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COVID-19 HANDBOOK ADDENDUM 
 
 

Introduction and About this Addendum 
 
COVID-19 has been declared a worldwide pandemic by the World Health Organization. While the 
country has made progress in combating COVID-19, the pandemic is not behind us. Breakthrough 
infections and the emergence of new variants remind us that we must remain vigilant and take 
precautions to keep our community safe. All members of the Gilman community have a shared 
responsibility to support and comply with policies and protocols to protect the health and safety of 
our community.    

  
Accordingly, COVID-19 Handbook Addendum sets forth policies that are specifically applicable to 
employment at Gilman during the 2021-2022 school year. The policies set forth in this addendum are 
intended to either supplement or supersede the School’s existing policies as listed in the Gilman 
Employee Handbook. Therefore, if a policy in the Employee Handbook conflicts with a policy in this 
addendum, the policies in this addendum shall govern. 

  
The purpose of this Addendum is to outline the preventative measures to which employees must 
adhere. In addition to this COVID-19 Handbook Addendum, Gilman has also developed and 
implemented COVID-19 Safety Protocols and Procedures (the “Safety Protocols”), which can be 
accessed here. The Safety Protocols more fully detail the measures that Gilman is putting in place to 
mitigate the risk of the spread of COVID-19 during the 2021-2022 school year, with guidance from 
the Centers for Disease Control and Prevention, Occupational Safety and Health Administration, and 
the state and local departments of health and education.  

  
Both this COVID-19 Handbook Addendum and the Safety Protocols may be revised or updated from 
time to time, as necessary or appropriate. This COVID-19 Handbook Addendum and the Safety 
Protocols supersede the policies and protocols previously issued by the School. They will be in effect, 
as revised from time to time, from August 1, 2021 until otherwise rescinded or modified by Gilman. 
Employees are expected to read, understand and adhere to the policies contained in this COVID-19 
Handbook Addendum. Employees who have questions about this COVID-19 Handbook Addendum 
or the Safety Protocols should contact the Director of Human Resources.  

 
Modifications; Events Outside the School’s Control 
  
Due to COVID-19, circumstances will require that the policies, practices, and procedures described 
in the Handbook change from time to time. Gilman reserves the right to modify or change any or 
all such policies, practices, and procedures in whole or in part, at any time, with or without notice. 
The School will attempt to provide timely notice of any substantive policy changes, but it cannot 
guarantee that such notice will be provided. Furthermore, should events which are beyond the 
School’s reasonable control and which occur without its fault or negligence necessitate a closure, 
delay, or modification of the School’s educational programs and activities, employees’ obligations 
as outlined in this Handbook, as set forth in their employment agreements, and/or as otherwise 
established by the School shall continue. The School shall not be liable for any failure, delay, or 
modification of its programs and activities. The School reserves the right to make changes during 
the school year, including without limitation modifications to employees’ job duties and 
responsibilities, employment status, work schedule, and compensation as necessary to account for 
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such modification or any time lost due to any closure or delay, including without limitation the 
following: extending the school year for a period of time equal to the time lost due to any delay; 
conducting classes via distance-learning; and/or scheduling weekend classes. Possible events which 
could necessitate closure, delay or modification as described include, but are not limited to, acts of 
nature, fire, pandemic, U.S. government restrictions, wars, and insurrections. 
  
Work Hours; Attendance; Tracking Time Worked 
  
School schedules and work hours are subject to change at the discretion of the Headmaster for 
operation, health, safety, and other reasons. 

 
Should circumstances necessitate that the School transition to distance learning, all employees are 
expected to adhere to their regular work hours, unless otherwise directed by their respective 
Division Head, Supervisor, or the Headmaster. During periods of distance learning, non-exempt 
employees are expected to continue to log in, on the Paycom system, at the beginning and 
completion of each workday in accordance with the Time and Attendance policy. 
  
Job Duties and Responsibilities 
  
The School, in its sole discretion, may make modifications to employees’ job duties, responsibilities, 
and work schedule to account for modifications to the School year or to School operations, 
including transitioning to distance learning. Employees are expected to perform any additional job 
duties or responsibilities as directed by their immediate supervisor, the Division Head, or the 
Headmaster to account for any such modifications. 
 
 Visitors 
  
During the 2021-2022 school year, the School will permit limited visitors on campus. However, in 
order to maintain social distance, employees or students who wish to bring a visitor to campus must 
obtain prior approval from their respective Supervisor or the Headmaster. This would only be in 
the case(s) where the visitor would be in close contact with students (ex. reading to a class or setting 
up for a classroom event). Permission does not need to be obtained in cases where there is no direct 
student contact (ex: Parents Association meetings, parent dropping off a forgotten item at the front 
desk). 
 
Spectators at athletic events will be allowed. 
 
All approved visitors must comply with the School’s protocol when on campus. regardless of their 
vaccination status. This includes wearing a protective mask, maintaining social distance, disinfecting 
their hands prior to entering the building, and confirming a lack of symptoms or fever. 

 
Media Inquiries 
  
There may be times when you are contacted by the press or other media with questions relating to 
the School, its students, or employees. While maintaining a friendly and gracious tone, any and all 
such calls should be referred to the Director of Marketing and Communications or the Headmaster, 
without comment. This is necessary so that the School may present itself to the public with one 
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voice, especially at times of crisis or controversy. Furthermore, except with permission from or 
upon instruction by the Headmaster, employees may not initiate contact with the media concerning 
the School’s operations (including its services, policies, and procedures), its students, or its 
employees. Distributions of the School’s directory to persons not affiliated with the School is 
expressly prohibited. This provision is not intended to restrict any employee’s right to engage in 
any activity protected under the law. 
  
Teleworking and Distance Learning Policy 
  
The School is endeavoring to ensure in-person, on-campus learning during the entire 2021-2022 
school year. However, from time to time, events outside of the School’s control may require the 
School to transition its operations to remote work and distance learning and may require some or 
all employees to work from home (“telework”). At the Headmaster’s sole discretion, employees in 
certain job positions may be directed to telework on a temporary basis. However, not all positions 
may be eligible for telework. Check with your supervisor regarding your position. The School 
reserves the right to re-evaluate telework during an emergency on a case-by-case basis. 
  
Teleworking Guidelines 
  
Employees should not assume any specified period of time for telework, and the School may require 
employees to return to regular, on-campus work at any time. Further, the granting of a telework 
arrangement does not alter the at-will nature of employment. 
 
While different expectations are necessary for different positions, all teleworking employees are, to 
the greatest extent possible, expected to carry out the same duties, assignments, and other work 
obligations at their home office as they do when working on the School’s campus. While working 
remotely, employees are expected to participate in scheduled meetings, collaborate with staff 
members, and remain productive. Remote employees should be accessible via email and phone with 
limited delay in responding. 
  
We expect that each teleworking employee is in regular communication with his or her supervisor 
regarding assignments and priorities. Employees should always have a sufficient amount of work 
to perform throughout the workday. An employee performing telework who does not have enough 
work should notify his or her supervisor so that more work can be assigned, if possible. 
 
A teleworking employee is expected to account for all projects and time worked and to take 
appropriate leave to account for time spent away from regularly scheduled work hours (e.g., to care 
for dependents or family members, or in the event of illness). If you are a nonexempt employee, 
you must continue to log in at the beginning and completion of each workday. 
  
An employee who is unable to work on campus or telework is expected to notify the School of his 
or her absence using the School’s regular absence notification procedures. Employees may use their 
available paid leave for days they are unable to work on-campus or telework. 
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Distance Learning Guidelines 
  
In situations requiring that the School transition to remote work and distance learning, employees 
may need to utilize a variety of communication tools in order to continue performing their duties. 
As the methods to continue teaching, supporting, and meeting with students change during these 
times, the following guidelines must be followed when interacting with students: 
  

• Employee Handbook policies remain in place in the distance learning environment, 
including those regarding appropriate boundaries, acceptable use of technology, mandatory 
reporting, discrimination and harassment, and professional conduct. 

• Communications with students should occur through school-provided e-mail addresses or 
online platforms being utilized for distance learning. For example, students and faculty 
should not communicate through Facetime. 

• Whenever possible, faculty should try to interact with students in groups. Where individual 
conversations or support are needed, and e-mail is not sufficient, faculty may schedule one-
on-one video communications with the following guidelines: 

o Schedule calls in advance between 8:00 a.m. – 4:00 p.m. ET, Monday through 
Friday. 

o Use the online platform provided by the School. Faculty should not use Facetime 
or other communication methods. 

o Send an email to the student’s parent(s)/guardian(s), and the Division Head to 
inform them of the scheduled videoconference and the purpose of the 
videoconference. Consider inviting parents to join the videoconference, if desired. 

o Such meetings should not be recorded. 
• Notify your Division Head immediately of any concerns related to students. 

  
Please note: The School may record online classes held via group video conference to make them 
available for students to view asynchronously, and therefore employees hosting or attending online 
classes may be recorded. Employees may not record conversations, meetings, classes, or video 
conferences without prior authorization or consent. Employees must be mindful of the space in 
which they are working and ensure that the visible background and the employee’s appearance is 
appropriate. 
  
Questions regarding telework or this policy should be referred to the Director of Human Resources. 
 
Health and Safety Standards 

  
Employees are expected to help in reducing and preventing the spread of COVID-19 and all 
communicable diseases in the workplace by complying with the guidance listed in this policy below as 
well as the Safety Protocols in order to protect themselves, fellow employees, and students. The School 
may, in its sole discretion, issue additional guidance to address specific circumstances or for other 
reasons. 

  
Generally, employees are expected to reduce or prevent the spread of communicable disease in the 
workplace by engaging in the following actions to protect themselves, fellow employees, and students. 
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The School may, in its sole discretion, issue additional health and safety standards to address specific 
circumstances, which may supersede this guidance. 

  
• COVID-19 Vaccination:  

  
The School strongly encourages all employees who are eligible to receive the COVID-19 
vaccine. Vaccination will enable the School to significantly mitigate the risk of the spread of COVID-
19 on campus. Employees who have been vaccinated should provide proof of vaccination to the 
School Nurse or the Director of Human Resources. The School reserves the right to require 
employees to be fully vaccinated against COVID-19. Please note that, if and when a COVID-19 
vaccine receives standard FDA authorization, there is a greater likelihood that the School will require 
all employees to receive the COVID-19 vaccine. 
 

• Before Reporting for Work:  Prior to arriving on campus every day, employees will be 
required to take their temperature and answer questions about symptoms and exposure. 
Employees must submit temperature and screening information through Ruvna. Employees 
with a temperature of 100.0⁰ F or more or who show other symptoms may not come to 
campus and must inform their supervisor as soon as possible. During the day, if an employee 
presents with a temperature the employee is expected to leave campus. 

 
• While on Campus:  

o Wearing Masks: Regardless of vaccination status, all employees must wear a face mask 
at all times while indoors on campus. Face masks are not required while outdoors. 
Employees may only remove their masks if they are working alone in a private office. 
If another individual comes into the office, the employee must put their mask back 
on. Employees should provide their own masks and may choose to use either cloth or 
surgical masks. Security personnel and/or the School Nurse will have a supply of 
surgical masks for employees who forget theirs. Employees needing a medical 
accommodation regarding this requirement should contact the Director of Human 
Resources or the School Nurse. 

 
o Breaks/Lunch: Employees should try to take their breaks and/or eat lunch outside 

whenever possible. Employees taking a break and/or eating at their own desk should 
not work while they are doing so. All break rooms will have signage to ensure social 
distancing, and the School will be performing regular, frequent cleaning. Shared food 
will not be permitted and will not be provided.  

 
o Observe Proper Hygiene: Employees should frequently wash their hands throughout the 

day, for at least twenty (20) seconds. In addition, the School will ensure that there is 
hand sanitizer, paper towels, tissues, and other supplies available throughout the 
buildings. Employees should also cover their mouth and nose with a tissue when 
coughing or sneezing, or cough or sneeze into their elbow. They should avoid touching 
their eyes, nose, or mouth.  
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o Social Distance: While on campus, maintain a social distance of at least three feet from 
other employees and students, whenever possible, indoors and outdoors.   
 

o  Comply With Posted Signage: Employees should adhere to all posted signage, including 
those with regard to social distancing, use of elevators, and common spaces. 
 

o Ill Employee at Work: Employees who become ill at work will be sent 
home.  Employees should contact the School Nurse if they observe anyone 
demonstrating symptoms of COVID-19 at work.  
 

o Flu Shots: All employees are strongly encouraged to receive a flu shot. 
  

• Stay Home If Ill or Exposed:  Employees are expected to follow the guidance of their 
healthcare provider and/or federal, state, and local health agencies if they are ill or have been 
exposed to COVID-19. Employees who have symptoms of COVID-19, have tested positive 
for COVID-19, or have had close contact with someone with COVID-19 must stay home as 
outlined below, or as otherwise directed by the School, the local health department and/or 
their health care provider. 

  
Employees who are required to stay home under this policy must notify the School Nurse and 
consult a health care provider. The School Nurse and Director of Human Resources will 
discuss with the employee any leave and/or telework options they have available to them. 

  
o   Tested Positive for COVID-19 and Showing Symptoms: Employees who have 
tested positive for COVID-19 and are showing symptoms must stay home for a period 
of ten (10) days since symptoms first appeared and 24 hours have passed with no fever 
without the use of fever-reducing medications and other symptoms of COVID-19 are 
improving.  
 
o   Tested Positive for COVID-19 Without Symptoms: Employees who have tested 
positive for COVID-19, but do not develop symptoms, must stay home for a period 
of ten (10) days following their positive PCR test for COVID-19.  

  
o   Close Contact with Someone Who Has COVID-19: 

§  For unvaccinated employees exposed in school: The CDC has issued an 
exemption from quarantine for unvaccinated individuals who are exposed to 
COVID 19 in the classroom if the students were wearing masks consistently 
and maintaining social distancing of at least three feet. In such cases, the 
School Nurse will consult with the local health authority to determine whether 
the exemption can be applied. This exemption does not apply to non-
classroom settings. For all other situations, unvaccinated employees exposed 
at school should comply with the quarantine requirements noted in the next 
section.  
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§  For unvaccinated employees exposed outside of School: Upon learning of 
the exposure, the School Nurse should be contacted so that contact tracing 
can commence, if necessary. If an unvaccinated employee is exposed to 
COVID-19 outside of school, he/she should quarantine as determined by the 
School Nurse and local Health Department. Based on guidance from the 
CDC, the following options to shorten quarantine may be an acceptable 
alternative depending upon local circumstances: 

• Quarantine can end after day 10 if no symptoms have been reported 
during daily monitoring; or 

• Quarantine can end after day 7 if a diagnostic specimen (collected on 
day 5 or later) tests negative and if NO symptoms have been reported 
during daily monitoring. The specimen may be collected and tested 
within 48 hours before the time of planned quarantine discontinuation, 
but quarantine cannot be discontinued earlier than after day 7. 

When employees meet these criteria and quarantine is ended early, all of the 
following must be implemented: 

• Daily symptom monitoring continues through day 14; 
• Employees are counseled regarding the need to adhere strictly to all 

recommended mitigation strategies including correct and consistent 
face mask use, physical distancing, and self-monitoring for symptoms 
of COVID-19 through day 14;  

• Employees are advised that if any symptoms develop, they should 
immediately self-isolate and contact their health care provider to 
determine if they need to be tested and how long they should be 
excluded from school. 

  
§  For fully vaccinated employees: Employees who have been fully vaccinated 
do not need to quarantine after they have had close contact with someone with 
COVID-19, unless they develop symptoms. Similarly, employees who have 
had COVID-19 in the previous three months and (1) have recovered and (2) 
remain without COVID-19 symptoms do not need to quarantine after they 
have had close contact with someone with COVID-19.    

  
• Conduct While Not At Work or On Campus: While not on campus, employees are further 

expected to adhere to any restrictions issued by the Governor, the Department of Health, or 
other restrictions or recommendations issued by the CDC and state and local agencies. 
Employees should limit their attendance at mass gatherings where social distance cannot be 
maintained and should wear masks in public settings, regardless of their vaccination status. 
Employees who are seeking to travel, either domestically or internationally, should ensure that 
they adhere to any and all travel guidance for the destination and for returning from their 
destination, including but not limited to any vaccination, quarantine, or COVID-19 testing 
requirements.  
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• Right of the School to Require Additional Testing/Home Isolation: If the School is 
concerned about the health of an employee, including possible exposure to COVID-19 or if 
the School is concerned that other elements of this Policy or the Safety Protocol have not 
been followed, the School reserves the right to require the employee to either (1) be tested for 
COVID-19 and provide proof of a negative test before returning to campus or (2) remain off 
campus for 14 days. 

 
Privacy 
  
Gilman respects the right to privacy of any employee who has a communicable disease. All 
employee records or information regarding communicable diseases will be confidentially maintained 
in a secure area with Human Resources, apart from the employee’s personnel file. The employee’s 
medical condition will be disclosed only to the extent necessary to minimize the health risks to co-
workers, individuals, and others. Gilman will comply with all federal and state laws in regard to 
confidentiality and privacy requirements. 
  
Assumption of Risk: COVID-19 
  
COVID-19 is very contagious and is believed to spread by person-to-person contact; and, as a 
result, federal and state health agencies recommend social distancing and various other measures to 
mitigate the risk of contracting the virus. Gilman has implemented reasonable preventative 
protocols, policies, and procedures designed to reduce the spread of COVID-19. Employees are 
expected to adhere to these protocols in order to reduce the risks of contracting or spreading the 
virus at Gilman. 
  
Despite the protocols and procedures in place to mitigate the risk of transmission of COVID- 19 
on campus, there are inherent risks that employees may become infected with COVID-19 due to 
their employment at Gilman. These risks include, but are not limited to, the following: exposure to 
COVID-19, becoming infected with COVID-19, or becoming a symptomatic or asymptomatic 
carrier of the virus. It is possible that an employee is already an asymptomatic carrier of the virus 
before reporting for work and that the employee may infect other students, employees, or other 
individuals at Gilman as a result of his/her attendance. Any person who receives a positive diagnosis 
of COVID-19, including an employee or his or her family member, may encounter extended 
quarantine/self-isolation, additional tests, medical care, hospitalization, other potential 
complications, and the risk of death. By returning to work on campus, employees understand, 
acknowledge, and voluntarily assume these risks. 
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RETURN TO CAMPUS POLICY  
 

 
 COVID-19 has been declared a worldwide pandemic by the World Health Organization. 
While COVID-19 is very contagious, Gilman is taking precautions and implementing safety measures 
to prevent its spread. All members of the Gilman community have a shared responsibility to support 
and comply with policies and protocols to protect the health and safety of our community.   
 
 The purpose of this Return to Campus Policy (the “Policy”) is to outline the safety measures 
Gilman employees need to adhere to as they return to campus. In addition to this Policy, Gilman’s 
Reopening Committee has also developed and implemented safety protocols and procedures in the 
Gilman Reopening Plan (the “Reopening Plan”), which can be accessed here. The Reopening Plan 
more fully details the measures that Gilman is putting in place to mitigate the risk of the spread of 
COVID-19 as Gilman reopens its campus with guidance from the Centers for Disease Control and 
Prevention, Occupational Safety and Health Administration, and in consultation with medical experts, 
the Maryland Department of Health, the Baltimore City Health Department, and Gilman-specific 
data. The School will also weigh information from the Governor’s Office and the Maryland State 
Department of Education. 
 
 Both this Policy and the Reopening Plan may be revised or updated from time to time, as 
necessary or appropriate and/or as the above-identified guidance. This Policy and the Reopening Plan, 
as revised from time to time, will be in effect from August 1, 2020 until otherwise rescinded by Gilman.        

 
 Employees are expected to read, understand and adhere to this Policy. Failure to comply with 
this Policy and the Safety Protocols may result in an employee being sent home and or disciplinary 
action at the discretion of the Headmaster. Employees who have questions should contact the 
Director of Human Resources, Angela Johnson, at ajohnson@gilman.edu.  
 
Health and Safety Standards  
 
 Generally, employees are expected to reduce or prevent the spread of communicable disease 
in the workplace by engaging in the following actions to protect themselves, fellow employees and 
students. The School may, in its sole discretion, issue additional health and safety standards to address 
specific circumstances, which may supersede this guidance.  
 

● Daily Screening:  On a daily basis, employees will be required to take their temperature and 
answer questions about symptoms and exposure. Employees must submit temperature and 
screening information through Ruvna (a designated link will be emailed each morning by 6:00 
a.m. with a reminder at 7:00 a.m. to those who have not yet submitted their responses). 
Employees with a temperature of 100.0 F or more should not come to school and should 
inform their supervisor.   
 

● Wearing a Face Mask: Face masks must be worn to school every day and must be worn at 
all times. Employees should plan to provide their own masks that are well-secured and 
constructed of cloth that fully covers the nose and mouth and fit snuggly to the sides of the 
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face. This does not include material with visible holes or gaps like lace, knitted material, 
crochet, and/or mesh. Face coverings with exhalation valves should not be used as they allow 
unfiltered air to escape. For more information, visit CDC: About Cloth Face Coverings. The 
School will have masks available for use by employees who forget theirs. 
 

