
Sussex Montessori School 
Employee Handbook 

2018-2019  
School Year 

Sussex Montessori School - Appendix C

Page APC-1



 

1 
 

 

Table of Contents 
The Purpose of the Handbook ...................................................................................................................... 5 

Sussex Montessori School Board Members .................................................................................................. 5 

Our Mission ................................................................................................................................................... 6 

Definition of Employee Classifications .......................................................................................................... 7 

Introductory Employee ............................................................................................................................. 7 

Full Time Employee ................................................................................................................................... 7 

Part Time Employee .................................................................................................................................. 7 

Temporary Employee ................................................................................................................................ 7 

Sussex Montessori School Hours .................................................................................................................. 7 

Sussex Montessori School Calendar ............................................................................................................. 7 

Dress Code, Personal Appearance, Image and Personal Protective Equipment .......................................... 8 

Protective Personnel Equipment .............................................................................................................. 8 

Attendance, Punctuality, and Dependability ................................................................................................ 8 

Substitute Calling Procedure ..................................................................................................................... 8 

Inclement Weather Procedures ................................................................................................................ 8 

Employee Leave Time ............................................................................................................................... 8 

Sick/Personal Days ................................................................................................................................ 8 

Extended Leave ..................................................................................................................................... 9 

Sussex Montessori School Staff List .............................................................................................................. 9 

Sussex Montessori School Committees and Chairs ...................................................................................... 9 

State Standards/Curriculum.......................................................................................................................... 9 

Professional Development ............................................................................................................................ 9 

Student Internships/LTEs ............................................................................... Error! Bookmark not defined. 

Pick Me Ups .................................................................................................... Error! Bookmark not defined. 

Field Trip Requests ........................................................................................................................................ 9 

Restorative Justice ........................................................................................................................................ 9 

Use of Building .............................................................................................................................................. 9 

Maintenance Requests ............................................................................................................................... 10 

Technology Support .................................................................................................................................... 10 

Weekly Newsletters .................................................................................................................................... 10 

Sussex Montessori School - Appendix C

Page APC-2



 

2 
 

Direct Deposit ............................................................................................................................................. 10 

Parking ........................................................................................................................................................ 10 

Personal Property ....................................................................................................................................... 10 

Personnel Files Information ........................................................................................................................ 10 

Compensation Reviews ............................................................................................................................... 11 

Performance Reviews ................................................................................................................................. 11 

Non-retaliation ............................................................................................................................................ 12 

Genetic Information Nondiscrimination Policy........................................................................................... 12 

Age Discrimination in Employment Act .................................................................................................. 13 

Americans with Disability Act Policy ....................................................................................................... 13 

Procedure for Requesting an Accommodation ....................................................................................... 13 

Immigration Law Compliance ..................................................................................................................... 14 

Equal Pay Act ............................................................................................................................................... 14 

HIPAA Policy ................................................................................................................................................ 15 

Harassment ................................................................................................................................................. 15 

Definition ................................................................................................................................................ 15 

Individuals and Conduct Covered ........................................................................................................... 16 

Retaliation ............................................................................................................................................... 16 

Reporting an Incident of Harassment, Discrimination or Retaliation ..................................................... 16 

Important Notice to All Employees ......................................................................................................... 16 

Investigations .......................................................................................................................................... 17 

Responsive Action ................................................................................................................................... 17 

Confidential Nature of the Sussex Montessori School’s Affairs Policy ....................................................... 17 

Guidelines ............................................................................................................................................... 18 

Sussex Montessori School Equipment Policy .............................................................................................. 18 

Complaints / Grievance ............................................................................................................................... 18 

Non-retaliation ........................................................................................................................................ 18 

Eligibility .................................................................................................................................................. 19 

An Employee’s Rights as an Employee .................................................................................................... 19 

Grievance Procedure .............................................................................................................................. 19 

Reference Checks ........................................................................................................................................ 19 

Military Leave .............................................................................................................................................. 20 

Accidents and Emergencies ........................................................................................................................ 21 

Sussex Montessori School - Appendix C

Page APC-3



 

3 
 

Prohibited Conduct ..................................................................................................................................... 21 

Reporting Procedures ................................................................................................................................. 22 

Risk Reduction Measures ............................................................................................................................ 22 

Dangerous/Emergency Situations............................................................................................................... 22 

Enforcement ............................................................................................................................................... 23 

Health and Allergies .................................................................................................................................... 23 

Dismissals .................................................................................................................................................... 23 

Immediate Dismissals/Misconduct ......................................................................................................... 23 

Discipline other than Immediate Termination ........................................................................................ 24 

Written Warnings .................................................................................................................................... 24 

Post Resignation/Termination Procedures ............................................................................................. 25 

Benefits ................................................................................................................................................... 25 

Final Paycheck ......................................................................................................................................... 25 

Electronic Communication Policy ............................................................................................................... 25 

Acceptable Uses of the Internet & Sussex Montessori School E-mail .................................................... 25 

Unacceptable uses of the Internet and e-mail ....................................................................................... 26 

Communications ..................................................................................................................................... 26 

Software .................................................................................................................................................. 26 

Copyright Issues ...................................................................................................................................... 27 

Security ................................................................................................................................................... 27 

Violations ................................................................................................................................................ 27 

Return to Work Policy ................................................................................................................................. 27 

Smoking in the Workplace .......................................................................................................................... 28 

Alcoholic Beverages or Drugs ..................................................................................................................... 29 

Definitions ............................................................................................................................................... 29 

Testing Program ...................................................................................................................................... 30 

For-cause Testing .................................................................................................................................... 30 

Post-accident Testing .............................................................................................................................. 31 

Area Testing ............................................................................................................................................ 31 

Confirmation Test ................................................................................................................................... 31 

Testing Laboratory .................................................................................................................................. 31 

Testing Procedures.................................................................................................................................. 31 

Refusal to Test ......................................................................................................................................... 32 

Sussex Montessori School - Appendix C

Page APC-4



 

4 
 

Search of Sussex Montessori School Premises ....................................................................................... 32 

Mandated Drug Testing .......................................................................................................................... 32 

General Practices .................................................................................................................................... 32 

Acknowledgements ..................................................................................................................................... 34 

APPENDIX .................................................................................................................................................... 34 

Staff Directory ......................................................................................................................................... 34 

Sussex Montessori School Calendar ....................................................................................................... 34 

Sussex Montessori School Schedule ....................................................................................................... 34 

Alcoholic Beverages and Drugs Acknowledgement ................................................................................ 35 

Handbook Acknowledgement ................................................................................................................. 36 

 

  

Sussex Montessori School - Appendix C

Page APC-5



 

5 
 

The Purpose of the Handbook 
 

It is with great enthusiasm that I welcome you to our team! The Sussex Montessori School is dedicated to 
providing its students with rigorous curriculum within a unique learning environment.  Our specialized 
educators are critical, providing our students with educational best-practices at all times.  Working together, 
we must ensure our students graduate The Sussex Montessori School with a robust, comprehensive skill set, 
fully preparing them for the next phase of their education.  I sincerely hope you find The Sussex Montessori 
School a great place to work. 
 
The Sussex Montessori School Employee Handbook establishes policies, procedures, and working conditions 
that will be followed by all employees as a condition of their employment at the Sussex Montessori School. 
The Standards of Conduct describe the expected actions and behaviors of employees while conducting Sussex 
Montessori School business. This Employee Handbook is not a contract of employment, nor is it 
intended to create contractual obligations for the Sussex Montessori School of any kind. 

The policies and procedures outlined in this handbook will be applied at the discretion of The Sussex 
Montessori School.  The Sussex Montessori School reserves the right to deviate from the policies, 
procedures, and working conditions described in this handbook. Furthermore, the Sussex Montessori 
School reserves the right to withdraw or change the policies, procedures, and working conditions 
described in this handbook at any time, for any reason, and without prior notice. 

The Sussex Montessori School will make every effort to notify employees when an official change in policy 
or procedure has been made but employees are responsible for their own up-to-date knowledge about 
Sussex Montessori School policies, procedures, and working conditions. 

The Sussex Montessori School values the talents and abilities of our employees and seeks to foster an 
open, cooperative, and dynamic environment in which employees and the Sussex Montessori School 
alike can thrive. The Sussex Montessori School provides an Open Door Policy under which employees 
are encouraged to take problems to the next level of management if they are unable to resolve a 
situation with their direct supervisor. The last resort for internal grievances is the board of directors. 

The Sussex Montessori School is an equal opportunity employer. Religion, age, gender, national origin, race, 
or color does not affect hiring, promotion, development opportunities, pay, or benefits. The Sussex 
Montessori School provides fair treatment of employees based on merit and complies with all applicable 
federal, state, and local labor laws and statutes. 

