedure

Complaints of violence or of intimidating behavior should be brought to the attention of the
Crisis Management Team. Any one of the following may be contacted:

s Personnel Administrator

e DPolice Chief
e Town Administrator

After the Crisis Management Team has been notified of a complaint or when it received
knowledge that a situation involving a possible threat of violence exists, then the Team will
undettake a thorough investigation to gather all pertinent facts.

Non-Retaliation

This policy prohibits retaliation against any employee who brings complaints of violence or of
intimidating behavior, or who helps in investigating complaints, unless the factual basis of the
complaint is found to be intentionally fabricated. The employee will not be adversely affected
in terms and conditions of employment, nor discriminated against or discharged because of the
complaint.

After the investigation has been completed, a determination will be made regarding the
resolution of the complaint. If a violation of this policy is found, disciplinary action will be
taken, up to and including termination of employment. :

In addition, there may be criminal proceedings independent of any disciplinary action.

Adopted date:



Date Issued: September 30, 2012

TOWN OF
DARTMOUTH

Social Media Policy

L Policy:

A. Infroduction. The Town of Dartmouth depends upon a work
environment of tolerance and respect for the achievement of ifs goals in serving the
citizens of the Town.

B. Purpose. The purpose of this policy is to provide notice to employees of
the Town that their use of social media must conform to the law and this policy. This
policy is designed to promote and govern the professional and personal use of social
media in a responsible manner and to avoid uses that can: (1) breach confidentiality by
revealing protected information about the Town, its citizens, its vendors and suppliers, or
its employees; (2) expose the Town to legal liability for employer or employee behavior
that may be harassing, offerisive, or maliciously false; or (3) interfere with employees’
productivity and/or their ability to perform the duties and responsibilities of their
positions with the Town.

‘While this policy is primarily focused on addressing employees’ use of social
media, all Town board and committee members are expressty reminded to proceed with
the utmost caution if using social media in their official capacity. Board and commitiee
members are responsible for their own adherence to Massachusetts law governing open
meetings, public records and ethics.

Social media provides a potentially valuable means of assisting various Town
departments and their employees in carrying out their duties and responsibilities to the
Town. Where it would be appropriate and beneficial to the Town and its constituents,
departments are encouraged to actively pursue the use of social media. This policy
identifies potential uses (i.e., Supported Social Media) that may be explored or expanded
upon as deemed appropriate by Department Heads.

The Town also recognizes the role social media plays in the personal lives of some
employees. Personal use of social media can have an impact on employees in their
official capacity with the Town. This policy provides information and sets parameters for
acceptable use of social media by Town employees.

C. No Expectation of Privacy. There is no guarantee of privacy for
electronic communications. The Town reserves the right to review and/or monitor all
electronic records and communications, at any time, with or without notice, including
individual user folders and other information stored on the Town’s electronic
communications systems. In accessing the Intemet, including social media sites, users
should assume that all connections and sites visited will be monitored and recorded. This
examination helps to ensure compliance with Town policies (including policy for




compliance with public records requests), assists when internal investigations must be
conducted and supports the management of the Town’s information systems. Use of the
Town’s electronic communication devices, including but not limited to Town-issued
email accounts, Internet services, cell phone services, smart phones (e.g. Treos, iPhones,
Droids, ete.), pagers, Town-owned lap tops and computers provided for home use, and
computer software constitutes acceptance of such monitoring.

II. Definitions:

A. Supported Social Media. The Town will support the use of certain social
media sites by Town Departments. All Department sponsored social media sites of pages
shall be approved by the respective Department Head or his/her designee, and shall be
maintained in coordipation with the Town’s Information Systems Manager (ISM). All
Town- sponsored social media sites and pages must clearly indicate they are maintained
by the respective Department, and shall prominently display Department contact
information. The Town’s logo, a Department logo, or some other distinguishing graphic
symbol should be displayed on all Town-sponsored social media sites,

All content posted on Town-sponsored social media sites shall adhere to
applicable laws, regulations, and policiés, including the Town’s information technology
and records management policies. All content posted on Town-sponsored social media
sites is also subject to the Commonwealth of Massachusetts’ Public Records Law and
must be managed, stored, and retrieved in a manner that complies with the
Commonwealth’s Public Records Law and electronic discovery laws and policies.
Relevant records-retention schedules apply to social media content. Each respective
Department shall be responsible for ensuring proper records retention, in coordination
with the ISM as necessary.

Employees representing any Town Department via Town-sponsored social media
sites or pages shall at all times conduct themselves as representatives of the Department
and, accordingly, shall adhere to all Town and Department standards of conduct. In this
context, employees shall identify themselves as a member of their respective Department
and shall not disseminate confidential information of any nature through social media
sites or pages.

The following is an exclusive list of supported social media sites, subject to
modification by the Town:

1. Linked-In: Including the Town’s account and individual Department
accounts.

2. Twitter: In order to expand our online presence, the Town will link
some of its web-content to the Town’s Twitter account. This is currently
the only supported use of Twitter. This portion of the policy does not
include Twitter use by individual employees. For that policy, see section
IL.B of the unsupported social media policy.



B.

3. Blogs: The Town may authorize the use of one or more blogs.
Departments or Officials interested in creating a blog should submit a
proposal to the Town Administrator.

4. Facebook: The Town may authorize use of Facebook for practical
applications such as linking to department pages so that information
posted in one location may be shared with those who have “Friended” the
department’s Facebook page.

Unsupported Social Media. The Town does not support the use of any

social media site that is not explicitly mentioned above in section IL.A. However, the
Town reserves the right to amend the list of supported sites at its discretion as new
technologies and applications are constantly in development and additional legitimate
work uses of social media may need to be accommodated in the future. Unsupported
miedia are neither encouraged nor discouraged. Examples of unsupported social media
are, but not limited to, the following:

1. MySpace

2. Twitter (unsupported individual accounts)
3. Friendster:

4. Orkut

5.YouTube

6. Unsupported Blogs or Message Boards.

Terms:

1. The Town: Town of Dartmouth

2. Officials: Individuals who hold office in the Town, whether elected or
appointed.

3. Employees: All persons employed by the Town regardless of position.
4. Users: Employees of the Town (individuals or groups) who use, direct,
or control a social media account.

5. Social Media: Online forums in which Users participate in the
exchange of ideas, messages, and coritent, including biogs, microblogs,
wikis, and social networking sites (e.g., Facebook, LinkedIn, MySpace,
Classmates.com, Twitter).

6. Social Network: An online platform where users can create proﬂles
share information, and socialize with others using a range of technologies.
7. Electronic Media: All forms of electronic communication,
transmission, or storage, including but not limited to, websites and any
content contained therein or related thereto.

8. Blog: Short for “Web log,” a blog is a self-published diary or
commentary on a particular topic that may allow visitors to post responses,
reactions, or comments.



9. Page: The specific portion of a social media website where content is
displayed, and managed by an individual or individuals with administrator
rights.

10. Post: Content an individual shares on a social media site or the act of
publishing content on a site or page.

11. Profile: Information that a user provides about himself or herself on a
social networking site.

12. Speech: Expression or communication of thoughts or opinions in
spoken words, in writing, by expressive conduct, symbolism, photographs,
videotape, or related forms of communication.

13, Wiki: Web page(s) that can be edited collaboratively.

IIT. General Provisions:

A. While employees may maintain and use personal web pages and websites,
blogs, microblogs, social networking sites and other forms of social media while off-
duty, their status as employees of the Town requires that the content of any postings on
those social media sites or other web pages not be in violation of existing Town by-laws,
policies, directives, rules or regulations. The Town’s image as a professional
organization comprised of professional employees is key to maintaining the respect of its
constituents. Although the Town recognizes that employees may choose to express
themselves by posting personal information upon electronic media sites through personal
websites, social networking sites, blogs, microblogs, chat rooms, or other electronic
means or by making comments upon electronic sites hosted by other persons, groups or
organizations, this right of expression is not free from limitation. That is, while the Town
acknowledges its employees have the First Amendment right to free speech, that right is
not absolute and extends only to matters of public concern. Therefore, employees must
exercise caution with respect to comments they post concerning the Town, a particular
department of the Town, and/or other employees of the Town.

B. . Individuals must use their best personal judgment when using any form of
social media and must ensure that doing so does not violate this or any other Town
policy.

C. Employees’ use of social media is also subject to the Town’s
Commumications Policy and Harassment Policy, as well as the Town’s other policies and
standards of conduct, rules, regulations, and ordinances.

D. All use of social media must conform to the following regulations:

1. All users are expected and required to conduct themselves in a
manner consistent with the Town’s policies and standards of
conduct,

2. Users must not harass any Employees in contravention of the

Sexual Harassment policies, regardless of the time, place, form, or
manner in which the information is posted or transmitted. Online



10.

11,

postings that harass or threaten any other Town employees or
officials are expressly prohibited. See Town Harassment
Prevention Policies for further guidance. Harassing or
discriminatory comments may be deemed inappropriate in
violation of this Policy.even if the Town’s name or the names of
any of its Employees are not posted in the comment.

Employees may not portray themselves as speaking on behalf of
the Town, unless expressly authorized by the Town to do so.

While public sector employees have the right to post comments
anonymously under the First Amendment, they may notdo soina
manner that otherwise violates this policy.

Users are expressly prohibited from using social media to engage
in any activity or conduct that violates federal, state, or local law
(e.g., software or data piracy, child pornography, etc.).

Access to and use of social media must not interfere with
employees’ productivity and/or ability to perform their duties and
responsibilities for the Town.

Employees are prohibited from using social media to engage in any
activity that constitutes a conflict of interest for the Town or any of
its employees.

Department heads and supervisors are expressly prohibited from
using any review or recommendation feature or system on a social
media site (e.g., LinkedIn) to post reviews or other comments
about subordinate employees.

Employees are expressly prohibited from using social media to
request, acquire, or purchase genetic information as specified by
EEOC regulations.

Employees are prohibited from using Town computers to access
social media sites or pages for personal use, including but not
limited to engaging in political activity or private busifess.

Employees shall observe and abide by all copyright, trademark,
and service mark restrictions when posting material on electronic
media or social media sites or pages.

E. This policy is not intended to interfere with employee rights under
Massachusetts General Laws Chapter 150E, Section 2, as amended, which protects
employee rights of mutual aid and protection.



E. Complaints or Problems of Misuse. Should any employee of the Town
receive information about or become aware of a violation of this policy, including but not
limited to a harassing, offensive, threatening or intimidating communication via a social media
site from another employee of the Town, the recipient employee should report the violation to
the Town Administrator as soon as possible. Any employee of the Town who is aware of any
violation of this policy may also report such violations to his or her department head, or the
Town Administrator.

G. Questions. Anyone who is unsure whether a particular posting or contribution
to online social media violates this policy is encouraged to contact the Town Administrator's
Office. As a general rule, if you are hesitating to post something, it probably should not be
posted, but questions and concerns are nevertheless welcomed and encouraged.

H. Discipline. Any individual who violates this policy shall be subject to
appropriate discipline, up to and including termination of employment. The Town intends
to follow each provision of this policy but reserves the right to change any
provision at any time if circumstances warrant or require. A failure to enforce this policy does
not constitute a subsequent waiver of any violation of this policy. This policy shall be read and
interpreted in conjunction with all other Town policies and procedures.

Comment Policy

A.  Asapublic entity the Town must abide by certain standards to serve all its
constituents in a civil and unbiased manner.

B.  The intended purpose behind establishing Town of Dartmouth social media sites
is to disseminate information from the Town, about the Town, to its citizens.

C. Comments containing any of the following inappropriate forms of content shall
not be permitted on Town of Dartmouth social media sites and are subject to removal and/or
restriction by the department's coordinator or his/her designees, or Town’s IT staff:

1. Comments not related to the original topic, including random or
unintelligible comments;

2. Profane, obscene, violent, or pornographic content and/or language;

3. Content that promotes, fosters or perpetuates discrimination on the basis
of race, creed, color, age, religion, gender, or national origin;

4, Defamatory or personal attacks;

5. Threats to any person or organization;



6. Comments in support of, or in opposition to, any political campaigns or
ballot measures;

7. Solicitation of commerce, including but not limited to advertising of any
business or product for sale;

8. Conduct in violation of any federal, state or local law;
9. Encouragement of illegal activity;

10.  Information that may tend to compromise the safety or security of the
public or public systems; or

11.  Content that violates a legal ownership interest, such as a copyright, of any

party.

D. A comment posted by a member of the public on any Town of Dartmouth social
media site is the opinion of the commentator or poster only, and publication of a comment does
not imply endorsement of, or agreement by, the Town of Dartmouth, nor do such comments
necessarily reflect the opinions or policies of the Town of Dartmouth.

E.  The Town of Dartmouth reserves the right to deny access to To{vn of Dartmouth
social media sites for any individual, who violates the Town of Dartmouth’s Social Media
Policy, at any time and without prior notice.

F.  Departments shall monitor their social media sites for comments requesting
responses from the Town and for comments in violation of this policy.