● Stay Home if Sick or Exposed: Employees who are experiencing symptoms of COVID-19 
should not report for work.  In addition, any employee who has been in close contact in the 
past fourteen (14) days with someone who has tested positive for or is showing symptoms of 
COVID-19 must notify the School Nurse and consult a health care provider. The employee 
may be required to quarantine for 14 days. The employee will be required to follow CDC 
guidelines for quarantining and discontinuation of isolation.  
 

● Report a Positive COVID-19 Test: If an employee or someone in the employee’s household 
tests positive for COVID-19, you must notify the School Nurse as soon as possible.   
 

● Ill Employee at Work:  Employees who become ill at work will be isolated and sent home 
or emergency medical personnel will be called, if necessary. Employees should contact the 
School Nurse if they observe anyone demonstrating symptoms of COVID-19 at work.   
 

● Conduct While Not At Work or On Campus:   
 

o Avoid Unnecessary Travel: Any employee returning from out-of-state travel (international 
or within the U.S.), especially from areas where the local or state health department is 
reporting large or rapidly increasing numbers of COVID-19 cases, or whose 
household members have traveled to such an area, is required to follow the Maryland 
Department of Health guidelines for testing and self-quarantining. The School Nurse 
should be notified. 
 

o Adhere to Social Distancing Recommendations: Employees should adhere to any and all 
applicable social distancing guidelines while not at work to minimize the risk that an 
employee contracts COVID-19 and then exposes their coworkers and/or Gilman’s 
students. Employees should avoid mass gatherings where they are not able to maintain 
social distance (approximately six feet) between individuals. Limit in-person 
interaction to the extent possible. Employees are further expected to adhere to any 
restrictions included in any Executive Orders issued by the Governor, or other 
recommendations issued by the Departments of Health.     
 

o Wear a Mask: Employees should wear a mask at all times while in public and when 
unable to maintain social distance.   

 
 The School, at its discretion, may require a 14-day quarantine if it is determined that 
employees are engaging in risky behavior as mentioned above. 

  
Employee Accommodations and Absences 
 
 Gilman complies with all applicable laws regarding providing accommodations to employees 
with disabilities and employee leave. Employees who believe they may need an accommodation should 
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contact Director of Human Resources, Angela Johnson, at ajohnson@gilman.edu.  Employees who 
are not permitted to report to work as outlined above may be eligible for leave.  Gilman will review 
any and all available leave options with any employee who reports that they are unable to report.   
 
Privacy 
 
 Gilman respects the right to privacy of any employee who has a communicable disease. All 
employee records or information regarding communicable diseases will be confidentially maintained 
in a secure area with Human Resources, apart from the employee’s personnel file. The employee’s 
medical condition will be disclosed only to the extent necessary to minimize the health risks to co-
workers, individuals and others. Gilman will comply with all federal and state laws in regard to 
confidentiality and privacy requirements. 
 
Assumption of Risk: COVID-19 
 
 COVID-19 is very contagious and is believed to spread by person-to-person contact; and, as 
a result, federal and state health agencies recommend social distancing and various other measures to 
mitigate the risk of contracting the virus. Gilman has implemented reasonable preventative protocols, 
policies and procedures designed to reduce the spread of COVID-19.  Employees are expected to 
adhere to these protocols in order to reduce the risks of contracting or spreading the virus at Gilman.  
 
 Despite the protocols and procedures in place to mitigate the risk of transmission of COVID-
19 on campus, there are inherent risks that employees may become infected with COVID-19 due to 
their employment at Gilman. These risks include, but are not limited to, the following: exposure to 
COVID-19, becoming infected with COVID-19, or becoming a symptomatic or asymptomatic carrier 
of the virus. It is possible that an employee is already an asymptomatic carrier of the virus before 
reporting for work and that the employee may infect other students, employees, or other individuals 
at Gilman as a result of his/her attendance. Any person who receives a positive diagnosis of COVID-
19, including an employee or his or her family member, may encounter extended quarantine/self-
isolation, additional tests, medical care, hospitalization, other potential complications, and the risk of 
death. By returning to work on campus, employees understand, acknowledge and voluntarily assume 
these risks. 
 
 

 
 



B-1 
 

 

PREFACE 
 
 

The policies in this Employee Handbook supersede in all respects any prior policy, handbook, 
benefits, or practices of the School, and have been prepared for Gilman employees to provide general 
information about some of the benefits and the highlights of rules and policies under which the School 
operates. Obviously, every School benefit, work rule, or policy cannot be explained in this Handbook, 
and its provisions can be considered as no more than a general summary of the benefits, work rules, 
and policies that are addressed.  
 
 Gilman School has always believed in promoting an atmosphere of open communication and 
cooperation among its employees. The policies included in this Employee Handbook reflect these 
beliefs.  While the hope is that the School’s personnel actions will continue to be positive, from time 
to time the School may unilaterally, in its discretion, amend, supplement, modify, or eliminate one or 
more of the benefits, work rules or policies described, without notice.  
 
 These policies do not constitute a guarantee that any faculty or staff’s employment will 
continue for any specified period of time or terminate only under certain conditions. Employment at 
the School is a voluntary employment-at-will relationship of no definite period of time, and nothing 
in this Handbook constitutes an expressed or implied contract of employment or warranty of any 
benefits. While the School hopes to have a long and mutually beneficial working relationship, 
regardless of anything which may appear in these policies or any other School publication, document, 
statement, or practice, every employee has the right to terminate his/her employment relationship for 
any reason with or without cause or notice at any time, and the School reserves the right to do the 
same.  
 
 No one has the authority to bind the School to any agreement contrary to the foregoing except 
the Board of Trustees, or the Headmaster by instrument in writing.  
 
 Any suggestions about working at Gilman School are welcomed and valued. Any questions 
regarding the interpretation or application of a specific section of this Handbook should be addressed 
to the Director of Human Resources, the Director of Finance and Administration, or the Headmaster.   
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NON-DISCRIMINATION POLICY  
 
 

Equal Opportunity Statement 
 
 Gilman School is an equal opportunity employer and educator who fully and actively supports 
equal access for all people regardless of race, color, religion, gender, age, national origin, veteran status, 
disability, genetic information or testing, family and medical leave, sexual orientation and gender 
identity or expression. We prohibit retaliation against individuals who bring forth any complaint, orally 
or in writing, to the employer or the government, or against any individuals who assist or participate 
in the investigation of any complaint, or otherwise oppose discrimination. 
 
Domestic Partner Benefits 
 
 Benefits extended to spouses as described in this Handbook are available to Domestic Partners 
with the exception of FMLA. “Domestic Partner” is defined to include two adults who live together 
and share a common domestic life but are neither joined together by marriage or civil union. The 
following requirements must be met for domestic partner status: 
 

1. The partners must have shared a common legal residence for at least six months; 
2. The partners must share basic living expenses; 
3. Neither party can be married or in any other domestic partnership; 
4. The partners shall not be related by blood in any way that would bar marriage under Maryland 

Law; 
5. Both must be at least 18 years of age or older and have the capacity to contract; and 
6. Both must sign an “Affidavit of Domestic Partnership”, and must submit written evidence of 

mutual economic dependence and common legal residence.  
 

An Affidavit of Domestic Partnership can be obtained in the Human Resources 
Department.  
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CRIMINAL CONVICTIONS LAW 
 
 

 Education Article §2-206.1 requires that a nonpublic school remain in compliance as it 
pertains to criminal convictions, effective July 1, 2006.  The law prohibits all nonpublic schools from 
hiring or retaining employees whom the school knows have been convicted of crimes involving the 
following: 
                 

1. An offense under §3-307 of the Criminal Law Article;  
 

2. Child sexual abuse under §3-602 of the Criminal Law Article, or an offense under the laws of 
another state that would constitute child sexual abuse §3-602 of the Criminal Law Article if 
committed in this state; or  
 

3. A crime of violence defined in §14-101 of the Criminal Law Article, or an offense under the 
laws of another state that would be a violation of §14-101 of the Criminal Law Article if 
committed in this state.   
 

 The Maryland State Department of Education shall revoke the Certificate of Approval of a 
nonpublic school that violates this section. The Chief Officer of the school’s Legal Authority must 
certify on forms provided by the Department that the Legal Authority and the school comply with 
the requirements of criminal convictions law.  
 
 
 

Information provided by the Maryland Department of Human Resources 
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CRIMINAL BACKGROUND INVESTIGATION 
 
 
 Family Law Article §5-561(b)(7) requires nonpublic schools to obtain national and state 
criminal background checks for all employees on or before the first day of employment.   
  
 Family Law Article, Title §5-5, and Education Article, §2-206, Annotated Code of Maryland 
requires that a nonpublic school remain in compliance as it pertains to criminal background 
investigations.  The law requires that all nonpublic school employees and other individuals that care 
for, supervise, have frequent contact with, or access to students enrolled in a school must have a 
criminal background investigation. This law affects those who were initially employed on or after 
October 1, 1986. 
 
 To comply with this law, the School requires each employee to submit to fingerprinting, 
processed through the Criminal Justice Information Service (CJIS) department of the Federal Bureau 
of Investigation (FBI), and background checks processed through state registries and the National Sex 
Offender Registry.  
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THE CHILD ABUSE AND NEGLECT REPORTING LAW 
 

 
Family Law Article, Title §5-704, Annotated Code of Maryland, Child Abuse and Neglect 

requires the following: 

1. An individual shall immediately report suspected child abuse or neglect to the local department 
of social services, or report the suspected incident to a local law enforcement agency. 

2. Health practitioners, educators, human service workers, and police officers are required to 
report, both orally and in writing, any suspected child abuse or neglect, with oral report being 
made immediately and the written report being made within 48 hours of the contact which 
disclosed the suspected abuse or neglect. 

3. A report shall include:  

a. The name and home address of the child and the parent or other individual responsible 
for the care of the child;  

b. The present location of the child;  
c. The age of the child;  
d. The names and ages of other children in the home;  
e. The nature and extent of injuries or sexual abuse or neglect of the child, including any 

information known to the individual making the report of previous possible physical 
or sexual abuse or neglect;  

f. The information available to the individual reporting:  
i. Which might aid in establishing the cause of the injury or neglect;  
ii. About the identity of the individual or individuals responsible for abuse or 

neglect; and  
g. If reporting abuse or neglect of a child involving mental injury, a description of the 

substantial impairment of the child's mental or psychological ability to function that 
was observed and identified, and why it is believed to be attributable to an act of 
maltreatment or omission of proper care and attention. 

4. Reports of abuse shall be made to the local departments of social services or the appropriate 
law enforcement agency. Reports of neglect shall be made to local departments of social 
services. 

5. An employee of a local department of social services, who receives a report of suspected child 
abuse or neglect, shall report the information to the protective services unit within the local 
department at once so as to initiate prompt handling of the report of suspected child abuse or 
neglect. 

 

 



C-4 
 

 
 
 

Cases of abuse or neglect should be reported to:                             
  

 The Department of Social Services Child Protective Services                  
  1900 N. Howard Street, Baltimore, MD  21218 410-631-2235   

(Phone) 443-243-7003 or 443-423-7002   (fax), After 3:30 use fax number 443-423-5950  

 

Information provided by the Maryland Department of Human Resources 
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SEXUAL MISCONDUCT POLICY AND COMPLAINT PROCEDURE 
 
 

In accordance with Title IX of the Education Amendments of 1972 (“Title IX”), Gilman 
School does not discriminate on the basis of sex or gender in its educational programs or activities. 
Title IX requires that Gilman School take specific steps to stop sex and gender-based misconduct, 
remedy its effects, and prevent its recurrence. Title IX states that: 
 

No person shall, on the basis of sex, be excluded from participation 
in, be denied the benefits of, or be subjected to discrimination under 
any academic, extracurricular, research, occupational training, or other 
education program or activity operated by a recipient, which receives 
Federal financial assistance.   

 
Gilman School has enacted this Sexual Misconduct Policy and Complaint Procedure 

(“Policy”) to reflect and maintain its institutional values and community expectations, to provide fair 
and equitable procedures for determining when sex-based discrimination or harassment has occurred, 
and to provide recourse for individuals who are victims of sex-based discrimination or harassment. 
Inquiries concerning the School’s application of Title IX may be referred to the School’s Title IX 
Coordinator and/or to the Department of Education, Office of Civil Rights (“OCR”), as identified 
below.   

 
Scope of this Policy  
 

This Policy applies to all forms of sex-or gender-based harassment, discrimination, or violence 
(together, “Prohibited Conduct”) that may deny or limit a student’s ability to participate in or benefit 
from Gilman School’s educational programs or activities. This Policy also prohibits all forms of sex- 
or gender-based discrimination and harassment in employment Prohibited Conduct can include, but 
is not limited to sexual harassment, sexual assault, and sexual exploitation, as well as harassment based 
on gender identity, gender expression, and nonconformity with gender stereotypes. This Policy also 
prohibits retaliation against a person for reporting Prohibited Conduct under this Policy or for 
participating in an investigation of an alleged violation of this Policy. 

 
This Policy applies to any Prohibited Conduct by students, employees, faculty, parents, and 

third parties, including visitors/guests, volunteers, vendors, and contractors.  Gilman School may be 
limited in what actions it may take when investigating or responding to a report if an accused individual 
is not affiliated with the School or is no longer affiliated with the School at the time the report is made. 
In such cases, Gilman School will still, to the best of its ability, conduct an investigation, take steps to 
prevent the recurrence of misconduct to the extent it is able, and remedy the effects, if appropriate. 

 
This Policy covers conduct which occurs both on and off of School grounds and conduct that 

occurs through electronic communications, including social media, email, texts, phone and video 
conference.  In addition to the School, this includes locations such as field trips, athletic activities, and 
events for School clubs. Even misconduct that occurs outside of School, during “personal time,” 
could have continuing effects in the School, and therefore is covered by this Policy.  
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Title IX Coordinator  
 

The School has designated Angela Johnson as its Title IX Coordinator.  As the Title IX 
Coordinator, Angela Johnson responsible for:  

• Ensuring compliance with Title IX. 
• Overseeing anti-discrimination and harassment training and education.  
• Overseeing and coordinating the response, investigation, and resolution of reports made under 

this Policy. 
• Overseeing certain aspects of student discipline, including referring complaints to other 

personnel in the School as appropriate. 
 
Upon receiving reports of Prohibited Conduct covered by this Policy, the Title IX Coordinator 

will ensure appropriate action to eliminate the conduct, prevent its recurrence, and remedy its effects.  
Angela Johnson can be contacted by telephone, email or in person during regular office hours:  

 
Angela Johnson  
Director of Human Resources 
Gilman School 
5407 Roland Avenue 
Baltimore, MD 21210 
ajohnson@gilman.edu 
www.gilman.edu 
 
Any inquiries concerning the School’s application of Title IX and its implementing regulations 

may be referred to any of the Coordinators, and/or to the Department of Education, Office of Civil 
Rights (“OCR”): 

 
U.S. Department of Education, Office of Civil Rights 
District of Columbia Office 
400 Maryland Avenue, S.W. 
Washington, DC 20202-1475 
Telephone: (202) 453-6020 
Facsimile: (202) 453-6021 
Email: OCR.DC@ed.gov 

 
Definitions   
 

• Prohibited Conduct: All forms of sex- or gender-based harassment, discrimination, or 
violence that may deny or limit a student’s ability to participate in or benefit from Gilman School’s 
education programs or activities or otherwise create a hostile working environment. Prohibited 
Conduct can include, but is not limited to sexual harassment, sexual assault, and sexual exploitation, 
as well as harassment based on gender identity, gender expression, and nonconformity with gender 
stereotypes. 
 

• Responsible Employee:  Any employee who: has the authority to take action to redress 
sexual harassment/misconduct; who has been given the duty of reporting incidents of sexual 
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harassment/misconduct or any other misconduct by students to the Coordinators or other 
appropriate designee; or who a student reasonably believes has this authority or duty. 
 

• Sex-Based Discrimination:  Discrimination occurs when one experiences negative or 
adverse conduct based on characteristics protected in this Policy and/or applicable local and federal 
laws, where such conduct has the effect of denying or limiting one’s ability to benefit from and fully 
participate in educational programs or activities or employment opportunities.  Sex-Based 
Discrimination refers to a specific type of discrimination, which includes the disparate treatment of a 
person or group because of that person’s or group’s sex, sexual orientation, actual or perceived gender, 
gender identity, or gender expression.  Sex-Based Discrimination includes conduct such as assigning 
students materially different assignments based on their actual or perceived sex or gender or exclusion 
from group projects due to perceived nonconformance with traditional male gender stereotypes. It 
does not include conduct such as requiring students to use different bathrooms. 
 

• Harassment:  Sexual harassment is unwelcome conduct of a sexual nature, including but 
not limited to: unwelcome sexual advances; requests for sexual favors; or other verbal or nonverbal 
conduct of a sexual nature, including rape, sexual assault, and sexual exploitation. Sexual harassment 
specifically includes conduct of a sexual nature which is either explicitly or implicitly made a term or 
condition of a student’s success in school.  For example, if a student makes offensive sexual jokes to 
another student, which disrupts the student’s ability to focus during class time, this may be considered 
sexual harassment. In addition, depending on the facts, dating violence, domestic violence, and 
stalking may also be forms of sexual harassment.  
 

• Unwelcome Conduct: Conduct is considered “unwelcome” if the individual did not 
request or invite it and considered the conduct to be undesirable or offensive. Unwelcome conduct 
may take various forms, including, name-calling, graphic or written statements (including the use of 
cell phones or the Internet), or other conduct that may be physically threatening, harmful, or 
humiliating. Unwelcome conduct does not have to include intent to harm, be directed at a specific 
target, or involve repeated incidents. Unwelcome conduct can involve persons of the same or opposite 
sex. Participation in the conduct or the failure to complain does not always mean that the conduct 
was welcome. The fact that a person may have welcomed some conduct does not necessarily mean 
that a person welcomed other conduct. Also, the fact that a person requested or invited conduct on 
one occasion does not mean that the conduct is welcome on a subsequent occasion. 
 

• Hostile Environment: A hostile environment exists when sex-based harassment is 
sufficiently serious to deny or limit the student’s ability to participate in or benefit from the school’s 
programs or activities or is sufficiently severe or pervasive to create a hostile working environment.  
The more severe the sex-based harassment, the less need there is to show a repetitive series of 
incidents to find a hostile environment. Indeed, a single instance of sexual assault may be sufficient to 
create a hostile environment. Likewise, a series of incidents may be sufficient even if the sex-based 
harassment is not particularly severe. 
 

 
• Consent:  Consent must be informed, voluntary, and mutual, and can be withdrawn at 

any time. There is no consent when there is force, expressed or implied, or when coercion, 
intimidation, threats, or duress is used. Whether a person has taken advantage of a position of 
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influence over another person may be a factor in determining consent. Silence or absence of resistance 
does not imply consent. Past consent to sexual activity with another person does not imply ongoing 
future consent with that person or consent to that same sexual activity with another person.  Note 
that because of the age of the students at Gilman School and the position of authority that employees 
hold over students, Gilman School will never consider a student to have consented to sexual contact 
with any employee. 
 

• Non-Consensual Sexual Activity:  Includes any sexual contact, however slight, with an 
object or bodily part, by a person upon another that is without consent.   
 

• Incapacitation:  Includes, but is not limited to, lack of consciousness, being asleep, being 
involuntarily restrained, or otherwise being unable to consent. Indicators of incapacitation include 
slurred speech, bloodshot or unfocused eyes, unsteady gait (needing assistance walking or standing), 
vomiting, concern expressed by others about the individual, expressed memory loss, or disorientation.   
 

• Sexual Assault:  Sexual assault is actual or attempted sexual contact with another person 
without that person’s consent. Sexual assault includes, but is not limited to: intentional touching of 
another person’s intimate parts without that person’s consent; or other intentional sexual contact with 
another person without that person’s consent; or coercing, forcing, or attempting to coerce or force 
a person to touch another person’s intimate parts without that person’s consent. 
 

• Sexual Contact: The intentional touching, either directly or through the clothing, of the 
genitalia, anus, groin, breast, inner thigh, or buttocks of any person with an intent to abuse, humiliate, 
harass, degrade, or arouse or gratify the sexual desire of any person.   
 

• Sexual Exploitation: non-consensual sexual abuse or exploitation of another, when such 
behavior does not otherwise constitute another specifically defined behavior. Examples of sexual 
exploitation include, but are not limited to, non-consensual use of electronics to capture, reproduce, 
or share images of a sexual nature without consent of parties involved, public indecency, or exposing 
genitals to others without consent, or engaging in ‘peeping’ (observing another when privacy would 
be reasonably expected) without consent. 
 
Reporting Prohibited Conduct  
 

Gilman School strongly encourages all individuals to seek assistance from a medical provider 
and/or law enforcement immediately after an incident involving violence, including sexual assault. 
This is the best option to ensure preservation of evidence and to begin a timely investigative and 
remedial response. 