Please review the policies, procedures, and working conditions described in this handbook. You will be 
asked to affirm that you have read, understand, agree to abide by, and acknowledge your receipt of this 
employee handbook and employee Standards of Conduct. 

Regards, 

Ted Williams, P.E. 
Board Chair 
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Our Mission 
 
The mission of the Sussex Montessori School (SMS) is to nurture the development of empathetic, 
collaborative, persistent and innovative global and community citizens in accordance with the time-
tested philosophy of Maria Montessori. 

 

The Vision of the Sussex Montessori School (SMS) is to use the Montessori Method to educate 
children through authentic personalized learning experiences, respectful relationships, opportunities 
to innovate, and a focus on global citizenship. We believe that the creation of a Montessori public 
school in Sussex County, DE will improve student learning, allow for greater choice for parents, and 
serve as a model for alternative approaches to education by providing a proven and innovative 
teaching and learning environment. 
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Definition of Employee Classifications 
The following employment categories are available at The Sussex Montessori School 

Introductory Employee 
New employees are considered introductory until they have completed their first ninety (90) days 
of service.  Introductory employees are not eligible for paid benefits, but may be eligible to enroll in 
certain benefits at their own expense on the first of the month following start date. 
 

Full Time Employee 
Full time employees are regularly scheduled employees who work 30 hours or more in a one-week 
pay period.  These employees are eligible for benefits at their own expense on the first of the month 
following start date. Paid benefits commence on the first of the month following three full calendar 
months of employment. Certain full time employees may be categorized as Casual/Seasonal 
employees and are not eligible for any benefits. 
 

Part Time Employee 
Part time employees are scheduled to work less than an average of 30 hours in a one-week pay 
period.  Regular part time employees may be eligible for some benefits at their own expense.  Part 
time employees may be eligible to participate in the State of Delaware Pension Plan.  Certain part 
time employees are categorized as Casual/Seasonal employees and are not eligible for any benefits. 
 

Temporary Employee 
A temporary employee is a person hired for a specific job or mission, or to replace an employee on 
leave or for a special need for a period of time.  Temporary employees are categorized as 
Casual/Seasonal employees and are not eligible for any benefits.  

Sussex Montessori School Hours 
The Academy’s official time for students is 8:00 am to 3:30 pm.  Teachers should be in the school 
and preparing for class at least ½ hour prior to the first morning advisory period (8:00 am to 8:20 
am).  Teachers will remain after school to at least 4:00 pm for student referrals and advisory 
periods.  Teachers are encouraged to participate in after school activities and weekend events.  
Compensation for duties outside the classroom is to be determined on a case-by-case basis.   

Sussex Montessori School Calendar 

Please find the 2018-2019 Sussex Montessori School calendar in the appendix.  
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Dress Code, Personal Appearance, Image and Personal Protective 
Equipment 
Insert Sussex Montessori School specific text 

Protective Personnel Equipment 
 Eye Protection – Employees shall wear their Sussex Montessori School-provided safety eyeglasses 

when conducting tasks that require eye safety.   
 Hand Protection – Hand protection in the form of job-appropriate gloves shall be worn by 

employees when employees’ hands are exposed to hazards such as chemicals or harmful 
temperature extremes that might cause injury, including severe cuts or lacerations, severe 
abrasions, punctures, or thermal burns. 

 Foot Protection – Employees are required to wear work shoes with steel or composite toe 
protection.  The work shoes shall meet the ANSI 241 standard.   

NOTE:  Additional personal protective equipment may be required depending on the particular 
job or the environment in which the job is being performed. 

Attendance, Punctuality, and Dependability 
Because The Sussex Montessori School depends heavily upon its employees, it is important 
that employees attend work as scheduled. Dependability, attendance, punctuality, and a 
commitment to do the job right are essential at all times. As such, employees are expected at 
work on all scheduled work days and during all scheduled work hours and to report to work 
on time. Moreover, an employee must notify his or her supervisor or the Sussex Montessori 
School leader as far in advance as possible, but not later than one hour before his/her 
scheduled starting time if he or she expects to be late or absent. This policy applies for each 
day of his or her absence. An employee who fails to contact his or her immediate supervisor or 
the Sussex Montessori School leader may be considered as having voluntarily resigned. A 
careful record of absenteeism and lateness is kept by the employee's supervisor and becomes 
part of the personnel record. To the extent permitted by law, absenteeism and lateness lessen 
an employee's chances for advancement and may result in dismissal. 

Substitute Calling Procedure 
The Sussex Montessori School provides substitute teachers in cases of medical emergency, sick and 
vacation leave and authorized absences.  Teachers anticipating leave should consult the Principal 
ahead of leave to ensure that a replacement is identified.  Emergency absences should be reported 
immediately (as soon as it is clear that the employee will not be available) to the Administrative 
Office.  Substitutes will be provided through a school contract and approved by the Principal.   

Inclement Weather Procedures 
 

Employee Leave Time 
TBD 

Sick/Personal Days 
TBD 
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Extended Leave 
TBD (to include FMLA) 

 

Sussex Montessori School Staff List 
TBD 

Sussex Montessori School Committees and Chairs 
TBD 

State Standards/Curriculum 
The Sussex Montessori School follow first and foremost state standards for all high schools, 
including charter schools.  The curriculum is focused on science, technology, engineering and math 
with a project-based system of learning borrowed from the New Tech Network model.  Likewise, 
the Academy will be using Next Generation Science Standards, math, social studies and science 
guidance from the Delaware Science, Social Studies and Math coalitions, and state approved 
assessments.  Teachers are expected to follow state standards in the development of course 
materials, assessments and content.  The Sussex Montessori School has developed curriculum maps 
that include content and delivery options for teachers to follow.  Professional development will be 
offered to ensure that all teachers will have capabilities to produce the curricula in the classroom 
setting.  

Professional Development 
Teachers in the Academy will be offered professional development throughout the year, including 
opportunities to refresh training under the National Center for Montessori in the Public Schools .  
This training will be required of all teachers.  Additional professional development will be 
scheduled by the Education Director prior to the start of school.  All teachers will be provided this 
schedule.  

Field Trip Requests 
TBD 

Restorative Justice 
TBD- if appropriate  

Use of Building 
TBD 
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Maintenance Requests 
TBD 

Technology Support 
TBD 

Weekly Newsletters 
By Sunday evening of each week, the Sussex Montessori School leader will send a weekly 
newsletter to all staff members via email. Staff members are expected to read the newsletter in 
preparation for the upcoming Sussex Montessori School week.  

Direct Deposit 
As State of Delaware employees, The Sussex Montessori School employees are required to use 
direct deposit for receiving their paychecks.  

Parking 
All parking in the Sussex Montessori School parking lots should be in the designated employee parking 
spots.  The Sussex Montessori School is not responsible for fire, theft, damage, or personal injury 
involving employees' personal vehicles. 

Personal Property 
The Sussex Montessori School recognizes that employees will bring personal items to work.  Most 
personal property, such as pictures and small personal items suitable for display on a desk or in a 
work area, pose no safety threat, nor are they disruptive to an employee’s job performance or that of 
other employees.  However, when items of personal property pose a health or safety risk or are 
disruptive to the workplace, an employee may be required to remove, relocate or in some way limit 
the use of his or her personal property.   
 
To maintain security and protect against theft, the Sussex Montessori School reserves the right to 
inspect all personal property brought onto the premises, including vehicles, packages, briefcases, 
backpacks, purses, bags and wallets. 
 
Employees are expected to use reasonable care to safeguard personal items brought to work.  The 
Sussex Montessori School is not responsible for any loss, damage or theft of personal property.  
Articles of personal property found on the premises should be taken to the office or returned to the 
owner when known. 
 

Personnel Files Information 
The task of handling payroll, personnel records and related personnel administration functions 
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at The Sussex Montessori School has been assigned to the Accounting Department.  Questions 
regarding any of these issues may be directed to this department at the main office 302-468-
4586. 

Keeping the personnel files of all employees up-to-date is important with regard to pay, 
deductions, benefits and other matters.  If you have a change in any of the following items, 
please notify the Human Resources Department as soon as possible: 

• Legal name  
• Home address and phone number 
• Person to call in case of emergency 
• Exemptions on W-4 form 
• Number of dependents 
• Marital status 
• Emergency contacts 

All employees actively employed by The Sussex Montessori School may inspect their own 
personnel records.  However, these records may be reviewed only in the presence of a 
designated official.  Employees may not mark up, remove or photocopy any part of their own 
file, but they may add a comment to it.  Employees can obtain an appointment to inspect their 
records by writing to Human Resources to request an appointment on an annual basis.  
Appointments are scheduled in 15 minute intervals and will be scheduled at a mutually 
convenient time. 