G.  When a Town of Dartmouth employee responds to a comment, in his/her capacity
as a Town of Dartmouth employee, the employee’s name and title should be made available, and
the employee shall not share personal information about himself or herself, or other Town
employees.
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NON-DISCRIMINATION PoOLICY: AC
Dartmouth School Committee

The school system shall establish and maintain an atmosphere in which all persons can develop
attitudes and skills for effective cooperative living in our culturally-diverse society. This
commitment to the community is affirmed by the following statements that the School
Committee intends to:

1. Promote the rights and responsibilities of all individuals as set forth in the State and Federal
Constitutions, pertinent legislation, and applicable judicial interpretations.

2. Encourage positive experiences in human values for children, youth, and adults, all of whom
have differing personal and family characteristics and who come from various
socioeconomic, racial and ethnic groups.

3. Work toward a more integrated society and to enlist the support of individuals as well as
groups and agencies, both private and governmental, in such an effort.

4. Use all appropriate communication and action techniques to air and reduce the grievances of
individuals and groups.

5. Carefully consider, in all decisions made within the school system, the potential benefits or
adverse consequences that those decisions might have on human relations aspects of all
segments of society.

6. Initiate a process of reviewing policies and practices of the school system in order to achieve
to the greatest extent possible the objectives of this statement.

The Committee’s policy of nondiscrimination will extend to students, staff, the general public,
and individuals with whom it does business. No person shall be excluded from or discriminated
against in admission to a public school of any town or in obtaining the advantages, privileges,
and courses of student of such public school on account of race, color, sex, gender identity,
religion, national origin, sexual orientation, disability, homelessness, genetic information,
military status, pregnancy or pregnancy related condition. If someone has a complaint or feels
that they have been discriminated against because of their race, color, sex, gender identity,
religion, national origin, sexual orientation, disability, homelessness, genetic information,
military status, pregnancy or pregnancy related condition, their complaint should be registered
with the Title IX compliance officer.

LEGAL REFS.:

Title VI, Civil Rights Act of 1964,

Title VII, Civil Rights Act of 1964, as amended by the Equal Employment Opportunity Act of 1972;
Executive Order 11246, as amended by E.O. 11375;

Equal Pay Act, as amended by the Education Amendments of 1972;

Title [X, Education Amendments of 1972;

Rehabilitation Act of 1973;

Education of All Handicapped Children Act of 1975,

M.G.L. 71B: 1 et seq. (Chapter 766 of the Acts of 1972);

M.G.L. 76:5 Amended 2011;

M.G.L. 76:16

Board of Education Chapter 622 Regulations Pertaining to Access to Equal Education Opportunity, adopted 6/24/75,
as amended 10/24/78;

BESE Regulations 603 CMR 26:00 Amended 2012;

BESE Regulations 603 CMR 28:00;

Board of Education Chapter 766 Regulations, adopted 10/74, as amended through 3/28/78

Title II, Americans with Disabilities Act of 1992
3



DARTMOUTH SCHOOL COMMITTEE POLICY

File: ACA

NONDISCRIMINATION ON THE BASIS OF SEX

The School Committee, in accordance with Title IX of the Education Amendments of 1972,
declares that the District does not and will not discriminate on the basis of sex in the educational
programs and activities of the public schools. This policy extends not only to students with regard to
educational opportunities, but also to employees with regard to employment opportunities.

The Committee will continue to ensure fair and equitable educational and employment
opportunities, without regard to sex, to all of its students and employees.

The Superintendent will designate an individual to act as the District’s Title IX compliance officer.
All students and employees will be notified of the name and office address and telephone number of
the compliance officer and this information will be posted on the District website.

LEGAL REFS: Title IX, Education Amendments of 1972, codified in 20 U.S.C. § 1681
45 CFR Part 86, (Federal Register, 6/4/75)
M.G.L. 76:5; 76:16 (Chapter 622 of the Acts of 1971)
603 CMR 26.00 (Access to Equal Educational Opportunity)

CROSS REF.: AC, Nondiscrimination

Adopted 9/27/2021



DARTMOUTH SCHOOL COMMITTEE POLICY

File: ACAB

HARASSMENT

Harassment of students by other students, employees, vendors and other third parties will not be
tolerated in the Dartmouth Public Schools. The alleged harassment must involve conduct that
occurred within the school's own program or activity, such as whether the harassment occurred at
a location or under circumstances where the school owned, or substantially controlled the
premises, exercised oversight, supervision or discipline over the location or participants, or
funded, sponsored, promoted or endorsed the event where the alleged harassment occurred,
against a person in the United States. This policy is in effect while students are on school
grounds, School District property or property within the jurisdiction of the School District,
school buses, or attending or engaging in school sponsored activities.

Harassment prohibited by the District includes, but is not limited to, harassment on the basis of
race, sex, gender identity, creed, color, national origin, sexual orientation, religion, marital status
or disability. Students whose behavior is found to be in violation of this policy will be subject to
disciplinary action up to and including suspension or expulsion pursuant to disciplinary codes.
Employees who have been found to violate this policy will be subject to discipline up to and
including, termination of employment, subject to contractual disciplinary obligations.

Employee-to-Student Harassment means conduct of a written, verbal or physical nature that is
designed to embarrass distress, agitate, disturb or trouble students when:

» Submission to such conduct is made either explicitly or implicitly a term or condition of
a student's education or of a student's participation in school programs or activities; or

* Submission to or rejection of such conduct by a student is used as the basis for decisions
affecting the student.

Student- to-Student Harassment means conduct of a written, verbal, or physical nature that is
designed to embarrass, distress, agitate, disturb or trouble students, when:

* Such conduct has the purpose or effect of unreasonably interfering with a student's
performance or creating an intimidating or hostile learning environment.

Harassment as described above may include, but is not limited to:

* Written, verbal, or physical (including texting, blogging, or other technological
methods) harassment or abuse;

» Repeated remarks of a demeaning nature;

« Implied or explicit threats concerning one's grades, achievements, or other school
matter.

* Demeaning jokes, stories, or activities directed at the student.

By law, what constitutes harassment is determined from the perspective of a reasonable person
with the characteristic on which the harassment is based. Individuals should consider how their
words and actions might reasonably be viewed by others.



The District will promptly and reasonably investigate allegations of harassment through
designation of Title IX Coordinator or building based employees, who may include principals or
their designees. The superintendent will recommend, in consultation with the principals,
opportunities to the designated recipients for appropriate training.

Sexual harassment of students by other students, employees, vendors and other third parties will
not be tolerated in the Dartmouth Public Schools. The alleged harassment must involve conduct
that occurred within the school's own program or activity, such as whether the harassment
occurred at a location or under circumstances where the school owned, or substantially
controlled the premises, exercised oversight, supervision or discipline over the location or
participants, or funded, sponsored, promoted or endorsed the event where the alleged harassment
occurred, against a person in the United States. This policy is in effect while students are on
school grounds, School District property or property within the jurisdiction of the School
District, school buses, or attending or engaging in school sponsored activities.

Students whose behavior is found to be in violation of this policy will be subject to disciplinary
action up to and including suspension or expulsion pursuant to disciplinary codes.

Sexual harassment in the workplace is unlawful. Employees who have been found to violate this
policy will be subject to discipline up to and including, termination of employment, subject to
contractual disciplinary obligations.

The District will promptly and reasonably investigate allegations of sexual harassment through
designation of a Title IX Coordinator and building based employees, as set forth below

Sexual harassment is unwelcome conduct of a sexual nature. The definition includes
unwelcome conduct on the basis of sex that is so severe, pervasive, and objectively offensive that
it effectively denies a person equal access to the school's education program or activity. It also
includes unwelcome sexual advances, requests for sexual favors, and other verbal, nonverbal, or
physical conduct of a sexual nature. Sexual harassment includes conduct by an employee
conditioning an educational benefit or service upon a person's participation in unwelcome sexual
conduct, often called quid pro quo harassment and, sexual assault as the Federal Clery Act
defines that crime.

Sexual violence is a form of sexual harassment. Sexual violence, as the Office of Civil Rights
(OCR) uses the term, refers to physical sexual acts perpetrated against a person's will or where a
person is incapable of giving consent (e.g., due to the student's age or use of drugs or alcohol, or
because an intellectual or other disability prevents the student from having the capacity to give
consent). A number of different acts fall into the category of sexual violence, including rape,
sexual assault, sexual battery, sexual abuse and sexual coercion. Massachusetts General Laws
Ch. 119, Section 51 A, requires that public schools report cases of suspected child abuse and
neglect, immediately orally and file a report within 48 hours detailing the suspected abuse to the
Department of Children and Families. For the category of sexual violence, in addition to Section
S1A referrals, these offences and any other serious matters shall be referred to local law
enforcement.

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



» Unwelcome sexual advances-whether they involve physical touching or not;

« 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 experiences; and,

* Discussion of one's sexual activities.

The legal definition of sexual harassment is broad and in addition to the above examples, other
sexually oriented conduct, whether it is intended or not, that is unwelcome and has the effect of
creating an environment that is hostile, offensive, intimidating, to male, female, or gender non-
conforming students or employees may also constitute sexual harassment.

Because the District takes allegations of harassment, including sexual harassment, seriously, we
will respond promptly to complaints of harassment including sexual harassment, and following
an investigation where it is determined that such inappropriate conduct has occurred, we will act
promptly to eliminate the conduct and impose corrective action as is necessary, including
disciplinary action where appropriate.

Please note that while this policy sets forth our goals of promoting an environment that is free of
harassment including 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 harassment or sexual harassment.

A complainant is an individual who is alleged to be the victim of conduct that could constitute
sexual harassment. A respondent is an individual who has been reported to be the perpetrator of
conduct that could constitute sexual harassment or a violation of this policy.

Retaliation against a complainant, because the Complainant has filed a harassment or sexual
harassment complaint or assisted or participated in a harassment or sexual harassment
investigation or proceeding, is also prohibited. It is unlawful to retaliate against a district
employee for filing a complaint of sexual harassment or for cooperating in an investigation. A
student or employee who is found to have retaliated against another in violation of this policy
will be subject to disciplinary action up to and including student suspension and expulsion or
employee termination.

The complainant does not have to be the person at whom the unwelcome sexual conduct is
directed. The complainant, regardless of gender, may be a witness to and personally offended by
such conduct.

NOTICE OF SEXUAL HARASSMENT

The federal regulations require a school district to respond when the district has actual
knowledge of sexual harassment. School districts have actual knowledge when an allegation is
made known to any school employee. Schools must treat seriously all reports of sexual
harassment that meet the definition of harassment and the conditions of actual knowledge and
jurisdiction as noted whether or not the complainant files a formal complaint. A formal
complaint is a document filed by a complainant or signed by the Title IX Coordinator alleging
sexual harassment against a respondent and requesting that the District investigate the allegation



of sexual harassment. Schools are required to investigate every formal complaint and respond
meaningfully to every known report of sexual harassment.

Upon receipt of allegations the Title IX Coordinator shall promptly contact the complainant
confidentially to discuss the availability of supportive measures, consider the complainant's
wishes with respect to supportive measures, inform the complainant that supportive measures are
available with or without the filing of a formal complaint, and explain the process for filing a
formal complaint. Supportive measures include, but are not limited to, non-disciplinary, non-
punitive individualized services offered as appropriate, as reasonably available, and without fee
or charge to the complainant or the respondent before or after the filing of a formal complaint or
where no formal complaint has been filed. Such measures are designed to restore or preserve
equal access to education programs or activities without unreasonably burdening the other party,
including measures designed to protect the safety of all parties or the District's educational
environment, or to deter sexual harassment. Supportive measures may include counseling,
extensions of deadlines or other course-related adjustments, modifications of work or class
schedules, school building/campus escort services, mutual restrictions on contact between the
parties, changes in work locations, leaves of absence, increased security and monitoring of
certain areas of the building/campus, and other similar measures.

Where there has been a finding of responsibility, the regulations require remedies designed to
restore or preserve access to the school's education program or activity.

LEGAL REF. M.G.L. 151B:3A

Title IX of the Education Amendments of 1972

DESE 603 CMR 26:00

34 CFR 106.44 (a), (a)-(b)

34 CFR 106.45 (a)-(b) (1)

34 CFR 106.45 (b) (2)-(b) (3, 4, 5, 6, 7) as revised through June 2020

34 CFR 106.45 (b) (2)-(b) (3, 4, 5, 6, 7) as revised through June 2020
Note: A summary of the attached Policy, as adopted, must be sent to parents/guardians, students,
employees, unions, and prospective employees of the school district including Title TX

Coordinator(s), investigator(s) and the decision-maker. The above referenced employees must
attend training sessions on the implementation of the Policy.