 
Gilman School also encourages all individuals to make a report of Prohibited Conduct to both 

the School and to local law enforcement, although neither is required. These reporting options are not 
mutually exclusive. Both internal and external reports may be made simultaneously. The procedures 
under this Policy may run concurrently with any criminal justice or child protection investigation, and 
will only be subject to temporary delays at the specific request of law enforcement. Because the 
standards for finding a violation of a criminal law are different from the standards articulated in this 
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Policy, criminal investigations or reports or determinations made by child protection officials are not 
determinative of whether a violation of this policy has occurred. 
 
Filing a Report with the School 
 

Any individual who wishes to report Prohibited Conduct is encouraged to report directly to 
the Title IX Coordinator or any other Responsible Employee. Reports may be made in person, by 
telephone, or in writing.  Written complaints are encouraged. A complaint may be made on behalf of 
one self or on behalf of another employee or student.  If a complaint implicates the Title IX 
Coordinator, or if a Complainant is otherwise uncomfortable bringing their concerns to another 
Responsible Employee, they may bring their complaint to the Head of School. Depending on the 
nature of the complaint, the Head of School may designate another appropriate individual to conduct 
and/or coordinate a response.  

 
All employees of the School are required to immediately report suspected child abuse and 

neglect to the Head of School, who assists in coordinating the appropriate response and fulfilling 
employees’ mandatory reporting obligations. Thus, confidentiality cannot be guaranteed when an 
individual makes a report to a School employee, including school counselors and the school nurse. 
Employees who become aware of an alleged Title IX violation, including sexual misconduct, 
interpersonal violence or sexual harassment or retaliation are required to report it to the Title IX 
Coordinator. 
 
Requests for Confidentiality and/or Anonymity  
 

Individuals making reports under this policy may request that the Coordinator not reveal their 
identity to the individual they are accusing of misconduct. If an individual requests this type of 
confidentiality, the Coordinator will weigh the request against the School’s obligation to provide a 
safe, non-discriminatory environment for all members of its community. The Coordinator will try to 
honor these requests, but it is not always possible to do so.  Regardless of whether an individual 
requests confidentiality, the School will make every effort to prevent disclosure of the names of all the 
parties involved – the reporting individual, the Complainant, the witnesses, and the Respondent – 
except to the extent necessary to carry out an investigation. 
 

Individuals who wish to remain anonymous can leave an anonymous report with the Title IX 
Coordinator by providing a written summary of the incident, and leaving such written summary in the 
Coordinator’s mailbox.  Individuals leaving an anonymous report should be aware that failure to 
disclose identifying information about the identities of the parties involved or the facts and 
circumstances regarding the Prohibited Conduct (including the names of any witnesses) severely limits 
the School’s ability to respond and remedy the effects of the misconduct. Anonymous reports that 
provide enough information to constitute suspected ongoing abuse of a minor will still be reported to 
child protective services and/or local law enforcement. 

 
Complaint Resolution Process  
 
Initial Meeting  
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After a report of Prohibited Conduct is made, the Title IX Coordinator will hold a meeting 
with the individual who filed the complaint (the “Reporting Individual”) as soon as possible upon 
receipt of the report. If the Reporting Individual is not the victim/target of the Prohibited Conduct 
(the “Complainant”) and is only making a report, then the Coordinator will meet with both the 
Reporting Individual and the Complainant.  At that meeting(s) the Coordinator will do the following:  

 
• Ask additional questions to clarify facts/allegations reported by the Reporting 

Individual/Complainant. 
• Assess the severity of the situation. 
• Explain the School’s resolution procedures and determine if and how the Complainant 

would like to proceed with the complaint.  
 
The Coordinator will seek permission from the Complainant to initiate a formal report. 

Permission for a formal report may be given initially, but can be withdrawn at any time. If a 
Complainant declines to make a formal report, requests that the report remain confidential, and/or 
later withdraws permission for the formal report, the Coordinator will weigh the request against the 
School’s obligation to provide a safe, non-discriminatory environment for all members of its 
community.  
 
Formal Report  
 

If the Complainant chooses to make a formal report and proceed with the School’s resolution 
procedures, the Coordinator will make an initial determination as to whether the facts, if as alleged are 
true, would violate this Title IX policy.  If the Complaint does not implicate Title IX, the Coordinator 
will refer the Complaint to the appropriate person to resolve the Complaint. 

 
Assuming that the facts, if true as alleged, would constitute a violation of this policy, the 

Coordinator will provide written notice of the Complaint to the individual(s) alleged to have 
committed the Prohibited Conduct (the “Respondent(s)”). The notice shall contain the date(s) the 
alleged Prohibited Conduct occurred and a brief description of the Prohibited Conduct, as well as a 
copy of this Policy. The Coordinator may also notify any students’ parents/guardians, if appropriate. 

 
Until the Complaint is resolved, the School may make available reasonable interim measures 

to prevent harassment and discrimination and to otherwise ensure a prompt and equitable resolution 
of a Complaint. These measures may include taking steps to avoid further contact between the 
Complainant and the Respondent such as a No-Contact Order. 
 
Informal Mediation  
 

Many concerns can be addressed quickly and appropriately by communicating directly with 
someone. A Complainant is never required to discuss misconduct with an alleged harasser alone. For 
these reasons, and because the School recognizes that a wide spectrum of behaviors can constitute 
violations of this Policy or other School policies, the School offers informal resolution (mediation) in 
appropriate circumstances. 
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Mediation is the preferred method of resolving many concerns. However, it is not appropriate 
in all situations. The Coordinator will make the determination regarding whether mediation is 
appropriate. All parties must agree to participate in mediation, otherwise the Coordinator will conduct 
an investigation.  

 
The nature of mediation is flexible, but in general, the Complainant and the Respondent and, 

if appropriate as determined by the Coordinator, their parents, meet together with the Coordinator or 
other School officials to discuss the incident(s) that led to the Complaint and potential resolutions. 
The goal of mediation is for the Parties to agree on a solution or resolution together, and is not to 
determine fault. Such resolutions may include a no-contact agreement, a permanent change in class, 
activity, or transportation schedules, a verbal or written apology, or other alternate resolutions. Any 
agreements reached in mediation will be reduced to writing and, if age-appropriate, signed by both 
parties.  

 
If the Parties cannot resolve a concern during mediation, if any party refuses to mediate, or if 

mediation is not appropriate for the Complaint, the Coordinator will initiate an investigation. Any 
party or, if applicable, a party’s parent or guardian, can also decide to end mediation and proceed an 
investigation at any time. 
 
Formal Investigation  
 

If mediation is inappropriate, does not succeed, or is ended by either the Coordinator, a party, 
or a parent, then the complaint will be investigated formally.  

 
The Coordinator may choose to investigate the complaint themselves, appoint another 

appropriate investigator from within the School, or retain experienced external investigators. When 
necessary, the Coordinator will work with other individuals in the School, such as Human Resources, 
to avoid the need for multiple investigations of the same incident.  

 
Any investigation should include interviewing the Complainant and Respondent, if possible. 

It may also include interviewing other relevant witnesses or witnesses identified or requested by the 
Reporting Individual, Complainant and Respondent. The investigator may collect written or other 
evidence, including statements from the parties or witnesses. All parties will have an equal opportunity 
to offer witnesses and other evidence. The investigator will maintain notes of each interview and a file 
of any evidence collected during the investigation. 

 
At the Conclusion of the Investigation  
 

After completing the investigation, the investigator will determine (1) whether or not the 
conduct occurred; (2) whether the conduct constitutes a violation of Title IX, of this Policy, or of any 
other School policy; and (3) if the conduct was a violation of this Policy, what actions the School will 
take to end the violation, eliminate any hostile environment, and prevent its recurrence.  

 
The investigator will make their determination based on a preponderance of the evidence 

standard. This means that the investigator will determine whether they think misconduct is more likely 
that not to have occurred (there is a greater than 50% chance that misconduct occurred). In 
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determining whether conduct constitutes a violation of the School’s policies, the investigator will 
consider, for example, the age and level of understanding of the student(s) involved, the facts and 
surrounding circumstances, the nature of the behavior, past incidents or past or continuing patterns 
of behavior, the relationships between parties involved and the context in which the incidents 
occurred.  

 
After the investigator makes their determinations, they will prepare a written summary of their 

findings, including a proposed resolution (such as proposed discipline, as described below).  
 
Investigative Findings and Determination  
 

The Respondent (and their parent(s)/guardian(s), if applicable) will be informed in writing of 
the investigative finding, sanction, and the rationale for the sanction within twenty (20) school days 
after submission of the complaint. The Coordinator, in their discretion, may extend the time to 
complete the investigation if such an extension would be reasonable under the circumstances. The 
Complainant (and their parent(s)/guardian(s), if applicable) will also be informed, in writing, of the 
outcome of the investigative process.  

 
If you do not receive a written response from the School within 30 school days, you may 

contact the Coordinator regarding the status of the investigation.  
 
Discipline of Students: If the investigator believes that discipline of a student is appropriate, the 

investigator will consult with the Title IX Coordinator (if that person did not perform the 
investigation), and the respective Division Head to determine the appropriate level of discipline in 
accordance with the School’s published disciplinary process. Students for whom suspension or 
expulsion is being considered will be given notice and an opportunity to be heard before a final 
decision regarding suspension or expulsion is made.  

 
Corrective Action for Non-Students: If the investigator believes that corrective action related to or 

discipline of an employee, volunteer, or third party is warranted, the investigator will consult with the 
Title IX Coordinator (if that person did not perform the investigation) and the respective Division 
Head (in the case of employees or volunteers) or the Head of School (in the case of third parties or 
contractors) to determine the appropriate response to the misconduct.  
 
Appeal  
 

The Respondent may appeal the outcome from the decision and/or the sanction/remedy by 
submitting a written appeal to the Head of School within ten (10) school days after receiving 
notification of the findings. Disagreement with the finding or sanction is not, by itself, grounds for an 
appeal. The appealing party must demonstrate that there was insufficient evidence to support the 
decision, that there is new or relevant evidence, or that the sanction or remedy is substantially 
disproportionate given the details of the case. The Head of School shall review the Complaint and the 
record of the investigation, including the investigator’s summary of their findings, and may interview 
the parties again if necessary. Within fifteen (15) school days of receiving the appeal, the Head of 
School will respond in writing to the appeal, summarizing the outcome of the appeal and any changes 
to the findings or discipline. 



D-9 
 

 
 
 

 
Advisor Guidelines  
 

Any individual being interviewed by the Investigators, including the Complainant and 
Respondent, has the right to be accompanied to any meeting or proceeding related to this resolution 
procedure by an advisor of their choice. An advisor is an individual who attends as a supportive 
presence. An advisor may take notes and quietly confer with the individual being advised, but may not 
speak on behalf of the individual or in any way disrupt any meeting or the resolution procedure. 
Individuals who may have factual information relevant to the Complaint may not serve as advisors. If 
an individual being interviewed wishes to have an attorney serve as their advisor, he or she may retain 
counsel independently. Attorney-advisors may participate in the resolution process to the same extent 
as other advisors, and will not be permitted to speak on behalf of any individual or to interfere with 
the resolution procedure. Although the Parties are not required to choose an advisor or to bring their 
advisor to all meetings, utilizing the same advisor throughout the process, unless there are extenuating 
circumstances, allows the process to move forward in the most efficient fashion. 
 
Notification to Parents  
 

If the report involves a student, the Coordinator will determine whether the Complainant 
and/or Respondent’s parent(s)/guardian(s) need to be notified of a report of harassment or 
discrimination. The Coordinator, in their professional discretion, may determine that it is not 
necessary or appropriate to involve a student’s parent(s)/guardian(s). However, the 
parent(s)/guardian(s) of both the Complainant and the Respondent(s) must be notified, unless 
otherwise directed by law enforcement or required by law, if the report involves physical assault or 
unwelcome sexual touching.  

 
A Respondent’s parent(s)/guardian(s) must also be notified if it is possible that the 

Respondent will be suspended or expelled if found responsible for misconduct.  
 
The Complainant may request that their parent(s)/guardian(s) not be notified of a complaint 

involving them. Such requests will be considered by the Coordinator, however, the Coordinator in 
their professional judgment will determine whether it is appropriate to honor such a request. 
 
 

If notification is required or warranted, the parent(s)/guardian(s) of the Complainant and/or 
the Respondent(s) should be notified of the report before the close of the current school day, but 
must be notified not later than two school days after the report is filed, unless otherwise directed by 
law enforcement or required by law.  

 
A parent/guardian may be invited to attend an interview with their student at the student’s 

request, or if the Coordinator determines that a parent/guardian’s presence is necessary or would be 
helpful to the investigation.  A parent/guardian’s role at an interview is primarily as a supportive 
presence. Parent(s)/guardian(s) may not speak on behalf of the student or disrupt the interview.  
 
Prohibition on Retaliation  
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Gilman School will not tolerate retaliation. Retaliation is prohibited by Title IX and this Policy. 
An individual reporting Prohibited Conduct is entitled to protection from any form of retaliation 
following a report that is made in good faith, even if the report is later not proven to be true. This 
Policy also prohibits harassment of Respondents. In addition, retaliation is prohibited against 
individuals participating in an investigation under this Policy (such as a witness).  The School will take 
immediate and responsive action to any report of retaliation or additional harassment and will pursue 
disciplinary action as appropriate. 

 
External Resources  
If you are in a life-threatening situation, please call 911 immediately  
 
Baltimore Hospitals with Sexual Assault Forensic Examiner Centers  
University of Maryland Medical Center 
Pediatric Emergency Department  
22 S. Green Street 
Baltimore, MD, 21201 
(410) 328-6335 
 
Mercy Medical Center 
345 St. Paul Place, Baltimore, MD 21202 
(410) 332-9494 
 
Greater Baltimore Medical Center 
6701 Charles Street 
Baltimore, MD 21204 
(443) 849-3323 
 
TurnAround, Inc. 
The Walbert Building 
1800 North Charles Street, Suite 404  
Baltimore, MD 21201 
Hotline: (443) 279-0379 
www.turnaroundinc.org 
 
Maryland Coalition Against Sexual Assault  
(301) 328-7023 
Info@mcasa.org 
The Maryland Coalition Against Sexual Assault provides information regarding domestic violence and 
sexual assault resources throughout the State of Maryland. 

 
Rape, Abuse, and Incest National Network (RAINN)  (http://www.rainn.org/) 
1-800-656-HOPE 
RAINN provides live, secure, ANONYMOUS crisis support for victims of sexual assault and their 
families. RAINN’s “online hotline” (online.rainn.org) is available in Spanish as well as English.  

DISCRIMINATION / HARASSMENT POLICY 
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 The School is committed to providing an academic environment that is free of 
discrimination and harassment both in and out of the classroom. Actions, words, jokes, or 
comments based on an individual’s sex, sexual orientation, race, ethnicity, age, religion, genetic 
information, disability, or any other legally protected characteristic, can constitute discrimination or 
harassment and will not be tolerated. Consequently, discrimination or harassment by any member of 
the Gilman School community, or by a parent or anyone doing business with the School, is 
prohibited. This prohibition includes peer harassment among students, staff, or faculty.  Harassment 
by a faculty member, instructor, or teaching assistant of a student over whom he or she has authority 
is particularly serious.  
 
 Harassment can result from a broad range of actions which might include, but is not limited 
to, the following: 
 

1. Verbal conduct, such as insulting comments, slurs, or other statements which are based on 
gender, race, age, religion, national origin, genetic information, disability, or any legally 
protected classification. Verbal conduct includes writing and communications made 
electronically, such as e-mails and text messages. This also includes unwanted sexual 
advances, invitations or comments;  
 

2. Visual conduct, such as derogatory posters, cartoons, drawings, leering, or gestures;  
 

3. Physical conduct, such as hitting, pushing, touching, or other unwanted physical conduct or 
threat to take such action;  
 

4. Stalking, bullying, and verbal abuse; 
 

5. Inappropriate jokes, comments, or innuendoes; inappropriate comments sent via     e-mail 
or other forms of communication; 
 

6. Sabotaging the work of others; or  
 

7. Humiliating a person through gestures, sarcasm, criticism, or insults. 
 
As with other forms of harassment, the School has a zero tolerance policy for sexual 

harassment. It is against the School’s policy for any employee or agent, male or female, to harass 
another employee, male or female, by: 

 
1. Making unwelcome sexual advances, requests for sexual favors, or other verbal or physical 

conduct of a sexual nature a condition of employee’s continued employment;  
 

2. Making submission to, or rejection of, such unwelcome conduct the basis for employment 
decisions affecting the employee; or 
 

3. Creating an intimidating, hostile, or offensive working environment by such unwelcome 
conduct. 
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The following are examples of behavior that could constitute sexual harassment. Even 

behavior less severe than these examples, however, may constitute sexual harassment in violation of 
this policy. 
 

1. Unwanted sexual advances, such as making a “pass” at another employee; 
 

2. Offering employment benefits, or implying that things will go smoothly in exchange for 
sexual favors;  
 

3. Making or threatening reprisals after a negative response to sexual advances; 
 

4. Non-verbal conduct, such as leering, making sexual gestures, displaying of sexually 
suggestive objects or pictures, e-mails, cartoons, or posters; 
 

5. Verbal conduct, such as making or using derogatory comments, epithets, slurs, sexually 
explicit jokes, or comments about an employee’s body or dress;  
 

6. Remarks of a sexual nature, graphic verbal commentary about an individual’s body, sexual or 
degrading words to describe an individual, or aggressive or obscene letter, notes, messages or 
invitations; or 
 

7. Physical conduct, such as touching, assaulting, impending, or blocking movement. 
 

 Any employee who has reason to believe that he or she is the victim of discrimination or 
harassment should promptly report the facts of the incident(s) to Human Resources or his or her 
Division Head. Any student of the School who has a discrimination or harassment complaint should 
bring that complaint to the Judiciary Committee.  
 
 A prompt investigation will be conducted, followed by immediate and appropriate corrective 
action where warranted, including possible discharge. Confidentiality will be maintained to the 
extent reasonably practicable under the circumstances.   
 
 If for any reason an employee is not satisfied with the response to a complaint of harassment 
and/or discrimination, a written statement of the problem should be sent to the office on the 
Headmaster, Return Receipt Requested, for investigating and handling. If the Headmaster is 
involved in the facts leading to the complaint to a degree where the complaint cannot be brought to 
the Headmaster, the complaint should instead be directed to the President of the Board of Trustees.  
 
 No retaliation will be tolerated against any employee for reporting violations of this policy or 
for the filing, testifying, assisting, or participating in any investigation. Any attempt at retaliation will 
be subject to the appropriate disciplinary action, up to and including discharge. 
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EMPLOYEE ACCEPTABLE USE POLICY FOR GILMAN ELECTRONIC SERVICES 

This policy applies to all employees when they are using computers or Internet access supplied 
by Gilman School, whether or not during working hours, and whether or not from the Gilman 
campus. Use of the Gilman School network, e-mail, or Internet connection (“electronic services”) is 
intended for educational and administrative purposes. It is a privilege, not a right. All users are 
expected to exercise responsible behavior when on the network. Gilman has the right, but not the 
duty, to monitor all Internet, e-mail and other computer usage at its sole discretion. Any information 
obtained by Gilman through monitoring of electronic services or otherwise may be disclosed to 
outside parties or law enforcement authorities. Users accept the responsibility for maintaining the 
integrity of all aspects of the School’s network, e-mail and Internet access. 

o Each user is responsible for all uses and contents of his/her computer.  Giving out 
personal passwords, access codes or log-in procedures, and misrepresenting one’s 
identity in electronic communications, are not permitted. 

o Use of computers assigned to academic and administrative employees is restricted to 
authorized Gilman employees. 

o Use of personally owned computers on the network is prohibited without prior approval 
of the Technology Services Manager. 

o Loading any software on a computer without the prior approval of the Technology 
Services Manager is done at the user’s own peril. Corrupted disc drives will be re-written 
to a base level, which may result in the loss of files and settings. 

o Users are responsible for following backup procedures that ensure critical files are 
copied to the server on a regular basis. 

o Unauthorized copying, removal or distribution of software may violate copyright laws 
and software license agreements and is prohibited. Installing, modifying, manipulating or 
otherwise tampering with applications, files and data on the network, and any attempt to 
do so, is not permitted.  

o The School cannot guarantee privacy or security of any information or data on the 
network. E-mail and other types of information on the network are not confidential; 
therefore, users should not put anything on the network that they would not want others 
to see or read.  

o No one may use the network for obscene, annoying, threatening or abusive purposes. 
Users should use their best efforts not to access and may not transmit materials 
containing pornography, gender bias, racial bias, bullying or intimidating statements or 
other inappropriate information. 
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o Employees must exercise extreme caution in connection with electronic contact with 
students (for example chat rooms, message boards, social networking sites and 
newsgroups) and must avoid inappropriate communication with students with whom they 
are in a position of trust. 

 
o Employees must exercise extreme caution when using social networking websites such as 

Facebook or MySpace, even when such use occurs in their own time using their own 
computer. In particular: 

▪ Employees may not “friend” any currently enrolled Gilman Student without 
the explicit permission of the Headmaster or the Director of Communications. 

