
 
 
 
 

 
 

Standards of Conduct and Civility Policy 
 

Blue Ridge Academy is committed to upholding the highest standards of personal integrity and 
conduct. These standards are based on our dedication to treating people with dignity, respect, and 
civility, and taking individual and collective responsibility for our conduct. The manner in which we 
conduct ourselves defines us and how we are perceived by others. As school employees, we also 
serve as role models to our students. Blue Ridge Academy employees are accountable for integrity in 
conduct and for the consequences of their actions or inactions. The highest of ethical standards are 
expected in all matters internal, as well as with students, parents, and the community at large. All 
Blue Ridge Academy employees and any individuals acting on behalf of Blue Ridge Academy are 
required to conduct themselves in compliance with the essence of this Standards of Conduct and 
Civility Policy. 
 
The purpose of the Blue Ridge Academy Governing Board adopting this Standards of Conduct and 
Civility Policy is to do the following:  
 

1. Explain Conduct and Civility 
2. Outline Communication Etiquette  
3. Outline Unacceptable Behaviors Involving Students 
4. Outline Prohibited Work Conduct 
5. Outline Acceptable and Recommended Behaviors  
6. Explain the Process for Reporting Unacceptable Behaviors and Consequences 

  
1. Conduct and Civility: Blue Ridge Academy expects all employees to uphold the highest 

standards of personal integrity and conduct. This includes, but is not limited to, treating others 
with respect, kindness and a positive and professional attitude. Blue Ridge Academy does not 
allow harassment in any form. See our Anti-Harassment Policy and Title IX Policy for Sexual 
Harassment for details.  
 

2. Communication Etiquette: Blue Ridge Academy employees communicate with other staff, 
families, students and the community in a variety of ways. The following outlines acceptable 
communication measures for communicating via email, phone or social media.  

 
Email: 
• Remember that your email correspondence is a reflection upon you and our school 
• Please be professional in content and tone in your email correspondence with staff, 

departments, students, and families by using a greeting (Dear xxx or Good Morning) 
• Use appropriate language (refrain from using text shorthand in emails) 

o Refrain from over-punctuation 
o Use of ‘Reply All’ 

 DO NOT use ‘reply all’ to emails sent to All Staff such as ‘Welcome’ or 
‘Congratulations’ emails.  Instead, reply only to the person being welcomed or 
congratulated 

 DO use the ‘reply all’ feature in all other cases so no one is cut out of the loop 



o Be careful about forwarding information that includes long threads.  Often times, the 
person receiving the forwarded information does not need to see all threaded 
responses 

o If you are not readily available to respond to your families by email for any reason, 
please remember to set an out of office message on your email that states you are out 
of the office, your estimated return, and who to contact if they need immediate 
assistance.  

• Emails are documents that can be requested for legal review and shared with all parties. 
• When emailing your families, use BCC so they do not have each other’s email addresses, and 

so they don’t “reply all” and flood each other with emails.  
 

Phone: 
• It is very important that the number you are using for work is monitored/answered by you 

only.   
• When answering the phone let the families know they’ve reached you  

o ‘Hello, this is’….. or ‘Thank you for calling’.   
o Blue Ridge utilizes Ring Central as a dedicated line for work calls. Talk to your 

supervisor to set up this service.  
• Record a professional voicemail 

o Sample message:  
 Hello, you have reached ___________, Blue Ridge Academy teacher.  I am 

either supporting a student or away from my desk.  Please leave a detailed 
message and I will return your call within 24 business hours.  Thank you and 
have a great day! 

 
Social Media: 
• Please send all work-related posts and fliers to your director for approval prior to posting on 

social media or printing.  
• It is very important that as a school we have consistent and clear messaging.  We need to 

maintain professionalism at all times when responding to posts as a Blue Ridge employee.   
• Maintaining a professional tone and response is expected.   
• Please DO NOT under any circumstances provide information about our school that is false 

as that is a misrepresentation and can result in negative consequences.   
• All information needs to be 100% accurate.   
• If ever in doubt, please seek the answer directly from your director before posting a 

response.   
• As Blue Ridge employees, we need to be advocates of accuracy and ensure accuracy 100% of 

the time.   
 