Revised 9/27/2021



HARASSMENT POLICY (ACAB) PROCEDURES

DUE PROCESS PROTECTIONS

Due process protections in connection with investigation and decision-making regarding a
complaint include the following:

1) If the allegations do not meet the definition of sexual harassment or do not satisfy the
requirements regarding location or connection to an educational program of the school
district, the allegations shall be dismissed for purposes of Title IX, but may be
investigated and addressed under other prohibitions in the student discipline code,
relevant collective bargaining agreements or other laws under which they fit;

2) A presumption of innocence throughout the grievance process, with the burden of
proof on the school;

3) A complainant's wishes with respect to whether the school investigates will be
respected unless the Title [X Coordinator determines that signing a formal complaint to
initiate an investigation over the wishes of the complainant is not clearly unreasonable in
light of the known circumstances;

4) A prohibition of the single investigator model, instead requiring a decision -maker
separate from the Title IX Coordinator or investigator;

5) Proof by a preponderance of the evidence, subject to limitations;

6) The opportunity to test the credibility of parties and witnesses through disclosure of
evidence and opportunity to submit additional questions, subject to "rape shield"
protections;

7) Written notice of allegations and an equal opportunity to review the evidence upon
filing a formal complaint;

8) An objective evalunation of all relevant evidence, inculpatory and exculpatory, and
avoidance of credibility determinations based on a person's status as a complainant, a
respondent, or a witness;

9) Title IX Coordinators, investigators, and decision-makers must be trained and free
from bias or conflict of interest;

10) A right to appeal from a determination regarding responsibility and from a dismissal
of a formal complaint or the allegations therein, where the determination or dismissal
involved any of the following: procedural irregularity that affected the outcome; newly-
discovered evidence that could affect the outcome; or the Title IX Coordinator, the
investigator, or the decision-maker had a conflict of interest or bias that affected the
outcome;

11) As long as the process is voluntary for all parties, after being fully informed and
written consent is provided by both parties, a school may facilitate informal resolution of
a formal sexual complaint, but no such informal resolution can be used where the
allegations are that an employee sexually harassed a student.



A district may establish an informal investigation process that may, upon the request of the
complainant be followed by a formal process.

The Title IX Coordinator or the school building Principal shall be the initial entity to receive the
sexual harassment complaint. In all cases the Title IX Coordinator shall be informed, as soon as
possible, of the filing of the complaint. Nothing in this policy shall prevent any person from
reporting the prohibited conduct to someone other than those above designated complaint
recipients. An employee with actual knowledge of conduct that may violate this policy must
report to the Title IX Coordinator.

The District may remove a respondent on an emergency basis after undertaking an individualized
safety and risk analysis and determining that an immediate threat to the physical health or safety
of any student or other individual arising from the allegations justifies removal. The District will
provide the respondent with written notice and an opportunity to challenge the decision
immediately following the removal in accordance with any applicable laws, collective bargaining
agreements and student handbooks.

The Superintendent in consultation with the Title IX Coordinator shall designate the principal of
each school in the district, or their designee (or some other appropriate employee(s)) as the initial
entity to receive the sexual harassment complaint. Also, in a matter of sexual harassment, the
district shall require that the Title IX Coordinator be informed, as soon as possible, of the filing
of the complaint. Nothing in this policy shall prevent any person from reporting the prohibited
conduct to someone other than those above designated complaint recipients.

INVESTIGATIONS

The Title IX Coordinator shall designate an investigating officer. The investigation shall be
conducted in such a way as to maintain confidentiality to the extent practicable under the
circumstances and in compliance with applicable law, The investigation will be prompt,
thorough, and impartial, and will include, at least, a private interview with the person filing the
complaint and with witnesses. Also, the alleged harasser will be interviewed. When the
investigation is completed, the complaint recipient will, to the extent appropriate, inform the
person filing the complaint and the person alleged to have committed the conduct of the results
of that investigation.

The investigator shall give the parties equal opportunity to present fact and expert witnesses and
other inculpatory and exculpatory evidence; shall give each party the same opportunity to select
an advisor of the party's choice who may, but need not be, an attorney; shall send written notice
of all interviews or meetings; shall send to the parties evidence directly related to the allegations,
with at least 10 days for the parties to inspect, review, and respond; and shall prepare and submit
an investigative report that fairly summarizes the relevant evidence to the decision-maker, who
shall be designated by the Title IX Coordinator (but shall not be the investigator).

The investigator shall strive to complete investigations within thirty (30) school days of the filing
of the formal complaint. Although the District's goal is to complete investigations generally
within thirty (30) school days, the time may be extended for good cause upon written notice to
the complainant and respondent. Additionally, the timeline for investigation may be suspended
during any informal resolution procedure or meeting. Each party is entitled to be accompanied

10



in interviews by an advisor, who may be a parent/guardian or an attorney, but who may only
have limited participation in interviews. Translators will be provided upon request.

After all interviews are conducted and evidence is obtained, the parties and if applicable, their
advisors, will have an equal opportunity to inspect, review and respond to any evidence
obtained. Prior to completion of the investigative report, the investigator will provide each party
all evidence subject to inspection and review and provide each party at least ten (10) school days
to provide a response to the investigator. Evidence to be shared may be redacted to protect
confidential information under the Family and Educational Rights and Privacy Act ("FERPA™)
or other federal or state laws and regulations.

DETERMINATIONS

The decision-maker shall issue a written determination regarding responsibility with findings of
fact, conclusions about whether the alleged conduct occurred, the rationale for the result as to
each allegation, any disciplinary sanctions imposed on the respondent, and whether remedies will
be provided to the complainant.

The decision maker assigned will have no conflicts with or biases against either the complainant
of the respondent and the decision maker will not be the Title IX Coordinator assigned in the
matter or the investigator for the complaint. The decision maker shall review all of the evidence
and issue a written determination within fifteen (15) school days of receipt of the matter from the
investigator, absent extenuating circumstances. If the decision maker substantiates the
allegations of sexual harassment, the decision maker may recommend or impose discipline
against the respondent. If the decision maker does not substantiate the allegations of sexual
harassment, the complaint will be dismissed.

The decision-maker shall provide the written determination to the complainant and respondent.
Confidential student record information and personnel information may be redacted consistent
with and as required by state and federal law.

APPEALS

Appeals must be submitted to the Title IX Coordinator within five (5) school days of receipt of
the written determination and contain a written statement in support or challenge of the outcome.

When an appeal is filed, the District shall notify the other party and ensure that the individual
deciding the appeal is not the same person as the decision maker who reached the determination
regarding responsibility and that the individual has no conflicts of interests and is free of

bias. The non-appealing party shall have five (5) school days from the date of receipt of the
notice of the appeal to submit a written statement to support or oppose the outcome.

The individual deciding the appeal shall issue a written decision describing the result of the
appeal and rationale for the decision and provide the decision to both parties generally within ten
(10) school days of receipt of the non-appealing party's written statement, or in the event no
statement is submitted, the date the statement would have been due.

11



RECORD KEEPING REQUIREMENTS

Schools must create and maintain records documenting every Title IX sexual harassment
complaint. This could include mediation, restorative justice, or other models of alternative
dispute resolution. Schools must keep records regarding the school's response to every report of
sexual harassment of which it becomes aware even if no formal complaint was filed, including
documentation of supportive matters offered and implemented for the complainant.

This policy, or a summary thereof that contain the essential policy elements shall be distributed
by the Dartmouth Public Schools to its students and employees and each parent or guardian shall
sign that they have received and understand the policy.

The District’s Title IX Coordinators are as follows:

The Title IX Coordinator for student related issues shall be the Pupil Support Services Administrator
Dartmouth Public Schools, 8 Bush Street, Dartmouth, MA 02748, 508-997-3391; and

The Title IX Coordinator for staff and third parties related issues shall be the Assistant Superintendent of
Finance and Operations Dartmouth Public Schools, 8 Bush Street. Dartmouth, MA 02748, 508-997-3391.

Complainants may also file a complaint with:
* The Massachusetts Commission Against Discrimination

1 Ashburton Place, Room 601
Boston, MA 02108.
Phone: 617-994-6000,

» Office for Civil Rights (U.S. Department of Education)
5 Post Office Square, 8th Floor

Boston, MA 02109.

Phone: 617-289-0111.

* The United States Equal Employment Opportunity Commission,
John F. Kennedy Bldg.

475 Government Center

Boston, MA 02203.

9/27/2021
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Federal and State Laws
Relating to Civil Rights Issues

The laws cited below applies to employment opportunities, access to programs and activities,
and providing a harassment-free atmosphere.

Federal laws:

Title VI of the Civil Rights Act of 1964—Prohibits discrimination on the basis of race, color,
or national origin.

EEOA: The Equal Educational Opportunities Act of 1974—Prohibits denial of equal
opportunity in the public school on the basis of race, color, sex, gender identity or national
origin.

Title IX of the Education Amendments of 1972—Prohibits exclusion on the basis of sex,
from participation in, denial of benefits of, or discrimination under any education program or
activity receiving Federal financial assistance.

Section 504 of the Rehabilitation Act of 1973—No otherwise qualified, handicapped
individual shall, solely by reason of his/her handicap, be excluded from the participation in,
be denied the benefits of, or be subjected to discrimination under any program or activity
receiving Federal financial assistance.

Americans with Disabilities Act of 1992—Prohibits discrimination on the basis of disability
in employment; mandates access to programs and buildings, and provides for “reasonable
accommodations.”

IDEA: The Individuals with Disabilities Act of 1997: Govemns special education.

State laws:

13

MA Constitution Amendment Article 114: Article CXIV of the Amendments to the MA
Constitution—Prohibits discrimination, exclusion from participation, and denial of benefits
on the basis of disability in any program or activity in the Commonwealth.

MA General Laws, Chapter 71, Section 37G—Provides for the use of reasonable force to
protect pupils and school personnel from assault by a pupil (physical restraint legislation).
MA General Laws Chapter 71 A—Governs the education of English Language Learners.
Chapter 76 of the General Laws (Chapter 622 of the Acts of 1971 and Chapter 282 of the
Acts of 1993)—Prohibits exclusion from or'discrimination against individuals in admission
to a public school of any town, or in obtaining the advantages, privileges, and courses of
student of such public school on account of race, color, sex, gender identity, religion,
national origin or sexual orientation. (governance of school attendance)
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Responsibilities of the School District
in Protecting Civil Rights

To:

e Foster a harassment-free workplace

* Provide staff training

e Follow Dartmouth Public School Policies

Responsibilities of the Employee

To:

o Participate in encouraging an atmosphere free from discrimination or harassment.
¢ Make your feelings clear and ask that the behavior stop if you are harassed.
» Report known or alleged violations using district procedures.

*Note: Individual Liability for Sexual Harassment— “It is unlawful for any person to aid, abet
incite, compel or coerce someone into doing any of the acts forbidden in the law in relation to
harassment. Inaction by an employee may, under certain circumstances give rise to individual
liability under MA Law. (Source: MCAD Sexual Harassment Guidelines)

-4

To Report a Complaint:
» Contact your principal or supervisor OR

e Contact Mrs. Laurie Dionisio or Mr. Kiely, your District Civil Rights
Coordinators (508-997-3391).

What Happens once a Complaint is Made?

The district follows a fair, confidential and prompt complaint process.

* Note: Retaliation is prohibited.

Other Mandated Responsibilities for School Employees

 School employees are mandated reporters of child abuse/neglect under 51A.

14
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Dartmouth Public Schools
8 Bush Street
Dartmouth, Massachusetts 02748

508-997-3391

District Civil Rights Coordinators

Mrs. Laurie Dionisio, Pupil Support Service Administrator
Mr. James Kiely, Assistant Superintendent of Finance and
Operations

Building Civil Rights Coordinators

Elementary
Cushman School
Dr. Justine Dale

DeMello School
Elizabeth Correia

Potter School
Richard Porter
Melissa McHenry

Quinn School
Kyle Grandfield
Audra Thomas

DMS
Peter Rossi
Sarah Decas

DHS
Ryan Shea
Rachel Chavier



State Mandated
Annual Trainings

Dartmouth Public Schools

Q

. Annual trainings en a number of regulations are mandated
by the Massachusetts Department of Elementary and
Secondary Education.

T Af L emiployees are fequiired to-participate.

d This training protects individuals and the district and
ensures that all employees know theirrights and
responsibilities.

Learning Objectives

Participants will gain an understanding of:

Civil Rights/Sexual Harassmieiit
ALLC.E. Protocols

Section 504 Title II (ADA)
Maridated Reporting = 514
Physical Restraint

Title I

Confidentiality / Student Records/Student Privacy
McKinney-Vento Act

Bullying Prevention

Spiecial Edtication

Universal Precautions

‘Epipeiis & Food Allergy Awareness:

State Mandated
Training

0

CIVIL RIGHTS

Dartmonth Pablic: Sclsou] Maplilesd Traliings

What is non-discrimination?

o)
=

| « The Dartinouth Public School District is committed to
1 ensuring all programs and facilities are accessible to
all.

« We activély-seekto prévent-disérimination or
harassment on the basis of age, ¢olor, race, sex, génder
identity, religion, national origin, sexual orientation:
j disability, homelessness, genetic information, military
status, pregnancy or pregnancy related ¢ondition.

» Civil Rights in Massachusetts Public Schiols
« DPS Non-discrimination Poliéy

L

. Portunouthi Tublic Soling] Mandated Traibings



Federal Law: Title IX

Bducation Amendments of 1972 Regarding Harassment

Title IX: Understanding Sexual Harassment

Q

» Prohibits discrimination, exclusion from participation,
and denial of benefits, based on gender, in educational
prograins and aétivities receiving federal financial
assistance;

» Refer to the Harassmerit Policy. for specifics
regarding:steps taken to investigate coriiplaints.

« Sexiial harassment creates a hostile environiment due to
inappropriaté speech, materials, or actions.

« Sexualharassment is a form of sex discrimination and
includesunwelcome sexual advanices, fequests for sexual
favors, or other conduct, physicil or verbal, of a séxual
niture. '

« Séxual harassthent interferes with:sehool or work
performance and creates an intimidating or offensive
environment.

Tips for Addressing Harassment/Diserimination

Reporting Requirements

—Q
» Monitor the schogl climate.
« Foster respect arid appreciation for diversity.