▪ Employees should avoid contacting any student privately via a social 
networking website, even for school-related purposes. 

▪ Employees should not allow any students to access personal information that 
the employee has posted on a social networking site. 
 

o Employees may not create a website (beyond that which is already provided) or post to a 
social media site (Facebook, Twitter, LinkedIn, etc.) anything identified as Gilman School 
– including but not limited to the School name, logo, buildings, classrooms, fields, 
teachers, staff and students --  without the explicit permission of the Headmaster or the 
Director of Communications.  
 

o Employees must exercise extreme caution when posting to any public website (including 
online discussion forums or blogs, YouTube, etc.) that their comments do not harm their 
professional standing or the reputation of the school – even if their online activities are 
entirely unrelated to the school. In particular: 

▪ Unless authorized to do so, employees must not post content on websites 
that may appear as if you are speaking for the school.  

▪ Employees should not post any material online that can be clearly linked to 
the school that may damage the school’s reputation. 

▪ Employees should ensure all writings contain a disclaimer that the views 
expressed are yours personally and do not represent the views of the school 

▪ Employees should avoid posting any material clearly identifying themselves, 
another member of staff, or a pupil, that could potentially be used to 
embarrass, harass, or defame the subject.  
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GILMAN SCHOOL SOCIAL MEDIA & DIGITAL USAGE GUIDELINES AND BEST PRACTICES 

 Social media provides the opportunity for Gilman School to interact and communicate 
with our constituency, including parents, alumni, faculty, staff, students and the community of 
which we are a part. Sites such as, but not limited to, Facebook, Twitter, LinkedIn, YouTube, 
Instagram, Snapchat, Wordpress and others are creating our digital reputation - an increasingly 
important one - in and among our community. These social media tools engage and enhance our 
communication strategies and abilities.   
 
 This Gilman School Social Media & Digital Usage Policy is designed to clarify the 
expectations the School has for employees and students who use and/or create social media and 
digital sites on behalf of the School.  This policy also provides guidelines for private social media 
use.    

 The social media world is no different than the in-person world. The same laws, rules, and 
best practices that apply to our physical relationships, all apply in the digital world. Employees 
and students should be as responsible for their online posts as they are for their personal, verbal, 
or written interactions. 
 
Institutional Social Media & Digital Presence 
 
 Gilman School utilizes a variety of official social media sites, web pages, and applications 
(apps) to implement its marketing and communication strategy and to build its reputation. The 
following policies apply to all such accounts: 
 

● Social Media - Gilman employees or students wishing to start a social media account on 
behalf of the School must seek prior approval from the Director of Marketing & 
Communications. If approval is granted, the username and password must be shared with 
the Director of Marketing & Communications with the understanding that the School has 
express rights to monitor, edit, and remove any copy or images that do not reflect on the 
School in the appropriate tone. 

 
● Websites & Applications (“Apps”) - Employees and students must obtain permission 

from the Director of Marketing & Communications before creating a school-related website 
or app, including but not limited to using the School name, logo and branding elements. The 
Director of Marketing & Communications has the right to take down, or in extreme cases 
report to appropriate authority, any inappropriate postings or sites created by Gilman School 
employees or students. 
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General Policies 
 
 

● Share Gilman’s mission - Gilman realizes and is in support of social media as a powerful 
tool that allows for timely communication and rich conversation. With that understanding 
comes a great deal of responsibility and digital stewardship.  Social media is viewed by and 
sometimes relied upon by prospective, current, and graduated families to get the latest 
information about Gilman. Leveraging the power of social media for the good of the School 
through sharing information that we can be proud of, and that reflects our mission, can do 
just as much as word-of-mouth information sharing. 

 
● Exercise Caution - Employees must exercise caution when using social networking 

websites such as Facebook, Instagram, Snapchat and Twitter even when such use occurs on 
their own time using their own device. In particular, employees may not “friend”, post 
pictures, contact, or share personal information with any currently enrolled Gilman student 
via social networking. 

 
● Realize NOTHING is Personal - When posting to any public website (including online 

discussion forums or blogs, YouTube, etc.) employees should ensure that their comments do 
not harm their professional standing or the reputation of the School – even if their online 
activities are entirely unrelated to the School. In particular: 
o Unless authorized, employees must not post content on websites that may appear as if 

they are speaking for the School.  
o Employees should not post any material online that can be clearly linked to the School 

that may damage the School’s reputation. 
o Employees must exercise discretion in personal public postings related to the School and 

its constituency. 
o Employees should not post any material clearly identifying themselves, another 

employee, or a student, that could potentially be used to embarrass, harass, or defame 
the subject.  

o Employees should not post confidential or proprietary information about students, 
faculty, staff, alumni, others, or the School.  

 
Best Practices 
 

● Everything is public - If you wouldn’t make the comment in person, then you probably 
shouldn’t say it online. 

 
● Be honest and transparent - Honesty – or dishonesty – will be quickly noticed in the social 

media environment.  
 

● Be relevant and add value - The best way to get content read is to contribute information 
that people value.  
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● Be conversational - When communicating via social media, use the same approach that you 
would use when talking to a person. Bring in personality to personalize the voice/tone of the 
School.  

 
● Correct errors quickly - Before you post or comment, check your facts. Review your 

comments for clarity, grammar, and spelling. It’s the School’s reputation on the line.  If a 
mistake is made, be honest and quickly provide the correct information. If appropriate, 
modify an earlier post to make it clear that the error has been corrected. 

 
● Be respectful - When responding to others’ opinions, keep it appropriate and polite. Do 

not use defamatory or libelous language or engage in damaging conversation. Do not use 
abusive, threatening, offensive, obscene, explicit or racist language.  
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GILMAN SCHOOL SOCIAL MEDIA & DIGITAL USAGE FACULTY AND STAFF POLICY 

 

Context 
 
 As social media can bridge both the work life and personal life of employees, some conflict 
of responsibilities may occur. The school's interest in establishing this policy is to define the 
educational and work-related contexts of social media and blogging, for the protection of our 
employees, students, and the school community as a whole. Interest in this topic is solely school 
related; the School doesn't seek to extend its reach into purely personal, non-job-related matters). 
 
Who This Policy Covers 
 
 This policy applies to Gilman’s adult community—principally, faculty, staff, and 
administrators, and other adults acting on the school's behalf.  
 
Key Principles 
 
 Interacting online with colleagues, students, alumni, and other community members is no 
different than interacting with these individuals or groups face-to-face:. We are required to With 
specific regard to social media, as a school employee, you must: 
 

● Maintain the respect, dignity, prudence, professionalism and concern for the safety and 
protection of children in all interactions.  

● Understand that you are accountable for your postings and other electronic communications 
that are job-related, particularly online activities conducted with a school email address, or 
while using school properly, networks, or resources. 

● Recognize that: 
○ social media activities may be visible to current, past, and prospective students; 

parents; colleagues; and community members; 
○ serving as a role model is a critical aspect of your work at the School; and 
○ accordingly, you must exercise appropriate discretion when using social media (even 

for personal communications) when those communications can impact your role at 
the School. 

● Keep in mind that the uneven power dynamics of the School—in which adults have implied 
authority over former students—continues to shape those relationships after the end of the 
school day and year, and even after graduation. Employees must act in a manner that always 
respects and never exploits the power inherent in these relationships. 
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● Balance your right of individual expression with the valid interests of the School in 
promoting and presenting its mission, culture, and values to the community at large (as 
reflected by the public actions and statements of school employees). 

 
 Please be aware that the School considers discretion in social media activities to be a 
serious matter in protecting the School. Violation of this policy may lead to corrective 
action, up to and including termination of employment. 
 
Guidelines 
 
1. Classroom/Professional Use of Social Media 
Faculty are expected to limit class activities to school-sanctioned online tools (including social media 
and blogs). Check with the School’s Director of Technology for the most up-to-date list of 
approved sites and tools.  
 
New social media tools and features, that may or may not be appropriate for course use, are being 
continually introduced. If you find a social media tool that you think will be useful in your classroom 
that is not already on the "approved" list, please contact Gilman’s Director of Technology and 
request approval of the tool prior to using it. 
 
2. Use of Social Media for Development/Alumni Relations Purposes 
The school may choose to establish a social media presence (e.g., Facebook page) for development, 
alumni relations, internal marketing, or other school-related purposes. All postings to this site will be 
initiated under the direction of the Marketing and Communications Department, in collaboration 
with the Development Office. 
 
3. Relationship-Building with Students, Alumni, and Parents 
Do not initiate or accept social media "friend" requests from current students (of any age) or former 
students under the age of 18.  
 
Use professional discretion when "friending" alumni 18 years of age and older. When doing so, 
recognize that many former students have online connections with current students (including 
younger siblings and underclassmen friends), and that information shared between recent alumni/ae 
is likely to be seen by current students as well.  
 
Employees are discouraged from friending parents of current or prospective students due to the 
inherent conflicts of interest that may raise. 
 
Note: Terminology describing the building of relationships online varies from site to site. "Friending" is meant to 
include following, subscribing, adding as a contact, or any other term meaning establishing an online relationship 
between two people. 
 
4. School-Related Adult Friends (co-workers, supervisors, and subordinates) 
Employees are asked to use good judgment when making or accepting "friend" (or "link" or 
"connection") requests to or from school colleagues.  
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Employees in supervisor/subordinate relationships are particularly encouraged to use caution, due 
to the potential for both parties to feel pressured to accept the request, potentially impacting the 
work relationship (as well as raising conflict-of interest, unequal treatment, discrimination, or similar 
concerns). 
 
5. Non-School-Related Friends 
Remind all other members of your social networks of your position as an educator whose profile 
may be accessed by students and other members of the Gilman community. Ask them to monitor 
their posts to your network accordingly. This includes (but is not limited to) being "tagged" in 
photos on the sites of friends or others, especially where the photos may imply activities not 
appropriate for viewing by students and other community members. 
 
6. Groups in Your Social Network 
All employees are asked to use good judgment in visibly and publicly associating only with social 
media groups consistent with the mission and values of the School. At the same time, this provision 
is not intended to limit valid intellectual discourse on a wide variety of subjects or viewpoints. 
 
 
7. Posted Content 
Exercise care with personal profile data and posted content to ensure that this information does not 
reflect poorly on your ability to serve as a role model or otherwise create a conflict of interest. 
Content should be placed thoughtfully and reviewed periodically. 
 
Social media sites are increasingly interconnected—i.e., linked to one another— in ways that may be 
largely outside the direct control of the users on any given site. Exercise caution regarding posting of 
inappropriate content to any social media. 
 
8. Privacy Settings 
On most sites, privacy settings can be changed at any time to limit searchability and access to 
profiles. Employees must be prudent in allowing access to their online content, consistent with other 
requirements of this policy. Changes should be made whenever necessary. 
 
9. Time on Social Sites 
Employees must refrain from using social media or blogging sites for personal use during work 
hours except for incidental usage (e.g., spending a moment or two checking a site in between work 
activities). In no case may the use of social media resources interfere or impede the employee's 
completion of his/her job duties and responsibilities to the school and our students. 
 
10. Online Identity and Posting to Blogs 
As a vibrant academic community, we encourage active engagement in a range of activities, 
intellectual pursuits, causes, and the like—including social, political, religious, and civic-oriented 
groups, blogs, etc. At the same time, an individual's right to participate in these groups must be 
balanced with the School's right to manage public communications issued in its name or on its 
behalf. When posting messages to blogs (i.e., meant to broadly include a variety of online discussion 
forums), employees may not state or imply their connection to the School in any way without the 
prior written consent of the Director of Marketing and Communications. 
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Example: If an employee chooses to post a personal message on a blog, he/she must not sign the post, "Jane Smith, 
Faculty Member, ABC School," but rather only "Jane Smith." 
 
Similarly, when making personal, non-work-related posts to blogs, employees may not use their 
school email address in the message or for reply purposes, to avoid implying approval of the 
message's content by the School. 
 
11. Protecting Confidential Information 
All confidential school information must be protected and may be disclosed only pursuant to school 
policy or as otherwise required by law. No social media or blog posts may communicate any 
confidential information.  
 
12. Use of Logos, Trademarks, and Intellectual Property 
Employees are not permitted to use the School's logo, trademarks, official photographs, or any other 
intellectual property or proprietary materials in any postings without the written consent of the 
Director of Marketing & Communications or the Headmaster. 
 
13. Use of Social Media Sites in Background Checking 
Background checking is a serious matter that is governed by specific regulations and that creates a 
variety of risks and liabilities for the School if not handled properly. No employee is permitted to 
engage in "freelance" checks of any type. The school maintains specific background-checking 
procedures, under the direction of the Director of Human Resources. 
 
14. Acceptable Use and Monitoring of Electronic Activities 
Employees are prohibited from engaging in illegal activities or accessing websites with illegal or 
otherwise prohibited content when using school networks or school equipment on or off school 
property, during or after working time, or while directly or indirectly representing the School in any 
way. 
 
The school reserves the right to monitor employee electronic communications and activities that are 
transmitted through school networks and/or using school-provided equipment to protect the 
School, its students, employees, and other community members from potential harm, liability, or 
other risk. 
 
Guidelines adapted from ISM Social Media Policy 
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HIRING POLICY 
 
 
Equal Opportunity Employer 
 
 Gilman School is an equal opportunity employer and educator who fully and actively supports 
equal access for all people regardless of race, color, religion, gender, age, national origin, veteran status, 
disability, genetic information or testing, family and medical leave, sexual orientation and gender 
identity or expression. We prohibit retaliation against individuals who bring forth any complaint, orally 
or in writing, to the employer or the government, or against any individuals who assist or participate 
in the investigation of any complaint, or otherwise oppose discrimination. Non-discrimination applies 
to all aspects of employment including, but not limited to, selection, advancement, salary, hours, 
responsibilities, benefits, and working conditions.  
 
New Hire Policy 
 
 To protect the students, faculty, and staff of the School, newly hired employees will not be 
permitted to work on campus until background check and finger printing results have been received 
by the Human Resources department. 
 
Staff Specific 
 
Provisional Period 
 
 All newly hired full-time and part-time staff members are on a provisional status for the first 
90 days of their employment. During this period the employee can be terminated by his/her division 
or department head without cause and without going through the procedures described in the policies 
in this Handbook entitled Unsatisfactory Job Performance and Termination of Employment. 
 
 During the provisional period: 
 

1. The employee will accrue vacation and sick leave according to the Vacation Policy and Medical 
Leave Policy but may not use vacation or sick leave without prior written approval from 
his/her immediate supervisor. 

    
Note: If the employee does not report to work due to injury or illness, the School may require 
a written statement from a physician confirming the employee's inability to work.  
 

2. The employee will be eligible for staff holidays according to the Holiday Policy.   
  
 At the end of the provisional period, the employee will normally receive a written evaluation 
from his/her supervisor within 10 working days.  The ending of the provisional period does not 
guarantee job security.   
 
Faculty, see Faculty Employment Obligations 
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CLASSIFICATION OF EMPLOYMENT AND 
 ELIGIBILITY FOR BENEFITS 
 
 
Faculty versus Staff 
 
 For the purpose of properly administering the School's compensation and benefit plans, 
employees are classified according to the type of work they do and their work schedules. The 
classification of an employee is either faculty or staff. Faculty are those employees who are actively 
engaged in teaching as their primary responsibility. All other employees are considered staff.  Both 
Faculty and Staff follow the policies set forth in the Employee Handbook, unless noted.   
 
Regular Employees 
 
 Staff employees are considered regular employees if they work on a continuing, year-to-year 
basis. If not, they are considered adjunct employees. 
 
Full-time Employees 
 
 Full-time employees work at least 37.5 hours per week and are eligible for full benefits to 
include: 
  

o Retirement Plan 
o Group Term Life Insurance 
o Medical, Dental and Vision insurance 
o Short and Long Term Disability Insurance  
o Medical Leave 
o Staff Holidays 
o Annual Vacation  
o Educational Assistance  
o Funeral Leave 
o Employee Assistance Program 
o Flexible Spending Accounts 
o Legal Resources 
o Housing Program 

 
 Full-time employees are further classified as exempt (salaried) or non-exempt (hourly) 
depending on the type of work they perform. Exempt employees are not covered by the Fair Labor 
Standards Act (i.e., exempt from the FLSA), while the provisions of this Act cover non-exempt 
employees.  
 
Part-time Employees 
 
 Based on an approved Job Description prepared by the appropriate department or division 
head, if a position does not require someone to work full-time, the employee may work less than 37.5 
hours per week and will be classified as part-time.  
 
 Part-time employees who work at least 30 hours per week are eligible for full benefits as listed 
on the preceding page.     
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 Part-time employees who work less than 30 hours per week are specifically not eligible for the 
following benefits: 
 

o Group Term Life Insurance 
o Medical, Dental and Vision Insurance 
o Short and Long Term Disability Insurance 
o Medical Leave 
o Annual Vacation 
o Educational Assistance  
o Funeral Leave 
o Flexible Spending Accounts 
o Legal Resources 
o Housing Program 

              
 Employees who work between 20 and 29 hours per week are entitled to staff holidays and may 
contribute to the School’s Retirement Plan. 
  
 Employees who work less than 20 hours per week may not contribute to the School’s 
Retirement Plan. 
 
 Note: To be eligible for the School's retirement plan, employees must work at least 1,000 hours 
per year.  
 
Adjunct Employees 
 
 Employees who do not work on an on-going basis from year to year are considered adjunct 
employees. Adjunct employees are not eligible for benefits. 
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ATTENDANCE RECORDS AND HOURS OF WORK 
 
 

Attendance Records 
 

Department or Division Heads are responsible for approving the biweekly time as entered 
online using the Time and Attendance application or on time sheets for hourly employees in their 
areas and for forwarding time sheets to the Payroll Department. (Please refer to the Payroll Policy for 
deadlines for submitting approved time.)  
 

Before approving these forms, the supervisor should review and approve any overtime hours 
worked as well as any vacation, medical leave, or other leave taken.  
 

The number of vacation and sick days available for each employee will appear on the 
employee’s payroll stub. 

 
Hours of Work 
 
 The standard schedule of work for full-time staff employees is 7:30 a.m. to 4:00 p.m., Monday 
through Friday, with a one-hour break for lunch.  The standard total hours of work each week is 37.5.  
The following are exceptions to the standard schedule: 

 
1. DEVELOPMENT OFFICE 
 7:30 a.m. to 4:00 p.m. or 
 8:30 a.m. to 5:00 p.m. 

One-hour lunch 
 37.5 hours per week 

 
2. SWITCHBOARD 
 7:15 a.m. to 5:00 p.m. during school year 
 7:30 a.m. to 4:00 p.m. during summer (Follow summer hours) 
 Two 15-minute breaks 
 One-hour lunch 
 40 hours per week 
 
3. MAINTENANCE & GROUNDS 
 

a. Maintenance Staff 
  7:00 a.m. to 4:00 p.m. 
      One-hour lunch 
  40 hours per week 

Exception: One member of maintenance staff works 8:00 a.m. to 5:00 p.m. to provide ten 
hours of daily Maintenance coverage 
  

b. Grounds Staff 
 7:00 a.m. to 3:30 p.m. 
 One-half-hour lunch 
 Two 15-minute breaks 
 40 hours per week 
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c. Custodial Staff 
7:00 a.m. to 3:30 p.m. 

  One half-hour meal break 
  40 hours per week 
 
4. ATHLETICS EQUIPMENT STAFF 

7:30 a.m. to 4:00 p.m. or  
2:00 p.m. to 10:30 p.m. – Equipment Manager 
One-half-hour lunch 
40 hours per week 
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TIME AND ATTENDANCE 
 
 

Time Keeping 
 
 Accurate timekeeping for non-exempt employees is a requirement of the Department of Labor 
and, therefore, is a condition of continued employment with the School.  Each non-exempt employee 
must log in at the beginning and completion of each work day.  With the exception of a lunch break, 
each employee must log out if the employee leaves the campus for non-work related reasons.  Failure 
to properly log in and out could qualify as falsification of school records as specified, under the 
Unacceptable Conduct policy, and result in immediate dismissal.   
 
Tardiness 
 
 Punctuality is an essential responsibility of each employee.  Employees are expected to arrive 
at work on time and not to leave work early.  In the event a non-exempt employee is late to work or 
leaves early, the employee will be required to use vacation leave to compensate for the time missed.  
Non-exempt employees may not elect to work during lunch breaks to cover this time.   
 

Tardiness is an unacceptable job performance action, and therefore, the School reserves the 
right to take disciplinary action against any employee who is consistently tardy up to, and including, 
dismissal. 
 
Unexcused Absence 
 
 Regular attendance is an essential responsibility of each employee.  Employees are expected 
not to take time off from work, after exhausting all vacation or sick leave, as stated in the Unpaid 
Leave of Absence policy, without the written approval from his/her supervisor. The approved time 
must be for emergencies only and must also be approved by the Director of Human Resources.  
 

