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In order to provide equal employment and advancement opportunities to all individuals, employment 
decisions at The Greene School (TGS) will be based on merit, qualifications, and abilities. TGS is an equal 
opportunity employer. It is the policy of TGS to prohibit discrimination in hiring, promotion, discharge, 
compensation, benefits, job training or any other terms and conditions of employment on the basis of 
race, color, religion, sex, sexual orientation, gender identity or expression, national origin or ancestry, 
military status, handicap, disability, age, genetics, or any other basis protected by applicable, federal, 
state or local laws. 

 
The Greene School will make reasonable accommodations for qualified individuals with known 
disabilities unless doing so would result in an undue hardship. This policy governs all aspects of 
employment, including selection, job assignment, compensation, discipline, termination, and access to 
benefits and training. In addition to a commitment to provide equal employment opportunities to all 
qualified individuals The Greene School has established an affirmative action program (AAP) to promote 
opportunities throughout the organization for individuals in protected classes. 

 
Any staff members with questions or concerns about any type of discrimination in the workplace are 
encouraged to bring these issues to the attention of their immediate supervisors or the Human 
Resource Manager. 

 
Staff members can raise concerns and make good faith reports without fear of reprisal. Anyone found to 
be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and 
including termination of employment. 

 
 

This Staff Handbook has been written to provide information and guidance to all staff members of The 
Greene School, though it does not represent an exhaustive list of each of The Greene Schools’ 
employment practices. Staff members are required to familiarize themselves with the privileges, 
benefits, and responsibilities of being an employee of The Greene School. 

It is not possible to anticipate every situation that may arise in the workplace, or to provide answers to 
every possible question. Policies and procedures listed in this handbook may change from time to time. 
The Greene School, at its sole discretion and from time to time, reserves the right to modify, 
supplement, rescind or revise any provisions of the handbook. Staff members will be advised of any 
changes in published procedures and policies. 

Equal Employment Opportunity 

Purpose of This Handbook 
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Mission Statement 
The Greene School explores the interdependence of human and natural systems. Through a rigorous 
pre-college curriculum, we develop citizens and leaders engaged in finding peaceful and sustainable 
solutions to local and global challenges. 

 
Vision Statement 
The Greene School embraces an expeditionary-based pedagogy and strives to impart the values of 
integrity, compassion, tolerance, perseverance, and responsibility—both personal as well as societal. By 
providing direct experiences in nature, along with the latest in environmental science and technology, 
we prepare our students to be informed, skilled, innovative, and involved community leaders. Our 
students will grow academically and socially, become the environmental stewards of the future, and 
actively manage the limited resources that we share as a global community. 

School Credentialing 
The Greene School is an independent public charter school, which operates as a distinct Local Education 
Agency (LEA; i.e. school district) of the State of Rhode Island. 

The Greene School charter was granted in 2010 by the Board of Regents for Elementary and Secondary 
Education upon recommendation by the Commissioner of Elementary and Secondary Education. In 
2015, the Rhode Island Department of Education renewed The Greene School charter. 

Rhode Island General Law §16-77 governs the establishment of charter schools: 
http://www.rilin.state.ri.us/Statutes/TITLE16/16-77/INDEX.HTM 

 

The School operates as a private non-profit corporation, and it has been granted tax exempt status 
under Section 501 (c) (3) of the Internal Revenue Code. 

The School is governed by a Board of Directors and committees of the Board. The Board of Directors 
hires and evaluates the Head of School, who serves as the chief executive of the organization and 
superintendent of the School. 

The Greene School was credentialed as a school of excellence by EL Education in 2015. Our portfolio of 
evidence demonstrated our accomplishments in implementing the EL model with fidelity and achieving 
gains across all three dimensions of EL’s expanded definition of student achievement: Student Mastery 
of Knowledge and Skills, High Quality Student Work, and Student Character. 

School Overview 
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Head of School 
§ Monitor and address behavior expectations for all students. 
§ Adhere to a consistent schedule to provide essential services as needed. 
§ Model quality professional behavior for all students and staff member. 
§ Support positive and communicative staff member culture. 
§ Maintain consistent communication school-wide. 
§ Provide predictable supervision and evaluation of all staff member using effective assessment 

for learning and assessment of learning strategies. 
§ Provide individual and group coaching for issues related to curriculum and instruction equitably 

to all teachers based on professional needs. 
§ Provide individual and group coaching for issues related to building leadership and operations to 

all school support staff and leadership team members. 
§ Support the hiring and retention of highly qualified faculty, staff, and administrators. 
§ Initiate new school-wide projects with attention to balanced workloads. 
§ Develop, refine and adhere to school systems and structures aligned to school goals. 
§ Support teachers’ implementation of the school behavior management steps in alignment with 

TGS code of conduct. 
§ Cultivate and support community partnerships. 
§ Align budget and resources to school needs. 
§ Develop effective professional development in collaboration with school coaches, instructional 

leaders and teachers. 
§ Coordinate school and individual schedules as needed. 
§ Assure that all decisions made at TGS align with the vision and mission of the school. 
§ Manage the school using best practices. 
§ Develop opportunities for data driven reflection and goal setting. 
§ Report to the Greene School Board of Directors. 
§ Serve on the League of Charter School’s Board. 
§ Serve on all appropriate Board committees. 
§ Serve as a liaison between the BOD and staff. 
§ Approve fieldwork and schedule if using bus transportation. 
§ Maintain master schedule for school-wide events. 
§ Promote Institutional Advancement and Public Relations. 
§ Prioritize EL school-wide credentialing. 
§ Support Family and Community Engagement. 
§ Manage Facilities and Grounds. 
§ Promote equity in education and supports for all students of the Greene School. 
§ Support student management through restorative practices. 
§ Conduct teacher evaluations and support for SLO development. 
§ Facilitate the School Leadership Team. 
§ Serve as oversight for school support personnel and service providers. 
§ Facilitate teacher certification. 
§ Manage Operations: School Safety Drills and Crisis Management. 
§ Coordinate Title 1 and Accelegrants. 
§ Oversee website and Facebook management. 
§ Coordinate and support the success of the Middlebury Language lab course. 

Job Descriptions and Responsibilities 
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Principal 
§ Monitor and address behavior expectations for all students. 
§ Model quality professional behavior for all students and staff member. 
§ Support positive and communicative staff member culture. 
§ Maintain consistent communication school-wide. 
§ Provide predictable supervision and evaluation of assigned staff members using effective 

assessment for learning and assessment of learning strategies. 
§ Provide individual and group coaching for issues related to curriculum and instruction equitable 

to all teachers based on professional needs. 
§ Support teachers’ implementation of the school behavior management steps in alignment with 

TGS code of conduct. 
§ Develop and manage an attendance tracking system. 
§ Use the mission and vision of TGS to align decisions made at this level. 
§ Serve as 504, Title IX coordinator, & RtI leader. 
§ Coordinate student behavior management and supports. 
§ Build student voice through various leadership and engagement opportunities. 
§ Advance EL Education principles of culture and character. 
§ Promote and communicate clear school-wide expectations for character development and 

positive behavior. 
§ Build the Restorative Practices program at the administrative and staff level through school- 

wide professional development. 
§ Help supervise the consistent and fair administration and tracking of student conduct and the 

tracking of student character data. 
§ Develop the Crew curriculum maps to address the social, emotional, and academic needs of 

students based on learning targets. 
§ Observe and coach Crew Leaders and Crew Facilitators. 
§ Serve as Student Government advisor/ Restorative Data Team advisor. 
§ Organize and coordinate school-wide gatherings to build community, celebrate, recognize and 

showcase student endeavors. 
§ Partner with the Leadership Team to support teachers in establishing and maintaining 

consistent classroom routines in a student-centered environment. 
§ Coordinate new student orientation. 
§ Facilitate whole-school professional development when appropriate. 
§ Participate in Learning Walks throughout the year. 
§ Facilitate summer reading program. 
§ Facilitate Sophomore Passage and support Senior Projects, including curriculum revision. 
§ Serve as a liaison to parents and facilitate parent education and involvement, including 

reinforcing the need for parents to support the school’s policies and practices for student 
discipline, dress code, homework, and events. 

§ Serve on the School Leadership Team and Leadership Team. 
§ Facilitate the International Travel Program. 
§ Attend BOD meetings, PTSO, and committee meetings when appropriate. 
§ Attend Charter League and State level meetings when appropriate and advocate for inclusion in 

the extended charter school association. 
§ Participate in the evaluation process including pre-conference, evaluation, post conference, and 

SLO monitoring. 
§ Support the hiring and retention of highly qualified faculty, staff, and administrators. 
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Instructional Guide 
§ Adhere to a consistent schedule to provide essential services as needed. 
§ Model quality professional behavior for all students and staff member. 
§ Support positive and communicative staff member culture. 
§ Maintain consistent communication school-wide. 
§ Work with school designer and administrations to assure all students are growing academically. 
§ Actively support the development and facilitation of a professional learning community. 
§ Provide predictable supervision and evaluation of assigned staff members using effective 

assessment for learning and assessment of learning strategies. 
§ Oversee PGP and SLO development and implementation. 
§ Participate in the evaluation process including pre-conference, evaluation, post conference, and 

SLO monitoring. 
§ Provide individual and group coaching for issues related to curriculum and instruction equitable 

to all teachers based on professional needs. 
§ Assist teachers with unit/case study plans, and review and archive lesson plans and/or unit 

planners. 
§ Facilitate collaboration and planning for department and team meetings. 
§ Participate in walkthroughs, learning strides, and provide actionable feedback to peers and 

school leadership on curriculum, instruction and assessments. 
§ Generate and facilitate school-wide goals focused on student learning. 
§ Use the mission and vision of TGS to align decisions made at this level. 
§ Support the development and implementation of interim assessments and skills tracking. 
§ Facilitate the data review of students from benchmark assessments. 
§ Facilitate Senior Projects and/or portfolios for the school. 
§ Serve as Envirothon advisor. 
§ Co-facilitate the organization and implementation of Intensives. 
§ Facilitate whole school professional development when appropriate in the following areas: 

effective instruction, backwards lesson-planning, using data to inform instruction, and 
generating desired student outcomes. 

§ Serve on the School Improvement Team (SIT) and the Leadership Team (LT). 
§ Facilitate/co-facilitate curriculum and articulation meetings in support of designated content 

areas and grade level expeditions. 
§ Develop the capacity of content leads to assist as instructional leadership support systems for 

related content teams and school-wide professional development. 
§ Support the hiring and retention of highly qualified faculty, staff, and administrators. 
§ Attend BOD meetings, PTSO, and committee meetings when appropriate. 

 
Director of Business Operations 

• Manage payroll for all staff members – including hourly and daily rate staff members. 
• Reconcile monthly deposits and withdrawals. 
• Report monthly to Head of School and/or Finance Committee 
• Attend Board meetings. 
• Develop Annual Budget. 
• Report and maintain Accelegrant and other Fiscal RIDE reporting. 
• Facilitate the preparation for annual audit. 
• Oversee the Fiscal Management policies and expectations. 
• Attend Business manager meetings sponsored by RIDE. 
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• Fulfill the obligations of a Business Manager as deemed by RIDE and The Greene School. 
• Handle all HR requests and information for all staff member members, which include – Health 

Insurance, HR folder materials, payroll forms, tax deduction forms, and any other items 
associated with payroll, benefits and employment. 