-» Implement meéasurés to address harassment immediatély and
effectively.

« Collaborate with law enfercement.
« Reviéwresponse plans.

N jrpr’ém !-’g'f)‘xc' :’m l_n'u;':ﬁaﬁ halt|

o)
« At the sehiodl level:

Any employee ar student who believes he/she has been the¥ictim of
harassment ot.discrithindtion should Teportit to the school principal;
teaclier: or counselor:

« At the district level:

Reports shoild bé made to the District Title IX Coordinators.
Mrs. Elv,abelh Cabm!—'l‘onnmn, Pupil Support Semce
Ar]mmlst.mtur.!amskze]y Interim Supenntende.nt,fmstant
‘Superintendentof Finanoeand Operations 50B-997-3391

s Active ifivestigations will result frain the report as afiplicable; and miay
result in sanctions up to suspensién ordismissal..

s Ifthe conduct violates the Jaw, the appropnate autherities will be

u| Marilaicil Traisings



A.L.IC.E. Training

State Mandated
Training

g‘

O

Safety aeasures include sclirty eameras, seciuity guar g\_d/lockcd vestitales; an updsted CEMP and anniis!,
safety traiding-

The midd? and high schools hive full time schook résoiree oflicefs: A third SRO has been added to rotite
among the elementary schoals.

We train annually i :1.C.E protocols. A L.LC.E prolocolsinclude:

A Alm—v\hcnytmbccum afe of a threat:

'L: Lockdown - if 'L evacidte, barricadéentry points (6 yout oom,.
I: Inform.— Usé pliin ln.ngungcto brondcast the danger,

C: Counter— ¢ naise., movéznet. distanee & diétraciion,

E: Evacuate ~ When sale to do sg; un away fmm!hc danger 20nc.:

A.L.LC.E. Prototo)] Video

SECTION 504

Federal Law: Section 504

Key 504 Compliance: Staff Responsibility

Y

o

* Requires that “No otherwise qualified individual with a disabifity in the Uniied
States, as defined in section 705(20) of this titlé, shall, solely by reason of her
or his disability, be excluded from participation in, be denied the benefits of; or
be siibjected to diserimination under any program or activity redeiving fedéral
finaneial assistance.”

* Adisahility isa mental or physxml impairmeiit that limits a person's major life
activity (self-cae, walking, séeing, leaming, bieathing, speaking, working).

programs andjor f_a_:_:_ihues

. Nodiseriminatiofi against a persen with a disability will be permitted at
Dartmauth Public Schools. v

= Questons about ehgﬂ:ﬂny and enforcement should be directed ta the bilding-
based 504 faordinator,

N

= Make programs and activitie§ accissible to students within the
Least Restrictive Enviroiment, (LRE).

» Provide reasonable accommodations that:
- support or provide service(s) to help a student fully accessthe gesieral education
curriculum or subject matter’
* dorict changethe content of what is béing taught
- -Are not unduly burdensormie for the teacher or district
* providé a level playing field; not an unfair advantage

« Coniply with and consistently 1mplement accommoditions in
student’s 504 plan.




State Mandated
Training

Federal Law: Title IT Americans with
Disabilities Act (ADA)

—@

TITLE IY
AMERICANS WITH
DISABILITIES ACT

{ADA)

* Darpuicct ubli Shond Bndned Teies

« Prohibits dis¢rimination, exclusioh from participation, and dénial of
benefits on.the basis of disabilityin public entities.

= Prohibits discrimination against;
L access to programs and facilities, .
b free, appropriate public education for elementary and secondary students, and employment.

|« Applies to'special éducation services, evaluations, and TEPs, as well s

studenit discipline.

« Additional information can be found at:
bty vawwed géivipolicy/rights/regfoctfediite 2B fras it

State Mandated
Training

Care and Protection of Children Under 18
MGL Chapter 119, Section 51A

O

SECTION 51A

Deciineisily Bublic Schodl Mambaicd Tralnkbgs

(),

‘Reporting Reqiiirements:

" Imniédiately consult with school counselor, school psychologist and/for the
building principal for assistance if abuse or neglect is suspected.

: ;Maudated teporters must immediately make an oral feport to the Department of
Children and Fainilies (DCF), fol!owedby awritten mporl_

Should thie priricipal or coimselor advise dgainit filing, the staff memiber retains
the right to contact DCE direetly.

' Reéports for Dartiouth stidents are filéd at tlie New Bedford DCF office.

For additional informaticn and Oﬂ’ice Dhtdury, please mfer 1o the Mandated”
Reporter's Guide at buris : he/doesidef atersnidil.

Tarimouth Publicséhingl li!_;ndalntl'n-alnmgs,




State Mandated
Training

Physical Restraint Guidelines
Crisis Prevention and Intervention (CPI)

c)

()

PHYSICAL RESTRAINT

603 CMR 46.00

D“The purpose of the physical réstraint regulations is to enstire that every
student paiticipating in a Massachusetts fublic education program is frée’
from the unireasonable use of physiéal restraint.”

o “Pliysical réstraint shall Be used only in emergency situations, after other
less intrusive altérnatives have failed or been deemed inappropriate, and
with extreme caution.”

Uatthe beginining of each sehaol year;.thé principal or his/her desigfiee
shall identify program staff that are authorized to serve as a school-wide:
resource t0 dssist in ensiiring propér adiministration of physical restraint.

Determining When Physical Restraint
May Not Be Used

Proper Administration of Physical Restraining

o}
Physical restraintis prohibited in the following c¢ircumstances as a:
' means of punistiment
respanse to property destruction
- result of distuption of school order:
resilt of student’s refisal bo comply with a s&ico] rille or staff directive

*Verbo! tireats do not consti thréatof intminght, serious, physical harat.

-reasgnabls forcato protect students, other

» Find the restraint regulations at bz dovnisssadish A 1

Thatmeli Pablic. Scliol Mamlai

+Only trainad persotiiiel shoild administec physical restraint.
+Whenever possible, staff trained in restraint should have a witness whe does not participate in'the
hold.

«Use only the amouut of force necessary to protect the student or others from physical injury.

« Use the safest méthod available and appropriateto the situation -

The hold should end as soon aspossible.  Ovef twenty (20) mifiutesis considered dn extendad
restrainit;

« Astudentstolor nnd risspiration during a hold snust bé monitored: I1f theré is any chiange in studént's
pallat, respiration, speechorcthersigns of phisiological distress, the hold miist be released immediaiely,

« Physical holding should be implementadto prevent or minimize physical hafm

“Nothing in 603 CMR 45.00 precludes uﬁylmdbﬂ_", aﬁ{hpe::ﬂ!_gjﬁi_ufapyi&ic?dm?nhpwﬁm using

serious, physical hermn.” *

. “Dartubuth Publie sthoul 3tambulel Tralaings



Document the Incident Follow-up Procedures

@ @

« Review the incident with stident to address behavior.

« When to Report; Reéport all restraints:

« Those staff members involved in the situation mist debrief with an adiinistrator

+ Notify Scliool Administration: Notify school administration of any physical regatding the Sititation,

restraint as sooh as possible, and pravide wiitteri report: by the next s¢hool : T

working day. « Caisider follow-tip that may e riecessary with students who may hiive witnessed the
» Notify Parents: The principal or director of thié priogram miist notify the parent

verbally as soon as possible, and by written report within three school warking )

days. ) » Review tosee if established procedures were followed.

» Lopk for patterns in responding.

+ Diséuss difficulties and develap strategies to address these diffculties.

any

7

Reporting State Mandated

< Regulation 603 CMR 46.06 = Tr aiming
= Allrestraints require principal notification (permission Must be granted by the Principal for
aniexterided restraint = longer than 26 mimites)! ; @
=

» All exclusionary tire-outs réquire principal noiiﬁcat‘lqr_j (permission must be granted for an
exclusicoary Hme-out kasting longer than 30 minutes):.

« Principals afe required to maliitain alog for both restraints and exclusignary bme-outs, TITLE. 1
+ Anytimethere is an injury it must be reportéd to the building administrator,

« Reporismiist he fade withifi three scliool working days of restraint. A log for the 3o day,
period prior.to restraint mitst be induded.

« The DESE may determine additienal requifed aetion.

l_hrlmcgull’i!’db[iciﬂc,l ||Vil_\;ian;]alql[1h1 inings



Title I

)

“Supplement vs: Supplarit®

Title 1 funds miist be used only to sipplenént, and it n case sitpplant; the level of fands that
Wwould, in the absénce of Title I, be availablé from non-fédéral sonrces fof Title T studénts.:

Adistiit may it usé Title [ funds to provide services that the district is required to make
available under federal, state or locat law.

=gehido] Districts riust targétthe Title 1 funds théy receive to public schioald with the highest
percentages of children from low-income families.

Multiple, objéctive, edu'caﬁona]]a‘;datad criteria are used by sehools to select the eligible pool of-
Title I participants. Eligible studentsarethose identified by the school as Eifing, or most at Hisk of,

{ailing, to meet the State’ lenging stirdent acaden

ReferTitleT questiens to Uig Directorof Teaching and Leamming Catherin Pavao (508-997-3391).

Title 1 Laws & Guidance: hitpis://wyrw.doe.mass.edui/féderalzrants/titéizadefaylt fitm|

State Mandated
Training

CONFIDENTIALITY OF
STUDENT RECORDS/

STUDENT PRIVACY

The Family Educational Rights Confidentiality of Student Records
and Privacy Act of 1974 (FERPA) & Students’ Privacy
} L - -
. . L = ) LT . - .
FERPA rivay ofenident adiication peccrds cad, ctriain rights with tespect ® Feord. 1
Prctabeeibe i | < Allstudérit recotdls maintained in the seliool must b private and seciste:.
' Computerized systems should be electronically secure,
o e S : \ « COPPA - Chiildrén’s Online Piivacy & Protection Act:fag
© et ik kel et e ool ok i, ;. - lection, use, and disclsire of persoral inforation collostod from ehildreri under age 13
Dous ot allow tracking of information through online softwardand websites T
i revonds inspectad b;.lhi}dj'uni. : .
" Atk paty ient o pares ettt e of o . S_'c])pdlpe_i's_pnﬁelshouldbeiﬂformedofthéprgviSién.s"_nfr
ANt Jigble 1o obeis . SICMR 2100 and MOl ta 22 B54H .
" 1
ety oty st it S i : » Alithiorized sthool personmel: )
o o “school administraters;
5 et s b el it . icpthois, ’




State Mandated
Training

Definition

MCKINNEY- VENTO ACT

HOMELESS ASSISTANCE

@

The | of El v and Secondary Education has adepted Section 725(2) of Act
regarding the dcﬁmtwn of homeless children aod youth:

' indiEaals who kack Precuker: P— N o
privctely, operoted shelter for treporuy ok 2 mmuwmmwm}um
eveeraly i), ua pling e gorany resideree § apublicor
desigmried foe, o ordfinardy aeds a B

Thisdefinition shall inelude:

! ron asud Futh who are sharing the housing of odher dnetolons of b i el are I
o, Botol, ey parts, ; doe 1o the ack e ndequale secbmmodaty o
ravdtional sheliers; o are sbundonal b brapinats; : s

v v n primuy Sderie that i3 b or private e ey ol gan egulir©

chillien
lla-;dlulmnmnda\lm fn!hummh-mp;

" d-dirm-ndyamhwlw-rehn;mmr-ﬂumu‘um-bmdm«l buildings, rubstamdard bousing. b ay raim staticng, or simiar
etting;

migraary chiddcen (23 sch Lecm B defined Insection 1309 o iy ary end 4 Edoration A [———
hﬂmﬁqamllnummhﬁdamm N

Rights

&

« Attend scthool and participate in school programs.

» Enroll in school without givirig a permanent address. $chodl cafinet requing
proof of residency that might preventar delay school ‘enrollment.

» Eifivll and attend classes while the schodl arranges for the transfer of school and immunization
ords orany cther do required for enrollment.

« Receive the same special programsand services, if needed as provided toall other students served in
these programs.

& ‘Reteive transportation to school and to scheol programs,

*Natify your buﬂdmgpmupul ifyou becomemmre
of e student living in femporary Te

qr-\':nlu.-\_d.v!_r;iu@:f‘ o of Elementaryand

State Mandated
Training

&

BULLY
CYBERBULLYING

The Dartinouth Public Schook i iding asafe, positive and
educammul'eﬂmmamul wbmmtdauswn us.’uew rhe?ughm académic standards. No
‘stdent shitll be ubjoeted 1o barnesimient, fntimidation, billying, o cyher-buliying.

bisSelroul Mamisded Traiisgs




Bullying and Cyberbullying Law

M.G.L.c. 70 Sect. 370

An Act Relative to Bullying in Schools

Dartriiouth™Public Schools will promptly investigate all repiorts and:

complaints of bullymg afid cybérbullying.

We will takie prompt, effective action to ehd thatbehavior and préverit its:
‘TepcculTence.

Action wilk inchidé, wliére appropriite, reférial to a law énforcZmeént:
agency.

|« Dartmouth Pulic Schools will support this commitment in all aspects of it§
-activities, including its curriculr, instructional programs, staff
development, extracurricularactivities, and.parental involverient:

DEﬁniﬁOH (canlinued)

Deﬁnltlon {continaed)

o)

. causes physical or emotional harm to the victim or damages the
target's property, .