Time off from work taken without pay shall be considered an unexcused absence.  The School 
reserves the right to take disciplinary action against any employee with an unexcused absence.  The 
School further reserves the right to immediately terminate any employee who has accumulated three 
(3) unexcused absences during the school year. 
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 EMPLOYMENT AND OTHER ACTIVITIES  
OUTSIDE WORK HOURS 

 
 
Staff Specific 
 
 The School strongly discourages full-time staff members from accepting employment or 
otherwise working professionally outside the employee's work hours at the School to such an extent 
that it interferes with the employee's ability to perform the duties of his/her position at the School. 
 
 The School also strongly discourages employees from engaging in outside activities that, in the 
School's opinion, might reflect unfavorably on the School.  
 
Faculty Specific 
 
 As a general rule, outside employment is discouraged, except when such employment takes 
place during the summer months or during other times that the School is not in session.  Summer 
employment must not interfere with thorough preparation for the academic year.  Full-time teaching 
at Gilman is a very demanding and time-consuming job, a job that makes it extremely difficult for a 
faculty member to do his/her best for the School and, at the same time, hold a second job.  
Nevertheless, the School does not have a fixed rule prohibiting outside employment.  The principal 
concern is that each faculty member be able to devote sufficient time and attention to the performance 
of his/her duties as a member of the Gilman faculty. 
 
 The School strongly discourages employees from engaging in outside activities that, in the 
School's opinion, could reflect unfavorably on the School, damage the School’s reputation, or 
otherwise result in serious adverse consequences to the School or employees involved. To that end, 
the School prohibits all active employees from babysitting for a student which they currently teach. In 
the School’s opinion, these actions pose a conflict of interest for all parties concerned and could 
subject the integrity or liability of the School, its employees, or the families in which we interact.    
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 PERSONNEL RECORDS POLICY 
 
 
Personnel Records 
 
 The Director of Human Resources will maintain records on all employees that will contain all 
relevant personnel information.   
 
 Personnel files are the property of Gilman School and employees may not have access without 
the permission of the Headmaster. 
 
Change in Personal Status 
 
 To assure accuracy of the information on file, the following changes in personal status must 
be promptly reported by the employee to the Human Resources Department: 
 

o Name (Name changes will not be made until employee provides a copy of his/her      
      new Social Security Card showing the new name); 
o Address; 
o Telephone number; 
o Marital status; 
o Number of Dependents; 
o Changes in beneficiary designations; or 
o Names of those to contact in case of emergency. 

 
  Federal and State Tax forms must be completed when changing name, marital status, address, 
and number of dependents. 
 
Privacy of Information 
 
 Unless required to do so by law, any employee information requested of the Business Office 
by outside parties will not be provided without an employee's consent.  
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 PERFORMANCE EVALUATIONS  
 
 
Staff specific 
 
 
Policy 
 
 Clear communication between the employee and his/her supervisor on a regular basis is 
important to achieve high employee morale and performance and to provide the basis of continuing 
professional development of the staff.  
 
 To achieve this, each regular staff employee will have an evaluation discussion twice a year 
with that individual’s immediate supervisor.  
 
Procedure 
 
  Evaluations will consider, generally, the employee’s performance over the preceding year, with 
specific attention to goals and professional development. Employees and their supervisors will 
participate in the evaluation process, according to the following outline of steps: 

 
1. Performance Evaluation Discussion Forms will be available for employees in February.  These 

forms will serve as a guide to employees and supervisors in assessing past performance, 
directing future work-related endeavors, and preparing for the evaluation interview.  The 
evaluation form is a confidential document and should be treated accordingly. 

 
2. Prior to the commencement of Spring Break, the supervisor will complete a Performance 

Evaluation Discussion Form for each employee under his/her purview. 
 
3. The supervisor will provide a copy of the completed Performance Evaluation Discussion 

Form to each employee for review, and set a date for a subsequent meeting to review it. 
 
4. The employee and the supervisor will review the Performance Evaluation Discussion Form 

together.  Following the review, the employee and the supervisor will electronically sign the 
evaluation in acknowledgement of the completion of the review process.  As applicable, the 
signatures will also signify mutual commitment to future goals for work-related tasks, 
professional development, or remedial improvement. 
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 UNACCEPTABLE JOB PERFORMANCE 
 
 
Staff Specific 
 
Policy 
 
 A supervisor must deal with unacceptable job performance on the part of a staff member 
promptly and fairly. The goal is to have the employee correct his/her performance in a reasonable 
time frame or face disciplinary action up to and including discharge.  
 
 It is the policy of the School that the direct supervisor inform the staff member involved of 
the nature of the problem, and, except in cases of serious misconduct (as defined in the School policy 
dealing with Unacceptable Conduct), give the staff member a reasonable opportunity to correct the 
situation. It is also the School policy that a staff member not be retained in a position if, after a 
reasonable period, unacceptable performance continues.  
 
 In the case of a new employee, this policy applies after the completion of the probationary 
period (90 days) required under the School's Hiring Policy.    
 
Procedure 
 
 Unacceptable job performance will be addressed by providing the employee notification of 
the need to correct the unacceptable performance.  As necessary, the notification will be followed with 
disciplinary action. 
 

o Notification may be communicated through the standard, annual performance-evaluation 
process or through specific memoranda. 

 
o Performance Evaluation - The formal means for a supervisor to communicate with an 

employee regarding job performance is the Performance Evaluation.  An Unsatisfactory 
overall evaluation in a Performance Evaluation with a clear statement of the time frame in 
which improvements are to be made constitutes adequate notification of unacceptable 
performance under this policy.   The supervisor should make it clear in the Comments section 
that failure to improve performance or a repetition of the conduct that led to the unsatisfactory 
evaluation will jeopardize the employee's continued employment. Supervisors must make 
every attempt to address unacceptable job performance as it occurs either verbally or with a 
Memorandum. 
 

o Memoranda - In the event an employee's performance and/or conduct requires immediate 
attention, the supervisor, with the approval of the Director of Finance and Administration or 
the division head with oversight responsibility for that area, will give the employee a written 
warning in the form of a confidential memorandum stating the nature of the unsatisfactory 
performance or conduct, the improvement expected, and a reasonable time within which the 
improvement is to be achieved.  The memorandum should make it clear that failure to improve 
performance or a repetition of the conduct that led to the unsatisfactory performance will 
result in disciplinary action, up to and including discharge.  The employee will sign and date a 
copy of the document confirming that it has been received even though he/she may not agree 
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with its content. A copy of the signed Memorandum must be sent to the Director of Human 
Resources for insertion in the employee’s personnel file. 

 
o Disciplinary Action may follow written notification of unacceptable job performance if the 

expected improvement is not achieved within the time period specified, or if the problem 
recurs.  At the discretion of the administrative officer or division head, and contingent upon 
the nature of the unacceptable job performance, the disciplinary action may take the form of 
a written reprimand, specified time off without pay, or discharge.  A copy of the written 
reprimand will become a part of the employee’s permanent personnel file.   
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DEFINITION OF EXCELLENT TEACHING (DET) 
 
 

Professional Growth Model 
 
 This system provides faculty with a three-phase multi-year professional development model 
not only to successfully implement the three areas of the DET (Relationship with Students, 
Engaging Instruction and Professional Expectations), but as importantly, explore ways to explore 
pedagogical approaches, create progressive teaching and learning methodologies, and promote the 
Gilman Skills (Think-Communicate-Collaborate- Create) in curriculum, instruction, and 
assessments.  
 
 Accordingly, the three phases of the DET Professional Growth Model are: 
 

• Phase I: Research and Goal Setting 
o Possible observation and meeting with division head 

• Phase II: Coaching & Support 
o Possible observation and meeting with division head 

• Phase III: Reflection 
o Meeting with either Headmaster and/or Assistant Head School 

 
 The specifics of this model and any variations in expectations by division will be distributed 
by the Assistant Head of School and discussed by divisional leadership. Even though teacher success 
in completing the requirements of this model are teacher dependent, input from divisional 
leadership, Assistant Head of School, and the Headmaster will facilitate movement from one phase 
to the next, as well as provide opportunities, when appropriate, for formal observations and 
evaluation of teacher efficacy.  
  
Evaluation 
 
 The quality of a teacher’s collective work is the main tenet in the evaluation process. A 
teacher’s evaluation will not be a single mark or grade for their teaching, but rather an accumulation 
of artifacts, not limited to but including formal and informal observations, DET Phase completion, 
and student surveys, that are collected by department chairs/coordinators, grade team leaders and 
administrators. 
 
 If a teacher performs unsatisfactorily either over an extended period of time with 
administrative intervention or involving a single egregious incident, then one or more of the 
following strategies may be employed: 
 

• Teacher is placed on a Personal Improvement Plan (PIP) focused on the area(s) of required 
improvement and the strategies necessary to meet expected performance. The PIP will 
outline and explain the areas of improvement, the course of action, and a timeline to 
complete the items. 

• Teacher will meet with the division head, the Headmaster and/or the Assistant Head of 
School to discuss the concern(s) and a strategy for improvement.  

• Teacher is asked to attend specific professional development opportunities focused on the 
area of improvement.  

• Other strategies such as mentoring and instructional coaching may be required. 
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 Please note that this list is not exhaustive and each incident is different and specific to a 
teacher’s abilities, years teaching, years at Gilman, severity of infraction(s), and his willingness to 
make the necessary changes. In some cases, a “probationary period” of no more than one full year, 
following an unsatisfactory evaluation, will go into effect. 
 
 Faculty who are involved in “unprofessional conduct” may be subject to a review of their 
employment at Gilman. Such review can result in reprimand, unsatisfactory evaluation, or 
termination of contract. 
 
 Faculty who are dissatisfied with their evaluation by the division head may request a second 
opinion from their department head. Faculty members may also respond to the evaluation in writing 
and have their response included in their personnel file.  Finally, faculty members may appeal their 
evaluation to the Headmaster. 
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UNACCEPTABLE CONDUCT 
 
 
 Employees should be aware that certain major offenses might result in immediate discharge 
without executing the procedure outlined in the section, Unacceptable Job Performance. In order to 
avoid such a severe consequence, employees should be guided by courtesy and common sense in their 
actions.  Offenses that might warrant immediate dismissal include, but are not limited to, the following: 
 

1. Insubordination to a supervisor, administrative officer or division head, or refusal to follow 
reasonable and lawful instructions from one's supervisor; 

 
2. Unprofessional behavior towards fellow employees including the use of profane, degrading or 

abusive language, which may cause an uncomfortable workplace environment; 
 

3. Failure to fulfill the responsibilities of the job to an extent that might or does cause injury to 
a person or damage to or loss of School property; 

 
4. Absence from work for two consecutive workdays without notifying the School of an illness 

or accident preventing the employee from working or without giving some other satisfactory 
reason for the absence; 

 
5. Unauthorized use of, removal of, theft of, or damage to the property belonging to the School, 

to an employee, or to a student of the School; 
 

6. Threatened or actual physical violence; 
 

7. Carrying any weapon on School premises without authorization from the School; 
 

8. Bringing onto School property, having possession of, being under the influence of, or 
consuming any intoxicant at any time on School property except at School sponsored events 
where alcoholic beverages are served; 

 
9. Bringing onto School property, having possession of, being under the influence of, or using, 

consuming, transferring, selling or attempting to sell any form of narcotic, depressant, 
stimulant, hallucinogen, or any mind or perception-altering drug or substance, whether illegal 
or not, excepting only the taking of a prescribed drug under the direction of a physician, at 
any time during working hours or on School business or property; 

 
10. Gambling, disorderly, or immoral conduct while on School property or business;  

 
11. Intentional violation of the School's safety or security rules or procedures; 

 
12. Alteration or falsification of School records, for example: financial records or reports, student 

grades, personnel or benefit records, time and attendance records, etc; 
 

13. Destruction or defacing of School property or the private property of fellow employees or 
students;    
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14. Using an authorized leave granted for a specific purpose (e.g., medical or disability leave) for 
other than that for which it was granted; 

 
15. Harassment of other employees in violation of applicable law on the basis of race, color, sex, 

national origin or ancestry, age, religion, creed, marital status, sexual orientation, or handicap 
in violation of applicable law; 
 

16. Inappropriate behavior with a fellow employee, student, or third party vendor; or 
 

17. An arrest, the filing of a disorderly person or criminal complaint, or the return of an indictment 
against an employee for any alleged wrongful activity.  Under the principle of presumed 
innocence, any of these offenses might result in an indefinite suspension with or without pay, 
subject to a resolution of the allegations; but could be cause for immediate discharge 
depending on the particular circumstances and the offense charged. 
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TERMINATION OF EMPLOYMENT 
 
 
Voluntary Resignation 
 
 When an employee has decided to resign from his/her position, the School expects reasonable 
advance notice in order to minimize disruption in the work and to find a suitable replacement. 
Reasonable notice is the following: 
 

o Non-supervisory Employees - Two Weeks Minimum 
o Supervisory Employees - Four Weeks Minimum 

 
 The School reserves the right to pay the employee the two or four weeks' pay in lieu of working 
during the period of notification.  Failure to give reasonable notice will result in forfeiture of payment 
for any accumulated unused vacation. 
 
 Resignations must be in writing, and should be addressed and submitted to the employee's 
department or division head. The resignation should clearly state the last day of work, and that date 
will be considered the official termination date of employment. The department head will forward a 
copy of the resignation letter to the Director of Human Resources.  The Director of Human Resources 
will give the employee an exit interview and ensure that all Gilman materials are returned. 
 
 Prior to the effective date of the resignation, the terminated employee must settle all accounts 
with the School and return all School property to the Director of Human Resources.  Such property 
would include, but is not limited to, keys, uniforms, equipment, credit cards, tax-exempt cards, and 
parking passes. Issued laptops must be returned to the Education and Technology Support 
Department. 
 
Involuntary Termination 
 
 Except in cases of Unacceptable Conduct as discussed in the following paragraph, when 
termination is initiated by the School, proper notice and an explanation of the reason for the discharge 
will be provided to the employee. The Department or Division Head must notify the Director of 
Finance and Administration immediately. 
 
 Only a division head or administrative officer can carry out immediate discharge, with the 
approval from the Headmaster.  Immediate termination can occur only where there has been a serious 
violation of the rules or policies of the School as described in the section, Unacceptable Conduct. 
 
Disposition of Benefits 
 
 All individuals leaving the employment of the School will receive information regarding the 
termination or transfer of benefits. 
 
        For both voluntary and involuntary resignations, the last paycheck to non-contractual 
employees will be in the form of an actual check (no direct deposits). 
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SMOKE-FREE CAMPUS POLICY  
 
 

Introduction 
 
 Gilman School is a smoke-free campus. 
 
Smoke-Free Policy 
 
 To provide a safe and healthy environment for all faculty, staff, students, and visitors, the 
School prohibits the use of any cigarette, cigar, electronic or non-electronic smoking device, pipe, 
hookah or the smoking or vaping of tobacco, nicotine, plant or substance, whether natural or 
synthetic, on School property.  
 
 This policy includes, but is not limited to, offices, campus grounds, parking lots, school 
connecting bridges, campus housing, Gilman-owned vehicles, and vehicles parked on campus.   
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DRESS CODE POLICY 
 
 
 Employees contribute to the culture and reputation of Gilman School in the way in which 
they present themselves. A professional appearance is essential to a favorable image represented to 
parents, students, visitors, and coworkers. Good grooming and appropriate dress reflect employee 
pride; inspire confidence; and increase morale for all employees of the School.  
 

This policy is intended to provide guidelines on what is considered appropriate dress during 
school hours. These guidelines are not intended to be all-inclusive, but rather to help establish the 
general parameters for appropriate attire, and allow employees to use good judgment about items 
not specifically addressed. 

 
During days that school is in session, business attire is required. Men must wear shirts with 

collars, dress slacks, dress shoes, and ties. Jackets are required for special occasions such as 
graduation and assemblies. Women must wear equivalent business attire that could include dresses, 
skirts, dress slacks, blouses, and dress shoes.  

 
During Professional days and dress-down days, employees are permitted to wear business-

casual attire. Business-casual attire for men may include: Dockers, polo shirts, sweaters and 
cardigans, and loafers. Business-casual attire for women may include: Capris, polo shirts, sweaters, 
and loafers. Jeans may be worn but must be free of holes and tears. 

 
During the summer months, flip flops, tank tops, cut-offs, halter tops, sweats, and short 

shorts are prohibited.  
 
Employees who are required to wear uniforms provided by the School, must do so on all 

workdays. These employees may observe business-casual attire during the summer months when 
school is not in session.  

 
Body-piercing jewelry should only be worn in the ear. No other areas of the body with body-

piercing jewelry should be visible. The School reserves the right to ask an employee to remove body-
piercing jewelry of any kind regardless of where it is worn.  
 

Tattoos must be appropriate in content and maintain a professional image. The School 
reserves the right to ask an employee to cover a tattoo at any time.  

 
The School further reserves the right to determine what is professional attire and may ask 

employees to refrain from wearing certain clothing items or shoes that are found not to be 
professional and/or do not present a clean or neat appearance.  

 
Below are examples of attire that are not acceptable: 
 

o Offensive or revealing clothes including, but not limited to: dresses, sundresses, tops, 
or halter-style, tube-style, tank-style, or strapless dresses; 

o Skirts and dresses that are shorter than two inches above the knee; 
o Leggings, spandex or other form-fitting pants;  
o Fishnet and patterned stockings or leggings;  
o Capri pants that are shorter than mid-calf in length; and  
o Flip-flop shoes (see below for definition).  
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Casual flip-flops that are flat sandals made of plastic, rubber, or straw are not permitted. 

Flip-flop sandals that have a dressier look and are made of leather, fabric, or suede are acceptable 
during the summer months. 

 
 Enforcement of this policy is the responsibility of each department supervisor. Supervisors 
must exercise reasonable discretion to determine appropriateness in appearance. Employees who do 
not meet a professional standard may be sent home to change. Non-exempt employees will not be 
paid for that time off. 

The School reserves the right to continue, extend, revise, or revoke this policy at its 
discretion. 
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PHONE POLICY 
 
 

Company Phone  
 

 Personal phone calls during working hours interfere with productivity and can be disruptive 
to coworkers.  Employees are encouraged to limit the placing and receiving of personal calls during 
working hours to those required in an emergency situation.  Non-emergency personal calls should be 
made on non-work time when possible.  
 
Cellular Phone 
 
 To ensure a safe and productive environment for students, faculty, and staff, employees should 
refrain from using cellular phones during the work day.  Employees are expected to use the same 
discretion in using personal cellular phones and PDA’s as is expected for the use of company phones.  
Since excessive personal calls can interfere with productivity and can be a disruptive to coworkers, 
employees are encouraged to make personal calls on non-work time when possible.  
 
 Employees in the maintenance, grounds, and housekeeping departments, and other employees 
that may work with machinery shall not use cellular phones during working hours as this practice may 
distract the employees and could possibly cause harm to the employee or others.  
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PAYROLL POLICY 
 
 
Pay Period 
 
 The pay period at Gilman is biweekly and begins every other Sunday at 12:00 midnight.  Most 
hourly employees will record time worked by computer using the Time and Attendance application.   
Earnings statements will be available for view each pay date by logging onto the Paycom Self Service 
Portal at www.paycom.com.  
 
Earnings Statement/Deductions 
 
 With each pay, the employee’s earnings statement will list the hours worked (regular and 
overtime), earnings, an itemized list of deductions and federal and state exemptions for tax purposes. 
The following are payroll deductions that may be reflected on that earnings statement: 
 

1. Federal, state and local taxes; 
2. Medicare and Social Security taxes; 
3. The employee's share of medical insurance; 
4. Dental and/or vision insurance and disability insurance; 
5. Contributions to school sponsored retirement plan; 
6. Contributions to pre-tax health savings accounts or flexible spending for medical and 

dependent care expenses; and 
7. Contributions to United Way and Legal Resources. 

 
 The employee’s share of the premiums for medical, dental and vision insurance, paid by payroll 
deduction and noted on the earnings statement are subject to change effective January 1, when the 
policy year for those insurances begins.  Similarly, contributions to the retirement plan, at the election 
of the employee, may be changed effective with the beginning of the benefit year, January 1. 
  
 The earnings statement will also summarize the amount of available sick time and vacation 
time for all employees.  
 
Direct Deposit 
 
 Employees will accept payment by direct deposit.  Employees may allocate their earnings by 
direct deposit to separate bank accounts.  Specific information regarding direct deposit is available in 
the Payroll Office. 
 
Payroll Advances 
 
 There will be no payroll advances under any circumstances. 
 