3. Unacceptable Behaviors Involving Students: These lists, and any subsequent lists, are not 

meant to be all-inclusive, but rather illustrative of the types of behavior addressed by this policy. 
• Giving gifts to an individual student that are of a personal and intimate nature 

(including photographs); or items such as money, food, outings, electronics, etc. without 
the written pre-approval of a School Leader. Use best judgement and it is recommended 
that any such gifts be filtered through the Regional Coordinator along with the rationale. 

• Kissing of ANY kind 
• Massage [Note: Prohibited in athletics unless provided by massage therapist or other 

certified professional in an open public location. Coaches may not perform massage 
or rub-down. Permitted in special education only as instructed under an IEP or 504 plan.] 

• Full frontal or rear hugs and lengthy embraces 
• Sitting students on one’s lap (grades 3 and above) 
• Touching buttocks, thighs, chest or genital area 



• Wrestling with students or other staff member except in the context of a formal wrestling 
program 

• Tickling or piggyback rides 
• Any form of sexual contact 
• Any type of unnecessary physical contact with a student in a private situation 
• Intentionally being alone with a student away from school 
• Furnishing alcohol, tobacco products, or drugs or failing to report knowledge of such 
• “Dating” or “going out with” a student 
• Remarks about physical attributes or physiological development of anyone. This includes 

comments such as “Looking fine!” or “Check out that [body part].” 
• Taking photographs or videos of students for personal use or posting online 
• Undressing in front of a student 
• Leaving campus alone with a student for lunch 
• Sharing a bed, mat, or sleeping bag with a student 
• Making, or participating in, sexually inappropriate comments 
• Sexual jokes, or jokes/comments with sexual overtones or double-entendres 
• Seeking emotional involvement (which can include intimate attachment) with a student 

beyond the normative care and concern required of an educator. 
• Listening to or telling stories that are sexually oriented 
• Discussing your personal troubles or intimate issues with a student 
• Becoming involved with a student so that a reasonable person may suspect inappropriate 

behavior 
• Giving students a ride to/from school or school activities without the express, advance 

written permission of Regional Coordinator and the student’s parent or legal guardian 
• Being alone in a room with a student at school with the door closed and/or windows 

blocked from view 
• Allowing students at your home and/or in rooms within your home without signed 

parental permission for a pre-planned and pre-communicated educational activity which 
must include another educator, parent, or designated school volunteer 

• Staff mirroring the immature behavior of minors 
• Sending emails, text messages, social media responses, making phone calls, or sending 

notes or letters to students if the content is not about school activities. 
• Communication via private social media accounts is not acceptable. 

 
4. Prohibited Work Conduct: The following is a list of conduct that is prohibited and will not be 

tolerated by the School. It is not an all-inclusive list, but rather a list designed to give examples 
of the types of conduct prohibited by the School. 

• Falsification of employment records, employment information, or other School records 
• Recording the work time of another employee or allowing any other employee to record 

your work time, or allowing falsification of any time card, either your own or another’s 
• Theft, deliberate or careless damage, or loss of any School property or the property of any 

employee or customer 
• Provoking a fight or fighting during working hours or on School property 
• Participating in horseplay or practical jokes on School time or on School premises where 

such conduct might be a safety risk or might be interpreted as offensive 
• Carrying firearms or any other dangerous weapons on School premises at any time or 

while acting on behalf of the School 
• Violation of the Substance and Alcohol policy 
• Rudeness and/or unprofessionalism in your interactions with staff, students and families  



• Insubordination, including but not limited to, failure or refusal to obey the orders or 
instructions of a supervisor or member of administration, or the use of abusive or 
threatening or abusive language toward a supervisor or member of administration 

• Unreported absence on scheduled workdays unless otherwise excused, 
• Excessive tardiness or absenteeism unless otherwise excused, 
• Unauthorized use of School equipment, time, materials, facilities, or the School name 
• Sleeping or malingering on the job 
• Failure to observe working schedules, including the required rest and meal periods 
• Soliciting other employees for membership, funds, or other similar activity in connection 

with any outside organization during your working time or the working time of the 
employee(s) solicited 

• Distributing unauthorized literature or any written or printed material during working 
time or in work areas (“Working time” does not include your meal and break periods.) 