- Bullying:

Places thé tajget in reasonablé fear 6Fharm ot damage to-his
propeity,,

creates aliostile:environment at-sehogl for the farget, and

 infringes on the rights of the target at'school; or materially and
substantially disrapts the éducation: process or ordeérly operation
of a school.

Paciinduth bt ool Mit

Cyberbullying

. asdeﬁned i MG, l.. 71,5 370 is bullymg through the tise of technology orany electmmc
d

May-ihclﬁdé. . K
the creation §f a web page or blog in whith the creatgr assumes thie identity of another petson,

the knowibg Inipersonation ofanuﬂlerperson aé the author of posted content 67 massages,lf
the creation or impersonation is inclusive of any ¢f the charadteristics of bullying, and

the d1stnbut10n by eléctrenic means of 2 commynication to more than gpe parson orthe
if




Bullying Prevention

©

Axtenber of a sthiol staff shail lmmedmelympori ahy] inistance of bullying o
retaXiation the staff member has witnessed or bedenie aware afta mebuﬂdmgpnnmpal

prokibited,

«

Dartmout.h Pitblic Schools Has developed a Bu]]ymg Intervériticn ahd Prevention Plaji
as reqmred by state law w!uch ¢an be found on the Dartmicuth Public Schoo]s’ websne (
Biidling Predention Peli).

State Mandated
Training

SPECIAL
EDUCATION

The Referral Process Evaluations
>'

« The school must:document regular educahon interventions:
priortoa: referral

- Parents- Wit 1n1tlally have; cohéeins: about ABeir child should meet,

with ihé pribeipal ang school-based staff.to discuss their concerns
and develop interventions for the classrocin whed. possible

« Paient requests for.an évaluation niust be in.writing.

s The district'is required to follow through on referrals for
stiidefit'whao'live in Dartiméuth but attend a private schadl.

2]

i

Initial Bvaluations must be made in'all areas of the snspected
dlSﬂbﬂlty

it

Re-evaluations are coriducted at least gvery three years, but riot
more than oncé per year.

Evaluations‘aré required in order io.deterniiné that 4 student is tigt
elipgiblé, except for gradudtion with a régular diploma 6f Aging out:
(at22). B

State regulations includé requitéd and optional assessients for
initial§:and re-evals,




The Team Process

Development of the IEP

« Review of Tesitimembers:.
4 the stuﬂanl s palent(s)jguard]a.n(s)

r atleastonespeclal edumnnntead'terﬁmﬂurmth thesludent

ia leptesenmm‘eof thedistrict who has the authtrity tocommit resoiimees;
Can intrpret evalpaticn tesules;:

ho haie l\nm\iedgeurexpemseregardmgthe stodent;
+ if appidpiite; the' lld

« Function of the Tearh:
* Higibility Detérmiinatich
t Dew.lopmentof ait 1EP (whién applmble)
*Placement Decisions

» Pareénts aré critical riembers of thie Tean, atid Team meinbers should chéck
in with parents'thrc‘)ughout’the n:leetii)_g'.

« Téams shodld keep a whole child pe:'f‘spgéﬁve.

Teami should plan touse the strdeiits’ strengths in developiiig ait
educatiori plan.

Measurable annuil goals should showa step-by-step increase ina
student’s leartiing outcomes.

The general-curricalum st be addressed inall student’s IEPs; all:
stirdents must have aceess to show.progréss ini the genéral
curricilum.

The Reviéw Team mieting shouldrhavé a printedagenda to facilitate
éffective coramumnication and liélp the Team reach-consensiis.

Transition Planning

Monitoring Progress

@

egin 214, iState fegulations: eqite a studefit’s TEP tb.
includé a: statement of the tiaxsition service feeds of thé child.-

« TheTeatn détermities transition activities: State fegulaticns requlre
that the District invite the student if one of the purposes of the!
n;eetmg is to discuss transition services:

» Asastudent’ approaches graduation, the Team must consider the
need for a 688 referral (“'I‘urmng 23 I.aV\f’)

Effective Progress:
‘Has the student..
4 made documeuted gmwth with

her dmdual edumuonal potennal?

». Progress Rejjorts riust be sent to a student’s pareits or guardiaris at
léast as often ag parents are informed-of non-disabled children’s’
progress.

s Parent/Advocate Visitation Guidelines
Obisecvation request must be apprtived by the building principal who will nptify the
Pupil Pérsonnel Administrator (Spedial Edncation) and set parameters,
. Obsmvannns are, conducted at mutually cnnvement hme.




Discipline

©)

» Ifnecessary; Filnctional Behavioral asséssmeénts should bé
ineorporated into the process of IEP deve]opment for students with
sigriifiéant béhavioral difficulties. .

« Ifastudént with ari IEP-has been suspended for more than 1o days:
throughdut a'school year, a Matiféstation Detérmination is réquifed.

. A school mays remove a st'udent toan appropnate ifitéfim altemauve

* thestudent cartiesa veapot,

* thestudetit possesses or sells 1llegal drugs/ountmlled substance:;

¥ thestudents mElldsse.nnusbndxly m}uryupnn another person an the schoo] premisés’
cfata schoo] funetion:

State Mandated
Training

UNIVERSAL
PRECAUTIONS

Bloodborne Pathogens

Transmission

« Notévery staff member will be gecupationally. - .
exposed tobody fluids: .
« Whgthér or not you are-at abﬁig'h risk.of
€xposure; you still need to kiiow what to.do to
minimize your risk of infection.

. Pathogens can enteryourbodythrough
Open cuts = Skin abrasions - Acne,
Der{nanhg Muicous me_mbranes

1 Acc1dental injury with contaminiated ob_]ect

Broken glass - Sharp metal . X
Knives - Necdles !

Bloodbornié Diseases

« HBV- HepmmsB“ms
- Causesdamage!olnw

" Hepahhs C
= Leading cause of liver trinsplants

| inetmuth abio Skl Manlatoililninings.




The Key to Protection

o)

s Yourbest; protectlon isnot to have atiy-éontact

with another person’s blood orbody fluids.

s Universal Precautions Kits (Glaties, DFess i, Antibdcterial Pad}
First line of Protection = Coveral.l cuts, dryskm replace any damp Band-Aids-
‘Replace gloves as s00i a possible if they dre rippéd of pimetured.

1 :Disposd of nsed gloves caréfully and safely.

e Ifastuderit isbleeding, instruct student to cover the source and.

apply presstire as nieeded — get the school nurse.

« Ifyoi assist =youneed gloves and be certain to eall for help.

Be Safe and Successful s’/\,@‘\}
« Use Battier Precautiohs:

« Healthy, ifitact skin is your fifst line of deférise from
exposittéto blood and hody fluids.

o Treat all bload, fresh 6r dried as if it is contaniinated .

& Tfblood or body fluids get in your eyes, wash

imingdiately — rinse ejres for 10 niiriites.

‘» Réportthe incidént to'the s¢hdol nurse:

State Mandated
Training

EPIPEN. AND
FOOD ALLERGY
AWARENESS

Allergy Awareness




Signs of Anaphylaxis Recognize Anaphylactic Reactions

. Itchmess/ tightness of . . Chest'pa]_n 1 * Be aw'af'g of the studenits in your classtoom that have life
throat, tongue, mouth. « Tlushed skin ‘ threaténinig allergies,
« Difficiilty swallowitig oHives i _ _ ,
-+ Hish-vitched breathing » Beawaie of what the student is allérgic to (guts, lateéx;
-+ High-pitched breathing -+ Redness, swelling, bee stings, foods).
« Shortnessiof breath itchiness of eyes '
= Couighing & wheezing i & Nausea &vomiting » Recoghizethe signs and symptoms of an Anaphylactic Reaction.
. Chest tlghtness i : . Learn to use an EpiPens. Askyoiur school nurse for training;

o Feeling faint & dizz B
i Feeing tain dlzzy s RESPOND t6 those syriptoiris.

Emergency Action Plan Steps to giving an Epipen

= Click here: B :PenVldeoand i _. 1

:m“"ﬂ““]““;s‘”mm‘ﬂﬂ')y g -QDONOTsendasludentubu:,uum:spedofhnvmg e g .
L s 1 onaplyldeé seactivn o the Healfly Office. The » Remove bliie safety cap
;- Fldentifythe student to the fehipol Nurse. S@w]ﬂumem]]oamm;uurdassmom :
| calthe sty ey P ot pesion. e T « Tifmly.press ovange end into large thigh.
| R e orial () B St ‘
,'Admumanﬁpnpmlfwumgﬂmaﬂudmt’stwn ' SIS =pipen ¥ T
. L3 ® N
il B
i Fleds seawursc!wolnuxsefurEpipen BT T P
Epipen admmim'ahon mmgand/nrm'lew myour . Hﬂld fQ{__lO,S_e(;Oﬂd_S N
individual buildings. o
rCallgi’ " L ) S
o .= Remove Epipén
-Tml g:n\'nl\ummwm‘,nfupdated n ' o R & LpIpe

. Monilor studest’s breathing sind cirgilation - CPR(

» Massage dréa for 10 sec

it Mamdiied TralnTnge




3 R’s for Handling a Reaction

©

» RECOGNIZE the Signs & Symptoins - Life threatening or not?

« REACT quickly — Contact the school nurse fo ectivate the
student’s Emergendcy Care Plan.

e REVIEW vhat caused the reaction and did the plan work?
‘Evaluate the plan. Any lessonslearned? Any changesto the plan
required?

State Mandated
Training

ACCEPT ABLE USE OF

TECHNOLOGI ES AND
DIGI TAL MEDIA

Acceptable Use Policy

Access to the System

The Acceptable Use Policy (AUP) is a policy forthe
Dartmouth Public School’s Staff use of electronic
devices and services, such as computers, internet and
email, and the use of those resources within the
Dattriouth Publi¢ Scliools.

The full Acveptable Use Pelicyean be found &t this fink to our website.

£ Fiartgneth Publiogobeal Manilsied Teiininen. - o[

Teacher aecountswill have more acoess and privileges than student or génetic acoounts.

Teachersnay be able to view non-educational sites if needed for their cursicutam.

The District system shall oaly be used by the téacher foreducational purposes,

The teacher may niof give access to his/heraccoiint to a student vinless sithorizzd by the schicol principal
or District administration fora specific educational piirpose.

Thé tefm “ediicatidnal purpose” includes use of the: system for claSsrocm activities, pmfﬂﬁl onal or éareér
detelopment, and limited high quality sclf-discovery attivities.

. Usasma\} notaccess Lhes:,stemformnunma! pirposes, defnadasoffenngor providing gaddsor
services. Usersmay not ateess thesystem for political lobbying.

v Existing copyright tavwwill governtbe vsaof| ed throughth .

s, Userswill eomp[ymth CIPA(Children Information Protection Act).




District Web Site Usage and Posting

District Web Site Usage and Posting

(),

@

- “The foliiw g standards will ggvern the: posting afall District sponsarcd ivék pagis.
All web pages shall be free of spelling and grammatical errors,

Doctintents may not contain ohjectionable material or link directly to objectionable
material.

Staff work may be published only as it relates to a eldss project, course, or other school-
related achivity:

All subject nuitter ou web pages sball relate Lo the distriet or the schools within the
District, Thereforg, neither siaff nor students may publish personal web pages as patt,
of the District web sites; or web pages for other individuals ¢r organizations not divécily
affiliated with the Disttict.

Signature of Completion

@

Thank you for your time.

*please be certain fo log youraeview of these mandates.
so a-record of completion'is stored electronically.

Dactmouth Pubdin feligl banbricd Tralings.

= The following standirds wi]lgavuﬁﬂl:posﬁngufdlbisnh;\sﬁ/md webpages
Adherence o ecpyright laws is vequired,

Regarding e question of quality or prepriety of iveb page malerial, appearance, or
content, the judgiment of the Techrology Administiaior, building er Distriet
Administrators shall contrel,

All web page dala on the District server is the property of the Dartmouth Pubilic Schaols,

Web pages mayinelude dnly the first nameé of any student. Fali student names will
~ be allowed:-only- with parental and Buildiig Adwinisieator permission.

Documents may not iniclude any shident personal information.

Parental permission muist be secured prior to publishing pictures orvideos of students'
under age 18.,

s

ALLCE. Piotocols
Sectinn 504
Titde U {ADA}

Mandated Reperting =51A

o

Ll

Pirysical Restraint
= Titlel
Confidentiality f Student Records

McKinney-Vento Act

L]

Bullying Prevention

-

Special Education

Universal Precautions

-

-

Eplpens & Food Allergy Awareness

- Acceprable Use Policy
Please retumn this farm 1o Nelie Affonso, secretary to the i dent pefliear d thscheols.org

Staff member printed names

Staff member signature: Dater,




Dartmouth Public Schools
Office of the Superintendent

8 Bush Street
Dartmouth, Massachusetts 02748

Telephone: 508-997-3391 Fax: 508-991-4184 Website: www.dartmouth.school
June Saba-Maguire, Ed. D. James A. Kiely, M.B.A.
Superintendent of Schools Assistant Superintendent of

Finance and Operations

To: Newly Appointed Staff Member

Subject: State Applicant Fingerprint Identification System

Pursuant to Chapter 77 of the Acts of 2013, “An Act Relative to Background Checks”, and as a newly appointed
school department employee you are required to have a fingerprint-based state and national criminal record check.
The State Applicant Fingerprint Identification System (SAFIS), MorphoTrust USA IndentoeGo TM has been created
for this purpose.