• Monitor staff member attendance and PTO. 
• Support staff preparation of fieldwork expenses before they are submitted to HOS. 
• Schedule transportation for off-campus fieldwork. 
• Oversee building and grounds services 
• Manage work order and facility requests. 
• Processing purchase orders, invoices and receivables. 
• Send thank you letters for donations and contributions; track and file copies. 
• Manage keys. 
• Monitor the copiers, computers, and telephones and contact the appropriate service providers 

when machines fail. 
• Manage fiscal policies, collections and deposits for the School. 
• Maintain staff member records. 
• Serve on the Leadership Team. 

 
Office Manager / Data Manager / Enrollment Officer 

§ Handle requests from families and students. 
§ Manage phone messages and school mail. 
§ Manage school supplies and inventory. 
§ Collect and maintain student attendance on a school-wide basis. 
§ Manage and track Gear violations. 
§ Keep and maintain student records. 
§ Relay staff member requests for administrative support with student behavior. 
§ Facilitate mail check-in and distribution. 
§ Manage vending machine. 
§ Manage application process and Open Houses for interested families. 
§ Maintain student cumulative records. 
§ Manage attendance and school tardies. 
§ Complete and file reporting to state. 
§ Manage staff member sign in and sign out. 
§ Support the Business Manager. 
§ Organize and track student attendance and student tardies and report to administration. 

 
Guidance Counselor 

§ Coordinate student schedules. 
§ Provide individual counseling for students through regular meeting rotations 
§ Implement and facilitate College/Career and Study Skills workshops in crew. 
§ Maintain student academic records. 
§ Implement a Peer Mediation program at TGS. 
§ Provide Support Groups based on the needs of TGS students. 
§ Support Passage Portfolios and Senior Projects. 
§ Serve on School Leadership Team. 
§ Maintain Course audits for students. 
§ Communicate concerns about graduation requirements with parents and students. 
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§ Organize college recruiting for TGS. 
§ Run progress reports, report card and transcripts for students. 
§ Manage and facilitate JumpRope data and information. 
§ Organize graduation and senior activities at end of year. 
§ Organize parent meetings for college preparation and planning. 
§ Participate in recruiting opportunities at sending district middle schools 
§ Serve as Testing Coordinator. 

 
Content Lead 
The content lead position is designed to support the Leadership Team in mentoring, modeling, and 
coaching teachers in designing unit planners, lesson plans, and assessments, and to support the delivery 
of school-wide professional development. Content leaders will work during department meetings to 
oversee the review of curricula documents, benchmark assessments, and implementation of responsive 
and differentiated practices. 

Nurse 
§ Maintain a sick room with appropriate supplies and policies. 
§ Distribute medication and record on a daily medication log sheet. 
§ Review and maintain all health records. 
§ Facilitate and inform staff member of all Personal Health Plans. 
§ Perform mandated health screenings. 
§ Collect and organize all student medical information and present to staff member. 
§ Organize medication and paperwork associated for fieldwork. 
§ Attend IEP and/or 504 meetings if requested. 
§ Manage breakfast/lunch program. 

 
Special Education 

§ Provide all grade level teachers, including elective teachers and crew leaders, copies of each 
student’s IEP-Teacher Notes and if applicable, the Behavior Intervention Plan by the end of the 
first week of school. 

§ Update students’ IEPs-and Teacher Notes throughout the year as they are adapted. 
§ Provide a testing accommodations list when it is appropriate for any and all formal assessments. 
§ Write IEP progress reports for each quarter for both inclusion students and those receiving 

direct instruction from them at their grade level. Then send one copy to families with the 
student’s report card and a second copy is placed in the student’s special education file. 

§ Attend and facilitate team meetings. 
§ Monitor and address behavior expectations for all students. 
§ Collaborate with classroom teachers on the planning and implementation of daily lessons, 

including flexible academic support for all students, as needed. 
§ Email Head of School and/or Special Education Director meeting date/time and specific student 

concerns, if applicable, and send Head of School, Special Education Director and/or designee 
weekly meeting/documentation. 

§ Offer direct academic services to students in the classroom and in pullout groups, as needed. 
§ Adhere to a consistent schedule to provide essential services, as needed. 
§ Model quality professional behavior for all students. 
§ Support positive and communicative staff member culture. 
§ Maintain accurate and appropriate records for each student with special needs. 
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§ Monitor curriculum and advise teachers appropriately. 
Club Advisors 

§ Create a welcoming and inclusive environment. 
§ Coordinate meetings, events, and activities with the administration and the school’s calendar. 
§ Ensure students treat the school’s facilities and equipment with respect and care. 
§ Establish and enforce a set of expectations and norms for the student members. 
§ Provide active supervision of students during meetings, events, and activities. 
§ Coordinate and supervise all fundraising activities. 
§ Promote student initiative. 

 
Teachers 
Each day… 

• Work from 7:40-3:45 Monday-Friday. 
• Use the sign-in and sign-out book for entering and exiting the building. 
• Facilitate daily duty (i.e. breakfast or lunch duty, AM arrival, PM dismissal, etc.) with fidelity. 
• Attend Morning Meeting as an attentive participant from beginning to end. 
• Track and report attendance, tardies, uniforms, classroom management/detentions daily. 
• Use restorative language for engaging with students at all times. 
• Use the redirect system when managing student behaviors and complete an office referral any 

time a student is asked to leave or is removed from the classroom. 
• Maintain accurate records for students’ progress on learning targets and HOW in JumpRope. 
• Take attendance and submit in JumpRope each period each day. 
• Maintain a classroom space that adheres to school-wide classroom consistencies. 
• Leverage common planning time (CPT) for developing expedition curriculum, instruction, and 

assessment development. 
• Facilitate student remediation/acceleration and/or reassessment during Renaissance Time. 
• Ensure the delivery of accommodations and services called for in IEP plans and 504 plans. 
• Respond in a timely fashion to phone calls/emails (24 hour target, especially to families). 
• Be an active presence in the hallway between every passing period to monitor student behavior. 
• Teach Crew classes up to five times a week (N/A for part time teachers). 
• Leave any space you use in the building cleaner than the way you found it – Leave no trace. 
• Notify the front office any time you take students out of the building and share how you will 

communicate with office (walkie talkie, cell, etc.) 

Each week… 

• Attend appropriate scheduled meetings during planning period, CPT, before or after school and 
/or collaborate with grade level teams to support, plan, and facilitate learning expeditions. 

• Maintain and communicate to students and families scheduled office hours with planned and 
targeted workshops for intervention/acceleration for specific students. 

• Have up-to-date lesson plans and assessments available in your Unit Planners. 
• Participate in whole staff member Professional Development/Professional Workshops (every 

Wednesday, 1:45 – 3:42 pm). 



12  

• Maintain communication and/or attend scheduled planning meetings with Special Education 
teacher and support staff member regarding curricular plans, instructional choices and 
individual student concerns. 

• Update JumpRope grades (academic and HOW) so that students and families can monitor 
progress in learning target proficiency. 

• Follow all off campus request form guidelines and submit all monies collected with receipts to 
the Director of Business Operations. 

Each quarter… 

• Develop Unit Planners for all long-term learning target unit that include: 
• Standard alignment to CCSS, NGSX, or other National Standards 
• The summative AoL assessment with link and AfLs 
• Daily Learning Targets aligned to Plan of the Day (POD) 

• Display relevant and high-quality student work in rooms and hallway documentation panels. 
• Develop remediation/reassessment protocols and materials for all power standards. 
• Provide work and support for Student Led Conferences and/or Passages (Senior and/or 

Sophomore). 
• Teach an intensive during quarters 2 and 4. 
• Meet deadlines for progress reports and report cards. 

 
Each year… 

• Write course syllabi at the beginning of each course. 
• Participate in summer Professional Development consistent with The Greene School calendar or 

as sponsored by the school, including additional opportunities with EL Education schools 
• Participate in at least 1 day of summer home visits for incoming students and students of high 

priority. 
• Maintain a substitute folder with the following information: Updated rosters for each class, 

seating charts, classroom norms/expectations, detailed lesson plans, name of student to ask 
questions in each class, instructions for all duties, and any other pertinent information to assure 
students are learning while you are away. 

• Adhere to the State and School evaluation model. 
• Attend IEP or 504 meetings as needed, requested by Special Education and 504 staff. 
• Complete and submit the End of Year Checklist before leaving for summer vacation. 
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Leadership Team 
Membership on Leadership Team (LT) includes the Head of School, Principal, Instructional Guide, 
Guidance Counselor, and Director of Business Operations. 

School Improvement Team 
The School Improvement Team (SIT) will be facilitated by a member of the Leadership Team. Staff 
membership is obtained first through nomination and then closed-ballot election. All staff members may 
vote. Each year, the SIT will include no more than 6 staff members. 

The School Improvement Team will meet after school from 3:42-5:00 pm once per month on the first 
Thursday of each month. The SIT will: 

● Represent and inform the whole faculty of SIT decisions. 
● Raise, take action and/or make recommendations on issues of curriculum, school wellness, 

school wide procedures/protocols and public relations. 
● Make recommendations for topics and provide feedback on professional development. 
● Establish sub-committees as necessary. 
● Monitor and address school climate and culture issues and celebrations. 
● Take part in strategic planning. 
● Develop and monitor the School Improvement Plan. 
● Examine structures and systems of the school and when appropriate make recommendations to 

the Leadership Team, administration and/or the Board of Directors 
 
Crew Facilitators 
At each grade-level team, one team leader is identified as the Crew Facilitator. Crew Facilitator will be 
nominated by the Principal and will receive a stipend. 

§ Serve as grade-level team leader. 
§ Collaborate with Principal and other Crew Facilitators around student needs, curriculum, and 

school events on a regular basis. 
§ Facilitate grade-level team meetings bi-monthly to ensure appropriate planning. 
§ Ensure the Crew curriculum is followed with fidelity. 
§ Take leadership role in all Crew units, including Wilderness, Student-led Conferences, Passage or 

Senior Portfolio, etc. 
§ Meet monthly with the Crew Facilitator team and Principal for planning and professional 

development. 
§ Participate in curriculum revision. 

Distributive Leadership 
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Professional Norms 
Adapted in the 2016-2017 school year: 

We are Crew, Not Passengers 
1) Assume Positive Intentions 
2) Speak to the Right People- Maintain Confidentiality 
3) Offer Solutions 
4) Step Up/ Step Down 
5) Model and Practice a Growth Mindset 
6) Be Fully Present, Prepared and Respect Time 
7) Model Sustainable Choices 
8) Celebrate Each Other’s Successes and Joys 

 
These actionable expectations for professional work at The Greene School are useful insofar as they are 
regularly referenced and reflected upon by school staff members. 