After an employee has terminated employment with the Sussex Montessori School, the Sussex 
Montessori School is not required to provide copies of the former employee’s personnel file or 
provide access to the Sussex Montessori School’s records. 

Compensation Reviews 
Having a compensation review does not necessarily mean that the employee will be given an 
increase.  The Sussex Montessori School conducts compensation reviews annually, following 
their annual performance review.  Any wage or salary increases must be approved by the 
Sussex Montessori School leader and will appear in the pay period in which the effective date 
falls.   

Performance Reviews 
Management is continuously evaluating employee job performance.  Day-to-day interaction 
with the Supervisor or Manager should give the employee a sense of how he or she perceives 
the employee’s performance.  A review may also be conducted in the event of a promotion or 
change in duties and responsibilities, or at the discretion of the Board of Directors.  Employees 
are reviewed annually. 

The primary reason for performance reviews is to identify employee strengths and weaknesses 
in order to reinforce good habits and develop ways to improve in weaker areas.  Employees will 
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be asked to complete an Annual Employee Self Performance Evaluation Form prior to his or her 
review.  The review process serves to make the employee aware of, and to document, job 
performance compared to the goals and description of the job.  This is a good time to discuss 
the employee’s interests and future goals.  Management is interested in helping employees to 
progress and develop in order to achieve personal, as well as work-related, goals.  Employees 
are required to complete their Annual Employee Self Performance Evaluation form timely so 
that their performance reviews occur timely and accurately. 

In addition to individual job performance reviews, The Sussex Montessori School periodically 
conducts a review of job descriptions to insure that we are fully aware of any changes in the 
duties and responsibilities of each position and those changes are recognized and adequately 
compensated. 
 

Non-retaliation 
It is vital to the business interests and culture of the Sussex Montessori School that employees 
conduct themselves in accordance with the policies set forth in this handbook.  The Sussex 
Montessori School recognizes that violation of certain policies by an employee will most likely be 
uncovered by another employee (which, depending on the action or omission, could include 
termination of employment and/or have legal consequences to the employee). Therefore, an 
employee will not suffer retaliation by the Sussex Montessori School because of coming forward to 
report a violation of the General Rules of Conduct, Safety Compliance or other regulation violation.  
Although coming forward will not immunize an employee from the consequences of his or her 
misconduct, the employee’s action of coming forward will be protected. 

Genetic Information Nondiscrimination Policy 
The Sussex Montessori School respects all employees’ privacy in their genetic information and 
enforces a strict policy of nondiscrimination on the basis of genetic information.  The Sussex 
Montessori School will never discriminate, harass, or retaliate on the basis of genetic information 
when it comes to any aspect of employment, including hiring, firing, pay, job assignments, 
promotions, layoffs, training, fringe benefits, or any other term or condition of 
employment.  Additionally, the Sussex Montessori School will never use genetic information to 
make an employment decision.   
 
According to the Equal Employment Opportunity Commission, genetic information includes 
information about an individual’s genetic tests and the genetic tests of an individual’s family 
members, as well as information about any disease, disorder, or condition of an individual’s family 
members (i.e. an individual’s family medical history).  Family medical history is included in the 
definition of genetic information because it is often used to determine whether someone has an 
increased risk of getting a disease, disorder, or condition in the future. 
 
The Sussex Montessori School also maintains compliance with the federal Genetic Information 
Nondiscrimination Act (GINA) which generally makes it illegal for health insurance companies, 
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group health plans, and most employers to discriminate against employees based on employees 
genetic information.   
The Sussex Montessori School will also maintain all genetic information in a confidential manner 
and in a separate medical file so as to prevent any unlawful disclosure. 
 

Age Discrimination in Employment Act 
The Sussex Montessori School complies with the Age Discrimination Act of 1975 and the Age 
Discrimination in Employment Act of 1967.  These acts prohibit discrimination based on age.  The 
Sussex Montessori School 

• Will not fail or refuse to hire, or discharge any individual or otherwise discriminate against 
any individual with respect to his or her compensation, terms, conditions, or privileges of 
employment because of such individual’s age.   

• Will not limit, segregate, or classify its employees in any way, which would deprive or tend 
to deprive any individual of employment opportunities or otherwise adversely affect his or 
her status as an employee, because of such individual’s age.   

• Will not reduce the wage rate of any employee in order to comply with this Act. 
• Will promote employment of older persons based on their ability rather than age. 
• Will help its employees find ways of solving problems arising from the impact of age on 

employment. 
 

Americans with Disability Act Policy 
The Sussex Montessori School is committed to complying with all applicable provisions of the 
Americans with Disabilities Act ("ADA"). It is the Sussex Montessori School's policy not to 
discriminate against any qualified employee or applicant with regard to any terms or conditions of 
employment because of such individual's disability or perceived disability so long as the employee 
can perform the essential functions of the job. Consistent with this policy of nondiscrimination, the 
Sussex Montessori School will provide reasonable accommodations to a qualified individual with a 
disability, as defined by the ADA, who has made the Sussex Montessori School aware of his or her 
disability, provided that such accommodation does not constitute an undue hardship on the Sussex 
Montessori School. 

Procedure for Requesting an Accommodation 
Employees with a disability who believe they need a reasonable accommodation to perform the 
essential functions of their job should inform the Sussex Montessori School leader or a Human 
Resources representative. The Sussex Montessori School encourages individuals with disabilities to 
come forward and request reasonable accommodation. 

Upon receipt of an accommodation request, the Sussex Montessori School leader or Human 
Resources representative and your supervisor will meet with the employee to discuss and identify 
the precise limitations resulting from the disability and the potential accommodation that the 
Sussex Montessori School might make to help overcome those limitations. 

The Sussex Montessori School will determine the feasibility of the requested accommodation.  They 
will consider various factors, including, but not limited to: the nature and cost of the 
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accommodation; the availability of tax credits and deductions; outside funding; the Sussex 
Montessori School's overall financial resources and organization; and the accommodation's impact 
on the operation of the Sussex Montessori School, including its impact on the ability of other 
employees to perform their duties and on the Sussex Montessori School's ability to conduct 
business. 

The Sussex Montessori School will inform the employee of its decision regarding the 
accommodation request or how it will provide the accommodation. If the accommodation request is 
denied, employees will be advised of their right to appeal the decision by submitting a written 
statement explaining the reasons for the request. If the request on appeal is denied, that decision is 
final. 

The ADA does not require the Sussex Montessori School to make the best possible accommodation, 
to reallocate essential job functions, or to provide personal use items (i.e., eyeglasses, hearing aids, 
wheelchairs, etc.). 

An employee or job applicant who has questions regarding the policy or believes that he or she has 
been discriminated against based on a disability should notify the Board of Directors. All such 
inquires or complaints will be treated as confidential to the extent permissible by law. 

Immigration Law Compliance 
The Sussex Montessori School is committed to employing only people who are United States 
citizens or who are aliens legally authorized to work in the United States. We do not illegally 
discriminate because of a person’s citizenship or national origin.  

Because we comply with the Immigration Reform and Control Act of 1986, every new employee at 
The Sussex Montessori School is required to complete the Employment Eligibility Verification Form 
I-9 and present documents that prove identity and employment eligibility. 

If you leave The Sussex Montessori School and are rehired, you must complete a new Form I-9 if the 
previous I-9 with the Sussex Montessori School is more than three years old, or if the original I-9 is 
not accurate anymore, or if the Sussex Montessori School no longer has the original I-9. 

If you have questions or want information on the immigration laws, contact Human Resources. If 
you ask questions or want to complain about the immigration law, you will not be punished in any 
way. 

Equal Pay Act 
The Sussex Montessori School complies with the Equal Pay Act, 29 U.S.C.  The Equal Pay Act is related 
to the Title VII provisions that forbid sex discrimination.  The EPA, which covers all employers with 
two or more employees, forbids discrimination in compensation (including all forms of benefits) 
based on sex, if the jobs are of equal skill, effort, and responsibility and performed under similar 
working conditions. 
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HIPAA Policy 
The Sussex Montessori School complies with the Health Insurance Portability and Accountability 
Act of 1996 (HIPAA).  HIPAA was enacted to make health insurance more “portable” from one 
employer to another.  The law mandates procedures for both new hires and for existing employees 
who are leaving the Sussex Montessori School.  Employees who are leaving The Sussex Montessori 
School will receive a certificate of prior creditable health care coverage to use for this purpose.  The 
law includes other provisions regarding restrictions on preexisting conditions, special enrollment 
rights and protections against discrimination.  HIPAA rules require The Sussex Montessori School 
to provide a notice of the employee’s privacy rights as well as a notice of the privacy practices of a 
covered entity. 