At this time, you are instructed to register for a fingerprinting appointment. You can do this by going to the
registration website (www.identogo.com/FP/Massachusetts.aspx) or by calling (866) 349-8130.

You will be required to provide the Dartmouth Public Schools and ESE Organization Code: 00720000.
(Substitutes and Student Teachers may provide up to 10 districts organization codes to eliminate the need to pay the
fee multiple times.) You must enter Dartmouth Public Schools and not an individual school location.

Unlike state CORI checks that have no associated fee, individuals will pay a fee to comply with this requirement of
$35.00 for non-licensed employees and $55.00 for DESE Licensed Professionals (including those with pending
applications/licenses).

Substitutes are school employees under the new law and, therefore, must submit their fingerprints for the state and
national checks. If substitute teachers hold educator licenses issued under G.L. ¢.71, § 38G, they will pay the $55 fee;
otherwise, they will pay the $35.00 fee.

You will be provided with a fingerprint receipt. A copy of this receipt must be returned to Kate Genthner in
Superintendent’s Office located at the School Administration, 8 Bush Street, Dartmouth MA 02748 or via email (see
address below) as a confirmation that the fingerprints were captured.

If you already have had your fingerprints taken for another Massachusetts school district you can request that that
district forward a suitability determination letter to Kate Genthner via email to
kathleengenthner@dartmouthschools.org or via fax (508) 991-4184.

"Ouality Education for All Learners"

The Dartmouth Public Schools, in partnership with parents and the community, will deliver challenging,
standards-based instruction for all students that fosters academic, physical, social and emotional development.
Utilizing data analysis to drive instruction, we will implement specific strategies to support every student to think
critically, solve problems and become a responsible, contributing citizen. Our high school graduates will possess the
required skills and knowledge necessary to thrive in their academic and vocational ambitions,
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Message from Superintendent:

On behalf of the School Committee and the staff and students of Dartmouth Public School, I
want to welcome you to our learning organization.

Substitute teaching is a necessary and critical job within the district. High quality substitute
teachers provide program continuity and maintain classroom management routines that allow
regular teachers to take necessary leave time or participate in essential district-sponsored
training. We are committed to employing only the best available teachers, and we appreciate the
investment you have made in signing on with us.

It is our hope that you will find working with our students to be a challenging and rewarding
experience. We will do our best to assist you by providing you with the information and ongoing
support you need to be successful. !

Thank you for your interest in working in the Dartmouth Public Schools.

-

Sincerely,
Dv. Gune Saba-

Superintendent of Schools



DARTMOUTH PUBLIC SCHOOLS
Academic Year 2023-2024 Calendar

Administrative Offices
8 Bush Street
Dartmouth, MA 02748
508-997-3391

Ry

K

95 days

21 Days

21 Days

18 Days

15 Days

20 Dmys

AUGUST/SEPTEMBER 2023

Sun| Mon | Tue] Wed| Thu|Fri| Sat

_21 122123 |24 125]|26

27028 129130 |31 |t |2

3|14 [5) 6 [7|8]69

10| 11 |12 14 | 15] 16

17/ 18 [ 19| 20 | 21 {22]23

241 25 | 26| 27 | 28 {29[30

8128 Supt, WelcomelAll Staff Orientation {8:30-3:00)
8/29 Professional Development (8:30-3:00)

8f30 First Day of Scheal (All students)

9/4 Labor Day - No Sehool

9113  Professional Devetopment 142 Day

QCTOBER 2023
Sun| Men | Tue| Wed| ThulFri| Sat
1 2] 3 5 [6]7]

"8l 9 )10 11 |12]13]14

15 16 [ 17| 18 ]| 19 (20 2'1(

221 23 (24| 25 |26 (27]28
291 30 | 31 )

4 Professional Development 1/2 Day
9 Columbus Day - Na Sehoal

NOVEMBER 2023
Sun| Mon | Tue| Wed| Thu({Fri| Sat
1 21314

51 6 | 7| 8|9 {tofr11

12| 13 [14] 15 | 16 |I7] 18

191 20 |21 [ 22 |23 [24]25

26 27 128129 |30

10 Veterans® Day Observed - No School
22-24 Thanksgiving Recess « No School

DECEMRER 2023
Sun| Mon| Tue] Wed| Thu| Fri] Sat
)12
3 5] 6| 7]8]°%9.
10| 11 | 12 14 | 15] 16

17:] 18 | 19| 20 | 21 |22[.23

24°1°25 1 26| 27| 28 [29]|30

31

4 & 13 Parent Teacher Conferences K-8 (1/2 Day)
4 & 13 Professional Development 2-12 (1/2 Day)
122212022 -1/2{2023 Holiday Recess - No School

JANUARY 2024

Sun| Mon | Tue] Wed| Thu|Fri| Sat
] 21 3] 4]5]6:

7.1 819 11 [12).13,

(140151 16| 17 | 18 | 19|20

210 22 1 23| 24 | 25 [ 26|27

28] 29 |30] 31 !

3 School Resumes
10 Professional Development 172 Day
15 Martin Luther King Day - No School

GREEN Dates - No School
YELLOW Dates - 1/2 Days

FEBRUARY 2024
Sun| Mon| Tue| Wed| Thu| Frif Sat
1 (2]3
41 5|6 8 [95]10
111 12 | 13| 14 [ 15 [16])17
18- 19 ] 20| 21.| 22 [23]|24
25] 26 | 27] 28 | 29
7 Professicnal Development 1/2 Day
19 Presidents' Day
19 - 23 Winter Recess - No School
MARCH 2024
Sun| Mon| Tue| Wed{ Thu| Fri| Sat
112
3| 4 5 718]¢9
10 11 {12 ] 13 | 14 | 15] 16
17 18 [ 19 ] 20 | 21 | 22|23
24 25 1261 27 | 28 129[30
3
6 Professiona) Development 172 Day
2% Good Friday - No School
APRIL 2024
Sun| Mon| Tue| Wed| Thu| Fri| Sat
1 2 4 15]6
71 8 9 )10 | 11]12(13
1415 (16 17 [18]19]|20
20 22 |1 23| 24 | 25 |26{27
281 29 ] 30
3 Professional Development 1/2 Day
15 Patriot's Day
15-19 Spring Recess - No School
MAY 2024
Sun|Mon | Tue| Wed| Thu| Fri| Sat
1 2134
5 6 7 9 |10]11
12 13 [ 14 [ 15 | 16 | 17|18
19 20 J 21| 22 | 23 | 2425
26| 27.128] 29 |30]|31
8 Professional Development 1/2 Day
27 Memorial Day - No Schaol
JUNE 2024
Sun|Mon| Tue{ Wed| Thu| Fri| Sat
1
21 3 141 5161718
9 [ 10 [11] 1213 15
16| 17 [ 18] 19 | 20 |21]22
23| 24 |25 26| 27 | 28|29
30

14 Last Day of School (1/2 students)
17-24 - Snow/cancellation days, if necessary

19 - Jumeteenth

16 Days

20 Days

17 Days

22 Days

10 180 days.
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GENERAL GUIDELINES
AND INFORMATION

Substitute Teachers

Mission Statement
Non-Discrimination Policy
Dressing for Success
School Hours

School Closings
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The Dartmouth Promise

District Mission:
The mission of the Dartmouth Public Schools is to provide a quality education for all learners.

District Vision:

The Dartmouth Public School District, in partnership with parents and the community, will
deliver challenging, standards-based instruction for all students that fosters academic, physical,
social and emotional development. Utilizing data analysis to drive instruction, we will implement
specific strategies to support every student to think critically, solve problems and become a
responsible, contributing citizen. Our high school graduates will possess the required skills and
knowledge necessary to thrive in their academic and vocational ambitions.

District Core Values and Beliefs:

Exhibit ‘Dartmouth Pride” in all we do by:

e Demonstrating personal and social responsibility through respecting others, our
surroundings, and ourselves.

e Developing a work ethic of perseverance, tenacity, and resiliency that encourages academic
excellence to meet or exceed high standards of performance.

e Discovering and broadening our individual talents.
e Embracing the knowledge society with current instructional methods and tools.

e Engaging in open communication with each other and our community to support student
academic achievement and social and emotional growth.
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NOTICE OF NON-DISCRIMINATION

The Dartmouth Public Schools reaffirms that it does not discriminate on the race, color, sex,
gender identity, religion, national origin, sexual orientation, disability, homelessness, genetic
information, military status, pregnancy or pregnancy related condition admission to, access to,
treatment in or employment in its programs or activities. The Dartmouth Public Schools also
affirms its commitment to maintain a school and work environment free of harassment based on
race, color, sex, gender identity, religion, national origin, sexual orientation, disability,
homelessness, genetic information, military status, pregnancy or pregnancy related condition.
Any harassment on the basis of any of these areas will not be tolerated.

If you should have any questions about the school district’s policy, please feel free to contact
James Kiely, Interim Superintendent/Assistant Superintendent of Finance and Operations. He
has been designated to respond to your inquiries and to be the school system’s Equal
Opportunity and Title IX Coordinator. They can be reached at 508-997-3391,

APPROPRIATE ATTIRE

In Dartmouth, the individual teacher is considered the most important element in the
development of a high quality, constantly improving school system. It is expected that all
personnel will conduct themselves in a manner consistent with the dignity and responsibility of
their position and maintain the highest ideals of professional service.

It is especially important to maintain a professional image. You will notice that students will be
more respectful in their attitude if you are professionally dressed. Clothing should not interfere
with the learning process. It should be appropriate for your substitute assignment.

Please remember that you are a role model for every student.

SCHOOL HOURS

Daily starting and dismissal times are:

Preschool 9:05am — 3:05 pm
Elementary Schools: 0:05 am — 3:25 pm
Middle School: 7:45 am — 2:08 pm
High School: 7:30 am — 2:03 pm

It is strongly advised that you arrive approximalely thirty (30) minutes prior to the starting time.
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STUDENT ARRIVAL AND DISMISSAL

Students are expected to arrive to school on time. Any student arriving late to school must report
to the main office before going to the classroom.

If a student is to be dismissed early from school, the parent will need to submit a note. Also, if
the student is to be picked up by someone other than his/her parent, the parent will need to
submit a note to that effect to the office.

SCHOOL CLOSING

If school is canceled due to inclement weather, it will be announced starting at 6 am over the
following media outlets:

Radio Stations: WSAR (1480 AM)
WCVB
WBSM (1420 AM)
WFHN (107.1 FM)

TV Stations: Channel 5 Boston), 6 (R]), 7 (NBC), 10 (RI), 12 (RI)
CW 56, Fox 25
DCTYV Cable Channel 18

Also check our district website and social media pages.
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ACCOUNTABILITY
AND COMMUNICATION

Arrival Procedures

Classroom-Related Duties
Dismissal Procedures
Written Communication
Confidentiality
Teaching Expectations
Classroom Management

Suspected Child Abuse/Mandatory Reporting
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ACCOUNTABILITY & COMMUNICATION

Arrival

=  Upon arrival and departure, please check infout with the office every day.

= Find the lesson plan/substitute information.

»  Check for special duties (such as before school duty) and look at the Specialist schedule
(i.e., Art, Music, Gym, etc).

» If you are substituting for a Specialist, check to see if you need any special equipment,
i.e., TV, VCR, etc.

»  Check for lunch/recess times, fire drill list, bus list, & important information regarding
class, i.e. medical information.

» Locate the office call button (in case you need assistance).

» Familiarize yourself with the hall and bathroom procedures.

Classroom-Related Duties

= All teachers have been requested to leave three (3) days of lesson plans for your use.

= At the elementary school level, plans will be located in the substitute folder. At the
middle school level, there is a specific form for substitutes. At the high school level,
specific plans are made for substitutes and the Department Chairpersons/Coordinators
will distribute those plans to you.

= Take attendance and complete a lunch count. Send the lunch count to the kitchen.
(Elementary only).

= Collect, initial, and send all notes to the office. (Be sure to keep a copy for yourself as a
reference). (Elementary only)

= Carry out opening exercises: flag, salute, song, and/or moment of silence, etc. This may
also include additional activities such as calendar or current events. ALWAYS check the
lesson plan.

Dismissal

= Find the teacher’s bus list and check with a neighboring teacher on dismissal procedures.

» At the end of the day, have the students put their chairs on their desks to allow for easy
sweeping of the classroom. Boards should be cleaned and windows should be closed.
(Elementary only).

= Leave the classroom in good order at the end of the day, and leave a note for the teacher
regarding the day’s activities, including any issues that you may have had.

» Please complete the Substitute Daily Report (located at the end of this handbook) and
leave it for the Building Principal as you leave the building.
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WRITTEN COMMUNICATION

From Parents:

Notes from parents requesting a change in dismissal or transportation must be initialed by the
substitute and sent to the office for approval. Please keep a copy as a reference.

To Parents:
Please do not send home any notes to parents unless the office has approved the notes. If the
main office has approved a note from you to send to a student, then please leave a copy of the
original note and your response for the teacher.

To Teachers:

Please leave a note for the returning teacher outlining what you were able to accomplish.
Also include any behavioral issues that the teacher needs to know.