 
Standards of Professional Code of Conduct 
The purpose of this Code of Ethics is to define standards of professional conduct that defines us as a 
learning community beyond the norms that we establish as a staff member. It is based on 
acknowledgement by the professional educator that every person has worth and the right to be treated 
with dignity and that we serve as role models to young adults. This demands that as an educator, we 
have a responsibility to demonstrate the pursuit of truth and devotion to excellence. The educator 
exemplifies a commitment to growth, exercises professional judgment, and personifies integrity. The 
educator strives to maintain and to serve as an appropriate role model and representative of The 
Greene School. 

 
To uphold these commitments, the educator must: 

I. Have a Commitment to the Student 
A. Protects students from conditions within the educator’s control that circumvent 

learning or are detrimental to the health and safety of students. 
B. Maintains an appropriate relationship with students in all settings; does not encourage, 

solicit, or engage in a sexual or romantic relationship with students, nor touch a 
student in an inappropriate way for personal gratification, with intent to harm, or out 
of anger. 

C. Evaluates students and assigns grades based upon the students’ demonstrated 
competencies and performance using the grading system and philosophy implemented 
at The Greene School. 

D. Disciplines students justly and fairly and does not deliberately embarrass or humiliate 
them. 

E. Holds in confidence information learned in professional practice except for professional 
reasons or in compliance with pertinent regulations or statutes. 

General Employee Practices 
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F. Refuses to accept significant gifts, favors, or additional compensation that might 
influence or appear to influence professional decisions or actions. 

 
II. Commitment to the School and the School Board of Directors 

A. Utilizes available resources to provide a classroom climate conducive to learning and to 
promote learning to the maximum possible extent. 

B. Acknowledges the diverse views of students, parents and legal guardians, and 
colleagues as they work collaboratively to shape the educational goals, policies, and 
decisions; does not proselytize for personal viewpoints that are outside the scope of 
professional practice. 

C. Signs a contract in good faith and does not abandon contracted professional duties 
without a substantive reason. 

D. Participates actively in professional decision-making processes and supports the 
expression of professional opinions and judgments by colleagues in decision-making 
processes or due process proceedings. 

E. When acting in an administrative capacity: 
• Acts fairly, consistently, and prudently in the exercise of authority with 

colleagues, subordinates, students, and parents and legal guardians. 
• Evaluates the work of other educators using appropriate procedures and 

established statutes and regulations. 
• Protects the rights of others in the educational setting, and does not retaliate, 

coerce, or intentionally intimidate others in the exercise of rights protected by 
law. 

• Recommends persons for employment, promotion, or transfer according to 
their professional qualifications, the needs and policies of The Greene School 
and according to the law. 

III. Commitment to the Profession 
A. Provides accurate credentials and information regarding licensure or employment and 

does not knowingly assist others in providing untruthful information. 
B. Takes action to remedy an observed violation of the Code of Ethics for The Greene 

School staff members and promotes understanding of the principles of professional 
ethics. 

C. Pursues growth and development in the practice of the profession and more specifically 
Expeditionary Learning and Environmental Literacy and uses that knowledge in 
improving the educational opportunities, experiences, and performance of students and 
colleagues. 

 
As a professional member of The Greene School you will adhere to the standards of professional 
conduct contained in this document. Any intentional act or omission that violates these standards is 
prohibited and will result in formal action. 
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1. Personal Conduct 
The staff member shall serve as a positive role model for students, parents, and the community. 
Because the educator is entrusted with the care and education of adolescents, the educator 
shall demonstrate a high standard of personal character and conduct. 

 
2. Honesty 

The staff member shall not engage in conduct involving dishonesty, fraud, deceit, or 
misrepresentation in the performance of professional duties. 

3. Proper Remunerative Conduct 
The staff member shall NOT solicit current students or parents of students to purchase 
equipment, supplies, or services from the educator in a private remunerative capacity. A staff 
member shall not tutor for remuneration students currently assigned to the educator’s classes. 
A staff member shall not accept any compensation, benefit, or thing of value other than the 
staff member’s regular compensation for the performance of any service that the educator is 
required to render in the course and scope of the staff member’s employment. 

4. Conduct with Students 
The staff member shall treat all students with respect. The staff member shall not commit any 
abusive act or sexual exploitation with, to, or in the presence of a student, whether or not that 
student is or has been under the care or supervision of that staff member, as defined below: 

• Any use of language that is considered profane, vulgar, or demeaning; 
• Any sexual act; 
• Any solicitation of a sexual act, whether written, verbal, or physical; 
• Any act of child abuse, as defined by law; 
• Any act of sexual harassment, as defined by law; and 
• Any intentional solicitation, encouragement, or consummation of a romantic or physical 

relationship with a student, or any sexual contact with a student. The term “romantic 
relationship” shall include dating the student; 

• Confidential information. The educator shall keep in confidence personally identifiable 
information regarding students or their family members that has been obtained in the 
course of professional service, unless disclosure is required or permitted by law or 
professional standards or is necessary for the personal safety of the student or others. 

5. Rights of Others 
The staff member shall not willfully or maliciously violate the constitutional or civil rights of a 
student, parent/legal guardian, or colleague. 

6. Alcohol or Controlled Substance Abuse 
The staff member shall not: 

• Be under the influence of, possess, use, or consume on school premises or at a school- 
sponsored activity a controlled substance without a prescription authorizing such use; 

• Be under the influence of, possess, use, or consume an alcoholic beverage or a 
controlled substance on school premises or at a school-sponsored activity involving 
students; or 



17  

• Furnish alcohol or a controlled substance to any student except as indicated in the 
professional duties of administrating legally prescribed medications. 

7. Compliance with Criminal Laws 
The staff member shall not commit any criminal act or any felony under the laws of the United 
States or the state of Rhode Island 

8. Public Funds and Property 
The staff member shall not misuse public funds or property, funds of a school-related 
organization, or colleague’s funds. The staff member shall account for funds collected from 
students, colleague, or parents/legal guardians. The staff member shall not submit fraudulent 
requests for reimbursement, expenses, or pay. 

9. Scope of Professional Practice 
The staff member shall not perform any act for which licensure is required by the rules of the 
Board of Reagents during any period in which the educator’s license has been suspended or 
revoked. 

10. Conduct Related to Ethical Violations 
The staff member shall not directly or indirectly use or threaten to use any official authority or 
influence in any manner that tends to discourage, restrain, interfere with, coerce, or 
discriminate against any subordinate or any licensee who in good faith reports, discloses, 
divulges, or otherwise brings to the attention of The Greene School Board of Directors and/or 
Head of School, or any other public agency authority to take remedial action, any facts or 
information relative to actual or suspected violation of any law regulating the duties of persons 
serving in The Greene School, including but not limited to these rules. 

 
Dress Code 
We as a school believe that it is important to dress appropriately as facilitators of instruction and 
profession. All staff should dress professionally for the day’s activity and dress business casual. This 
attire includes: 

1. Collared shirts, blouses, or sweater, 
2. The Greene School collared polo, 
3. Slacks, khakis, corduroy, and knee-length skirts or dresses, 
4. Clothes should be laundered and pressed. 

On fieldwork days, teachers are encouraged to wear The Greene School collared polo and should appear 
dressed-up. When completing fieldwork such-as hiking or farm work, teachers are permitted to wear the 
TGS t-shirt and jeans. 

Confidentiality 
The Greene School staff members are required to preserve the confidentiality of any and all records 
containing personally identifiable information. Student and staff member records may be confidential by 
virtue of the Family Educational Rights and Privacy Act (FERPA), the Individuals with Disabilities 
Education Act (IDEA), state privacy laws, and other laws and regulations. 

 
Staff members of the School may not disclose personally identifiable information about students or staff 
member members unless they are certain that such disclosure is permitted by law. 
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All staff members are required to sign a Confidentiality Policy Acknowledgement Form, which is retained 
in the personnel files. The requirement may be extended to consultants, independent contractors, 
volunteers, or any other persons deemed appropriate by the administration of the School. 

 
FERPA at http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html. 
IDEA at http://idea.ed.gov/. 

 
Use of Technology 
All employees who receive laptops are reminded that these machines are school property. All efforts 
should be made to safeguard equipment and should be used in a manner consistent with the 
educational profession. 

The following regulations outline appropriate use of technology: 

§ Staff members should have no expectation or guarantee of privacy when using the school’s 
laptops. 

§ Email messages concerning official school business may be considered public records that are 
subject to disclosure under Rhode Island public records law. In addition, email messages 
regarding students may be student records under the FERPA Act. 

§ Use of all communications (electronic or written) reflect upon The Greene School. TGS 
employees should communicate in a professional manner with proper spelling and grammar. 

§ Be mindful of social media as students, families, and community members may conduct a search 
of you. 

Communication 
Teachers are expected to have read all emails before the start of the school day and should re-check 
email before going home at the end of the work day. Communication with families and staff should offer 
the policies outlined in the Use of Technology section of this handbook and all emails or phone 
messages should be addressed in a timely manner. Staff are expected to respond to students and 
families within a 24-hour time period. 

Remember that your tone cannot be heard in e-mail. E-mail communication cannot convey the nuances 
of verbal communication. In an attempt to infer tone of voice, some people use emoticons, but use 
them sparingly so that you don't appear unprofessional. Also, a smiley won’t necessarily diffuse a 
difficult message. 

School Cancellation 
The decision to change the normal school/workday schedule is made by the Head of School. 

 
The Greene School will post the cancellation and/or delayed opening with the Rhode Island 
Broadcasters Association and send an e-mail as soon as a decision has been reached. 

 
If school is cancelled or closes before the start of the workday, staff members will be compensated as 
follows: 
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• Certified and non-certified staff will make up the day based on the change of the calendar either 
as a Professional Development day or a regular instructional day. 

• 12-month employees will be expected to report or take a Paid Time Off (PTO) in exchange for 
the day as long as roads are passable. 

 
If school is not cancelled and a staff member decides not to report, he/she must take a Paid Time Off 
day. 

Virtual Snow Days 
In the event that the Head of School must cancel, they may choose to call for a virtual day using the 
Rhode Island Broadcasters Association. 

When a virtual day is called, teachers are expected to post an assignment to their Google Classroom by 
10:00 a.m. Teachers are expected to monitor participation and completion of work for each of their 
academic classes; this includes emailing and calling students who do not check-in by 10:30 a.m. 

A virtual school day lasts from 10:00 a.m. to 5:00 p.m. Teachers should be present and attend to 
students, co-workers, and email throughout this time. 

Absences 
In the event that a staff member needs to take a day off from work for illness, they should communicate 
before 6:30 am or as soon as possible on the day of absence to the Head of School. 

 
Substitute teacher coverage is to be communicated through text to the Head of School. 

 
Team Meetings 
Meetings occur regularly between various groups of educators, support staff, instructional guide, and 
administrators and at various times. Team meeting priorities are listed below: 

• Student Needs: Reviewing individual student needs for academic or behavior interventions 
• Learning Expeditions: Planning/documenting expeditions or elements of expeditions, 

including curriculum, fieldwork, and culminating events 
• Curriculum Coordination: Aligning assessment and project calendars to avoid heavy student 

workloads across classes; clarifying accommodation and modification needs for 
assessments, etc. 