Garnishment of Salary 
 
 Under federal law, Gilman School is required to withhold a portion of an employee's 
compensation to pay a court ordered claim.  If a garnishment occurs, the Consumer Credit Protection 
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Act protects the employee from disciplinary action.  However, the Act gives Gilman the right to take 
appropriate disciplinary action if an employee should become involved in an unreasonable number of 
garnishments (defined by the Act as more than one in a year). 
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 OVERTIME, WORK ON SUNDAYS, HOLIDAYS AND EMERGENCY CALL-INS 
 
 
Staff Specific 
 
Overtime 
 
 The policy of the School is for employees to accomplish their responsibilities within the 
normal hours of work. There may be circumstances, however, when overtime work will be required.  
All overtime work by non-exempt (hourly) employees must be approved in advance by the employee's 
direct supervisor. 
 
Overtime Pay 
 
 Non-exempt employees will be compensated at the rate of one and one half times their regular 
hourly rate for hours worked in excess of 40 hours per week. Vacation, sick time and holidays will not 
be counted as hours worked. Exempt (salaried) staff will not receive compensation for work in excess 
of 40 hours per week.  
 
Work on Sundays 
 
 Non-exempt employees will receive double time for non-scheduled hours worked on Sunday 
when specifically required by the employee's supervisor.  
 
Work on Holidays 
 
 See the section, Holiday Policy, for overtime rates for work on holidays. 
 
Emergency Call-in Pay 
 
 Members of the Maintenance and Grounds staff, who are called in for non-scheduled work 
on evenings or weekends for emergencies such as equipment malfunctions or the like, will be paid at 
the greater of: 
 

1. Time and one-half (or double time on Sunday); or 
2. Four hours at the employee's regular hourly rate.  
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FACULTY EMPLOYMENT OBLIGATIONS 
 
 
Faculty Salary 
 
 The Gilman Faculty Salary System involves a pay scale that places faculty at an initial level 
based upon their years of teaching experience, years of non-teaching experience, and number and/or 
level of advanced degrees. If while employed at Gilman, a teacher takes on additional roles, such as 
being a director of a program, s/he may be elevated one or two levels based upon the increased 
workload and/or increase in decision-making responsibilities. In extraordinary cases, a teacher’s 
contributions to the School, as decided by the Headmaster in consultation with members of his 
administrative team, may warrant an elevation in level(s) as well. If a faculty member meets all of 
his/her professional obligations based upon the hiring contract, successfully meets the expectations 
of being a full-time faculty member, and adheres to the specifications of the Definition of Excellent 
Teaching (DET) Professional Growth Model, then s/he will most likely be elevated one level on the 
salary scale for the following school year. This system applies to all full-time PK-12 faculty 
members. 
 
 The aforementioned salary system was created in order: 
 

1. to be predictable and fair for the School’s faculty members;  
2. to recognize that different career stages, contributions to the school, and education levels 

impact compensation; and 
3. to administer a prescribed stage/level salary structure that is explained on the accompanying 

chart;  
4. to have a professional development and evaluation system that helps teachers assess their 

progress and growth at the School 
 
Job Description 
 
 The complexity of the School and the variety of jobs makes precise description of a full-time 
job impossible because no two jobs (teacher loads) are the same. Multiple teacher responsibilities in 
and outside the classroom are the essence of the School’s educational philosophy. Students must see 
our teachers in more than one venue, must see them as teacher, coach, mentor, advisor, activity 
director, counselor, community activist, etc. “Full-time” can only mean an amalgam of 
responsibilities appropriate to the talents of the teacher and the needs of the institution.  
 
 We do not believe it is either possible or desirable to distinguish between one “full-time” 
teacher’s value and another’s except as each is performing his/her assigned tasks. Inherent in every 
formal full-time job description is the understanding that we are an interdependent team. While 
Gilman recognizes that teachers must have time for their private lives, teachers are expected to be 
active members of the school community – to attend plays and concerts, to watch athletics contests, 
to support the students and each other. These intangible contributions to the School cannot possibly 
be captioned in a formal full-time description. All full-time teachers at Gilman are considered Full 
Teachers.  Teachers new to the school will be assigned mentor teachers to serve as guides and friends 
in the early acclimatization process.  All such teachers will be evaluated in their first year, whether they are new 
teachers or simply new to Gilman. 
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 More veteran teachers are expected  to be role models for professional development and we 
therefore suggest that they have Masters Degrees and that they show significant commitment to 
continued professional development.  They may be involved in the Mentor program and in other 
professional training activities as requested by the Assistant Head of School or by the Headmaster. 
 
 Gilman believes in the philosophy that does not distinguish between the classroom academic 
activities of students and teachers and what other schools refer to as “extra-curricular activities.” All 
of what we do here is part of our overall program and is interwoven, one section with all 
others.  Therefore, we believe that teachers should also coach and/or advise clubs and other such 
student activities for which there might be a demand. 
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GILMAN SCHOOL RETIREMENT PLAN 
 
 
Summary 
 
 Gilman sponsors a retirement plan in cooperation with Teachers Insurance and Annuity 
Association (TIAA). Contributions to the plan are made by a biweekly pre-tax payroll deduction.   
 
Eligibility 
 
 Regular employees who work at least 1,000 hours per year are eligible to participate in the 
TIAA retirement plan.   
 
Enrollment 
 
 An application for enrollment will be done on-line with the Human Resources Generalist. 
Employees will be asked to designate a beneficiary for his/her annuity contract and may list an 
individual, an institution, a trustee, or his/her estate.  The beneficiary may be changed at any time by 
logging onto the TIAA website.  
 
Contributions 
 
 Gilman School will contribute six percent of each eligible employee’s annual earnings to 
his/her retirement plan. The employee must allocate five percent of his/her earnings to the TIAA 
plan. 
 
   If the employee contributes more than the mandatory five percent contributions, the School 
will match up to an additional two percent contribution. 
  
  The amount that an employee wishes to contribute to TIAA is elected at employment.  
However, employees may make changes to their contribution at most two times during the year.   
 
Maximum Contributions 
 
  The employee may make additional contributions to the plans providing that the contributions 
do not exceed the maximum limit as determined by Internal Revenue Service regulations. Under 
current regulations participants may contribute up to $19,500 per calendar year in 2020.  Please refer 
to the Annual Supplement for the current year’s maximum contribution limits.  
 
 Employees that will be fifty years of age or older by December 31st may contribute more, than 
the above limit, the following calendar year based on the Internal Revenue Service “catch up” 
contribution plan.  That amount is determined annually by the Internal Revenue Service and will be 
listed in the Annual Supplement to the Employee Handbook.  
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15-Year Rule 
 
 If you have at least 15 years of service with the School, the limit on elective deferrals to your 
403(b) account is increased by the least of: 
 

1. $3,000, 
 

2. $15,000, reduced by the sum of : 
 

a. The additional pre-tax elective deferrals made in prior years because of this, plus 
 

b. The aggregate amount of designated Roth contributions permitted for prior tax years 
because of this rule, or 

 
3. $5,000 times the number of your years of service for the School, minus the total elective 

deferrals made by the School on your behalf for earlier years.  
 

If you qualify for the 15-year rule, your elective deferrals under this limit could be as high as 
$29,000 in 2020. 
 
Allocation of Premiums 
 
 Both the employer's and the employee's contributions to the annuity funds are allocated by 
the employee to a TIAA fund. The investment options range from money market accounts and bond 
accounts to investments in both domestic and international stocks. Additional information regarding 
the investment options may be obtained from the Human Resources Department or by contacting 
TIAA at www.tiaa.org.  Changes in premium allocation may be made at any time by similarly 
contacting or calling TIAA. 
 
Vesting 
 
 An employee is fully vested in his/her retirement plan upon enrollment. 
 
Disposition of Contributions on Termination of Employment 
 
 An employee may elect to have his/her retirement account balance distributed upon 
separation of service with Gilman.  However, the distribution will be subject to tax if it is not rolled 
over to an IRA or to another annuity contract.  Additionally, a ten percent IRS penalty may be due if 
the distribution is taken before the employee reaches the age of 59 ½.  The School recommends that 
employees consult their personal tax advisor concerning the tax treatment of any distribution. 
 
Loan Provision 
 
 Loans or hardship withdrawals are permitted from a TIAA account. Please contact the Human 
Resources department or visit the TIAA website for details. 
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Plan Statements 
 
 All employees will receive statements from TIAA that list the premiums paid by both the 
employee and the School. 
 
Retirement 
 
 An employee should contact TIAA at least three months prior to the expected retirement date 
to complete the necessary paperwork.  
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 MEDICAL INSURANCE PLAN 
 
 
Policy 
 
 Gilman School offers to employees and their families’ protection under a medical plan with 
Kaiser Permanente. Gilman participates with Roland Park Country School and Bryn Mawr School in 
a consortium to obtain health care coverage for its employees. Each school is responsible for 
administering the health plan in its school.    
 
Eligibility 
 
 Medical benefits are available to regular employees who work a schedule of at least 30 hours 
a week on an on-going basis. Domestic partners of eligible employees and the domestic partner’s 
dependent children are also eligible for coverage.   
 
 Employees who work between 17.5 and 29 hours per week may enroll in the School’s Medical 
Plan at their own expense. 
  
 Eligible employees, as defined above, who leave employment with the School may continue 
enrollment in the School’s medical plan at their own expense for 18 months under COBRA 
(Consolidated Omnibus Budget Reconciliation Act of 1985). 
 
  Full-time employees with 10 years of continuous service at time of leaving employment with 
the School may continue to be covered by the School’s medical plan until age 65 at their own expense.  
 
 If at any time the employee takes another full-time position, the employee will no longer be 
eligible to enroll in the School’s Medical Plan. 
 
 At age 65, former employees must enroll in Medicare and, if they have not taken other full-
time employment, become eligible for coverage at their expense under the School’s Medicare 
Supplemental Insurance plan.  
        
Enrollment  
 
 Employees wishing to enroll in the Medical Plan for the first time should contact the Human 
Resources Generalist for assistance.   
 
Participation 
 
 Participation is optional for all eligible employees.  
 
Filing a Claim 
 
 The employee is responsible for filing claims. Claim forms are available on the website at 
www.kaiserpermanente.org.  
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Premiums 
 
 Negotiations with the carrier take place annually to determine the coverage and premiums for 
the following year. The new premiums and any changes in coverage are announced in the fall of each 
year and take effect January 1.  
 
 The School helps employees, who work at least 30 hours a week on an on-going basis, with 
premium payments by covering a portion of the cost. The amount to be paid by the School during 
the following year is also announced each fall. 
 
 Premium payments are made by payroll deductions.  
 
Coverage Beyond Age 65 for Active Employees 
 
 An active employee who is 65 or over and who is enrolled in the School’s Medical Plan 
continues coverage under the School’s Medical Plan as long as he/she is an active employee of the 
School. In this case, the School’s coverage is primary and Medicare is secondary.   
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 GROUP LIFE INSURANCE PLAN 
 
 
Policy 
 
 The School provides group term life insurance coverage for its employees at no cost to the 
employee.  
 
Coverage 
 
 The employee's life is insured in an amount equal to two times annual compensation 
(excluding overtime or other additional compensation) rounded to the next higher thousand dollars.  
Accidental Death & Dismemberment (ADD) protection is also included as part of this plan.  
 
 Coverage begins on the first of the month following the date of hire unless the date of hire is 
the first of the month in which case coverage begins on the date of hire.  
 
Eligibility 
 
 This benefit is available to regular employees who work a minimum of 30 hours per week on 
a continuing basis. 
 
Enrollment & Claims 
 
 The necessary forms to enroll in the group life insurance plan are available in the Human 
Resources Department.  
 
 All claims should be submitted through the Director of Human Resources.   
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 SHORT TERM DISABILITY POLICY 
 
  
Summary 
 
 The Short Term Disability Plan provides employees with income protection if they are absent 
from work for an extended period due to a disability. A disability means a personal medical condition 
that prevents an employee from working.  
 
Eligibility 
 
 Regular employees who work at least 30 hours per week on a continuing basis are eligible 
under the Plan.  
 
 Employees who work between 20 and 29 hours per week are eligible for benefits on a pro-
rata basis.  
 
Effective Date of Coverage 
 
 Benefits begin on the first workday after the employee has used five consecutive full workdays 
of any combination of sick days, vacation days or unpaid leave.  
 
How to Apply 
 
 Notify the Director of Human Resources in person or in writing that you wish to apply for 
benefits under the Plan. The Human Resources Department will help you to complete the necessary 
forms to apply for coverage.  
 
Schedule of Benefits 
 
 Benefits will be paid for up to 13 weeks depending on years of continuous employment with 
the School according to the following schedule: 
 

 
 Number of Weeks of 
 Regular Salary or Wages 
Years of Service At 100% At 60% 
 
 Less than 2                    4            9 
 2 but less than 3                    6             7 
 3 but less than 4                    8              5 
 4 but less than 5                  10             3 
 5 or more                             13              0 
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 Once an employee begins to receive benefits under the Plan, the disability will be deemed to 
continue until the employee is able to return to work. If an employee is subsequently disabled after 
having received benefits under the Plan, the subsequent disability will be considered the same disability 
for which the employee has previously received benefits unless, in the judgment of the School, it is a 
different disability.   
 
Physician’s Statement 
 
 It is expected that any employee who is ineligible to work for an extended period because of 
illness or injury will pursue reasonable medical treatment. In order to receive benefits under the Plan, 
the employee must, upon request, provide the School with an attending physician's statement that 
includes diagnosis, prognosis and expected length of disability. The School may also require the 
employee be examined by a physician of its choosing, at the School's expense.  
 
Worker’s Compensation 
 
 If, as a result of a disability arising out of and in the course of your employment with the 
School, you are eligible for benefits under the Worker's Compensation Act (the Act), benefits will be 
paid under the Plan only in an amount equal to the amount by which the benefits the employee 
receives under the Act are less than the benefits to which you would be entitled under the Plan. If the 
employee begins drawing benefits under the Plan for a disability for which it is subsequently 
determined that the employee is entitled to benefits under the Act, the employee will be responsible 
for repaying to Gilman School all benefits paid under the Plan which exceed that amount to which 
the employee is entitled as described above. Such repayment shall be either: 
 

1. In a lump sum, upon receipt of benefit payment under the Act, or; 
 

2. Through equal payroll deductions over no more than a thirteen week period commencing with 
the first full calendar week beginning after issuance of the award of benefits. 

 
Statement Required 
 
 The following statement must be executed by the employee prior to receiving benefits under 
this Short-term Disability Policy: 
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STATEMENT 
 
 

   
 I understand that by applying for benefits under the Gilman School Short Term Disability Plan, I am affirming 
that the disability for which I am applying for benefits did not arise out of or in the course of my employment and that I 
am not entitled to benefits under the Worker's Compensation Act. If it is subsequently determined that I am entitled to 
benefits under the Worker's Compensation Act for the same disability, I agree to repay Gilman School an amount of 
money equal to the benefits I have received for such disability under The Gilman School Short Term Disability Plan 
which exceeds the amount to which I am entitled under the Gilman School Short Term Disability Plan. If I have not 
made such repayment in the form of a lump sum amount immediately upon issuance of the award of benefits under the 
Worker's Compensation Act, I hereby authorize the School to deduct such amount from compensation owed me, in no 
more than thirteen (13) equal weekly payroll deductions, commencing with the first full calendar week beginning after 
issuance of the award of benefits.  
 
 
 
 
 
 
_______________________________________________ ________________________ 
                                 Applicant                                                                                 Date 
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LONG TERM DISABILITY PLAN 
 
 
Summary 
 
 Gilman School makes available to all its employees a Long Term Disability Insurance plan 
that provides continuing income in the event of an extended absence from work due to illness or 
accident. 
 
Eligibility 
 
 All regular employees who work a minimum of 30 hours per week on a continuing basis are 
eligible for coverage.   
 
Participation 
 
 All eligible employees are required to participate in the Plan. To become insured the 
employee must complete a Group Insurance Enrollment Form in the Human Resources 
Department when hired.   
 
Premiums 
 
 Premiums are paid in full by the employee through after-tax payroll deductions. 
 
Benefits 
 
 Benefits begin as of the first day of the month following three months of continuous 
disability until the age or time limits as shown below: 
 
 Age When  
 Disability Starts Age or Time Limit 
              
 Less than 65 Until Insured’s Social  
  Security Retirement Age 
          65 to 67  24 Months 
          68 or 69 18 Months 
 70 or 71 15 Months 
          72 or older  12 Months 
 
 The monthly income benefit equals 60% of the employee's monthly wage base not to exceed 
a benefit of $10,000 per month, less the sum of benefits from other sources.  The monthly annuity 
premium benefit equals 10% of the monthly wage base and will be credited to TIAA annuities.  
 
Further Details of Plan 
 
 A more complete description of the Plan can be obtained from the Director of Human 
Resources.  
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WORKERS COMPENSATION INSURANCE 
 
 
 School employees should immediately report any work related injury, no matter how minor, 
to their supervisor or department head.  After arranging for any necessary medical treatment, an 
Accident Report must be filed with the insurance carrier. The employee, any witnesses, and the 
employee’s supervisor must complete Injury Forms and return them to the Director of Human 
Resources immediately.    
 
 If medical treatment is received at a hospital or outpatient clinic, the employee should inform 
the provider that the injury occurred at work. Expenses resulting from the injury might be covered by 
Workers' Compensation Insurance; therefore any bills should be submitted to the Director of Human 
Resources rather than to medical insurance carriers. 
 
 Workers' Compensation Insurance also provides for benefits to cover lost income following 
an investigation and approval of such claims.  Benefits would be approximately two-thirds of the 
employee's average weekly earnings up to a maximum set by Maryland Workers' Compensation 
Insurance Law.  
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UNEMPLOYMENT COMPENSATION INSURANCE 
 
 
Policy 
 
 All employees of Gilman School are covered by the provisions of the Maryland Employment 
Security Law. 
 
Cost 
 
 This insurance is provided at no cost to the employee.  
 
Filing a Claim 
 
 It is the employee's responsibility to submit a claim to the Unemployment Insurance 
Administration in the event of unemployment. Upon review by the Administration, a determination 
will be made whether the individual is entitled to receive benefits. 
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EMPLOYEE ASSISTANCE PROGRAM 
 
 
Summary 
 
 The Employee Assistance Program (EAP) is a confidential counseling and referral program 
for faculty, staff, and family members experiencing personal problems. The Plan is administered under 
a contract with Optum. 
 
 The EAP provides confidential and professional assistance to employees experiencing 
personal problems that may be affecting work performance, job satisfaction, or overall quality of life.   
 
Eligibility 
 
 All full-time employees and their immediate family members living in their household may 
utilize the EAP.  
  
What It Offers 
 
 Following a thorough assessment, experienced EAP professionals will refer employees for 
treatment as appropriate for: 
 

1. Marital or family problems; 
2. Emotional distress (depression, stress, anxiety, etc.); 
3. Alcohol and drug abuse; 
4. Problems caused by another's alcohol or drug abuse; 
5. Other personal difficulties, including those resulting from financial, legal, health, job, 

dependent care and other problems; 
6. Free initial financial or legal consultation; and 
7. Free website access. 

 
What It Costs 
 
 There is no cost to the employee or dependents for the services provided by the EAP.  
 
 Fees charged by treatment providers to whom the participant may be referred are the 
employee’s responsibility and may be covered by the participant's health insurance plan. The EAP 
clinician will work closely with the participant and make every effort to coordinate care through their 
health plan.  
 
Confidentiality 
 
 Contacts with the EAP are held in strict confidence. EAP records do not become part of a 
personnel file.  
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How to Make an Appointment 
 

 To arrange for a confidential appointment or for more information regarding services or 
eligibility, faculty, staff or family members may contact the EAP by calling 866-248-4094 or logging 
on to www.liveandworkwell.com (access code: educators.) 
 
 EAP clinicians are available by telephone 24 hours a day, seven days a week.  
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EDUCATIONAL ASSISTANCE POLICY 
 

 
Staff Specific 
 
Summary 
 
 Gilman School encourages its employees to further their professional development by 
pursuing academic programs or other professional training related to their work at the School. To 
facilitate this process, the policy of the School is to provide financial assistance to help pay for the 
cost of such programs.  
 
Eligibility 
 
 All regular staff employees who work a minimum of 30 hours per week are eligible for 
educational assistance from the School. 
 
Application Procedure 
 
 Approval for educational assistance must be obtained before enrolling in or attending a class 
or other educational program.  Employees must initiate the application for educational assistance by 
completing a Professional Development Request Form, available from the Human Resources 
Department. The employee should, then, forward the completed form to that individual’s division 
head or administrative officer for approval.  The employee must obtain final approval for the 
educational assistance by submitting the form to the Director of Human Resources.  
 
Amount of Award 
 
 All awards are subject to available funds for employee development in the appropriate division 
or administrative area and limited to $4,000 per school year; provided, however, that the Headmaster 
may waive this limit if in his sole discretion such a waiver would be in the best interest of Gilman 
School. The award will be paid upon proof of successful enrollment. A grade of at least C (or 
equivalent) must be obtained in a college or university course to avoid having to refund the award.  
Proof of grade must be given to the Director of Human Resources upon completion of the course.   
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PROFESSIONAL DEVELOPMENT FUNDING 
 
 
Faculty Specific 
 
 Gilman encourages the faculty to further their education and pursue advanced degrees and 
has funds that may be directed to this purpose, providing that the educational program is clearly of 
benefit to Gilman and its students. 
 