CONFIDENTIALITY

Confidentiality is very important to Dartmouth Public Schools, and it is part of your professional
responsibility. Please remember to only discuss individual student concerns with the
professional staff in an appropriate setting. All information regarding a particular child or staff
member is to be held in the strictest confidence. Please feel free to discuss these issues with the
building administrator.

TEACHING EXPECTATIONS

Substitutes are required to follow the teacher’s lesson plans. Please indicate on the teacher’s
lesson plan what has been accomplished. There is also a sheet (Daily Substitute Report) that you
will need to complete regarding this matter at the end of this booklet.

Substitutes are not responsible for correcting or grading student assignments. Please save all
papers for the teacher to review.,
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CLASSROOM MANAGEMENT

The Dartmouth Public Schools strives to ensure that all students have a safe learning
environment. We expect all students to respect themselves, and respect the feelings, opinions,
differences, and beliefs of others.

Students respond well to positive comments and praise that reinforces appropriate behavior.
Most teachers have established a set of rules and consequences to maintain classroom order.
These are usually posted or displayed in the classroom. Please observe these rules and follow
the established plan.

The plan usually consists of:

Issuing a warning,.

Following with an appropriate management procedures.
Giving a consequence.

If needed, notify the office for assistance.

B

Please Note: Due to the potential allergic complications, do not reward students with any type
of food products, including candy. Notify the classroom teacher of the behavior that deserves
recognition, and let the classroom teacher handle the reward.

SUSPECTED CHILD ABUSE/MANDATED REPORTING

To comply with Massachusetts State Law, it is the policy of the Dartmouth Public Schools that
any teacher or other school employee (including a substitute teacher) is considered a mandated
reporter. If you have reasonable cause to believe that a child’s physical, mental health or welfare
may be seriously affected by abuse or neglect, you are required by law to report the situation to
the building administrator. The building administrator, in-turn, will notify the in-house child
abuse prevention team (CAPT). If in doubt, ALWAYS notify the building administrator.

Reports must be made by the principal or designee to Child Protective Services (CPS), whenever
any member of the professional staff (including substitutes) determines that there is “reasonable
cause” for concern.
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OVERVIEW
OF CURRICULUM

Elementary Curriculum:

Math
Science
Social Studies

Language Arts
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OVERVIEW OF CURRICULUM

All curricula for each core discipline are aligned with the Massachusetts
State Frameworks.

Elementary Curriculum:

The substitute is expected to execute the lessons left behind by the teacher. The office should be
contacted if there is no lesson plan.

Below is a list of resources materials you will need to teach the lessons:

English Language Arts: Dartmouth Public Schools implements a workshop model for reading
and writing instruction. Lessons are structured optimizing student learning through active
engagement in authentic literacy activities. Each lesson has four components:
» Mini-lesson - 10-15 minute direct explicit instruction with one focused teaching point;
components of a mini-lesson include: Connection, Teaching, Active Engagement and
Link
» Independent Practice - time for students to practice the teaching point independently,
with a partner, or in a group
» Conferencing - time when teacher gives direct feedback and instruction to a student or

small group; Components of conferencing include: Research, Compliment, Decide,
Teach

e Share - time for students to gather together and share work

Teacher lesson plans will outline the teaching point and details.

Math: Dartmouth Public School uses the workshop model as a structure and follows the
document scope and sequence. Daily lessons are structured around an essential understanding.
In general, students are presented problem based interactive learning opportunities for concept
knowledge. The concepts are made explicit using visual learning animations. Students’ practice
of the concept is differentiated. Teacher lesson plans will explain the process and details.

Science: Lessons stem for activities in science kits. Topics are dependent on the grade level and
include physical, earth and life sciences in an inquiry-based approach. Teacher lesson plans will
explain the process and details.

Social Studies: Various resources are used to teach the standards. Teacher lesson plans will
describe the structure and resources for the lesson.
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Middle School Curriculum:

Math

Grade 6: Units include: Statistics, Number Theory, Understanding Rational Numbers, 2D
Measurement, Solid Figures, Probability and the Introduction to Algebra,

Grade 7: Units include: Integers (Patterns & Rule), 3D Measurement, Ratio, Proportion, and
Percent.

Grade 8: Units include: Data and Statistics, Linear Relations, Linear/Non-Linear Models,
Geometry Review, Discovering Pythagorean Theorem, MCAS Review, and Combinatories.

Note: CMP notebooks are used at each grade level throughout the year.
English Language Arts

Grade 6: Units/Topics include: Language of Literature, The Writing Process, Personal
Narrative, Fiction, Vocabulary Workshop, Spelling Words and Skills, Parts of Speech, Novels,
Drama, Poetry, Myths, and Classical Literature.

Grade 7: Units/Topics include: Language of Literature, Vocabulary Workshop, Elements of
Literature, Free Reading Journal, Annotated Bibliography, Plot Outline, Drama, Conflict,
Novel—The Outsiders, Active Reading Strategies, MCAS Prep, Elements of Mythology, and
Poetry.

Grade 8: Units/Topics include: Language of Literature, Vocabulary Workshop, Formal Writing,
Elements of Short Story, Parts of Speech, MLA Format Research Paper, Shakespeare—
Midsummer Night’s Dream, Poetry, Autobiography, Writing Your Life Scrapbook, Drama, and
Free Reading Journal.

Science

Grade 6: Units/Topics include: From Bacteria to Plants, Structure and Function of the Cell,
Ecosystems, Environmental Science, Evolution and Biodiversity, Energy and Living Things,
Weather, Properties of Matter, Heat Transfer and Energy, and the Earth’s Structure and History.

Grade 7: Units/Topics include: The Earth’s Changing Surface, Topography, Weathering,
Erosion, Cells and Heredity, Cell Theory, Evolution, Photosynthesis, Genetics, Motion and
Forces, A World in Motion, Technology Engineering and the Design Process.

Grade 8: Units/Topics include: The Properties of Matter, Physical and Chemical Changes,
Mixtures, Elements and Compounds, Atoms: Building Blocks of Matter; Periodic Table, Matter,
Astronomy, MCAS Review Manual, and the Solar System.
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Social Studies

Grade 6: Units/Topics include: The Seven Continents and Oceans, South America, Europe,
Asia, Africa, and Australia. Students should be able to describe and analyze climate, resources,
population and their influence on the economy. Students should be able to identify periods of
independence and culture.

Note: Nystrom Maps and Atlases are used throughout the year for the 6» grade curriculum.

Grade 7: Units/Topics include: Human Origins in Africa through the Neolithic Age,
Mesopotamia: Site of Several River Civilizations, Phoenicia, The Roots of Western
Civilization: Ancient Israel, Ancient Egypt, Ancient Greece, Ancient Rome, and the Middle
Ages. Time Period: Neolithic Age through the 1300’s.

Grade 8: Units/Topics include: World and U.S. Histories. World History includes: The
Renaissance, Reformation, Early American Civilizations, The Scientific Revolution,
Enlightenment, and the Age of Exploration. The U.S. History includes: Colonial Government,
Colonial Geography, Economy, and Social Movements, The French and Indian War, The
Revolutionary War, Declaration of Independence, the Constitution and the Creation of Our
Nation. Time Period: 1300’s through the late 1700’s.

High School Curriculum;

For a complete list of curriculum offerings, please visit our website: www.dartmouth.school,
click on “Select a School”, click on “Dartmouth High School”, and click on “Our School —
Guidance — Program of Studies”. You can review all curriculum information by subjects.
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Safety and Security

Fire Drills

Call Buttons

Accidents

Medical Concerns
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EMERGENCIES & CLASSROOM ISSUES

The following are general guidelines.
Please check at all schools for specific building directions.

Safety and Security

= Please remember to close all windows and doors at the end of the day.

»  All exterior doors must be closed at all times.

= Never leave students unattended in the classroom, hall, and cafeteria or at dismissal.
= Check with the office on visitor policy and the use of passes.

» STUDENTS MUST BE SUPERVISED AT ALL TIMES.
Frire Drills

Everyone’s primary responsibility when the fire alarm sounds, is to exit the building quickly and
in a safe and orderly manner.

= Every classroom or general area will have fire exits and procedures posted.

» If possible, please close doors and windows as you evacuate,

= Take a class list with you so that when you are safely out of danger, you can account for
all students by taking attendance.

Call Buttons

Every classroom and general area has a call button or phone that connects to the main office.
Please use the call button or phone to call the main office for assistance.

Accidents

All accidents, including injuries to staff members and students, must be reported to the main
office. Accident report forms MUST be completed prior to leaving for the day. Should you
have any questions or concerns regarding completing the accident form, please notify the school
nurse. The nurse will be able to assist you.

Medical Concerns

Dartmouth Public Schools has established a strict medication policy in all our schools. All
medications, including over-the-counter medicines such as aspirin, cough medicine; prescribed
medication, etc. must be administered by the school nurse.

The nurse will be responsible for delegating other school personnel to administer emergency
medications including EPIPEN. Students will be allowed to administer their own inhaler upon
parental/physician approval.
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Please Note: Due to the potential allergic complications, please do not reward students with any
type of food products, including candy. Notify the classroom teacher of the behavior that
deserves recognition and let the classroom teacher handle the reward.

Harassment/Bullying

Dartmouth Public Schools does not tolerate harassment or bullying. Harassment is defined as
“any communication such as jokes, comments, innuendos, notes, displays of pictures or symbols,
gestures, physical contact or other conduct which offends or shows disrespect to others based on
race, color, sex, gender identity, religion, national origin, sexual orientation, disability,
homelessness, genetic information, military status, pregnancy or pregnancy related condition™.

If a student is claiming that he or she has been harassed or bullied, then please report the
situation to the building administrator. Also leave the teacher a note explaining what has
occurred so the teacher can follow up on the situation.

Teacher Notes

Every classroom is equipped with a substitute folder. This folder will contain important notes
from the teacher regarding students with behavioral issues, medical concerns, and specific
learning needs. Please pay special attention to information on allergies, medications, and
authorized persons (relating to the dismissal of students). In some cases, there will be attendance
lists, seating plans, and other pertinent information as well as lesson plans. If there are no
Iesson plans, please notify the main office.
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Substitute Teacher Evaluation Information
Substitute Evaluation Form
Substitute Daily Report
Emergency Planning
School Directory

Directions to All Schools
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SUBSTITUTE TEACHER EVALUATION

Dartmouth Public Schools maintains a list of substitutes each year. Substitutes are hired as at-
will employees, which means they are called upon on an as-needed basis to cover faculty
assignments. We cannot guarantee continuous employment for substitutes every day. The
Dartmouth Public Schools reserves the right to not eall upon a particular substitute without any
reasor.

Substitutes are paid at a rate of $115.00 a day for non-certified teachers, and $130.00 a day for
certified teachers. The certified rate will be paid on the condition that a copy of their current
Massachusetts certification is on file at the Superintendent’s Office. The certified rate is also
not retroactive.

Substitute teachers are evaluated at the end of every school year by a building administrator to
determine if he or she is eligible for reappointment to the substitute list. *

The Superintendent will then review all substitute evaluations for final recommendation to the
substitute list each year. All evaluations are kept confidential and filed in the substitute’s folder
at the Superintendent’s office.

Substitutes are evaluated on the following criteria:

Summarizes the Day’s Progress
Classroom Management Skills
Lesson Plans

Classroom Appearance
Arrival/Departure
Responsibility -
Other

YYVYVYYYY

Substitutes in good standing (and those who have substituted less than five times) will receive a
letter asking if he or she wants to continue to substitute in Dartmouth for the following school
year. A form is sent with the letier asking which Ievel he or she wants to substitute, if certified
(and if so, a copy of the certification needs to be attached), availability, and finally if he or she is
available to substitute at other levels.

If there are any issues or concerns with a substitute’s performance, then the building
administrator will address the matter with the substitute. With the consent from the
Superintendent, if the issue is not resolved, then the substitute will not be recommended to the
substitute list.

*Please Note. Substitutes that have only substituted less than five times during the school year
will not be evaluated. He or she will remain on the substitute list for the following school year
unless otherwise instructed not to.
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Substitute:

Date:

Evaluator:

Criteria

Never

Usually

Always

1. Leaves a report for Principal and Teacher in regards to what

happened in the teacher's absence

. Demonstrates effective classroom management skills

Follows school/classroom management skills

Carefully follows teacher's lesson plans

Corrects pupils’ written work where appropriate
p

Leaves the room in order

Arrives and leaves at specified times

RN IE RIS

Approaches responsibility in a professional manner

Explanation or Comments:

Check one of the following:

|:| I recommend that this substitute be reappointed to the Substitute Teacher List.

|:| I do not recommend that this substitute be appointed to the Substitute Teacher List.

Evaluator's Signature:

Date:
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Substitute Daily Report - Elementary

Please state how much information you were able to cover for each class period, and include any
issues you encountered. Kindly answer the questions listed below and return the form to the
building principal upon leaving. Thank you!

Substitute Date Teacher Room
BEFORE Find the lesson plans for the day which are located inside the blue
SCHOOL substitute folder. Please read over the lessons plans, and check the duty

schedule as you may have before school duty.
SCHOOL TARDY BELL 9:05
AM
LUNCH/RECESS
M
SUBSTITUTE
COMMENTS

Please answer:

Where the plans clear enough so that you understood what you were to do?
Were you able to locate all necessary materials?