• Instructional Focus: Instructional support through looking at student and teacher work, 
paired with coaching from school instructional leaders or specialists 

• Crew curriculum and expectations 
• Documentation: Agendas and Minutes from meetings will be distributed and made 

available for review and reflection. 
 
Possible Team Meeting Rotations 

Meeting Time 
Staff member Meetings Monthly meetings from 3:00-3:42 pm on a Monday rotation (1st 

Monday) 
SIT Meetings As needed 
LT Meetings Weekly on Monday at 7:00am 
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Special Education Department meetings 
and IEP meetings 

TBD by Special Education Department 

Grade Level Expedition Meetings During Common Planning Time every other day. School-wide 
department meetings may be scheduled as needed. 

Crew Meetings and 
Department Meetings 

Monthly meetings from 
3:00 – 3:45 pm on Monday 

New Teacher Forum Meetings for all new staff to discuss successes and areas of need 
for support. TBD by group leader. 

 
 
Participation in Political and Civic Activities 
The Greene School recognize that staff have the same fundamental civic responsibilities and privileges 
as other citizens. Among these are campaigning for an elective public office and holding an elective or 
appointive office. In connection with campaigning, an employee will not: use the Schools’ facilities, 
equipment or supplies; discuss his/her campaign with school personnel or students during the working 
day; use any time during the working day for campaigning purposes. Under no circumstances will 
students be pressured into campaigning for any staff member. 

Tobacco-Free and Drug-Free Workplace 
The Greene School will maintain a tobacco-free and drug-free workplace. Staff members may not use 
substances or be in possession of marijuana or alcohol while on duty, on The Greene School property, or 
in the presence of students. Any violations of this policy will be grounds for disciplinary action up to and 
including immediate termination of employment. 

Smoking of cigarettes or vape may not occur on school property or at school functions and should never 
to be visible to others. 

No staff member shall attend a school function while under the influence of a controlled substance. 

Child Abuse Prevention 
Under Rhode Island Law, a mandated reporter who has reasonable cause to believe that a child under 
the age of eighteen years is suffering physical or emotional injury resulting from abuse, including sexual 
abuse, or from neglect, shall immediately report such condition to the Department of Children and 
Youth and Families (“DCYF”). Every employee of The Greene School is a mandated reporter. 

 
In The Greene School, mandated reporters must report directly to either the Head of School or Principal 
first. Together, the mandated reporter and Head of School or Principal will take action with DCYF. The 
mandated reporter must make the report orally to DCYF immediately, and then make a written report to 
DCYF within 48 hours. R.I. General Laws § 40-11-1; § 40-11-2(1); § 40-11-3. 

 
DCYF maintains a statewide toll-free telephone number twenty-four hours a day, seven days a week for 
receiving reports of child abuse or neglect. The DCYF telephone number is 1-800-742-4453 (1-800-RI 
CHILD). All telephone reports of abuse or neglect are electronically recorded by DCYF, which is required 
to keep such reports confidential. § 40-11-13. 

 
Any person required to report known or suspected child abuse or neglect who knowingly fails to do so, 
or knowingly prevents another person from doing so, is guilty of a misdemeanor and subject to a fine of 
up to $500.00 and/or imprisonment for up to one (1) year. In addition, that person is civilly liable for the 
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damages caused by his failure to report or prevention of another person from reporting. R.I. Gen. Laws § 
40-11-6.1. 

 
The Greene School wholeheartedly endorses the State's policy and will enforce that policy within the 
School setting. The School will neither condone nor tolerate any form of child abuse or neglect by any 
staff member. Nor will the School accept the failure of any staff member to immediately report their 
reasonable knowledge or suspicion of such child abuse or neglect by any person, including a staff 
member or parent. 

 
Failure to report child abuse may result in termination of employment. 

 
 

Differentiation 
The Greene School learning community is home to students from many cities and towns across Rhode 
Island. This great diversity brings with it a diversity in curriculum and instructional needs. Teachers are 
expected to appropriately differentiate each lesson to ensure rigor for all students. This means 
differentiation may need to occur at five levels: 

1. Honors 
2. College Prep 
3. English Language Learners 
4. IEP / 504 Accommodations 
5. IEP Modifications 

Support is available to teachers in meeting this expectation. 

Classroom Consistencies 
All classrooms share the following practices: 

1. Daily Plan of the Day (POD) including: 
a. Daily learning targets 
b. D.LT aligned activities (i.e. Workshop or Workshop 2.0) 
c. Assessment structure (AfL; AoL) 

2. Expedition/Unit Guiding Questions 
3. School-Wide Habits of Work 
4. Displayed Student Work 
5. Seating Chart 
6. Posted School Mission, Student Code of Conduct, and emergency evacuation plan 
7. System for students leaving and returning to class 
8. Keep class neat, safe, organized, and student desks free from graffiti 

 
Teachers design and share course syllabi (that include course learning targets) for each expedition and 
regularly reference it during the course of the year. 

Instructional Expectations 
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Substitute Plans 
If a teacher is absent, he/she must submit comprehensive lesson plans to the Head of School, in addition 
to posting work on Google Classroom and providing  copies of all needed papers.  The plans must 
include the following: 

• Summary of current unit of study for context 
• Sub-friendly daily target 
• Clear outline with approximate times for each activity 
• Classroom norms and expectations for the lesson 
• “Go To” student(s) that will help them with norms and expectations in the classroom 
• Printed attendance roster 
• Seating charts for each class 
• Emergency plans for fire drills 
• Student Health alerts 

 
 

Morning Meeting 
The entire school community gathers together each morning in the common room to set the pace for 
the day. Morning Meeting is intended to serve as an opportunity for both staff and students to greet 
each other, celebrate teaching and learning, share fieldwork experiences, discuss issues of importance 
to the community and issues of importance to the national and world. 

All teachers are expected to facilitate at least one Morning Meeting on a topic of their choosing during 
the school year. Additionally, after each fieldwork experience, teachers are expected to develop a 
polished presentation with students. 

All staff must be present in the common room to engage with students by 7:55 am. 

Community Meeting 
Community Meetings occur at various times throughout the school year and may include school-wide 
events such-as Peace Fest, Spirit Week, or guest speakers. Community Meetings are scheduled on an as- 
needed basis by school leadership. 

All teachers are expected to present and participate actively in Community Meetings from beginning to 
end. 

Crew 
An EL Education school culture is planned for, developed, and sustained through practices that bring the 
community together, promote shared understandings, and encourage all community members to 
become crew, not passengers. 

Crew at The Greene School meets 4 days per week and a primary modality for building and maintaining 
the culture and climate. Teachers use the school-wide scope and sequence, including Learning Targets, 
and collaborates in grade-level teams to deliver programming. 

Community-Based Structures 
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Statement of Policy 
Certain Designated Persons must disclose and in some instances, refrain from engaging in business 
practices or conduct which would constitute a conflict between their personal interests and the 
interests of the School. However, all staff member and volunteers, including those not formally 
identified as Designated Persons, have an obligation to address both the substance and appearance of 
actual and potential conflicts of interest and, if they arise, to disclose them. 

A. “Designated Persons” shall include the following: 
1. All members of the Board of Directors of the School; 
2. The Head of School, the Office Manager, and the Business Office staff member. 
3. All members of committees established by the bylaws of the School; and 
4. Any other persons which the Board of Directors may from time to time designate. 

B. “Family, Family Member, etc.” – shall include any close relation by blood or marriage and/or 
any person residing with the “Designated Person” 

C. “Substantial Financial Interest” – shall mean any financial interest, except that 
“substantial financial interest” shall not include the ownership of securities which meet the 
following conditions: (1) the securities are listed on a recognized stock exchange or traded on a 
regular over-the-counter basis; and (2) the combined holdings of the securities by the 
“Designated Person” and member of his/her family constitutes less than five percent (5%) of the 
outstanding securities of the corporation. 

D. “Organization” – shall mean any corporation, individual partnership or other business entity. 
E.  “Consultant, Consulting, etc.” – shall mean the performing of any service for which any form of 

remuneration is received. This includes the rendering of advice, providing technical expertise, 
serving as a speaker or lecturer, evaluating existing or proposed products, etc. 

F.  “Organization Doing or Seeking to Do Business with the Corporation” – shall mean any present 
or potential supplier of products and/or services and will include manufacturers, distributors, 
purchasing – related organizations or alliances, consulting, accounting or law firms, employment 
or travel agencies or any other entity which may be remunerated by the School, its subsidiaries 
or affiliates as a result of service which it may perform for any of them. 

 
Responsibilities Under this Policy 
It shall be the responsibility of all Designated Persons to disclose situations which may potentially give 
rise to a conflict of interest. Examples of such situations include, but are not limited to, a person or 
family member who participates in one of the following activities with respect to an organization doing 
or seeking to do business, or in the same or similar line of business with the School 

A. Holds a substantial financial interest in such an organization; 
B. Serves as a trustee, director or officer of such an organization; 
C. Serves as a consultant to such an organization; 
D. Is an influential staff member of such an organization; or 
E. Accepts gifts, loans, travel services and entertainment or other favors from such an 

organization. Additional examples are when the person or family, buys, sells or leases any kind 
of property, facilities, supplies or equipment to or from the School, and when the staff member 
devotes time or energy during the staff member working hours to activities which serve the 
interest of any other organization. 

 
Administration – this policy shall be administered as follows: 

Conflict of Interest Policy 
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A. Each Designated Persons shall be required to provide the School with an initial and thereafter 
annual statement attesting: 

a. that the Designated Person has read and is familiar with the policy, and 
b. that the Designated Person and to the best of the Designated Person’s knowledge no 

family member has in the past, is presently or plans to engage in any activity which 
contravenes this policy. 

B. If, at the time during the course of employment or association, a Designated Person has reason 
to believe that an existing or contemplated activity may contravene this policy, the person shall 
submit a full written description of the activity to the Board of Directors and seek a 
determination as to whether the contemplated activity does or does not contravene this policy. 

a. The Head of School or his/her designee shall determine the applicability of this policy to 
individual situations and shall determine whether a Designated Person shall be 
instructed to cease participation in an existing activity, be prohibited from participating 
in a contemplated activity, be disqualified from action on the recommendation/decision 
process, must abstain from voting on issues, and whether and to what extent corrective 
measures and/or disciplinary action in the enforcement of this policy is warranted. 

 
Penalty for Non-Compliance: 
Failure on the part of any designated person to comply with this policy, including failure to submit in a 
timely fashion the statement required by Administration (Section IV) above will be grounds for removal 
from his/her position and/or termination. 

 
Administration of the policy regarding non-compliance and/or non-disclosure will follow the steps 
identified above for review and determination of the appropriate action. 

 

Nature of Employment 
Noncertified employment with The Greene School is at will. It is entered into voluntarily, and staff 
members are free to resign at any time, with or without cause. Similarly, The Greene School may 
terminate the employment relationship at any time, with or without notice or cause, so long as there is 
no violation of applicable federal or state law. 