 Requests for faculty education funding are to be made first to your division head and must 
ultimately be approved by the Headmaster.  Upon approval by the Headmaster, you may either request 
a letter authorizing the college to bill the School directly, or complete a check request form signed by 
both the division head and the Headmaster for the amount of the course.  The funding is administered 
at the discretion of the Headmaster.   Approval must be obtained before enrolling in or attending 
a class or other educational program.      
 
 Please be aware that the maximum amount available per school year to a faculty member is 
$4,000; provided, however, that the Headmaster may waive this limit if in his sole discretion such a 
waiver would be in the best interest of Gilman School.  Applicants must be in full-time employment 
with Gilman for the duration of the course in order to receive continued support. 
 
 Gilman also provides funds for teachers to attend conferences and workshops, or to pursue 
other avenues and areas of professional development that are relevant to their work at Gilman.  
Requests for support in these areas should be made directly to the division head. 
 
 Information regarding the variety of other options for funding professional 
development is available in a separate booklet.  This booklet is published by the Director of 
Communications and is available from the Development Office of from the Assistant 
Headmaster. 
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FLEXIBLE SPENDING ACCOUNTS 
 
 

Policy 
 
 The School offers Flexible Spending Accounts (FSA’s) to its employees that provide a simple, 
tax-effective way to pay for many health care and/or dependent care expenses on a pre-tax basis.  
 
Eligibility 
 
 Regular, full-time employees who work at least 30 hours a week are eligible for both the Health 
Care FSA and the Dependent Care FSA.  
 
How FSA’s Work 
 
 There are two FSA’s available: a Health Care Spending Account and a Dependent Care 
Spending Account. Employees can elect to allocate a portion of their earnings to one or both types of 
FSA. The employees pay no Federal Income, FICA or Maryland state income taxes on the money put 
into their account. In addition, there are no taxes on the contributions when they are withdrawn.  
 
 When employees experience health care expenses not paid for by a health insurance plan, such 
as a deductible or a routine physical exam, they can be reimbursed from their Healthcare Spending 
Account. In a similar manner, employees can be reimbursed for qualified dependent care expenses, 
such as day care for a child under 13, from their Dependent Care Spending Account.  
 
Healthcare Flexible Spending Account 
 
 An eligible employee can deposit up to $2,750 each plan year through payroll deduction.  Plan 
years begin each January 1.  Claims for reimbursements for medical and related expenses that occur 
during the plan year can be made when expenses are incurred and up to 90 days after the end of each 
plan year.  
 
 Upon termination of employment, the employee’s participation in the Healthcare Spending 
Account terminates unless the employee elects to continue the Healthcare Spending Account under 
COBRA. 
 
Dependent Care Flexible Spending Account 
 
 An eligible employee can deposit up to $5,000 each plan year in a Dependent Care Flexible 
Spending Account. The IRS limits the total amount any one family can contribute to a Dependent 
Care FSA to $5,000 per year.  
 
 The money in a Dependent Care FSA can be used to pay for dependent care expenses that 
are incurred for the care of a “qualified” individual.  To qualify, that individual must satisfy the 
following criteria: 
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1. Children under the age of 13 whom the employee can claim as dependents on his/her federal 
tax return; or 

 
2. An employee’s spouse or any other dependent of any age that is physically or mentally unable 

to care for him/herself.  
  
 If care is provided outside the home, for a disabled dependent, the dependent must spend at 
least eight hours a day at home.  
 
 The Dependent Care FSA will reimburse the following types of expenses incurred during the 
Plan Year for qualified individuals: 
 

1. Care at licensed nursery schools and day care centers for dependent adults or children. The 
school or center must comply with state and local laws and receive a fee for its services; 

 
2. Care provided in or outside of the employee’s home by individuals other than a dependent of 

the employee’s or the employee’s children under the age of 19 years; 
 

3. Dependent care centers that provide day care (not residential care) for dependent adults; 
 

4. Household services related to the care of a child or an elderly or disabled adult who lives with 
the employee; or 

 
5. Other qualified dependent care expenses deductible under the Internal Revenue Code.  

 
 Withdrawals can be made at any time, but not in an amount greater than the amount in the 
account at time of withdrawal. 
 
Filing for Reimbursement 
 
 Employees who enroll in the Health and/or Dependent Care Spending account will receive a 
Benefit Visa card. This card may be used to pay for health and/or dependent care expenses at the time 
the expense is incurred. 
 
 If a service provider does not accept the Benefit Visa card the employee must submit a claim 
to Benefit Strategies in order to be reimbursed.  Claim information about this Plan can be found at 
www.benstrat.com. 
 
Special Rules 
 
 

1. Employees have up to 90 days after the end of the Plan Year to file a claim.  
 

2. If there is a balance left in an account at the end of the 90-day period, the employee forfeits 
the balance.  
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3. An election cannot be changed during the Plan Year unless the employee has a change in 
family status. Allowable family status changes generally include: 

 
a. Marriage or divorce; 
b. Birth or adoption; 
c. Death of dependent; 
d. Termination of spouse’s employment; 
e. A switch from full-time to part-time or vice versa; or 
f. The employee or spouse takes a leave of absence. 

 
4. All FSA claim payments will be made to the employee. It is the employee’s responsibility to 

pay the providers for care.  
 

5. Funds cannot be transferred between a Health Care FSA and Dependent Care FSA.  
 

6. Benefit Visa cards can only be used for the current year reimbursements. All prior year 
reimbursements must be made by submitting a paper claim.  
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FAMILY AND MEDICAL LEAVE ACT 
 
 
Policy 
 
 It is the policy of the School to grant periods of unpaid leave to employees who request time 
off for family or medical reasons in accordance with the Family and Medical Leave Act of 1993 
(FMLA).  The eligibility criteria and general guidelines used in administering this policy are set forth 
below. 
 
Covered Employees 
 
 To be eligible for leave under the FMLA, you must have been employed by the School for at 
least twelve months, whether consecutive or intermittent, and worked at least 1,250 hours during the 
twelve month period preceding the leave. 
 
Reason for Leave 
 
 Employees may request leave under the FMLA for the following events: 
 

1. The birth, adoption or placement in foster care of a child; 
2. To care for a son, daughter, spouse or parent with a serious health condition; 
3. For the employee’s own serious health condition;  
4. For an exigency caused by the call to active duty of a member of the Armed Forces; or 
5. To care for a spouse, child, parent or next of kin who is a service member and is injured or 

becomes seriously ill while on active duty. 
 
 For purposes of the policy, a serious health condition is an illness, injury, impairment or 
physical or mental condition that involves inpatient care in a hospital, hospice or residential medical 
care facility, or continuing treatment by a health care provider. 
 
Length of Leave 
 
 Leave under the FMLA is limited to a total of twelve workweeks during a twelve-month 
period.  The amount of FMLA leave available will be based on the twelve-month period preceding 
the date the leave is to be used.  Leave taken to care for a sick family member or arising from the 
serious health condition of the employee may be taken intermittently or on a reduced work schedule 
when medically necessary, and with the support of certification from a physician or other health care 
professional.  In such situations, however, employees may be transferred temporarily to a position 
that, at the discretion of the School, better accommodates the leave schedule, but is equivalent in pay 
and benefits to the position held prior to the leave.  FMLA leave taken for the birth of a child, or for 
the placement of a child for adoption or foster care, must be taken as a single block of time, unless 
otherwise agreed to by the School; and eligibility for such leave will end twelve months after the date 
of birth or placement. 
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Pay Status During Leave 
 
 Pay status during a period of leave under the FMLA will depend on the reason for the leave, 
the length of the leave and the amount of available (i.e., earned but unused) sick and vacation time as 
of the beginning of the leave.  The employee will be required to utilize the sick and vacation time that 
is available to cover all or a portion of the absence in accordance with applicable policy, and the 
employee will receive full pay until the available paid leave is exhausted.  If appropriate, the employee 
may be paid short-term disability benefits during the leave.  Once paid leave benefits are exhausted, 
the employee will be on unpaid status for the remainder of the leave period.  Vacation time will not 
accrue during any period for which an employee is on short-term disability, long-term disability, or 
unpaid leave for more than 20 workdays.  
 
Notice Required 
 
 If the need for leave is foreseeable, the employee must submit written notification of the 
intended leave to the Director of Human Resources 30 days in advance of the commencement of the 
leave.  If the need is not foreseeable, the employee should provide as much notice as practicable.  The 
request for leave should include the reason for the leave and the amount of leave required.  If the 
leave is necessary because of a serious health condition, whether of the employee or a family member, 
the employee must include health-care-provider certification of the health condition with the request.  
If the leave is related to the serious health condition of the employee, the employee may also be require 
to provide certification of the ability to return to work at the conclusion of the leave. 
 
Effects on Benefits and Employment 
 
 Coverage under the School’s group health plan will continue at no additional expense to the 
employee during any period of FMLA leave.  The employee will, however, be required to continue 
paying the employee portion of the premium, as well as the employee’s contributions, as applicable, 
to Flexible Spending Accounts.  Coverage under the School’s life and long-term disability policies will 
continue in accordance with the provisions set forth in the Leave of Absence Policy.  The employee 
will be liable to refund to the School any health insurance premiums paid on behalf of the employee, 
should the employee fail to return to work after the expiration of the FMLA leave. 
 
 Upon return to work from the FMLA leave, the employee will be returned at the discretion 
of the School to either the position held prior to the leave or to a position that, as determined by the 
School, is equivalent in terms of pay, benefits and other conditions and terms of employment to that 
held prior to the leave.  
 
 The provisions set forth above represent a brief summary of the entitlements and requirements 
under the FMLA.  The School is committed to administration of the policy in a manner that is 
consistent with regulations issued by the Secretary of Labor.  Questions regarding the FMLA may be 
directed to an employee’s supervisor or to the Human Resources Department. 
 
Military Family Leave Entitlement 
 
 Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty 
status in the National Guard or Reserves in support of a contingency operation may use their 12-week 
leave entitlement to address certain qualifying exigencies.  Qualifying exigencies may include attending 
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certain military events, arranging for alternative childcare, addressing certain financial and legal 
arrangements, attending certain counseling sessions, and attending post-deployment reintegration 
briefings. 
 
 FMLA also includes a special leave entitlement that permits eligible employees to take up to 
26 weeks of leave to care for a covered servicemember during a single 12-month period.  A covered 
servicemember is a current member of the Armed Forces, including a member of the National Guard 
and Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may 
render the servicemember medically unfit to perform his or her duties for which the servicemember 
is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the 
temporary disability retired list.  
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STAFF HOLIDAY POLICY 
 
 
Policy 
 
 Holidays (including Yom Kippur or Rosh Hashanah when either falls on a weekday) will be 
granted to staff employees as follows: 
  

o Labor Day 
o Rosh Hashanah (weekday only) 
o Yom Kippur (weekday only) 
o Day before Thanksgiving 
o Thanksgiving Day 
o Day after Thanksgiving Day 
o Winter Break - 10 days including Christmas Day and New Years Day 
o Martin Luther King Day 
o Presidents Day 
o Spring Break - 6 days 
o Good Friday 
o Memorial Day 
o Independence Day 

  
 When a holiday falls on a Saturday, it will be celebrated on the preceding Friday. When it falls 
on a Sunday, it will be celebrated on the following Monday. The exceptions are Yom Kippur and Rosh 
Hashanah which will be holidays only when either falls on a weekday.  
  
 The Business Office will distribute a schedule of exact dates of holidays before the beginning 
of each school year. A list of staff holidays can also be found in the Annual Supplement of this 
handbook. 
  
Work on Holidays 
 
 Hourly employees are paid for a full day’s work at their regular hourly rate on holidays.  
 
 If an hourly employee is scheduled to work on a holiday, he/she will be paid at the following 
rates for hours worked, with the exception that is noted below: 
 
  Holiday     Rate of Pay 
  
  Labor Day                                  Double time 
  Rosh Hashanah (weekday only)  Double time 
  Yom Kippur (weekday only)      Double time 
  Day before Thanksgiving   Time and a half 
  Thanksgiving Day                      Double time 
                        Day after Thanksgiving              Time and a half 
  Winter Break (weekdays only)        Time and a half 
  Christmas Day                           Double time 
  New Years Day                          Double time 
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  Martin Luther King's Birthday   Double time 
  Presidents Day                           Double time 
  Spring Break (weekdays only)          Time and a half 
  Good Friday                               Double time 
  Memorial Day                            Double time 
  Independence Day                      Double time 
 
 The exception to the above schedule of holiday pay rates applies to hourly staff in the 
Development Office.  The Development Office must remain open during Winter Break.  The Director 
of Development will determine, by December 19, who in the Development Office will work during 
the Winter Break, and on which days they will work.  Hourly employees who will be required to work 
during the Winter Break will be paid according to the above rates.  
 
 Other than those employees that are required to work during a holiday, all employees should 
observe the holiday away from work. No employee may elect to work on a holiday with the intention 
of taking the time off work at a later date.  
 
 The School reserves the right to change the Holiday Policy at its discretion at any time.   
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VACATION POLICY 
 
 
Staff Specific 
 
 
Policy 
 
 In order to provide employees with the necessary rest from their duties and responsibilities 
which is essential to continued good job performance, annual vacations with pay are granted in 
accordance with the following conditions. 
 
Eligibility 
 
 Paid vacation is available to all staff members, both salaried and hourly, who are employed in 
a permanent capacity. 
 
 Regular employees who work at least twenty hours per week will be eligible for paid vacation 
on a pro rata basis, i.e., they will be eligible to accrue the same number of vacation days as full-time 
employees but will be paid only for the number of hours per day that they normally work.  
 
Amount of Vacation 
 
 Full-time employees are eligible for two weeks (10 days) for the first full benefit year of 
employment (August 1 through July 31). After five full years of continuous employment, full-time 
employees are eligible for three weeks (15 days). After ten full years of continuous employment, full-
time employees are eligible for four weeks (20 days).  The Headmaster and Director of Finance and 
Administration must approve any exceptions to this rule. 
 
 Vacation will be credited on August 1, with the amount of vacation determined on the number 
of full years of continuous employment completed by August 1.  As an example, an employee whose 
fifth anniversary of continuous employment is March 1 will be credited with three weeks of vacation 
on the August 1 following that anniversary date. 
 
 Employees who begin employment between August 1 and December 1 will be eligible for two 
weeks in their first benefit year of employment.  Employees hired after December 1 will earn one day 
per month for each full month of employment.  For example, an employee hired on February 15 will 
earn five days of vacation for the period, March 1 to July 31.  
 
Vacation Pay     
 
 No vacation pay will be paid in advance. Employees electing to work in lieu of taking vacation 
will not receive additional compensation for the hours worked.  
 
Probationary Period 
 
 Vacation may be taken during the probationary period, as described in the Hiring Policy, with 
a Supervisor’s approval. 
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Vacation Carryover 
 
 Employees may carryover up to one week of vacation time. However, no employee shall have 
more than five weeks (25 days) of vacation in one year.  The Headmaster and Director of Finance and 
Administration must approve any exceptions to this rule. 
 
Approval of Vacation 
 
 Scheduling of vacation is the responsibility of the supervisor.  Although every attempt will be 
made to accommodate the employee's request, the supervisor has the right to refuse and reschedule 
vacation requests. 
 
Vacation Credit during Absence 
 
 Vacation time will not be earned after an employee has been on Short or Long Term Disability 
for more than 20 workdays.  Vacation time will not be earned when an employee either leaves 
employment of the School or is on unpaid leave of absence. 
 
Terminal Vacation Pay 
 
 Compensation for earned but unused vacation time will be paid upon termination of 
employment except in the following circumstances: 
 

1. The employee has worked full-time for less than one year; or 
2. Proper advance notice was not given according to Termination of Employment. 

 
 Vacation time that has been taken but not yet earned will be deducted from the employee's 
final paycheck. 
 
Partial Day  
 
 Exempt employees are required to use vacation time for any time missed from work beginning 
from two hours to a full day.     
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MEDICAL LEAVE POLICY 
 
 
Policy 
 
 It is the policy of the School to grant Medical Leave or Sick Leave with pay to all eligible 
employees who must be absent from work because of a non-work related medical condition involving 
themselves, a spouse, a domestic partner, or a dependent child.   
 
Eligibility 
 
 Medical Leave is granted to all regular faculty and staff members, both salaried and hourly. 
 
Amount of Medical Leave 
 
 Faculty members who work full-time accrue 40-hours of sick leave per school year (August 1 
through July 31). Faculty members who work part-time are granted 20-hours of sick leave per school 
year.  
 
 Staff members who work a minimum of 30 hours per week on a regular basis accrue seven 
sick days per school year (August 1 through July 31). Employees working between 20 and 29 hours a 
week are granted sick days on a pro-rata basis.  
 
 New employees who start work after August 1 accrue Medical Leave on a pro rata basis in their 
first year.   
 
Accumulation of Medical Leave 
 
 Faculty members cannot accumulate Medical Leave. 
 
 Staff member’s unused Medical Leave or Sick Leave can be carried forward from one school 
year to the next up to a maximum accumulation of 60 days of Medical Leave.  
 
Right to Request Physician’s Statement 
 
 The School reserves the right to require a physician's statement from any employee who is 
absent from work for medical reasons. The School also reserves the right to require an employee who 
is absent from work for medical reasons to be examined by the School Physician or another physician 
designated by him at the School's expense.  
 
Medical or Dental Appointments 
 
 Medical Leave may be used for medical or dental appointments with the approval of the 
employee's direct supervisor.  
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Effect on Employee Benefits 
 
 All employee benefits (including medical insurance, life insurance, retirement benefits, etc.) 
will continue while an employee is on approved Medical Leave. 
  
 Staff members on Medical Leave continue to earn vacation time at the normal rate as described 
in the Vacation Policy.  
 
 If an approved Gilman School holiday occurs when an employee is on Medical Leave, that 
day is considered a holiday, not a day of Medical Leave.  
 
 If a family death occurs while an employee is on Medical Leave, the absence for the 
appropriate number of days will be considered Funeral Leave, not Medical Leave. 
 
 If an employee becomes ill or disabled while on jury duty or as a court witness, the days of 
illness or disability will be considered Medical Leave if the employee is excused from jury service by 
the court.  
 
Exhaustion of Medical Leave 
 
 If a faculty member exhausts all medical leave and must be absent from work for an illness, 
the days missed will be unpaid.  
 
 If a staff member exhausts all medical leave and must be absent from work for an illness, the 
employee will be required to use vacation leave to cover the time missed.  
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UNPAID LEAVE OF ABSENCE POLICY 
 

 
Staff Specific 
 
Requests for Leave 
 

An unpaid leave of absence can be used for emergency situations when all other leave has 
been exhausted. Requests for unpaid leaves of absence, other than those covered by the Family 
Medical Leave Act of 1993, should be sent in writing to the employee’s direct supervisor. The request 
should clearly state the reason for the leave, the length of leave, when it would begin and end, as well 
as other pertinent information to enable an informed decision to be made. The employee can expect 
to receive a decision within ten working days from the date of submission.  
 
Eligibility 
 

Regular, full-time employees working at least 30 hours per week on a continuing basis are 
eligible to request an unpaid leave of absence.  
 
Effects on Benefits 
 

1. Medical Insurance - will remain in effect as long as the employee continues to pay his/her 
share of medical, dental or vision insurance premiums.  

 
2. Retirement Plan - the School will continue to make contributions to the employee’s 

TIAA/CREF retirement plan for up to 30 days providing the employee pays his/her share. 
Beyond this point, the employee may continue to make his/her normal contributions to the 
plan.  

 
3. Life and Long Term Disability Insurance - the school will continue to pay the cost of life 

insurance for 30 days of leave. The employee must assume the cost of this insurance beyond 
this point. The employee must also assume the cost of paying for long term disability insurance 
to maintain coverage during his/her absence.  

  
Faculty Specific 
 
 On occasion you may desire to take extended time off from work for personal or other 
compelling reasons.  Depending upon the circumstances, including but not limited to the School’s 
needs, your overall job history, length of service, and the need for the time off, leaves of absence for 
limited periods may be granted at the discretion of the Head of School. 
 
 If you desire a leave of absence, you must present a written request to your Division Head, 
who will forward it to the Head of School.  To permit advance planning, the School asks that any 
leave-request be submitted as far in advance as possible.  The written request must set forth the 
anticipated length of absence, with the dates of the requested leave and the circumstances that 
prompted the request.  An approved leave of absence will not be extended past the date of the initial 
written request without further written request and approval.  
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 Being granted a leave of absence does not assure you the right to return to work for the School 
or to return to the job you held before you left.  It simply means that the School will make an effort, 
but is not obligated, to place you in a job upon your return.  Employees who fail to accept an offer of 
reinstatement to a position selected by the School at the end of their leave of absence will be deemed 
to have voluntarily resigned.   
 