3. Were the plans complete enough so that there was adequate work for the students to perform? If not,
please state the problem on the other side.

b o—
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Substitute Daily Report - DMS

Please state how much material you were able to cover for each class period, and include any
issues you encountered. Kindly answer the questions listed below, and place the form in the
Principal’s mailbox upon leaving. Thank you!

Substitute Date Teacher Room Day
~ BEFORE SCHOOL Tardy Bell — 7:45 a.m.
" PERIOD1

7:50 — 8:46 AM

PERIOD 2
8:48 —9:44 AM

»

"PERIOD 3
9:46— 10:42 AM

PERIOD 4
GR6: 10:44 —12:09' *
GR 7: 10:44 — 11:41 AM
GR 8: 11:10 — 12:09%
*BREAK 11:11 —11:39 AM

GRS: ILUNCH  10:42-11:08AM  DINING ROOM ____
GR6: 2'"LUNCH  11:12-11:38 AM  DINING ROOM
GR7:3®LuNcH 11:43-12:09PM  DINING ROOM ____
STUDENTS ARE TAKEN AS A CLASS TO RESTROOMS DURING THIS TIME.
SUBSTITUTES ARE TOQ SUPERVISE DISMISSAL OF STUDENTS FROM DINING ROOM.

~ PERIODS
12:11-1:07 PM

PERIOD 6
1:09-2:05PM

- HOMEROOM: 2:05 —2:08 PM
FIRST BUS STUDENTS DISMISSED AT 2:08 PM.
NON-BUS STUDENTS DISMISSED AT 2:13 PM.
_ SECOND BUS TRIP STUDENTS TO DINING ROOMS AT 2:18 PM. _




Page [25

Substitute Daily Report — DHS

Substitute Teacher Date
Teacher Room
Please report to . Associate Principal -

The classroom should have a lesson plan for the day, a seating plan for each class, and a bell schedule for
you to follow including a lunch schedule.

The Attendance Secretary will set you up for the day with everything that you need. If there are any
problems with the above, please contact the Associate Principal.

Discipline problems should be referred to the appropriate Asst. Principal. Please list any problems you
encountered (by period) with either the material covered or student misbehavior below. Please attach a
note if further explanation is necessary.

Period 1

Period 2

Period 3

Period 4

Period 5

Period 6

Period 7

Addjitional
Comments

Please return this form to the Associate Principal before you leave.
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Comprehensive Emergency Management Plan Universal Procedure Sheet

A.LILCE

When alerted that an event is taking place that requires staff to initiate A.L.I.C.E., refer to protocols in the

CEMP.

A: Alert

L: Lockdown
I: Inform

C: Counter
E: Evacuate

Evacuation
(For use when conditions outside are safer than inside)

When announcement is made or alarm sounded:

Take the closest and safest way out as posted (use secondary route if primary is blocked)
Locate classroom emergency bag and classroom roster

Assist those needing special assistance

Do not stop for student/staff belongings

Go to designated Assembly Area

Check for injuries

Once in Assembly Area report any missing students/staff according to protocols
Superintendent’s office should be notified

Director of Transportation should be notified to begin relocation process as needed

Reverse Evacuation
(For use when conditions inside are safer than outside)

When announcement is made:

Move everyone inside as quickly as possible

Assist those in need

Report to classroom, take attendance, check for injuries
Wait for further instructions

Used to

Shelter in Place
protect building occupants from potential dangers external to building or to facilitate management of serious

building issues such as medical emergency. Doors and windows are locked and entrance/exit to and from building are
prohibited. School operations within building can operate as normal until notification of release is given.

When announcement is made:

Students are to be cleared from the halls immediately and to report to nearest available classroom or
other designated location

Assist those needing special assistance

Close doors

Take attendance and report missing students/staff according to protocols

Assist those needing assistance

Remain in safe area and listen for further instructions
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For more specific information, please refer to the building administrator.
At the elementary level, all emergency management plans are located in a florescent bag,
and the location of this bag is listed in each teacher’s substitute plans.

At the middle school level, all emergency management plans are located in a clear folder
in the teacher’s draw,

At the high school level, all emergency management plans are located in the upper left-
hand drawer of the teacher’s desk. Rubber gloves are also located-in the same draw.

If you are unable to locate the emergency management plan, please notify the main office
for assistance.
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Dartmouth Public Schools

School Directory
Elementary Level:
Andrew B. Cushman School Dr. Justine Dale,
746 Dartmouth Street Early Childhood Director 508-996-3926
Dartmouth, MA 02748
Joseph DeMello School Elizabeth Correia, Principal 508-996-6750
654 Dartmouth Street . Adam Hill, Assistant Principal
Dartmouth, MA 02748
George Potter School Richard Porter, Principal 508-996-8259
185 Cross Road Melissa McHenry, Assistant Principal
Dartmouth, MA 02747
James Quinn School Kyle Grandfield, Principal 508-997-3178
529 Hawthorn Street Audra Thomas, Assistant Principal
Dartmouth, MA 02747 Stephani Yermalovich, Assistant
Principal
Middle School Level:
Dartmouth Middle School . Dt 508-997-9333
Peter Rossi, Principal
366 Slocum Road . -
Dartmouth. MA 02747 Sarah Decas, Associate Principal
’ Marc Hayes, Assistant Principal
William Madden, Assistant Principal
High School Level:
Dartmouth !—Ilgh School Ryan Shea, Principal 508-961-2700
555 Bakerville Road Rachel Chavier. Associate Principal
Dartmouth, MA 02748 achel Chavier, Associate Principa

Graham Coogan, Assistant Principal
Michael Martin, Assistant Principal



Page [29

ANDREW B. CUSHMAN SCHOOL: 746 DARTMOUTH STREET, DARTMOUTH, MA 02748
JOosSEPH DEMELLO SCHOOL: 654 DARTMOUTH STREET, DARTMOUTH, MA 02748

SOENAN RN

Cushman: 508-996-3926 & DeMello: 508-996-6750

Directions From Rt. 195

Take Exit 13A (New Bedford/Rt. 140)

At the end of 140 (State Road), go straight at the set of lights

At next set of lights, take a right onto Hawthorn Street

At end of Hawthorn Street, take a left onto Slocum Road (Middle School is on your right)

Go straight at set of lights (Slocum Road)

Take a left at Friendly’s Pizza (Russells Mills Road)

Follow the sharp curve and take a right onto Rockland Street

At end of Rockland Street, take a left (at stop sign) (Dartmouth Street)

Cushman School is just ahead on the right.

0 Continue on Dartmouth Street, past the post office, and DeMello School is right after the Post

Office.

e S

GEORGE POTTER SCHOOL
185 Cr0SS ROAD
DARTMOUTH, MA 02747
508-996-8259

' Directions from Rt. 195

Take Exit 12 Faunce Corner Road Exit

Take a right at the exit

At the lights, take a right onto Cross Road (by Fall River 5 cents Savings Bank)
Stay on Cross Road, and go straight at the stop sign

Potter School will be up the street further on your right (not far from Walmart)

JAMES M. QUINN SCHOOL
529 HAWTHORN STREET
DARTMOUTH, MA 02747

508-997-3178

Directions from Rt. 195

1. Take exit 13A (Rte 140 New Bedford)

2. Go straight at light (crossing Rte 6)

3. At next light, take a right (Hawthorn St./Jewish Synagogue is on your right)
4. Quinn Elementary is just up on your right.
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DARTMOUTH MIDDLE SCHOOL
366 SLocuM RoAD
DARTMOUTH, MA 02747
508-997-9333

Directions from Rt. 195

Take exit 13A (Rte 140 New Bedford)

Go straight at light (crossing Rte 6)

At next [ight, take a right (Hawthorn St./Jewish Synagogue is on your right)

At the end of Hawthorn Street, take a right. Middle School is right at the corner.

DARTMOUTH HIGH SCHOOL
555 BAKERVILLE ROAD
DARTMOUTH, MA 02748
508-961-2700

Directions from Rt. 195

Take Exit 12A Faunce Corner Road

Take a right off exit

Go straight through 4 sets of lights, & take a left onto Rte 6 State Road
Take a right at light onto Tucker Road (Help U Sell is on right)

Stay on Tucker road

Go straight through stop sign.(corner of Tucker & Allen St)

At stop sign on Tucker Road, go straight. (Dairy Chief is on your left)
High School is just up ahead on your left.

DARTMOUTH PUBLIC SCHOOLS
ADMINISTRATION BUILDING
8 BUSH STREET
DARTMOUTH, MA 02748
508-997-3391

Directions from Rt. 195

Take Exit 12A Faunce Corner Road

Take a right off exit

Go straight through 4 sets of lights, & take a left onto Rte 6 State Road

At the 2™ light, take a right onto Slocum Road (Bishop Stang)

Continue on Slocum Road, and go straight at the light.

Take a left onto Elm Street (right after the Cumberland Farms Plaza)

Go up Elm Street, and take a left onto Bush Street (we’re right next door to the cemetery)
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NOTICE OF NON-DISCRIMINATION/SEXUAL HARASSMENT

The Dartrmouth Public Schools reaffirms that it does not discriminate on the basis of race, color,
religion, gender, national origin, age, disability or sexual orientation in admission to, access to,
treatment in or employment in its programs or activities. It is our goal and commitment to
promote a workplace that is free of discrimination and harassment in which all persons can
develop attitudes'and skills for effective, cooperative living in our culturally diverse

society. Discrimination or harassment on the basis of race, color, sex, gender identity, religion,
national origin, sexual orientation, disability, homelessness, genetic information, military status,
pregnancy or pregnancy related condition will not be tolerated. Retaliation against individuals
who complain or cooperate with an investigation is unlawful, and will not be tolerated by the
Dartmouth Public Schools. We take allegations of discrimination and harassment very seriously,
and we will respond and act promptly to these complaints. Please note that the policy is not
designed or intended to limit our authority to discipline or take remedial action for workplace
conduct that we deem unacceptable, regardless of whether or not the conduct satisfies the
definition of sexual harassment.

In Massachusetts, the legal (and broad) definition of sexual harassment means sexual advances,
requests for sexual favors, and verbal/physical contact of a sexual nature when submission
to/rejection of such advances/requests/conduct is made either explicitly/implicitly a
term/condition of employment or as a basis for employment decisions or such
advances/requests/conduct have the purpose or effect of unreasonably interfering with an
individual’s work performance by creating an intimating, hostile, humiliating, or sexually
offensive work environment.

While it is not possible to list all scenarios that constitute sexual harassment, the following are
some examples that may:

» Unwelcome sexual advances, whether they involve physical touching or not

» Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding
one’s sex life, comment on an individuai’s body, comment about individual’s sexual
activity, deficiencies, or prowess

» Displaying sexually suggestive objects, pictures or cartoons

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

» Inquiries and/or discussion into one’s sexual experiences/activities.

If you believe that you have been subjected to discrimination/harassment, then you have the right
to file a complaint with us either verbally or in writing and/or to the governmental agencies listed
on the following page.

The first thing that you need to do is to report the incident either to the building principal or to
the Title IX Coordinators. When a complaint has been filed, the Coordinators will promptly
investigate the allegation confidentially, and in a fair and expeditious manner. The investigation
will include a private interview with the person filing the complaint, any witnesses involved, as
well as the person allegedly having committed the harassment. Once the investigation has been
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completed, we will inform the person filing the complaint and the alleged harasser with the results of the
investigation.

If it is determined that inappropriate conduct has occurred, the Coordinators will act promptly to eliminate
the offending conduct, and where applicable, will also impose disciplinary action. If inappropriate
conduct has been committed, the appropriate action will be taken under the circumstances, which may
range from counseling to termination of employment. It may also include other forms of disciplinary
action as deemed appropriate.

State and Federal regulations state that you can also file a formal complaint with either or both
governmental agencies. Each agency has a short time frame for filing a claim (EEQC——180 days,
MCAD—6 months):

1. United States Equal Employment Opportunity Commission (EEOC)
10 Congress Street, 10% Floor
Boston, MA 02144
617-565-3200

2. Massachusetts Commission Against Discrimination (MCAD)
One Ashburton Place, Room 601
Boston, MA 02108
617-727-3990

Dartmouth Public Schools® District Title IX Coordinators:

Laurie Dionisio Pupil

Support Services Dr. June Saba-Maguire

Superintendent of Dartmouth Public Schools

Administrator

8 Bush Street
Dartmouth Public .
Schools 8 Bush Street Dartmouth, MA 02748

Dartmouth, MA 02748 508-997-3391 x1106

508-997-3391 x 1113

Contact Information for Section 504 Coordinator:
Laurie Dionisio
Pupil Support Services Administrator
Dartmouth Public Schools
8 Bush Street
Dartmouth, MA 02748
508-997-3391 x1113

Inquiries concerning the application of non-discrimination policies may also be referred to the Regional
Director, Office for Civil Rights, U.S. Department of Education, J.W. McCormack POCH, Room 222,
Boston, MA 02109-4557.

*Note: It is unlawful for any person to aid, abet, incite, compel or coerce someone into doing any of
the acts forbidden in the law in relation fo harassment. Inappropriate behavior by an employee
may, under certain circumstances give rise to individual liability under Massachusetts state law
(Source: MCAD Sexual Harassment Guidelines).