 
For certified staff members, The Greene School adheres to the Rhode Island General Law Title 16 
Education includes Chapter 16-13 Teachers’ Tenure. 

 
A year of tenure service is earned during a school year in which a certified educator is subject to the 
statute works in the school or on school related business for 135 or more of the 180 school days. Paid 
time off does not include as part of the 135 days. To qualify for tenure, a teacher must successfully 
complete three years of tenure service out of five successive school years. 

 
Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to 
constitute contractual obligations of any kind or a contract of employment between The Greene School 
and any of its staff members. 

 
The provisions of the handbook have been developed at the discretion of management and, 
except for its policy of employment-at-will, may be amended or cancelled at any time at the discretion 
of the Board of Directors. 

Employee Benefits 
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These provisions supersede all existing policies and practices. 
 
Health Insurance 
Regular full-time staff member members are eligible to elect group health insurance through The 
Greene School. Staff member members may elect to cover themselves, and, if applicable, their spouses 
and/or children. Spouses may include those who are legally married, those who fit the definition of 
common law spouse, or same sex domestic partners who meet criteria defined by the insurance carrier. 
Children may include the staff member’s unmarried natural and/or legally adopted children, or children 
for whom the staff member has been granted legal guardianship. Except in certain circumstances, 
children must be under the age of 26. 

 
Health insurance becomes effective the first day of the month following or coinciding with the date of 
hire. Coverage ceases at the end of the month in which eligibility ends. There is an open enrollment at 
which time staff member can add, drop, or change their level of coverage. Staff member can also change 
levels of coverage at other times during the year upon the occurrence of certain qualifying events. 

 
Costs for health insurance are outlined in information packages distributed prior to the open enrollment 
period and upon hire. Staff members’ paychecks are generally reduced by the amount of the 
appropriate staff member cost of health insurance on a pre-tax basis. This pre-tax plan is governed by 
Internal Revenue Service regulations. Staff members may opt out of the pre-tax arrangement by 
completing a waiver form that is available in the Human Resource (HR) Office. 

 
Additional information and the insurance contract are available from the HR staff member. 

 
Dental Insurance 
Regular full-time staff member members are eligible to elect group dental insurance through The 
Greene School. Staff member members may elect to cover themselves, and, if applicable, their spouses 
and/or children. Children may include the staff member’s unmarried natural and/or legally adopted 
children, or children for whom the staff member has been granted legal guardianship. Except in certain 
circumstances, children under the age of 26. 

 
Costs for dental insurance are outlined in information packages distributed prior to the open enrollment 
period and upon hire. Additional information about dental insurance and the insurance contract are 
available from the Human Resource Office. 

 
Short Term Disability Insurance 
The School participates in the State of Rhode Island temporary disability insurance program, which is an 
employee payroll deduction. 

 
Long Term Disability Insurance 
All regular full-time staff members are covered by The Greene School’s long-term disability policy 
effective the first day of the month following or coinciding with the date of hire. 

 
The Greene School pays all premiums to maintain this policy, which is designed to benefit staff members 
who suffer from long term, disabling illnesses or injuries that prevent them from working. The policy 
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pays a maximum benefit of 60 percent of earnings to a maximum of $4,000 per month. Benefits accrue 
after a ninety-day elimination period. There are benefits for partial disability as well as total disability. 
Disabilities from self-inflicted injuries, drug or alcohol use, or work-related injuries are not covered by 
this insurance policy. 

 
Please refer to the insurance contract which is available through human resources for contract details. 

Group Term Life and AD&D Insurance 
All regular full-time staff member members are covered by The Greene School’s group term life and 
accidental death and disability policy effective the first day of the month following or coinciding with the 
date of hire. 

 
The Greene School pays all premiums to maintain this policy. Coverage ends the last day of the month in 
which an staff member terminates employment or is no longer eligible. However, conversion or 
portability provisions are available which permit a terminated staff member to continue their coverage. 

 
Eligible staff members receive paid life insurance coverage in the amount of $50,000. 

 
Please refer to the insurance contract which is available in the Human Resource office for contract 
details. 

 
COBRA 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives staff members and their 
qualified beneficiaries the opportunity to continue health insurance coverage under The Greene 
School’s health plan when a "qualifying event" would normally result in the loss of eligibility. 

 
Some common qualifying events are resignation; termination of employment; death of a staff member; 
a reduction in a staff member's hours; a leave of absence; a staff member's divorce or legal separation; 
and a dependent child no longer meeting eligibility requirements. 

 
Under COBRA, the staff member or beneficiary pays the full cost of coverage at The Greene School’s 
group rates. The School provides each eligible staff member with a written notice describing rights 
granted under COBRA when the staff member becomes eligible for coverage under the School’s health 
insurance plan. The notice contains important information about the staff member's rights and 
obligations. 

 
 

Family 
In accordance with the Family and Medical Leave Act of 1993, as amended (“FMLA”), and the Rhode 
Island Family Medical Leave Act, The Greene School will grant job-protected unpaid family and medical 
leave to eligible staff members for up to 13 weeks per 12-month period for any one or more of the 
following reasons: 

 
A. The birth of a child and in order to care for such child or the placement of a child with the 

staff member for adoption or foster care (leave for this reason must be taken within the 12- 
month period following the child's birth or placement with the staff member); or 

Family and Medical Leave 
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B.  In order to care for an immediate family member (spouse, child, or parent) of the staff 
member if such immediate family member has a serious health condition; or 

C. The staff member's own serious health condition that makes the staff member unable to 
perform the functions of his/her position. 

D. Exigent Circumstances Leave: to handle a qualifying exigency for a covered military member 
who is the parent, spouse, or child of the eligible staff member. 

 
Military 
The School also will grant job-protected unpaid FMLA military caregiver leave to eligible staff members 
for up to 13 weeks per 12-month period in order to care for a covered service member with a serious 
injury or illness that occurred in the line of duty on active duty who is the parent, spouse, child, or next 
of kin of the covered service member. 

 
Definitions of FMLA 
Definitions 

A. "12-Month Period" means a rolling 12-month period measured backward from the date leave is 
first taken. 

B.  "Spouse" means a husband or wife as defined or recognized under state law for purposes of 
marriage, including common law marriage, and does not include unmarried domestic partners. 
If both spouses work for the School, their total leave in any 12-month period may be limited to 
an aggregate of 13 weeks if the leave is taken for either the birth or placement for adoption or 
foster care of a child or 12 weeks to care for a sick parent, or an aggregate of 13 weeks to care 
for a covered service member. 

C. "Child" means a child either under 18 years of age, or 18 years of age or older who is incapable 
of self-care because of a mental or physical disability. An staff member's "child" is one for whom 
the staff member has actual day to day responsibility for care and includes a biological, adopted, 
foster, or step-child. 

D. “Parent” means a biological parent of a staff member or an individual who stood in loco parent 
is to a staff member when the staff member was a son or daughter. 

E. “Covered Military Member” for purposes of Exigent Circumstances Leave means those 
members called or ordered to active duty as part of a contingency operation, who are retired 
members of the Regular Armed Forces, or members of the retired Reserve, the Ready Reserve, 
the Select Reserve, the Individual Ready Reserve, or the 
National Guard. It does not include members of the Regular Armed Forces. 

F. “Next of Kin” means the nearest blood relative other than a spouse, parent, or child, 
with priority given to blood relative who have been given legal custody, followed by brothers, 
sisters, grandparents, aunts and uncles, and first cousins. The service member also may 
designate the next of kin in advance. 

G. “Qualifying Exigencies” means (1) short-notice deployment; (2) attendance at military events 
and related activities; (3) childcare and school activities: where as a result of the military 
member’s active duty or call to active duty status, the covered staff member is required to 
arrange for alternative childcare arrangements, provide childcare on an urgent, immediate 
basis, enroll or transfer a child to a new school or daycare center, or attend meetings with staff 
member at a school or daycare facility; (4) financial and legal arrangements: a covered staff 
member may take leave to make financial or legal arrangements that address the covered 
military member’s absence while on active duty or call to active duty status; (5) counseling; (6) 
rest and recuperation (for which a staff member may use up to five (5) days of leave to spend 
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with a covered service member for each instance of rest and recuperation during the period of 
deployment up to a maximum total of twelve (12) weeks); (7) post-deployment activities, 
including attendance at arrival ceremonies and reintegration briefings; and (8) additional 
activities where the employer and staff member agree to the leave. 

H.  "Serious Health Condition" means an illness, injury, impairment, or a physical or mental 
condition that involves: 

a. Inpatient care in a hospital, hospice, or residential medical care facility; or 
b. Any period of incapacity requiring absence from work for more than three calendar days 

AND that involves continuing treatment by a health care provider; or 
c.  Continuing treatment by a health care provider for a chronic or long-term health 

condition that is incurable or which, if left untreated, would likely result in a period of 
incapacity of more than three calendar days; or 

d. Prenatal care by a health care provider. 
I. "Continuing Treatment" means: 

a. Two or more visits to a health care provider within 30 days of the beginning of the 
period of incapacity; or 

b. Two or more treatments by a health care practitioner on referral from, or under the 
direction of, a health care provider; or 

c. A single visit to a health care provider that results in a regimen of continuing 
treatment; or 

d. In the case of a serious, long-term or chronic condition or disability that cannot be 
cured, being under the continuing supervision of a health care provider by visiting the 
health care provider for the condition or disability at least two times per year. 

J. “Instructional staff members” are those whose principal function is to teach and instruct 
students in a class, a small group, or an individual setting. This term includes not only teachers, 
but also athletic coaches, driving instructors, and special education assistants such as signers for 
the hearing impaired. It does not include teacher assistants or aides who do not have as their 
principal job actual teaching or instructing, nor does it include auxiliary personnel such as 
counselors, psychologists, or curriculum specialists. It also does not include cafeteria workers, 
maintenance workers, or bus drivers. 

 
Coverage and Eligibility 
To be eligible for family/medical leave a staff member must have worked for the School for at least 12 
months (but not necessarily 12 consecutive months) and have worked at least 1250 hours during the 
previous 12 months. 

 
For instructional staff members, leave taken for a period that ends with the school year and begins the 
next semester is leave taken consecutively rather than intermittently. The period during the summer 
vacation when the staff member would not have been required to report for duty is not counted against 
the staff member's FMLA leave entitlement. An instructional staff member who is on FMLA leave at the 
end of the school year must be provided with any benefits over the summer vacation that staff 
members would normally receive if they had been working at the end of the school year. 

 
Intermittent or Reduced Leave 
A staff member may take leave intermittently (a few days or a few hours at a time) or on a reduced 
leave schedule to care for an immediate family member with a serious health condition or because of a 
serious health condition of the staff member when medically necessary. The staff member may be 
required to transfer temporarily to a position with equivalent pay and benefits that better 
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accommodates recurring periods of leave when the leave is planned based on scheduled medical 
treatment. 