 Any person whose leave extends over thirty (30) days will be given an option of making 
contributions to employee group hospitalization and insurance programs in order to insure continued 
coverage.  The School will cease making contributions to the retirement plan.  
  
 None of the above School guidelines should be deemed to impinge in any way on the statutory 
rights of the employees of Gilman School.   
 

This statement of Gilman School’s Unpaid Leave-of Absence policy is only a description of 
the benefits, which Gilman School presently intends to administer; it does not constitute a contract 
of employment.  Gilman School may, as its discretion, amend, alter, modify, or discontinue the policy 
at any time. 
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PARENTAL LEAVE POLICY 
 
 
Introduction 
 
 Recognizing the need for parent-child bonding and to support work-life balance, the School 
will provide the following leave for the birth, adoption, or foster placement of a child.  
 
Maternity Leave 
 
 Eligible employees will receive 12 weeks of leave. For the birth and recovery from birth of a 
child, eligible employees will be placed on short term disability during the period in which the 
employee is under a physician care.  The employee will be paid according to the provisions of the 
Short-Term Disability Policy. 
 
 After the short term disability period has ended, the employee will be place on paid maternity 
leave for the remainder of the 12 weeks of leave.  
 
 Eligible leave under the Family and Medical Leave Act (FMLA) and Maternity leave will run 
concurrently.  
 
Paternity Leave 
 
 Eligible employees will receive 4 weeks of paid paternity leave. Paternity leave can be used 
intermittently in full day increments.  
 
 Eligible leave under the Family and Medical Leave Act (FMLA) and Paternity leave will run 
concurrently. 
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FUNERAL LEAVE POLICY 
 
 
Policy 
 
 In the event of a death in the immediate family*, an employee will be eligible for up to five 
days leave with pay to take care of family obligations and attend funeral services.  
 
 *Immediate Family is defined as: 
 

1. Spouse, domestic partner; 
2. Your, your spouse’s, or your domestic partner’s: parents, stepparents, children, stepchildren, 

siblings, stepsiblings, grandparents, step grandparents, grandchildren, step grandchildren; 
3. Daughter-in-law, stepdaughter-in-law, son-in-law, stepson-in-law, brother-in-law, 

stepbrother-in-law, sister-in-law, stepsister-in-law; or 
4. Legal guardian 

 
 One or two days of additional leave with pay may be granted if the employee must travel over 
300 miles to attend to these matters. 
 
 In the event of the death of any other close relative, an employee will be eligible for one day 
of paid leave in order to attend funeral services.  
 
 In the event of the death of a non-family member such as a close friend, neighbor or distant 
relative, the employee will be granted a reasonable number of hours to attend funeral services. The 
employee will be required to use vacation leave for their time away from work. 
 
 If additional time is needed beyond the paid time available, unused vacation time may be used 
with the approval of the Director of Finance. The Director of Finance and Administration must 
approve any exceptions to the above rules. 
  
Eligibility 
 
 Funeral leave is available to all regular employees who work a minimum of 30 hours per week 
on a continuing basis.  
 
 Employees must submit a notification of death to the payroll department for time taken away 
from work for funeral leave. 
 
Effect on Other Paid Leave 
 
 If a death occurs when an employee is on Workers Compensation Leave, Funeral Leave will 
not be granted and any days taken to attend funeral services will be considered Workers Compensation 
Leave.  
 
 If a death occurs when an employee is on vacation or medical leave, any days granted will be 
considered Funeral Leave and will not be charged against the employee's vacation or medical leave 
time.  
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 If a death occurs when an employee is on Jury Duty or on Military Service Leave, Funeral 
Leave will be granted providing the employee is excused from Jury Duty or Military Service by the 
proper authorities. 
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JURY DUTY 
 
 
Policy 
 
 The School will continue to pay an employee's compensation while he/she is serving on Jury 
Duty.  The employee must provide the School with a copy of his/her jury duty summons.  
 
Eligibility 
 
 This benefit is available to regular employees who work a minimum of 30 hours per week on 
a continuing basis.  
 
Effect on Other Paid Time 
 

o Holidays: 
 
 If an employee is required to serve on Jury Duty on a School holiday, the employee will be 
given another day off with pay to make up for the lost holiday. Arrangements must be made with the 
employee's supervisor.  
 

o Vacation: 
 
 If an employee is required to serve on Jury Duty during a previously scheduled vacation, the 
vacation, or a portion thereof, may be rescheduled with approval from the employee's supervisor.  
 

o Funeral Leave: 
 
 If a death occurs during Jury Duty, the employee will be entitled to Funeral Leave provided 
the employee is excused from Jury Duty by the court.  
 

o Medical or Workers Compensation Leave: 
 
 If an employee on Medical Leave or on Workers Compensation Leave is called to serve on 
Jury Duty and is able to serve, the days of service will be considered Jury Duty and not Medical or 
Workers Compensation Leave. 
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LACTATION POLICY 
 

 

Introduction 

The School supports breastfeeding mothers who wish to express breast milk during the 
workday.  

Accommodation for Lactating Mothers 

 For up to one year after the child's birth, any employee who is breastfeeding will be provided 
reasonable break times to express breast milk.  
 
 The School has designated the Health Center for the purpose of milk expression. The 
Health Center will provide a private and sanitary room with an electrical outlet and a sink with 
running water for washing hands and rinsing out breast pump parts. The Health Center has 
designated the bottom of the refrigerator for milk storage. Storage bags are available to label milk 
containers with names and dates. Employees will assume all responsibility for the safety of milk 
stored in the refrigerator. The Health Center will dispose of forgotten or unmarked containers. 
 
 Employees must notify the Heath Center to reserve the room.  
 
 For privacy and compliance purposes, the Health Center is the only area designated for milk 
expression.  
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INCLEMENT WEATHER POLICY 
 
 
Introduction 
 
 This policy is intended to: 
 

1. Assure that employees can travel to work safely; 
 
2. Assure that the essential work of the school is carried out in spite of inclement weather; 

 
3. Provide personnel responsible for snow removal on campus sufficient time to clear parking 

areas and walkways; and  
 

4. Provide fair compensation for personnel essential to maintain operations of the school during 
inclement weather. 

 
Responsibility for Decision 
 
 The decision to close the school will be made by the Headmaster or his designee. This applies 
when school is normally in session and when it is not, such as during winter and spring breaks.  
 
 All employees who are not specifically requested to report for work will be paid for all days 
the school is closed due to inclement weather.  
 
 School may be closed before the beginning of the day or at any time during the day.  
 
Decision Process 
  
 In the event of a snowfall before school opens in the morning, the Headmaster, in consultation 
with Roland Park Country School and Bryn Mawr School, will make the decision by 5:30 A. M. 
whether school will be closed or have a delayed opening.  
 
 In the event of snowfall after school is open, the Headmaster will make the decision whether 
school will close early and at what time.  
 
 Any change in schedule will be communicated to Fox TV, WBAL, WMAR, and WJZ. You 
will also be notified by an e2Campus alert.     
 
Non-essential Personnel 
 
 In the event the school is closed for the entire day, hourly staff (office) should not report for 
work unless specifically requested to do so by their immediate supervisor. 
 



I-3 
 
 
 
 

 Should the hourly staff members receive such a request, they will be paid one and one half 
times their regular hourly pay for the hours worked.  
 
 Salaried staff should use their discretion in deciding whether conditions are such that they 
could report to work safely.  
 
 If the school's opening is delayed due to inclement weather, administrators and office staff 
should report to work as close to the regular working time as possible, given driving conditions. Office 
staff arriving by or between their regular reporting time and the time school opens will be paid one 
and a half times their regular pay for that time. If any employee arrives late for work due to inclement 
weather, no disciplinary action will be taken. Hourly employees will be required to take vacation leave 
hours to compensate for the time missed.  
 
 If the school is open and employees are unable to get to work due to inclement weather, they 
will be required to use vacation time.  
 
 If the school is dismissed early due to inclement weather, office staff may be requested to 
remain for one hour past the student dismissal time to provide for an orderly dismissal and the 
supervision of students left at school past the dismissal time. Office staff who are requested by their 
immediate supervisor to stay longer than one hour after the student dismissal time will be paid at one 
and one half times their regular pay for that additional time.  
 
Essential Employees 
 
 Essential personnel include all members of the maintenance, grounds, housekeeping staff, and 
security personnel. 
 
 These employees need to report to school at the normal time during inclement weather 
because they are essential to the operation and safety of the school's physical plant. 
 
 If the school is closed for the entire day, essential personnel shall be paid double their regular 
hourly rate for the hours worked.  
 
 If classes are delayed or school is closed early due to inclement weather, essential personnel 
shall be paid double their hourly rate for the hours worked before the opening time and for the hours 
worked one hour past the closing time.  
 
 Essential personnel are expected to make every effort to report to work as scheduled when 
inclement weather occurs. Should a member of this staff report to work later than scheduled, 
disciplinary action is at the discretion of the Superintendent of Buildings and Grounds in consultation 
with the Director of Finance and Administration. If disciplinary action is taken, the Superintendent of 
Buildings and Grounds must write the employee a letter to inform him/her of the reason for the 
action.  A copy of this letter must be given to the Director of Human Resources. 
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RELOCATION POLICY 
 

 
Newly hired members of the faculty and staff will be reimbursed, up to $2,500, for reasonable 

costs incurred for moving themselves and their families to the Baltimore area.   
 
 The Headmaster must approve all relocation reimbursement requests prior to the expenses 
being incurred.   
 
 Documentation of all expenses must be submitted to the Business Office before 
reimbursement can be made.  
 

Eligible expenses include: 
 

1. Mileage - total miles traveled in personal vehicle, multiplied by standard Internal Revenue 
Service mileage rate, from former home to new home. 
 

2. Cost of packing, crating, and transporting your household goods and personal effects and 
those of the members of your household from former home to new home. 

 
3. Transportation - airfare and/or train fare from former home to new home. 

 
4. Lodging for yourself and members of your household while traveling from your former home 

to your new home. 
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USE OF SCHOOL VEHICLES & PERSONAL VEHICLES 
 
 

To ensure the safety of students, faculty, and staff it is the driver’s responsibility to operate 
any Gilman vehicle in a safe manner and to drive defensively to prevent injuries and property damage. 
Gilman School endorses all applicable state motor vehicle regulations relating to driver responsibility, 
therefore, each driver is expected to not exceed the speed limit, wear seatbelts, as required by law, and 
to drive in a safe and courteous manner.   
 

When a member of the faculty or staff drives students (from Gilman or another school) to or 
from a school related event in one of the Gilman vehicles (i.e. vans, buses), the School’s liability 
insurance will cover both the driver and the School in any suit that might be brought as a result of an 
accident.  Physical damage to the vehicle is protected by the School’s collision insurance on the 
van/bus itself. 
 
 In the event a member of the faculty or staff uses his/her own vehicle for the same purpose, 
the driver’s own insurance will provide coverage for the driver and any damage to the vehicle.  The 
School’s liability insurance will provide protection to the School and will provided only secondary 
coverage for the driver, i.e. it will pick up where the driver’s insurance leaves off.  Consequently, 
drivers using their own vehicles should keep this in mind. However, it is strongly advised that faculty 
and staff not use their own vehicles to transport students. 
 
 All employees who are required to drive students will be subject to the evaluation of their 
driving record. This information is for the strict use of insuring drivers under the School’s insurance 
policy and will not be used for any other purpose.  
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KEY POLICY 
 
 
 Gilman keys are issued by the Security Department.  Upon receipt of a key(s) the employee 
must sign a Key Agreement.  By signing the Key Agreement the employee agrees not to: 
 

1. Loan, transfer, give possession of, misuse, modify or alter the key(s) issued. 
 
2. Cause, allow, or contribute to the making of any unauthorized copies of the key(s) issued. 

 
In addition to the above, the employee agrees to pay for the cost of replacing all locks that 

accept the key(s) if the key(s) is misplaced.  The cost will be determined by the Director of Finance 
and Administration and will not exceed the direct cost to the school to replace the locks. 
 

Keys must be returned to the Director of Human Resources upon termination. 
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EXPENSE REIMBURSEMENT POLICY  
 
 
 Employees who incur expenses having to do with school business should turn in to the 
Business Office the appropriately completed reimbursement form accompanied by original receipts, 
expense slips, and/or mileage vouchers.  These expenses need to be approved by the Department 
Head and the Division Head.  Check requests must be thoroughly completed and submitted to the 
Business Office no later than 4:00 pm Tuesdays to receive a reimbursement check the following 
Friday. 
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FACILITY USE POLICY 
 
 
 Any use of Gilman facilities by in-house individuals is to be arranged through the Director 
of Finance and Administration.  Individuals need to contact the Director of Finance and 
Administration to request usage of various rooms, Auditorium, etc. 
 
 The Director of Finance and Administration must authorize use of Gilman facilities by 
outside groups, organizations, or individuals. 
 
 The Director of Finance and Administration will not permit the use of the facilities if such 
use in any way compromises Gilman School’s programs or events.  Moreover, the Director of 
Finance and Administration reserves the right to exercise his discretion in denying the use of the 
facility for any reason.  
 
 The Director of Finance and Administration may consider the following factors in deciding 
whether to permit use of the facilities: 
 

1. Consistency with the School mission and philosophy; 
 

2. Connection with the School; 
 

3. The existence of a proper in-school liaison; 
 

4. Benefit to the School including compensation; and  
 

5. Service to the community. 
 
 All groups, organizations or individuals, regardless of their connection to Gilman, must pay full 
fair market value for the use of the facility.  Also, a security deposit will be left with the Business Office 
before the use of a facility.  Gilman reserves the right to keep that deposit if, in the sole discretion of 
the Director of Finance and Administration, the facility is left unclean or in disrepair.  Gilman also 
reserves the right to waive fees as its sole discretion. 
 
 



I-9 
 
 
 
 

THE SCHOOL’S RESPONSIBILITIES 
 

 
Notwithstanding any other provision of this Handbook, all managerial and administrative 

functions and prerogatives entrusted to and conferred upon employers inherently, expressly, or by 
law, are retained and vested exclusively with the School, including but not limited to, the right to 
exercise judgment and discretion to take whatever action is necessary to operate the School’s business; 
to protect its health, property, security, and general welfare; to hire, direct, discipline, discharge, or 
increase the efficiency of the workforce in the manner and to the degree the School deems appropriate; 
and, in general, to take any other actions necessary in the School’s judgment and discretion to 
administer the School’s operations and direct its work force.  The School reserves the rights to alter, 
amend, or discontinue any policy, rule or benefit included in this Handbook.   
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

ANNUAL SUPPLEMENT 
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EMERGENCY NUMBERS  
 

THREAT:  IMPORTANT REPORT A THREAT OF FIRE, BOMB OR OTHER MALICIOUS INTENT TO 
THE SCHOOL, STUDENTS, FACULTY OR STAFF TO THE FOLLOWING IN THE ORDER SHOWN: 

 
Jeff McGhee     Ext. 318     410-812-8148 (Cell) 
Wes Hummer  Ext  276     410-703-1677 (Cell) 
John Denholm  Ext. 211 410-870-0742 (Home)  443-756-0023 (Cell) 
 

IF THE URGENCY OF THE SITUATION WARRANTS OR YOU ARE UNABLE TO CONTACT ANY OF 
THE ABOVE, CALL THE FOLLOWING IN THE ORDER SHOWN: 

 
Sean Furlong  Ext. 370 410-532-5659 (Home)  443-742-7331 (Cell) 
Henry Smyth  Ext. 178 410-878-0634 (Home)  202-215-3705 (Cell) 
Peter Kwitervoch Ext 177      443-562-4947 (Cell) 
 
SAFETY OR SECURITY INCIDENT OR THREAT 
 
Jeff McGhee, Director of Security  Ext. 318    410-812-8148 (Cell) 

             Abacus Security Guard      Ext. 330    From off campus: 410-323-7030 
             Baltimore City Police      Dial 911 

 
FIRE 
 

             Baltimore City Fire Department Dial 911 
 
PERSONAL INJURY 

 
          Ambulance   Dial 911 
          Edie Meacham, School Nurse Ext. 274       410-435-2015 (Home)    410-206-7545 (Cell) 
          Lori Bristow,  Dir. Athletics Ext. 214 410-560-1718 (Home)    410-299-3984 (Cell) 
          Thomas Wrenn, Dir. Athletics Ext. 261       410-404-5320 (Cell) 
          Nick Pitruzzella, Head Trainer Ext. 314       443-691-0702 (Cell)  

 
UTILITIES INTERRUPTION:  Electric power disruption will also affect the telephone system 
and computer systems.  Please call all of the following: 
 
BGE Emergency  877-778-2222 
Chesapeake Phone Co.  410-850-4848 – Phones only 
Wes Hummer   Ext. 276        410-703-1677 (Cell)  
Tye Campbell   Ext. 339        908-552-5416 (Cell) 
 
Water supply or drainage problem please call both numbers below: 
Baltimore City One Call Center  410-396-5352 
Wes Hummer                410703-1677 (Cell) 
 
Communications 
Brooke Blumberg                Ext. 309 410-864-2809 Direct Dial 410-303-2105 (Cell) 
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INCLEMENT WEATHER NOTIFICATION 
 
 

 
Inclement Weather and Emergency Notifications 
 
 As a result of inclement weather or any other extraordinary circumstance, Gilman may alter 
its regular arrival/dismissal times. During such events: 
 

• Employees of the School will automatically receive an email and text message with important 
alerts. Please email communications@gilman.edu with issues or concerns. 

 
• Information will be posted on Gilman’s website (gilman.edu) as well as on the School’s 

Facebook and Instagram pages. 
 

• A recorded message will be added to Gilman’s main phone number (410-323-3800). 
 

• Announcements will be made on TV stations WMAR, WBAL, and WJZ. 
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HOLIDAY CALENDAR 
 
 

2021 
 

Monday, July 5 – Independence Day 

Monday, September 6 – Labor Day 

Tuesday, September 7 – Rosh Hashanah 

Thursday, September 16 – Yom Kippur 

Wednesday, November 24 - Friday, November 26 – Thanksgiving Holiday 

Monday, December 20 - Friday, December 31 – Winter Break 

 

2021 

Monday, January 17 – Martin Luther King, Jr. Day 

Monday, February 21 – Presidents’ Day 

Monday, March 14 - Monday, March 21, inclusive – Spring Break 

Friday, April 15 – Good Friday 

Monday, May 30 – Memorial Day 

Monday, June 20 - Juneteenth 
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2021-2022 Bi-Weekly Payroll Calendar 
 
 

Pay Period Begin Date Pay Period End Date Pay Date 
07/25/21 08/07/21 08/13/21 
08/08/21 08/21/21 08/27/21 
08/22/21 09/04/21 09/10/21 
09/05/21 09/18/21 09/24/21 
09/19/21 10/02/21 10/08/21 
10/03/21 10/16/21 10/22/21 
10/17/21 10/30/21 11/05/21 
10/31/21 11/13/21 11/19/21 
11/14/21 11/27/21 12/03/21 
11/28/21 12/11/21 12/17/21 
12/12/21 12/25/21 12/31/21 
12/26/21 01/08/22 01/14/22 
01/09/22 01/22/22 01/28/22 
01/23/22 02/05/22 02/11/22 
02/06/22 02/19/22 02/25/22 
02/20/22 03/05/22 03/11/22 
03/06/22 03/19/22 03/25/22 
03/20/22 04/02/22 04/08/22 
04/03/22 04/16/22 04/22/22 
04/17/22 04/30/22 05/06/22 
05/01/22 05/14/22 05/20/22 
05/15/22 05/28/22 06/03/22 
05/29/22 06/11/22 06/17/22 
06/12/22 06/25/22 07/01/22 
06/26/22 07/09/22 07/15/22 
07/10/22 07/23/22 07/29/22 
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403(b) MAXIMUM CONTRIBUTION 
 
 

Year                       403b Contribution Limit   Catch-up Contribution 
 
2021    $19,500     $6,500 
 
2022    $20,500     $6,500 
 
403b Contribution Limits 
 

The $20,500 contribution limit is subject to adjustment for the cost-of-living increases. 
 
Catch-Up Contribution Limits 
 

If you are age 50 or older, you may be eligible to make “catch-up contributions” in addition 
to your regular 403b plan limit.   
 
15-Year Rule 
 
 If you have at least 15 years of service with the School the limit on elective deferrals to your 
403(b) account is increased by the least of: 
 

1. $3,000, 
 
2. $15,000, reduced by the sum of: 
 

1. The additional pre-tax elective deferrals made in prior years because of this, plus 
 

b. The aggregate amount of designated Roth contributions permitted for prior tax years 
because of this rule, or 

 
3. $5,000 times the number of your years of service for the School, minus the total elective 
deferrals made by the School on your behalf for earlier years.  
 
 Please contact your financial advisor for guidance before making this additional contribution. 
 
Employer Matching Contributions 
 

The matching contributions made by Gilman School do NOT affect the above contribution 
limits.  Even if you contribute the maximum amount each year, your employer’s matching 
contributions are in addition to these limits. 
 