Harassment 

Definition 
Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. For 
the purposes of this policy, sexual harassment is defined, as in the Equal Employment Opportunity 
Commission Guidelines, as unwelcome sexual advances, requests for sexual favors and other verbal 
or physical conduct of a sexual nature when, for example: (i) submission to such conduct is made 
either explicitly or implicitly a term or condition of an individual's employment; ii) submission to or 
rejection of such conduct by an individual is used as the basis for employment decisions affecting 
such individual; or (iii) such conduct has the purpose or effect of unreasonably interfering with an 
individual's work performance or creating an intimidating, hostile or offensive working 
environment. 
 
Sexual harassment may include a range of subtle and not so subtle behaviors and may involve 
individuals of the same or different gender. Depending on the circumstances, these behaviors may 
include, but are not limited to: unwanted sexual advances or requests for sexual favors; sexual jokes 
and innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual 
prowess or sexual deficiencies; leering, catcalls or touching; insulting or obscene comments or 
gestures; display or circulation in the workplace of sexually suggestive objects or pictures 
(including through e-mail); and other physical, verbal or visual conduct of a sexual nature. Sex-
based harassment that is, harassment not involving sexual activity or language (e.g., male manager 
yells only at female employees and not males) may also constitute discrimination if it is severe or 
pervasive and directed at employees because of their sex. 

Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this 
policy, harassment is verbal or physical conduct that denigrates or shows hostility or aversion 
toward an individual because of his or her race, color, religion, national origin, age, disability or any 
other characteristic protected by law or that of his or her relatives, friends or associates, and that: 
(i) has the purpose or effect of creating an intimidating, hostile or offensive work environment; (ii) 
has the purpose or effect of unreasonably interfering with an individual's work performance; or 
(iii) otherwise adversely affects an individual's employment opportunities. 

Harassing conduct includes, but is not limited to: epithets, slurs or negative stereotyping; 
threatening, intimidating or hostile acts; denigrating jokes and display or circulation in the 
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workplace of written or graphic material that denigrates or shows hostility or aversion toward an 
individual or group (including through e-mail). 

Individuals and Conduct Covered 
These policies apply to all applicants and employees, and prohibit harassment, discrimination and 
retaliation whether engaged in by fellow employees, by a supervisor or manager or by someone not 
directly connected to the Sussex Montessori School (e.g., an outside vendor, consultant or 
customer). 

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related 
setting outside the workplace, such as during business trips, business meetings and business-
related social events. 

Retaliation 
The Sussex Montessori School prohibits retaliation against any individual who reports 
discrimination or harassment or participates in an investigation of such reports. Retaliation against 
an individual for reporting harassment or discrimination or for participating in an investigation of a 
claim of harassment or discrimination is a serious violation of this policy and, like harassment or 
discrimination itself, will be subject to disciplinary action. 

Reporting an Incident of Harassment, Discrimination or Retaliation  
The Sussex Montessori School strongly urges the reporting of all incidents of discrimination, 
harassment or retaliation, regardless of the offender's identity or position. Individuals who believe 
they have experienced conduct that they believe is contrary to the Sussex Montessori School's 
policy or who have concerns about such matters should file their complaints with their immediate 
supervisor or the Sussex Montessori School's Human Resources representative before the conduct 
becomes severe or pervasive. Individuals should not feel obligated to file their complaints with 
their immediate supervisor first before bringing the matter to the attention of one of the other the 
Sussex Montessori School designated representatives identified above. 

Important Notice to All Employees 
Employees who have experienced conduct they believe is contrary to this policy have an obligation to 
take advantage of this complaint procedure. An, employee's failure to fulfill this obligation could affect 
his or her rights in pursuing legal action. Also, please note federal, state and local discrimination laws 
establish specific time frames for initiating a legal proceeding pursuant to those laws.  

Early reporting and intervention have proven to be the most effective method of resolving actual or 
perceived incidents of harassment. Therefore, while no fixed reporting period has been established, 
the Sussex Montessori School strongly urges the prompt reporting of complaints or concerns so 
that rapid and constructive action can be taken. The Sussex Montessori School will make every 
effort to stop alleged harassment before it becomes severe or pervasive, but can only do so with the 
cooperation of its staff. 

The availability of this complaint procedure does not preclude individuals who believe they are 
being subjected to harassing conduct from promptly advising the offender that his or her behavior 
is unwelcome and requesting that it be discontinued. 
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Investigations 
Any reported allegations of harassment, discrimination or retaliation will be investigated promptly, 
thoroughly and impartially. The investigation may include individual interviews with the parties 
involved and, where necessary, with individuals who may have observed the alleged conduct or 
may have other relevant knowledge. 

Confidentiality will be maintained throughout the investigatory process to the extent consistent 
with adequate investigation and appropriate corrective action. 

Responsive Action  
Misconduct constituting harassment, discrimination or retaliation will be dealt with promptly and 
appropriately. Responsive action may include, for example, training, referral to counseling, 
monitoring of the offender and/or disciplinary action such as warning, reprimand, withholding of a 
promotion or pay increase, reduction of wages, demotion, reassignment, temporary suspension 
without pay or termination, as the Sussex Montessori School believes appropriate under the 
circumstances. 

Individuals who have questions or concerns about these policies should talk with the Sussex 
Montessori School leader, a Human Resources representative, or the Sussex Montessori School 
Board of Directors. 

Finally, these policies should not, and may not, be used as a basis for excluding or separating 
individuals of a particular gender, or any other protected characteristic, from participating in 
business or work-related social activities or discussions in order to avoid allegations of harassment. 
The law and the policies of The Sussex Montessori School prohibit disparate treatment on the basis 
of sex or any other protected characteristic, with regard to terms, conditions, privileges and 
perquisites of employment. The prohibitions against harassment, discrimination and retaliation are 
intended to complement and further these policies, not to form the basis of an exception to them. 

Confidential Nature of the Sussex Montessori School’s Affairs Policy 
In the course of an employee’s job, he or she will be privy to a great deal of information about The 
Sussex Montessori School, its staff, students and their family members.  Some types of critical 
information may include forecasts, the identity of students or their families, information about legal 
proceedings, medical issues, business prospects or strategic plans.  This information is a valuable 
asset of the Sussex Montessori School and must be protected from disclosure to persons outside 
The Sussex Montessori School. 
 
Certain employees may be required to sign nondisclosure agreements in order to have access to 
confidential information.  These documents represent the separate and legally enforceable 
obligation of the employee not to disclose the information. Failure to abide by the terms of any such 
an agreement will subject the associate to discipline, as well as other potential legal sanctions.  
However, such separate agreements are supplemental to this policy, and the absence of a written 
confidentiality agreement is not to be understood as weakening or eliminating of the obligation of 
every employee to treat work-related information as proprietary. 
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Guidelines 
• Information that is designated as “confidential” or “sensitive” is to be discussed only with 

others inside the Sussex Montessori School on a need-to-know basis. 
• Inquiries from the media should be directed to the Sussex Montessori School leader. 
• Inquiries about present and former employees, such as requests for recommendations or 

references, must be directed to the Sussex Montessori School leader without further 
comment. 
 

Sussex Montessori School Equipment Policy 
All The Sussex Montessori School employees are expected to show professionalism in the use of the 
Sussex Montessori School’s equipment, telephones, grounds and buildings.  These guidelines should 
be followed, both out of courtesy and as good business practice: 

• The Sussex Montessori School’s equipment should be handled carefully and responsibly. When 
equipment breaks down, it should be reported to the user’s Supervisor or Manager. 

• The grounds of the Sussex Montessori School should be appreciated, not abused.  The speed 
limits on site should be observed, and vehicles should be parked only in marked parking areas.  

• The Sussex Montessori School buildings are maintained for the safety and security of the Sussex 
Montessori School employees and the students it supports. 

Complaints / Grievance 
 All employees are encouraged to bring problems, complaints or grievances to the attention of their 

Supervisor.  It is the policy of The Sussex Montessori School that any employee problem, complaint 
or grievance will be handled in accordance with the step-by-step procedure listed below.  The 
employee will receive a prompt response and a full explanation of the reason for the response.  If 
the employee’s position is upheld, prompt action will be taken to rectify the situation including, if 
necessary, the revision of Sussex Montessori School policy or practices.   

 
 The Complaint / Grievance Policy has been established to ensure that the policies of The Sussex 

Montessori School are applied to all employees in a fair, reasonable and non-discriminatory way.  In 
the course of employment with the Sussex Montessori School, a situation may develop which causes 
an employee to feel as though he or she has been treated unfairly and which may be the basis of a 
grievance. Following the procedure stated below is the proper way of resolving complaints or 
grievances.  The Sussex Montessori School Grievance Procedure is not designed to provide a way of 
challenging the content or the advisability of a given policy, but rather the way that policy has been 
applied to an employee. 