 
If an eligible instructional staff member needs intermittent leave or leave on a reduced leave schedule 
to care for a family member, or for the staff member's own serious health condition, which is 
foreseeable based on planned medical treatment, and the staff member would be on leave for more 
than 20 percent of the total number of working days over the period the leave would extend, the School 
may require the staff member to choose either to: 

 
e. Take leave for a period or periods of a particular duration, not greater than the duration 

of the planned treatment; or 
f. Transfer temporarily to an available alternative position for which the staff member is 

qualified, which has equivalent pay and benefits, and which better accommodates 
recurring periods of leave than does the staff member's regular position. 

 
These rules apply only to a leave involving more than 20 percent of the working days during the period 
over which the leave extends. For example, if an instructional staff member who normally works five 
days each week needs to take two days of FMLA leave per week over a period of several weeks, the 
special rules would apply. 

 
Staff members taking leave which constitutes 20 percent or less of the working days during the leave 
period would not be subject to transfer to an alternative position. “Periods of a particular duration” 
means a block, or blocks, of time beginning no earlier than the first day for which leave is needed and 
ending no later than the last day on which leave is needed, and may include one uninterrupted period of 
leave. 

 
If an instructional staff member does not give required notice of foreseeable FMLA leave to be taken 
intermittently or on a reduced leave schedule, the School may require the staff member to take leave of 
a particular duration, or to transfer temporarily to an alternative position. Alternatively, the School may 
require the staff member to delay the taking of leave until the notice provision is met. 

 
Substitution of Paid and Unpaid Leave 
A staff member must use accrued Paid Time Off concurrently with family/medical leave taken. Requests 
for all paid leaves shall be in accordance with the School’s Paid Time Off policies. 

 
Notice Requirement 

A. A staff member is required to give 30 days’ notice in the event of a foreseeable leave. A 
"Request for Family/Medical Leave" form should be completed by the staff member and 
returned to the Human Resource. In unexpected or unforeseeable situations, a staff member 
should provide as much notice as is practicable, usually verbal notice within one or two business 
days of when the need for leave becomes known, followed by a completed "Request for 
Family/Medical Leave" form. 

B. If a staff member fails to give 30 days’ notice for a foreseeable leave with no reasonable excuse 
for the delay, the leave will be denied until 30 days after the staff member provides notice. 

C. When planning medical treatment, an staff member must make a reasonable effort to schedule 
the leave so as not to unduly disrupt the School’s operations, subject to the approval of the 
health care provider. 

D. Instructional Staff members 
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a. If an instructional staff member begins leave more than five weeks before the end of a 
term the School may require the staff member to continue taking leave until the end of 
the term if: 

i. The leave will last at least three weeks, and 
ii. staff member would return to work during the three-week period before the 

end of the term. 
b. If the staff member begins leave for a purpose other than the staff member's own 

serious health condition during the five-week period before the end of a term, the 
School may require the staff member to continue taking leave until the end of the term 
if: 

i. The leave will last more than two weeks, and 
ii. The staff member would return to work during the two-week period before the 

end of the term. 
c. If the staff member begins leave for a purpose other than the staff member's own 

serious health condition during the three-week period before the end of a term, and the 
leave will last more than five working days, the School may require the staff member to 
continue taking leave until the end of the term. 

 
For purposes of this section, “academic term” means the school semester, which typically ends in the 
month of January, in early spring of the calendar year and the end of spring each school year. In no case 
may a school have more than two academic terms or semesters each year for purposes of FMLA. An 
example of leave falling within these provisions would be where a staff member plans two weeks of 
leave to care for a family member which will begin three weeks before the end of the term. In that 
situation, the School may require the staff member to stay out on leave until the end of the term. 

 
If a staff member chooses to take leave for “periods of a particular duration” in the case of intermittent 
or reduced schedule leave, the entire period of leave taken will count as FMLA leave. In the case of a 
staff member who is required to take leave until the end of an academic term, only the period of leave 
until the staff member is ready and able to return to work shall be charged against the staff member's 
FMLA leave entitlement. The School has the option not to require the staff member to stay on leave 
until the end of the school term. Therefore, any additional leave required by the employer to the end of 
the school term is not counted as FMLA leave; however, the employer shall be required to maintain the 
staff member’s group health insurance and restore the staff member to the same or equivalent job 
including other benefits at the conclusion of the leave as stated below. FMLA leave is not considered a 
break in service for pension or retirement plan purposes. 

 

Medical Certification 
A. For leaves taken because of the staff member's or a covered family member's serious health 

condition, the staff member must submit the appropriate completed "Certification of Health 
Care Provider" form and return the certification to the School. Medical certification must be 
provided by the staff member within 15 days after requested. If the staff member fails to 
provide adequate certification within this time period, the School may delay leave until such 
certification is produced (except in cases of medical emergency). In the case of a medical 
emergency, the staff member must submit certification as soon as is reasonably possible. 

B. The School may require a second or third opinion (at its own expense), periodic reports on the 
staff member's status and intent to return to work, and a fitness-for-duty report to return to 
work. 



31  

C. All documentation related to the staff member's or family members medical condition will be 
held in strict confidence and maintained in the staff member's medical records file. 

 
Effects on Benefits 

A. A staff member granted a leave under this policy will continue to be covered under the School’s 
group health insurance plan and life insurance plan under the same conditions as coverage 
would have been provided if they had been continuously employed during the leave period. 

B. Staff member contributions will be required either through payroll deduction or by direct 
payment to the School. The staff member will be advised in writing at the beginning of the leave 
period as to the amount and method of payment. Staff member contribution amounts are 
subject to any change in rates that occurs while the staff member is on leave. 

C. If a staff member's contribution is more than 30 days late, the School may terminate the staff 
member's insurance coverage. 

D. If the School pays the staff member contributions missed by the staff member while on leave, 
the staff member will be required to reimburse the School for delinquent payments (on a payroll 
deduction schedule) upon return from leave. The staff member will be required to sign a written 
statement at the beginning of the leave period authorizing the payroll deduction for delinquent 
payments. 

E. If the staff member fails to return from unpaid family/medical leave for reasons other than (1) 
the continuation of a serious health condition of the staff member or a covered family member 
or (2) circumstances beyond the staff member's control (certification required within 30 days of 
failure to return for either reason), the School may seek reimbursement from the staff member 
for the portion of the premiums paid by it on behalf of that staff member (also known as the 
employer contribution) during the period of leave. 

F. A staff member is not entitled to seniority or benefit accrual during periods of unpaid leave but 
will not lose anything accrued prior to leave. 

G. No vacation days, sick days, or personal days are accrued while on leave. 
 

Job Protection 
A. If the staff member returns to work within 12 weeks following a family/medical caregiver leave 

or leave for the birth or placement of a child, he/she will be reinstated to his/her former 
position or an equivalent position with equivalent pay, benefits, status, and authority. 

B. The staff member's restoration rights are the same as they would have been had the staff 
member not been on leave. Thus, if the staff member's position would have been eliminated or 
the staff member would have been terminated but for the leave, the staff member would not 
have the right to be reinstated upon return from leave. 

C.  If the staff member fails to return to work on or before the previously agreed upon return to 
work date, in absence of further communication with the Human Resource designee, he/she will 
be considered to have abandoned his/her job. 

D. Should a staff member choose not to return to work during the 12-week leave, he or she should 
notify the Human Resource designee. Once notification is received, the staff member is no 
longer eligible for leave or any of the benefits associated with the leave. 

E. Certain highly compensated or “key staff members” may be denied restoration to their prior or 
equivalent position. Key staff members are those staff members who are among the highest 
paid ten percent of the staff members of the worksite. The worksite is defined by all the staff 
members employed by the school within a 75-mile radius. Denial is based on the following 
conditions: 

1. The denial is necessary to prevent substantial economic injury to the employer; 
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2. The employer has notified the staff member of his/her “key” status as well as its 
decision to deny restoration should the leave take place or continue; and 

3. The staff member elects not to return to work after being notified of the employer’s 
decision. 

 
The School will comply with any state law regarding family and medical leave that may vary from this 
policy. For additional information about state laws or this policy, please contact the Human Resource’s 
representative. 

 
School Involvement Leave 
A staff member who has been employed for twelve (12) consecutive months shall be entitled to a total 
of ten (10) hours of leave during any twelve (12) month period to attend school conferences or other 
school-related activities for a child of whom the staff member is the parent, foster parent, or guardian. 

 
The staff member must provide twenty-four (24) hours prior notice of the leave and make a reasonable 
effort to schedule the leave so as not to unduly disrupt the operations of the employer. 

 
Nothing in this section shall be construed to require the leave be paid; except that under this section, a 
staff member may substitute any accrued paid vacation leave or other appropriate paid leave for any 
part of the leave. 

 
Leave Without Pay 
Staff members who wish to extend a leave of absence beyond the time allowed under the Family and 
Medical Leave Act, or who wish to take an extended leave for purposes other than those covered by the 
Act, can do so only with the permission of their supervisors. 

 
Staff members, who are granted an extended leave of absence must pay the full cost of health insurance 
during the unpaid portion of the leave, may not utilize current or banked sick time, and receive no 
assurances regarding reinstatement to their positions with the School. 

 
 

Classroom Teachers, Certified Staff, and Specialists 
The compensation of staff member members who are certified by the Board of Education is governed by 
Rhode Island General Law § 16-77-4, which states “...teachers and administrators in charter schools shall 
be entitled to prevailing wages and benefits as enjoyed by other public school teachers and 
administrators within the school district...” 
http://www.rilin.state.ri.us/Statutes/TITLE16/16-77/16-77-4.HTM 

 

Salary rates are established on a ten-step scale in accordance with Rhode Island General Law § 16-7-29. 
The Business Office staff member and Head of School, with guidance from the Human Resources 
Committee, periodically review the rates in the context of market conditions and propose changes 
which are reviewed and approved by the Finance Committee. 
http://www.rilin.state.ri.us/Statutes/TITLE16/16-7/16-7-29.HTM 

Salary Administration 
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Regular full-time staff member members advance to the next salary step the following year if they work 
in school or on school related business 135 or more of the 180 school days in the current school year 
(represents ¾ of the school days). Paid time off used in the current year, count towards the 135 days. 

 
Part-time and regular part-time staff members advance to the next salary step the following year if they 
work in school or on school related business pursuant to an annual agreement three quarters ( ¾ ) or 
more of the number of their regularly scheduled days in the current school year. Paid Time Off used in 
the current year count towards the minimum number of days. 

 
Administrative Staff, Teaching Partners, and Maintenance Staff 
For positions, not subject to Rhode Island General Law § 16-77-4, compensation is determined by 
several factors, including job analysis and evaluation, the essential duties and responsibilities of the jobs, 
and salary survey data on pay practices of other employers. 

 
The Business Office staff member and Head of School, with guidance from the Human Resources 
Committee, periodically review the salary administration program and propose changes which are 
reviewed and approved by the Finance Committee. 

 

In-House Class Coverage 
In the case of no available substitute teachers, colleagues are expected to cover classes as requested by 
administration. Teachers may be compensated at a rate of $25 per coverage if asked to cover during a 
planning period on the day where only 1 planning period exists. 