• Failure to timely notify your supervisor when you are unable to report to work absent 
extenuating circumstances 

• Failure of an employee to obtain permission to leave work for any reason during normal 
working hours 

• Abuse of sick leave 
• Violation of the Standards of Conduct and Civility Policy 
• Failure to provide a physician’s certificate when requested or required to do so 
• Violating the School’s Personal Standards or dress code 
• Breaching confidentiality 
• Making derogatory racial, ethnic, religious, or sexual remarks or gestures; any violation 

of the Harassment and/or Equal Employment Opportunity policy; or using profane or 
abusive language at any time on School premises or during working hours 

• Violation of any safety, health, security, or School rule 
• Negligence or other conduct leading to the endangerment of harm of a child or children 
• Working overtime without authorization or refusing to work assigned overtime 
• Unsatisfactory job performance 
• Willfully or maliciously making false statements regarding any co-worker or submitting a 

complaint known to be false. 
 
 
5. Acceptable and Recommended Behaviors: These lists, and any subsequent lists, are not meant 

to be all-inclusive, but rather illustrative of the types of behavior addressed by this policy. 
• Pats on the shoulder or back 
• Handshakes 
• “High-fives” and hand slapping 
• When age appropriate, touching face to check temperature, wipe away a tear, remove hair 

from face, or other similar types of contact 
• Placing TK through second grade students on one’s lap for purposes of comforting the 

child for a short duration only 
• Holding hands while walking with small children or children with significant disabilities 
• Assisting with toileting of small or disabled children in view of another staff member 
• Touch required under an IEP or 504 Plan 
• Reasonable restraint of a violent person to protect self, others, or property 
• Obtaining formal written pre-approval from the Superintendent to take students off school 

property for activities such as field trips or competitions, including parent’s written 
permission and waiver form for any sponsored after-school activity whether on or off 
campus 



• Emails, text-messages, phone conversations, and other communications to and with 
students, if permitted, must be professional and pertain to school activities or classes 
(communication should be initiated via transparent [non-private] school-based technology 
and equipment) 

• Keeping the door wide open when alone with a student 
• Keeping reasonable and appropriate space between you and the student 
• Stopping and correcting students if they cross your own personal boundaries, including 

touching legs, or buttocks, frontal hugs, kissing, or caressing 
• Keeping administration informed when a significant issue develops about a student, such 

as a change in demeanor or uncharacteristic behavior 
• Keeping after-class discussions with a student professional and brief 
• Immediately asking for advice from senior staff or administration if you find yourself in a 

difficult situation related to boundaries 
• Involving your supervisor in discussion about boundaries situations that have the 

potential to become more severe (including but not limited to: grooming or other red flag 
behaviors observed in colleagues, written material that is disturbing, or a student’s 
fixation on an adult) 

• Making detailed notes about an incident that in your best judgement could evolve into a 
more serious situation later 

• Recognizing the responsibility to stop Unacceptable Behaviors of students and/or co-
workers 

• Asking another staff member to be present, or within close supervisory distance, when 
you must be alone with a student after regular school hours 

• Prioritizing professional behavior during all moments of student contact 
• Asking yourself if any of your actions, which are contrary to these provisions, are worth 

sacrificing your job and career. 
 

This policy does not prevent: 1) touching a student for the purpose of guiding them along a 
physical path; 2) helping them up after a fall; or 3) engaging in a rescue or the application of 
Cardio Pulmonary Resuscitation (CPR) or other emergency first-aid. Nor does it prohibit the use 
of reasonable force and touching in self-defense or in the defense of another. Restraining a child 
who is trying to engage in violent or inappropriate behavior is also allowed. Only such force as 
necessary to defend one’s self, another person, or the child or to protect property is legally 
permitted. Excessive force is prohibited. 

 
 
6. Reporting Unacceptable Behaviors and Consequences: Any concerns must be promptly 

reported to a supervisor or the Superintendent. Failure to comply with this policy may result in 
disciplinary action, up to and including termination. 

 
 
 