Non-retaliation 
 Under the provisions of this procedure, every The Sussex Montessori School employee has the right 

to present his or her complaints free from the fear of interference, restraint, coercion, 
discrimination, retaliation or reprisal.  Any violations of this policy will be subject to disciplinary 
action and must be reported to the Sussex Montessori School leader. 
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Eligibility 
 Any full time or regular part time employee can use this procedure. 

 

An Employee’s Rights as an Employee  
If an employee presents a grievance, his or her employment with the Sussex Montessori School is 
not jeopardized in any way.  Settling all grievances in a prompt and equitable way is in the best 
interest of both The Sussex Montessori School and the employee.  To ensure employees the 
opportunity to present their complaints to a higher authority without fear of reprisal or retribution, 
an employee should follow the grievance procedure as it is outlined. 
 

Grievance Procedure 
• A problem, complaint, or grievance should be made in writing and submitted to the 

employee’s Supervisor.  It must be presented within ten workdays of the original cause 
of the concern or the date that the employee first learns of a decision which is the cause 
of a grievance.  

• If the employee does not find the response of the Supervisor satisfactory, he or she 
should take the complaint to the next level after notifying his or her Supervisor of his or 
her intention to do so. 

• After meeting with the employee, the next level of supervision will then meet with the 
employee’s Supervisor to get a clear understanding of the problem and determining 
management’s position. 

• After this, the next level of supervision (after direct supervisor) will again meet with the 
employee in an effort to resolve the problem. 

• If an agreement cannot be reached at this level, the next level of supervision presents 
the employee and the Supervisor’s positions to the Sussex Montessori School leader and 
/ or Board of Directors for review and resolution. 

• The decision of the Sussex Montessori School leader and / or Board of Directors is final 
and will be presented to the employee in a private discussion. 

NOTE:  The grievance system merely supplements the normal employee/supervisor 
relationship.  An effort should be made to resolve grievances before this procedure is 
implemented. 
 

Reference Checks 
All inquiries regarding a current or former Sussex Montessori School employee must be referred to 
the Sussex Montessori School leader. 

Should an employee receive a written request for a reference, he or she should refer the request to 
the Sussex Montessori School leader for handling. No Sussex Montessori School employee may 
issue a reference letter on behalf of the Sussex Montessori School to any current or former 
employee. 
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Under no circumstances should any Sussex Montessori School employee release any information 
about any current or former Sussex Montessori School employee over the telephone. All telephone 
inquiries regarding any current or former employee of the Sussex Montessori School must be 
referred to the Sussex Montessori School leader. 

In response to an outside request for information regarding a current or former Sussex Montessori 
School employee, the Sussex Montessori School leader will furnish or verify only an employee's 
name, dates of employment, job title and the essential functions of the position. 

Military Leave 
An employee who is a member of the United States Army, Navy, Air Force, Marines, Coast Guard, 
National Guard, Reserves or Public Health Service will be granted an unpaid leave of absence for 
military service, training or related obligations, in accordance with applicable law. At the conclusion 
of the leave and with the satisfaction of certain conditions, the employee generally has a right to 
return to the same position he or she held prior to the leave or to a position with like seniority, 
status and pay that the employee is qualified to perform. 
 
During a military leave of less than 31 days, an employee is entitled to continued group health plan 
coverage under the same conditions as if the employee had continued to work. For military leaves 
of more than 30 days, the employee may elect to continue his or her health coverage for up to 24 
months of uniformed service, but may be required to pay all or part of the premium for the 
continuation coverage. (NOTE: Employees and/or dependents who elect to continue their coverage 
may not be required to pay more than 102% of the full premium for the coverage elected. The 
premium is to be calculated in the same manner as that required by COBRA.) 
 
Upon receipt of orders for active or reserve duty, an employee should notify his or her 
supervisor, as well as Human Resources, as soon as possible. The employee should also submit a 
copy of the military orders to his or her supervisor and the Human Resources Department 
(unless he or she is unable to do so because of military necessity or it is otherwise impossible or 
unreasonable). 

Employees will also be granted time off for military training (normally 14 days plus travel time) 
and other related obligations, such as an examination to determine fitness to perform service. 
Employees should advise their supervisor and/or department head of their training schedule 
and/or other related obligations as far in advance as possible. 

Upon return from military service, the employee must provide notice of or submit an 
application for reemployment in accordance with the following schedule:  

1) An employee who served for less than 31 days or who reported for a fitness examination, 
must provide notice of reemployment at the beginning of the first full regular scheduled work 
period that starts at least eight hours after the employee has returned from the location of 
service. 
 
2) An employee who served for more than 30 days, but less than 181 days, must submit an 
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application for reemployment no later than 14 days after completing his or her period of service, 
or, if this deadline is impossible or unreasonable through no fault of the employee, then on the next 
calendar day when submission becomes possible. 

3) An employee who served for more than 180 days must submit an application for 
reemployment no later than 90 days after the completion of the uniformed service. 

4) An employee who has been hospitalized or is recovering from an injury or illness incurred or 
aggravated while serving must report to the Human Resources Department if the service was less 
than 31 days, or submit an application for reemployment if the service was greater than 30 days 
or at the end of the necessary recovery period, which may not exceed two years. 

An employee whose military service was for more than 30 days must provide documentation 
within two weeks of his or her return (unless such documentation does not yet exist or is not 
readily available) showing the following: (i) the application for reemployment is timely (i.e., 
submitted within the required time period); (ii) the period of service has not exceeded five 
years; and (iii) the employee received an honorable or general discharge. 

Accidents and Emergencies 
Maintaining a safe work environment requires the continuous cooperation of all employees. 
The Sussex Montessori School strongly encourages employees to communicate with fellow 
employees and their supervisor regarding safety issues. 
 
All employees will be provided care, first-aid and emergency service, as required, for injuries 
or illnesses while on Sussex Montessori School premises, Employees should contact their 
supervisor, the nearest supervisor, and/or 911 in the event of an accident or emergency. 
 
If an employee is injured on the job, The Sussex Montessori School provides coverage and 
protection in accordance with the Worker's Compensation Law. When an injury is sustained 
while at work it must be reported immediately to the employee's supervisor, who in turn will 
notify the Sussex Montessori School leader or Human Resources representative of the 
incident. 
 
Failure to report accidents is a serious matter as it may preclude an employee's coverage 
under Worker's Compensation Insurance. 
  
The Sussex Montessori School provides a safe workplace for all employees. To ensure a safe 
workplace and to reduce the risk of violence, all employees should review and understand all 
provisions of this workplace violence policy. 

Prohibited Conduct 
We do not tolerate any type of workplace violence committed by or against employees. 
Employees are prohibited from making threats or engaging in violent activities. 
This list of behaviors, while not inclusive, provides examples of conduct that is prohibited: 
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• Causing physical injury to another person 
• Making threatening remarks 
• Aggressive or hostile behavior that creates a reasonable fear of injury to another 

person or subjects another individual to emotional distress 
• Intentionally damaging employer property or property of another employee 

Possession of a weapon while on The Sussex Montessori School’s property or while on 
Sussex Montessori School related business 

• Committing acts motivated by, or related to, sexual harassment or domestic violence 

Reporting Procedures 
Any potentially dangerous situations must be reported immediately to a supervisor or the 
human resource representative. Reports can be made anonymously and all reported incidents 
will be investigated. Reports or incidents warranting confidentiality will be handled 
appropriately and information will be disclosed to others only on a need-to-know basis. All 
parties involved in a situation will be counseled and the results of investigations will be 
discussed with those parties. An administrator will actively intervene at any indication of a 
possibly hostile or violent situation. 

Risk Reduction Measures 
Hiring: The Sussex Montessori School takes reasonable measures to conduct background 
investigations to review candidates’ backgrounds and reduce the risk of hiring individuals 
with a history of violent behavior. 
 
Safety: The Sussex Montessori School conducts annual inspections of the premises to evaluate 
and determine any vulnerability to workplace violence or hazards. Any necessary corrective 
action will be taken to reduce all risks. 
  
Individual Situations: While we do not expect employees to be skilled at identifying 
potentially dangerous persons, employees are expected to exercise good judgment and to 
inform the Sussex Montessori School leader if any employee exhibits behavior that could be a 
sign of a potentially dangerous situation. Such behavior includes: 

• Discussing weapons or bringing them to the workplace; 
• Displaying overt signs of extreme stress, resentment, hostility, or anger; 
• Making threatening remarks; 
• Sudden or significant deterioration of performance; 
• Displaying irrational or inappropriate behavior 

Dangerous/Emergency Situations 
Employees who confront or encounter an armed or dangerous person should not attempt to 
challenge or disarm the individual. Employees should remain calm, make constant eye contact 
and talk to the individual. If a supervisor can be safely notified of the need for assistance 
without endangering the safety of the employee or others, such notice should be given. 
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Otherwise, cooperate and follow the instructions given. 