 
Professional Development (off-site) 
For professional development that occurs off campus from The Greene School, reimbursement may be 
available. Staff members may be reimbursed for: 

• Transportation from airport to hotel; hotel to airport. 
• Mileage stipend will be reimbursed at the IRS mileage rate when required to attend an event or 

conference. Staff members are expected to carpool. 
• Daily food stipend is offered upon return with itemized receipts and may not include alcohol. 

The maximum per day meal allowance is $25.00 per dinner, $15.00 per lunch, and $10.00 per 
breakfast. The Greene School will only reimburse food receipts that are itemized and will not 
pay for any alcohol purchased. 

All expense reports must be approved by the Head of School upon return from travel and prior to 
issuance of reimbursement. 

Compensation Practices 
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 Part Time 10 month 11 month 12 month 
Paid time off Pro-rated 10 days 11 days 12 days 

 

Full-time staff members whose hire dates fall within the following periods are entitled to the 
corresponding number of paid time off days for the respective academic year: 

 
August 1 – November 30 10 days 
December 1 – March 31 5 days 
April 1 – June 30 2 days 

 
It is not necessary to obtain prior approval to use paid time off, but staff members are required to notify 
their supervisors with as much notice as possible. 

• Hourly staff members must work more than 30 hours per week to receive paid time off (PTO). 
• Staff members must provide medical documentation for paid time off in excess of three 

consecutive days. 
• PTO can only be used in .5 day or full day increments. 
• Staff members must provide medical documentation and/or have prior approval from the Head 

of School if they are absent the day before or after a holiday and/or holiday weekend. 
• Unused PTO will not be carried over or banked for future use. 
• Any staff members that have “banked” PTO days from the prior policy will carry those days until 

they have been used at the employee’s discretion. 
 
 
 

Bereavement 
All employees are eligible for paid bereavement leave when the grieving period occurs during regularly 
scheduled work. Regular part-time and part-time employees are eligible on a prorated basis using 
regularly scheduled hours. The length of bereavement leave depends on the relations of the deceased 
to the employee. The following are guidelines are in place: 

• Spouse, same sex domestic partner, child, and parent: Up to five (5) days 
• Brother, sister, step-child, step-sibling, mother-in-law, father-in-all, grandchild, grandparent, 

step-parent: Up to three (3) days 
• Brother-in-law, sister-in-law, grandparent-in-law: Up to one (1) day 

Relations are inclusive of spouse and same sex domestic partners. The Human Resources department 
may request verification from an employee. 

Military 
Regular full-time, regular part-time or part-time staff members of The Greene School who are called for 
training or active duty in the Uniformed Services of the Unites States are eligible for military leave. 

Paid Time Off – Salaried Employees 

Staff Member Leave Practices 
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The School will fully comply with the Uniformed Services Employment and Reemployment Rights Act 
(USERRA) with respect to compensation, benefit continuation, and job reinstatement rights. 

 
The School will follow federal requirements for any provisions not contained in this policy. 
United States Military reservists or members of the National Guard continue to receive their regular pay 
and benefits for up to two weeks per calendar year when they are away from their positions at The 
Greene School on account of a national, state, or local emergency, or for military training duty. 

 
They must remit to The Greene School compensation received for military duty, excluding payments for 
room and board. Copies of military orders and pay documentation must be submitted to their 
supervisors and to the Human Resource office. 

 
Members of the Uniformed Services with at least six months of service with The Greene School who are 
called to active duty (including extended training) are eligible for supplemental pay equal to the 
difference between the military compensation, excluding payments for room and board, and the staff 
members’ regular rate of pay for up to two months of active military service. Copies of military orders 
and pay documentation must be submitted to the Human Resources Office. 

 
A staff member will not receive both two weeks of regular pay and two months of supplemental pay for 
the same military leave request. 

 
Continuation of health insurance benefits is available as required by USERRA based on the length of the 
leave. 

 
Staff members on leave for up to 30 days are required to return to work on the first regularly scheduled 
day after the end of service, allowing for reasonable travel time. Staff members on longer military leave 
must apply for reinstatement in accordance with USERRA and applicable state laws. 

 
Staff members returning from military leave will be placed in the positions they would have attained had 
they remained continuously employed, or comparable ones depending on the length of military service. 
They will be treated as though they were continuously employed for purposes of determining benefits 
based on length of service. 

 
Contact the Human Resources office for additional information about military leave. 

 
Jury Duty 
The Greene School recognizes and respects its staff members’ obligation to make them available for jury 
service. Regular full-time and regular part-time staff members summoned to serve as jurors in federal, 
state, or local court proceedings are eligible for paid leave. 

 
Staff members summoned to jury service must provide a copy of the summons to their supervisors. If 
staff members are requesting a postponement from jury service for personal reasons, they must inform 
their supervisors they are requesting postponement and must provide a copy of the summons. 

 
The Greene School pays staff members on jury duty the difference between their regular pay and the 
compensation they receive for serving as jurors. They are expected to come to work when jury duty 
does not last an entire day. 
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Exempt staff members are expected to show judgment and responsibility by doing what they reasonably 
can to maintain continuity of their jobs while they are serving as jurors. Supervisors can ask staff 
members to seek postponement of jury service if the absence would cause serious operational 
difficulties for the School. 

 
Witness Duty 
The Greene School recognizes and respects its staff members’ civic obligation to appear in court as 
witnesses. 

 
Regular full-time and regular part-time staff members subpoenaed or otherwise requested to serve as 
witnesses in federal, state, or local court proceedings are eligible for paid leave. 

 
Staff members summoned to serve as witnesses must provide a copy of the summons to their 
supervisors. Exempt staff members are expected to show judgment and responsibility by doing what 
they reasonably can to maintain continuity of their jobs while they are serving as witnesses. 

 
Staff members do not receive paid witness leave to attend trials in which they are plaintiffs or 
defendants, or in which they are testifying for a fee as an expert witness. In such cases, staff members 
must use their personal paid time off days. 

 
 

Harassment for any discriminatory reason, such as sex, race, national origin, disability, religion, sexual 
orientation or same-sex harassment, violates various state and federal laws. Harassment of any sort - 
verbal, physical or visual - will not be tolerated. Disrespectful Conduct/Harassment is any form of 
behavior that interferes with another person’s sense of safety, dignity, comfort, or productivity in the 
school environment. 

This policy applies to all terms and conditions of employment, including, but not limited to, hiring, 
placement, promotion, termination, layoff, recall, transfer, leave of absence, compensation and training. 
Any employee, who engages in any act of illegal discrimination, including harassment, will be subject to 
immediate disciplinary action up to and including immediate termination of employment. 

Definition of Sexual Harassment 
Sexual harassment is a form of sex discrimination that is illegal under Title VII of the Federal Civil Rights 
Act of 1964 and other applicable federal, state and local laws. These laws make it illegal for any 
employee, male or female to sexually harass another employee when: 

a) submission to or rejection of sexual advances or requests for sexual favors, and/or all other 
verbal or physical conduct of a sexual nature is made either explicitly or implicitly, a term or 
condition of an employee's employment or as a basis for any employment decision affecting an 
employee; or 

b) such sexual advances, requests or conduct have the purpose or effect of unreasonably 
interfering with an employee's work performance by creating an intimidating, hostile, 
humiliating or offensive work environment. 

Anti-Discrimination and Anti-Harassment Policy 
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Furthermore, offensive comments, jokes, innuendoes, and other sexually-oriented statements are also 
prohibited. The dissemination of sexually explicit voicemail, e-mail, graphics, downloaded material or 
websites in the workplace are prohibited. Some, but not all, examples of sexual harassment would be 
described as follows: jokes, sexual innuendos, probing personal questions, staring or leering at person, 
ridicule or hostility, showing lewd objects or pictures, unwanted touching, physical contact, assault, 
indecent exposure, and persistent invitations or requests for dates or sex. 

Reporting and Investigation Procedures Regarding Claims of Illegal Discrimination 
The Greene School realizes that situations involving allegations of harassment are sensitive. Any staff 
member who feels that he or she has been harassed should, and indeed is encouraged to, utilize the 
following reporting procedure: 

• A staff member who believes that he or she has been subjected to unlawful harassment should, 
and is encouraged to, report the matter to his or her Head of School, Principal, or Human 
Resources Officer. 

It is unlawful to retaliate against a staff member for filing a complaint of unlawful harassment or for 
cooperating in an investigation of a complaint for unlawful harassment. Acts of retaliation will not be 
tolerated and will be subject to discipline. 

 
Given the nature of this type of discrimination, The Greene School also recognizes that false accusations 
of sexual harassment can have serious effects on innocent men and women. Allegations found to be 
without substance shall be expunged from the records of all staff members involved in the allegation, 
and the individual found to have made a false accusation may be subject to discipline. 

 
All staff members are expected to act responsibly to establish a pleasant working environment free of 
discrimination. Staff members are encouraged to raise questions they may have regarding 
discrimination. 

 
The Rhode Island Commission for Human Rights is the state agency responsible for enforcement of 
employment discrimination actions. 

 
Rhode Island Commission for Human Rights 

180 Westminster Street 
Providence, RI 02903 

(401) 222-2662 
 

The United States Equal Employment Opportunity Commission (EEOC) is the federal agency responsible 
for enforcement of employment discrimination actions. 

 
Equal Employment Opportunity Commission 

John F. Kennedy Federal Building 
Government Center, Fourth Floor, Room 475 

Boston, MA 02203 
(800) 669-4000 
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Staff Hiring 
It is the responsibility of the Head of School to determine the personnel needs and to recruit suitable 
candidates for employment. To be eligible for a teaching position, an applicant shall meet the 
certification requirements imposed by law, and shall furnish satisfactory evidence of citizenship and/or 
legal right to work and previous relevant work experience, as required. All other positions follow posted 
requirements. 

New Teacher Orientation and Forum 
Each new teacher is expected to participate in summer “The New Teacher Orientation” professional 
development program. This program lasts two days and serves as a platform for educating new teachers 
about The Greene School practices in curriculum, instruction, culture, and climate. 

Throughout the school year, all year 1 teachers to The Greene School will participate in a monthly forum 
to gain targeted professional development and address personal job-related needs. 

Teacher Licensure 
All teachers are required to hold a license issued by the Rhode Island Department of Education in order 
to be eligible to teach in Rhode Island public schools. The RIDEmap system allows educators to complete 
most licensure related transactions through their website at: https://ridemap.ride.ri.gov/default.aspx . 
Within the RIDEmap website, staff may apply for new licenses, renew Professional licenses, check 
licensure status, edit personal information, and more. 

A teacher who allows his/her license to lapse may be dismissed from employment. 

Personnel Files 
The Greene School maintains a personnel file on each staff member. The personnel file includes such 
information as the staff member’s job application, resume, records of training, documentation of 
performance appraisals and salary increases, and other employment records. 

 
Personnel files are the property of The Greene School, and access to the information they contain is 
restricted. Only supervisors and management personnel of the School who have a legitimate reason to 
review information in a file are allowed to do so. 

 
Staff members who wish to review their own file should contact the Human Resource Officer. With 
reasonable advance notice, staff members may review their own personnel files in the School’s offices 
and in the presence of an individual responsible for maintaining the files. 

Release of Personal Information 
It is the policy of The Greene School to check the employment references of all applicants. 

 
A criminal records review is required as a condition of employment at The Greene School as per Rhode 
Island General Law 16.2-18.1. 

 
The requirement may be extended to consultants, independent contractors, volunteers, or any other 
persons deemed appropriate by school administration. Rhode Island General Law § 16.2-18.1 is 

General Personnel Information 
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incorporated by reference into this policy. (http://www.rilin.state.ri.us/Statutes/TITLE16/16-2/16-2- 
18.1.HTM) 

 

A Human Resource staff member will respond in writing only to reference check inquiries that are 
submitted in writing. Employment information will be released only upon completion of a Consent for 
Release of Personal Information form. 

 
 

Roles and Communication 
The Greene School supports the learning of all of its constituents—students, faculty, staff member, and 
families. Central to faculty and staff member’s continued learning is openness in carrying out one’s job, 
consideration of diverse opinions, reflecting with colleagues on ways to develop and enhance teaching 
practices, and willingness to try new ways of fulfilling one’s role to support our shared goal of creating 
the best possible outcome for our students. 

• The Greene School is a public school, and its governance, organization structure, policies, 
practices, operations, programs, and performance are subject to review by its staff members 
and the community to the extent practicable and allowed by law. 

• Staff members are encouraged to ask questions, seek information, suggest changes, and express 
concerns about the operation of the School. There are several avenues for such discussions to 
take place. 

• Staff members should be able to discuss any work-related matters with their supervisors. 
Supervisors are responsible for finding answers, providing information, and addressing concerns 
and issues. Staff member members should consider putting “significant” matters in writing so 
there is a complete and clear record of facts, circumstances, and actions. 

1) Roles 
a) Our school relies on the fact that we are made up of different roles: teachers, support staff 

member, and administrators, for whom these guidelines apply. 
b) Collaboration is fundamental to the culture of The Greene School. We embrace a model of 

distributed leadership with the belief that faculty and staff member input and ownership of the 
ongoing development of the school is critical. In matters of policy decisions, definitions of roles 
and responsibilities, and critical new directions The Greene School might embark on, these will 
be brought to the faculty and staff member for discussion and deliberation. 

c) Notwithstanding this model, however, the Head of School has the ultimate responsibility for 
decisions regarding the running of the school. Consequently, it is ultimately the Head of School’s 
job to make decisions and set policy, subject to Board approval. The Greene School Board of 
Directors set the guidelines and processes for the hiring, review, promotion and separation of 
employment of the Head of School. 

2) Internal Communication 
We seek to champion direct, proactive, positive, and responsive communication. The more directly 
we communicate with one another, the more potential there is for deeper, meaningful collegial 
relationships. The following are our expectations when issues arise between colleagues: 
a) We address our concern directly with the person. We ask questions to gain an understanding and 

withhold judgment to the degree possible. This first step is not a time to seek out the Head of 
School unless it is to help with brainstorming questions or ways to proactively approach the 
person in a non-confrontational manner. 

b) In the rare case that step “a” does not produce an agreement, the Head of School will meet with 

Problem Resolution and Grievance Policy 
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both colleagues individually to mediate and then act as broker toward a solution. The solution 
decided upon by the Head of School will become the final agreement to which both colleagues 
will be accountable. The final resolution will not be open for discussion or negotiation. 

c) Should this process not result in the resolution of the issue as perceived by the involved party, a 
grievance may be filed according to The Greene School Grievance Policy– see 1.4 for grievance 
procedure steps. 

d) In the case of an issue concerning the Head of School that is not resolved through direct 
communication, a grievance may be filed according to the steps outlined in Procedures and 
Timeline for Filing an Official Grievance. 

3) A Note on Communication 
It is expected that productive venting is natural so long as it contributes directly to problem solving. 
We work hard to create a non-gossip atmosphere where productive, positive conversation about 
any member of the faculty and staff member is encouraged at all times. To protect the professional 
efforts of the faculty and staff member, mean-spirited criticism that is not part of an honest 
reflection about concerns and potential solutions, is discouraged and will be addressed. It is 
expected that staff member grievances will not be discussed with students. 

4) Grievance Procedure and Policy 
In the event of a dispute involving any policy or practice of The Greene School and after a good faith 
effort with the Head of School to thoroughly resolve the dispute, any staff member may submit a 
grievance following the procedures outlined below. The good faith effort will include written 
problem identification, possible solutions, selection of an agreed upon resolution, timeline for 
implementation, and follow-up. A written summary of the good faith effort will be included in the 
personnel file. A good faith effort will be considered to have failed if any of the following conditions 
apply: 

a) The agreed upon resolution is not implemented within the agreed upon time-line. 
b) The agreed upon solution does not remedy the complaint and the Head of School is 

apprised of the situation in writing by the complainant. 
c) The Head of School determines that a timely resolution to the dispute has not occurred and 

has notified the complainant in writing. 
 

Procedures and Time-line for Filing an Official Grievance 
1) The staff member must submit his/her grievance in writing, along with a description of the good 

faith efforts to resolve the matter, to the Chair of the Personnel Committee of the Board within 
five working days of the failure of the good faith effort to resolve the dispute. 

2) Within ten working days of receipt of grievance, the Personnel Committee shall schedule a 
meeting at a mutually convenient time and place for discussion of the grievance with all parties 
involved, but in no event later than 20 days after receipt of the grievance and after notification 
to the staff member. A member of the Personnel Committee who has a conflict of interest must 
recuse himself or herself to the extent required by the law. 

3) A decision as established by a majority vote of the members of the Personnel Committee shall be 
rendered within five working days of the completion of the meeting. The Personnel Committee 
shall meet in closed session, unless requested otherwise by the staff member. In the event that 
additional information or investigation are necessary after the initial meeting, the meeting may 
be continued and the final decision shall be made within five working days of the last meeting, 
or as soon thereafter as is practicable. Any additional meeting shall be completed as soon as 
practical. 

4) The decision of the Personnel Committee shall be final unless appealed by the staff member to 
the Board of Directors, which may review and modify the decision of the Personnel Committee if 



41  

it finds that the Personnel Committee failed to properly follow grievance process described 
above. A written request for an appeal may be submitted to the President of the Board within 
five working days of the decision of the Personnel Committee. After receiving an appeal request, 
the President shall schedule a meeting to consider such an appeal as soon as practical. A 
member of the Personnel Committee who has a conflict of interest must recuse himself or 
herself to the extent required by the law. Any such proceedings shall be conducted in closed 
session, unless requested otherwise by the staff member to the extent permitted by law. 

5) To the extent required by law Board members and Personnel Committee members meeting to 
discuss the grievance will keep all information involving the situation confidential in order to 
maintain collegial relationships and a culture of collaboration. 

6) If the staff member feels the issues are still not resolved, he/she under § 16-39-1 of the Rhode 
Island General Laws, “Parties having any matter of dispute between them arising under any law 
relating to schools or education may appeal to the Commissioner of Elementary and Secondary 
Education.” 

 

Failure to follow the procedures and timelines above constitutes a waiver of the staff member’s right to 
grieve. 
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The Staff Handbook describes important information about The Greene School, and I understand that I 
should consult the Head of School, Principal, and/or the Human Resource Office regarding any questions 
not answered in the Handbook. 

 
I have entered into my employment relationship with The Greene School voluntarily, and I 
acknowledge there is no specified length of employment beyond any requirement of the law. 

 
Accordingly, either I or The Greene School can terminate the relationship at will, with or without cause, 
at any time, so long as there is no violation of applicable federal or state law. 

 
Since the information, policies, and benefits described here are necessarily subject to change, I 
acknowledge that revisions to the Handbook may occur, except to the School’s policy of employment-at- 
will. All such changes will be communicated through official notices, and I understand that revised 
information may supersede, modify, or 
eliminate existing policies. 

 
Only the Board of Directors has the authority to adopt revisions to the policies in this Handbook. 

 
Furthermore, I acknowledge that this Handbook is neither a contract of employment nor a legal 
document. 

 
I have reviewed the Handbook, and I understand that it is my responsibility to read and comply with the 
policies contained herein and any revisions made to it. 

 
STAFF MEMBER NAME (printed):    

 

STAFF MEMBER SIGNATURE:    
 

DATE:    

AGREEMENT FORM 1: Staff Member Acknowledgement 
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The Greene School staff member is required to preserve the confidentiality of any and all records 
containing personally identifiable information. 

 
Student and staff member records may be confidential by virtue of the Family Educational Rights and 
Privacy Act, the Individuals with Disabilities in Education Act, state privacy laws, and other laws and 
regulations. Staff member of the School may not disclose personally identifiable information about 
students or staff member unless they are certain that such disclosure is permitted by law. 

 
If in doubt about either the confidentiality of a record or the legality of disclosing information, including 
to other personnel within the School, staff member should consult with the Head of School or the 
Human Resources officer, who may in turn consult with legal counsel. 

 
I have read and I understand the above policy: 

 
 

STAFF MEMBER NAME (printed):    
 

STAFF MEMBER SIGNATURE:    
 

POSITION:    
 

DATE:    

AGREEEMENT FORM 2: Confidentiality 
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In keeping with The Greene School Conflict of Interest Policy, I,  , 
the undersigned, currently serving the School in the following capacity or capacities 
  do hereby attest to the following: 

 
(a) I have read and understand the Conflict of Interest Policy; and 

 
(b) To the best of my knowledge, neither I nor any member of my family has in the past, is 

presently or plans to engage in any activity which contravenes that policy except as 
specifically noted below. 

 
Note:  Fully describe any activity which contravenes the Conflict of Interest Policy. Attach additional 

pages if necessary. If none, so state. 
 
 
 
 

Note: Fully describe any activity which you wish reviewed in order to determine whether or not it 
contravenes the Conflict of Interest Policy. Attach additional pages if necessary. If none, so 
state. 

 
 
 
 
 

The above constitutes a full and complete disclosure of all activities which either do or may contravene 
The Greene School Conflict of Interest Policy. 

 
 

Signature Date 

AGREEMENT FORM 3: Conflict of Interest Policy 
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I  (staff member or former staff member) hereby give 
The Greene School permission to release the following information relating to my employment at the 
School. 

 
Check applicable items: 

 

  Information about salary and benefits 
  Job title(s) and dates of employment 
  Information from performance evaluations 
  A written or verbal evaluative summary of performance, skills, etc. as a staff 

member of The Greene School. 
  Other (describe in detail) 

 
 
 

 

 
 

This information is to be provided to: 
 

  Any prospective employer or educational institution 
  Only the following:    

 

 

 

In signing this form, I release The Greene School from all responsibility and legal liability for any 
consequences of providing this information. I understand that this consent to release information will 
remain in effect until it is revoked in writing. 

 
This form must be signed and dated by the staff member or former staff member and a Greene School 
Administrator or designee. 

 
 

Staff member or former staff member Date 
 
 

School Administration Date 

AGREEMENT FORM 4: Release of Personal Information 