Enforcement 
Threats, threatening conduct, or any other acts of aggression or violence in the workplace will 
not be tolerated. Any employee determined to have committed such acts will be subject to 
disciplinary action, up to and including termination. Non-employees engaged in violent acts 
on the employer's premises will be reported to the proper authorities and fully prosecuted. 

Health and Allergies 
The Sussex Montessori School nurse will provide teachers with updated student allergy lists 
through the year.  It is important that employees are aware of students with allergies or other 
specific health concerns.  Visits to the nurse’s office should be limited to serious issues such as 
asthma, fever, pink eye, cuts/abrasions, or timed medications.   

Dismissals 
Every Sussex Montessori School employee has the status of "employee-at-will", meaning that 
no one has a contractual right, express or implied, to remain in the Sussex Montessori School's 
employ. The Sussex Montessori School may terminate an employee's employment, or an 
employee may terminate his or her employment, without cause, and with or without notice, at 
any time for any reason. No supervisor or other representative of the Sussex Montessori 
School has the authority to enter into any agreement for employment for any specified period 
of time, or to make any agreement contrary to the above. 

Immediate Dismissals/Misconduct 
Any employee whose conduct, actions or performance violates or conflicts with the Sussex 
Montessori School's policies may be terminated immediately and without warning. 
 
The following are some examples of grounds for immediate dismissal of an employee: 

• Breach of trust or dishonesty 
• Conviction of a felony 
• Willful violation of an established policy or rule 
• Falsification of The Sussex Montessori School records 
• Gross negligence 
• Insubordination 
• Violation of the Anti-Harassment and/or Equal Employment Opportunity Policies 
• Undue and unauthorized absence from duty during regularly scheduled work hours 
• Deliberate non-performance of work 
• Larceny or unauthorized possession of, or the use of, property belonging to any co-

worker, visitor, or customer of the Sussex Montessori School 
• Possession of dangerous weapons on the premises 
• Unauthorized possession, use or copying of any records that are the property of The 

Sussex Montessori School 
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• Unauthorized posting or removal of notices from bulletin boards 
• Excessive absenteeism or lateness 
• Marring, defacing or other willful destruction of any supplies, equipment or property 

of the Sussex Montessori School 
• Fighting or serious breach of acceptable behavior 
• Violation of the Alcohol or Drug Policy  
• Theft 
• Violation of The Sussex Montessori School’s policies 
• Gambling, conducting games of chance or possession of such devices on the 

premises or during work hours 
• Leaving the work premises without authorization during work hours 
• Sleeping on duty 

This list is intended to be representative of the types of activities that may result in 
disciplinary action, It is not exhaustive, and is not intended to be comprehensive and does not 
change the employment-at-will relationship between the employee and the Sussex Montessori 
School. 
 
In the event of dismissal for misconduct, all benefits end at the end of the month.  COBRA may 
not be available to anyone dismissed from the Sussex Montessori School for gross misconduct. 
 

Discipline other than Immediate Termination 
All employees are expected to meet the standards of work performance. Work performance 
encompasses many factors, including attendance, punctuality, personal conduct, job 
proficiency and general compliance with The Sussex Montessori School’s policies and 
procedures. 
 
If an employee does not meet these standards, the Sussex Montessori School leader may, 
under appropriate circumstances, take corrective action other than immediate dismissal. 
 
The intent of corrective action is to formally document problems while providing the 
employee with a reasonable time within which to improve performance. The process is 
designed to encourage development by providing employees with guidance in areas that need 
improvement such as poor work performance, attendance problems, personal conduct, 
general compliance with the Sussex Montessori School's policies and procedures and/or other 
disciplinary problems. 
 

Written Warnings 
The supervisor should discuss the problem and present a written warning to the employee in 
the presence of a Human Resources representative. This should clearly identify the problem 
and outline a course of corrective action within a specific time frame. The employee should 
clearly understand both the corrective action and the consequence (i.e., termination) if the 
problem is not corrected or reoccurs. The employee should acknowledge receipt of the 
warning and include any additional comments of his or her own before signing it. A record of 
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the discussion and the employee's comments should be placed in the employee file in the 
Human Resources Department. 
 
Employees who have had formal written warnings are not eligible for salary increases, bonus 
awards, promotions or transfers during the warning period. 
 

Post Resignation/Termination Procedures 
Return all Sussex Montessori School property: 

• Picture Identification Card 
• Office keys 
• The Sussex Montessori School teaching manuals 
• Any additional Sussex Montessori School-owned or issued property 

 
In order to receive a disbursement of any amounts due from the Retirement Plan, the 
employee is required to complete and sign a distribution form and submit it to the Human 
Resources Department. Specific information will be provided at the exit interview. 
 
Employees may choose the continuation or waiver of comprehensive medical coverage and 
dental coverage under COBRA. Specific information will be provided at the exit interview. 
 

Benefits 
Benefits (Life, Medical and Dental) end on the last day of the month in which the last day of 
employment falls. An employee, unless dismissed for gross misconduct, has the option to 
convert to individual life insurance, and/or to continue Medical/Dental Benefits in accordance 
with the Consolidated Omnibus Budget Reconciliation Act ("COBRA") regulations. 
 

Final Paycheck 
Employees leaving The Sussex Montessori School will receive their final pay at the next 
regular payday falling more than one week from their final day of employment. If there are 
unpaid obligations to the Sussex Montessori School, the final paycheck will reflect the 
appropriate deductions.  
 

Electronic Communication Policy 
All employees must adhere to the following Internet and E-mail Policy Guidelines. 
 

Acceptable Uses of the Internet & Sussex Montessori School E-mail 
The Sussex Montessori School provided Internet and e-mail access is intended to be for 
business reasons only. The Sussex Montessori School encourages the use of the Internet and 
e-mail to make communications more efficient and effective. However, Internet services and 
e-mail are Sussex Montessori School property, and the purpose is to facilitate Sussex 
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Montessori School business. Every employee has a responsibility to maintain and enhance the 
Sussex Montessori School’s public image and to use Sussex Montessori School e-mail and 
access to the Internet in a productive manner. To ensure that all employees are responsible, 
the following guidelines have been established for using e-mail and the Internet. Any 
improper use of the Internet and e-mail is not acceptable and will not be permitted. 
 

Unacceptable uses of the Internet and e-mail 
The Sussex Montessori School e-mail and Internet access may not be used for transmitting, 
retrieving, downloading, or storage of any communications of a discriminatory or harassing 
nature or materials that are obscene, X-rated, or pornographic. Harassment of any kind is 
prohibited. No messages with derogatory or inflammatory remarks about an individual’s race, 
age, disability, religion, national origin, physical attributes or sexual preference shall be 
transmitted. No abusive, profane or offensive language is to be transmitted through the 
Sussex Montessori School’s e-mail or Internet system. Electronic media may also not be used 
for any purpose, which is illegal, or against Sussex Montessori School policy or contrary to the 
Sussex Montessori School’s best interest. Solicitation of non-Sussex Montessori School 
business or any use of the Sussex Montessori School e-mail or Internet for personal gain is 
prohibited. 
 

Communications 
Each employee is responsible for the content of all text, audio or images that he or she places 
over the Sussex Montessori School’s e-mail/Internet system. No e-mail or other electronic 
communications may be sent which hides the identity of the sender or represents the sender 
as someone else or someone from another Sussex Montessori School. All messages 
communicated on the Sussex Montessori School’s e-mail/Internet system should contain the 
employee’s name. 
 
Any messages or information sent by an employee to another individual outside the Sussex 
Montessori School via an electronic network (e.g., bulletin boards, online service or Internet) 
are statements that reflect on the Sussex Montessori School. While some users include 
personal “disclaimers” in electronic messages, there is still a connection to the Sussex 
Montessori School, and the statements may be tied to the Sussex Montessori School. 
All communications sent by employees via the Sussex Montessori School’s e-mail/Internet 
system must comply with this and other Sussex Montessori School policies and may not 
disclose any confidential or proprietary Sussex Montessori School information. 

 

Software 
To prevent computer viruses from being transmitted through the Sussex Montessori School’s 
e-mail/Internet system, there will be no unauthorized downloading of any unauthorized 
software. All software downloaded must be registered to the Sussex Montessori School.  
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Copyright Issues 
Employees on the Sussex Montessori School’s e-mail/Internet system may not transmit 
copyrighted materials belonging to entities other than this Sussex Montessori School. All 
employees obtaining access to other companies’ or individuals’ materials must respect all 
copyrights and may not copy, retrieve, modify or forward copyrighted materials, except with 
permission, or as a single copy for reference only. Failure to observe copyright or license 
agreements may result in legal action against the Sussex Montessori School and individual 
employee, as well as, disciplinary action up to and including separation.   

 

Security 
The Sussex Montessori School routinely monitors usage patterns for its e-mail/Internet 
communications. The reasons for this monitoring are many, including cost analysis/allocation 
and the management of the Sussex Montessori School’s gateway to the Internet. All messages 
created, sent, or retrieved over the Sussex Montessori School’s e-mail/Internet are the 
property of the Sussex Montessori School and should be considered public information. The 
Sussex Montessori School reserves the right to access and monitor all messages and files on 
the Sussex Montessori School’s e-mail/Internet system. Employees should not assume 
electronic communications are totally private and should transmit highly confidential data in 
other ways. 

 

Violations 
Any employee who abuses the privilege of Sussex Montessori School facilitated access to e-
mail or the Internet will be subject to corrective action up to and including separation. If 
necessary, the Sussex Montessori School also reserves the right to advise appropriate legal 
officials of any illegal violations. 
 

Return to Work Policy 
To protect the employee following an injury or illness, The Sussex Montessori School has 
implemented a Return-to-work program.   This commitment to employees includes aggressive 
injury management of all injuries or illnesses and modified work assignments where needed.   The 
Sussex Montessori School is committed to making every effort to keep the injured employee 
working within his or her trade and implementing work modifications suggested by the treating 
physician.  If this is not possible, the Sussex Montessori School will find meaningful work within his 
or her work modification in another area of the Sussex Montessori School.  Modified work 
assignments are considered temporary and not retraining in a new occupation or trade. 

 

The Sussex Montessori School asks that employees complete the The Sussex Montessori School 
Authorization to Release Medical Information Form and provide written work guidelines or 
necessary restrictions from the medical provider.  The Sussex Montessori School will review these 
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guidelines or restrictions with the employee and supervisor, ensuring mutual understanding and 
agreement of them.  No changes will be made to the work modifications and assignment unless 
made by the physician.  The employee will return to the workplace as soon as a partial work release 
is granted. 

 

The return-to-work program is a benefit to the employee.  It helps him or her to remain a 
productive wage earner throughout the healing process.  The employee’s physician is invited to 
view the work environment, ensuring the workplace and modifications enable resolution of the 
injury in a productive setting. 

The following will be adhered to, in accordance with The Sussex Montessori School return to 
work procedures,  

1. Any injury resulting in lost work time requires The Sussex Montessori School’s designated 
Occupational Health Center authorization to return to work.  

2. Any illness extending more than five consecutive working days or a calendar week requires The 
Sussex Montessori School’s designated Occupational Health Center authorization to return to 
work. 

3. The Sussex Montessori School may require medical authorization for illnesses of shorter 
duration, and reserves the right to require appropriate documentation of injuries or illnesses.   

4. In the event the lost work time is a result of an employee participating in an Employee 
Assistance Program, the employee will provide documentation from the program provider 
upon completion of his or her treatment program.  This documentation will state that the 
treatment plan has been successfully completed and the employee can return to work without 
restrictions.  The employee will provide this written documentation to The Sussex Montessori 
School’s designated Occupational Health Center to receive authorization to return to work. 

5. It is the employee’s responsibility to arrange an appointment with the The Sussex Montessori 
School’s designated Occupational Health Center and obtain medical approval prior to returning 
to work. 

6. All medical records are confidential and can be accessed by The Sussex Montessori School’s 
designated Occupational Health Center Staff.  

 

Smoking in the Workplace 
The Sussex Montessori School’s policy is to comply with all federal, state and local regulations 
regarding smoking in the workplace and to provide a work environment that promotes 
productivity and the well-being of its employees and students. 
 
The Sussex Montessori School recognizes that smoking in the workplace can adversely affect 
employees.  Accordingly, smoking is prohibited in the office, buildings and on Sussex Montessori 
School grounds.   
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This smoking policy applies to all employees, suppliers and visitors while on the Sussex Montessori 
School’s premises. 

Alcoholic Beverages or Drugs 
The Sussex Montessori School will not tolerate any substance abuse, which imperils the health and 
well-being of its employees or threatens its business or the students it supports.  All individuals are 
subject to this policy while they are in facilities or on property owned, controlled or operated by the 
Sussex Montessori School (“Sussex Montessori School premises”).  The Sussex Montessori School is 
committed to maintaining a safe workplace, free from the influence of drugs and alcohol.   
 
The use of illegal drugs and the abuse of alcohol and other controlled substances are inconsistent 
with the law-abiding behavior expected of all employees.  As a contingency for employment, all 
employees are required to complete a drug screen and participate in for-cause drug testing program.  
Using its designated health facility, the Sussex Montessori School will absorb the cost incurred by the 
testing 
 
It is the policy of The Sussex Montessori School, to strictly prohibit the manufacture, distribution, 
dispensing, possession, use and/or sale of a controlled substance, including any of the following 
items by any individuals while on Sussex Montessori School premises, in Sussex Montessori School 
vehicles or while performing Sussex Montessori School business: 
• Illegal or unauthorized drugs (including excessive quantities of prescription or over-the-

counter drugs) and any other chemical substances that may affect an individual's mood, senses, 
responses, motor functions or alter or affect a person's perception, performance, judgment, 
reactions or senses. 

• Prescription or over-the-counter drugs that may adversely influence performance or behavior 
when taken in prescribed quantities. 

• Drug-related paraphernalia.  
 
Unless specifically authorized by the Sussex Montessori School, the carrying, use or possession of 
the following items is also prohibited while on Sussex Montessori School premises, in Sussex 
Montessori School vehicles or while performing Sussex Montessori School business: 
• Firearms, explosives, fireworks or ammunition. 
• Alcohol or intoxicating beverages, with the exception of Sussex Montessori School-sponsored 

parties approved by the Board of Directors or at the discretion of the Sussex Montessori School 
leader.  Sussex Montessori School employees are expected to use reasonable judgment and 
minimize their consumption of alcoholic beverages. 

 
It is also the policy of The Sussex Montessori School to strictly prohibit employees and others 
working on Sussex Montessori School premises from reporting to work or working under the 
influence of detectable levels of unauthorized or illegal drugs and/or alcoholic beverages. 
 

Definitions 
Area testing is the testing of all covered persons present at a location or in a geographic area.  
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Covered persons are all persons who are in facilities or on property owned, controlled or operated 
by the Sussex Montessori School. 
 
Sussex Montessori School doctor is any licensed physician designated by the Sussex Montessori 
School to act on its behalf. the Sussex Montessori School doctor will review any positive laboratory 
results generated by the Sussex Montessori School's drug testing plan and assist the Sussex 
Montessori School in interpreting the results on the drug test. 
 
Covered premises includes all property, offices, facilities, land, buildings, structures, fixtures, 
installations, automobiles, trucks and all other vehicles and equipment, whether owned, leased, 
rented or used by the Sussex Montessori School, including its affiliates and subsidiaries.  
 
Sussex Montessori School premises shall also refer to any other work locations, or mode of 
transportation to and from those locations, while engaged in the course and scope of employment 
with The Sussex Montessori School, and/or its subsidiaries. 
 
Drug-related paraphernalia is any material or equipment used or designed for use in testing, 
packaging, storing, injecting, ingesting, inhaling or otherwise introducing into the human body any 
illegal or unauthorized drugs covered by this policy. 
 
Drugs, for the purposes of this policy, include alcohol, legal and illegal controlled substances, 
narcotics, hallucinogens, depressants, stimulants, inhalants and other substances capable of 
creating or maintaining effects on one's physical, emotional or mental state, such as marijuana, 
cocaine, opiates, phencyclidine and amphetamines. Any such drugs may be included in the testing 
program.  
 
Illegal drugs are drugs for which the use, sale or possession is prohibited by law. 
 

Testing Program 
To meet the objectives of this policy, The Sussex Montessori School will maintain a drug-testing 
program that includes the following. 
• Notification. 
The testing program was implemented and has been in effect since September 1, 2015. 
 
For-cause Testing 
When a Supervisor observes behavior or performance problems that could adversely affect an 
individual's personal safety or the personal safety of others, the Supervisor, with the concurrence of 
another Supervisor, will notify the Sussex Montessori School leader to determine whether a drug 
test for cause should be conducted. 
 
If a drug test for cause becomes necessary for an employee, the employee will be immediately 
suspended with pay until a full evaluation has taken place and an appropriate course of action is 
determined. No prior notice is required to test for cause. 
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Post-accident Testing 
The Sussex Montessori School may require a post-accident drug test of all covered persons near the 
scene following an on-the-job accident or incident. Covered persons may be suspended with pay 
until a full evaluation has taken place and an appropriate course of action is determined. 
 
Area Testing 
The Sussex Montessori School may also conduct an area test. An area test may be used where there 
is an indication that drugs may be in use or there is a potential for damage caused by drug use.  
 
Confirmation Test 

• A confirmation test will be conducted on every positive test result before the testing 
laboratory notifies the Sussex Montessori School. A confirmation test is a test conducted 
with greater sensitivity for the identification and level of any drug (except alcohol) present 
in the original sample provided. 

• Testing for alcohol generally will be through a calibrated breath scan instrument by a 
person trained in the calibration and operation of the instrument. If the instrument detects 
a blood alcohol level greater than .02, the employee will be tested again 15 minutes later. If 
the second test also detects a blood alcohol level greater than .02, the employee will be 
considered impaired. 

• The effects of the various blood alcohol levels are: 
o An alcohol test of .02 but less than .08 will result in removal from the work site for 24 

hours and a minimum of a one-day suspension without pay. 
o An alcohol test at .08 or above will be considered a drug test failure with discipline to be 

determined on a case-by-case basis. 
Nothing in this policy limits the Sussex Montessori School's rights to determine what disciplinary 
action, including termination, is appropriate in the event any level of alcohol is found. 
 
Testing Laboratory 
All drug tests will be analyzed by a laboratory certified by the National Institute on Drug Abuse 
under the U.S. Department of Health and Human Services.   
 
Testing Procedures 

• If an employee's drug test result is confirmed to be positive (in excess of the levels 
established by applicable federal or state regulations or Sussex Montessori School 
standards), the testing laboratory will notify the Sussex Montessori School of the test result. 

• The Sussex Montessori School doctor or other Sussex Montessori School representative may 
contact the employee to determine whether there is a legitimate explanation for the 
confirmed positive test result. 

• Only those persons with a “need to know” will be provided information regarding a drug 
test and/or its results, consequences and status. 

Nothing in these procedures or this policy in any way limits the Sussex Montessori School's right to 
take disciplinary action, including termination, as a result of a confirmed positive drug test of an 
employee. 
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Refusal to Test 
Any individual refusing to be tested will be deemed to have failed the drug test and will be removed 
from Sussex Montessori School premises. Employees will be subject to disciplinary action, up to and 
including termination of employment. 
 
Search of Sussex Montessori School Premises 
The Sussex Montessori School reserves the right to conduct searches of all covered premises at any 
time and employees are required to cooperate with such search.  
 
Mandated Drug Testing 
Federal law and regulations require specific drug testing for certain categories of employees. The 
Sussex Montessori School will comply with all such federally mandated testing, including 
conducting: 

• For cause 
• Post-accident testing 

 

General Practices 
Sussex Montessori School and management responsibility: Every person in a leadership role is 
required to provide a safe and effective working environment and to support the well-being of each 
employee through awareness, education and appropriate training of drug and alcohol issues. 
 
Disciplinary Action:  Except as otherwise provided, upon a violation of any provision of this policy, 
an employee will be subject to disciplinary action at the sole discretion of the Sussex Montessori 
School, up to and including discharge, depending upon the circumstances.  The Sussex Montessori 
School also has the sole discretion to require, as a condition of continued employment, and/or in 
lieu of other discipline, the employee's participation in a treatment and counseling program for 
drug or alcohol abuse and random testing. 
 
Employees charged with or convicted of an unlawful drug activity:  Any employee who is 
convicted of an activity involving an illegal drug either on or off Sussex Montessori School premises 
is in violation of this policy. Any employee who is convicted under a criminal drug statute must 
notify the Sussex Montessori School leader of The Sussex Montessori School, in writing of such 
conviction no later than five calendar days after the conviction. In deciding what disciplinary action 
to take, the Sussex Montessori School may take into consideration:  

• The nature of the offense charged 
• The safety requirements of the employee's present job assignment 
• The employee's record with the Sussex Montessori School 
• The employee's statement of facts 
• The disposition of the charge 
• The impact of the offense on the Sussex Montessori School and other relevant factors 

The Sussex Montessori School may take disciplinary action before and/or after final disposition of 
the charges. 
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Treatment and Counseling:  Early recognition and treatment of drug abuse is important for 
successful rehabilitation, for the economic return to the Sussex Montessori School and for reduced 
personal, family and social disruption. The Sussex Montessori School encourages the earliest 
possible diagnosis and treatment for drug and alcohol abuse.  The Sussex Montessori School 
supports sound treatment efforts.  Whenever feasible, The Sussex Montessori School will assist and 
reasonably accommodate employees in overcoming a drug or alcohol abuse problem.  However, the 
decision to seek diagnosis and accept treatment for drug abuse is primarily the employee’s 
responsibility. 
 
Employees with personal drug or alcohol abuse problems should request assistance from The Sussex 
Montessori School’s medical provider.  The Sussex Montessori School will provide assistance on a 
confidential basis and will encourage the employee receive the appropriate treatment and 
counseling services. Voluntary requests for assistance from the Sussex Montessori School will not 
prevent The Sussex Montessori School, at its sole discretion, from imposing disciplinary action for a 
violation of any provision of this policy. 
 
Leaving the work site:  The Sussex Montessori School will arrange transportation for any employee 
who feels that they may be impaired from the use of drugs or alcohol. 
 
Medication:  Any employee taking medication should consult a medical professional to determine 
whether the drug may affect his or her personal safety or ability to perform the essential functions 
of the job and should advise his or her Supervisor of any job limitations. Upon notification of job 
limitations, The Sussex Montessori School will make reasonable efforts to accommodate the 
limitation. The employee may be subject to provisions of the Unpaid Leave of Absence policy. 
 
On-the-job drug use, sale, possession or distribution: Any employee found to use, sell, possess 
or distribute any illegal or unauthorized drugs (including excessive quantities of prescription or 
over-the-counter drugs) while on the Sussex Montessori School premises, performing Sussex 
Montessori School-related duties, or while operating any Sussex Montessori School equipment, is 
subject to disciplinary action, up to and including termination of employment. Any suspected illegal 
drug confiscated will be turned over to the appropriate law enforcement agency.  
 
The moderate use of alcohol at Sussex Montessori School approved meetings, with business meals, 
travel, entertainment, or in an appropriate social setting, is not prohibited by this policy. 
 
Limitation 
To the extent any federal, state or local law, rule or regulation limits or prohibits the application of 
any provision of this policy, then to the minimum extent necessary and only for that geographical 
area, this policy is deemed to be amended to be in compliance. 
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Alcoholic Beverages and Drugs Acknowledgement 

 I acknowledge that I have received a copy of The Sussex Montessori School’s Alcoholic 
Beverages and Drugs Policy dated: ___________.  
 

 I have read and understand the content of this policy as a condition of my employment with 
The Sussex Montessori School and I agree to act in accordance with the Alcoholic Beverages 
and Drugs Policy as a condition of my employment. 

 
 I understand that if I have questions or concerns at any time about the handbook or the 

Standards of Conduct, I will consult my immediate supervisor, the Sussex Montessori 
School leader, a Human Resources representative, or the Sussex Montessori School Board 
for clarification. 

 

 

 

 

_____________________________________________________________  ______________ 
Print Name and Signature        Date 
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Handbook Acknowledgement 

 I acknowledge that I have received a copy of The Sussex Montessori School’s Employee 
Handbook dated: ___________. I understand that this handbook replaces any and all prior 
verbal and written communications regarding The Sussex Montessori School’s working 
conditions, policies, procedures and appeal processes. 
 

 I have read and understand the contents of this handbook and will act in accordance 
with these policies and procedures as a condition of my employment with The Sussex 
Montessori School. 

 
 I have read and understand the Standards of Conduct expected of my employment by The 

Sussex Montessori School and I agree to act in accordance with the Standards of Conduct 
as a condition of my employment. 
 

 I understand that if I have questions or concerns at any time about information 
contained in the handbook or the Standards of Conduct, I will consult my immediate 
supervisor, the Sussex Montessori School leader, a Human Resources representative, or 
the Sussex Montessori School Board for clarification. 

 
 I also acknowledge that the handbook contains an employment-at-will provision that 

states: 
• Either The Sussex Montessori School or I can terminate my employment 

relationship at any time, with or without notice; 
• This this employment-at-will relationship is in effect regardless of any other 

written statements or policies contained in this handbook, in any other The 
Sussex Montessori School documents, or in any verbal statements to the contrary; 
and 

• That no one can enter into any differing employment relationship, contract, or 
agreement. 

 
 I acknowledge that I have read The Sussex Montessori School’s Employee Handbook and 

the employee Standards of Conduct carefully to understand these conditions of 
employment before signing this document. 

 
_____________________________________________________________    __________________ 
Print Name and Signature              Date 
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