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LINK COMMUNITY CHARTER SCHOOL EMPLOYEE MANUAL 

 
INTRODUCTION AND DISCLAIMER 

 
This Manual is issued only as an informational guide and applies to faculty and staff at Link Community 
Charter School. It contains no promises of any kind; either expressed or implied and does not create a 
contract of employment or warranty of benefits between the employee and Link Community Charter 
School (“Link” or “School”). Moreover, this Manual is not intended to guarantee employment. The policies, 
benefits and work rules set forth in this Manual are subject to change at the sole discretion of Link 
Community Charter School Board of Trustees, with or without notice to its employees. The School will, 
however, make every effort to inform employees of changes as they occur. The School retains the right to 
summarily discipline any employee when it believes such action is appropriate, regardless of what this 
Manual says or provides. 
 
This Employee Policy and Procedure Manual has been prepared for distribution to Link employees. It 
provides general information about the School’s policies, benefits programs and procedures, and sets forth 
and explains the work rules employees are required to follow. For more information, employees may 
access the Link Community Charter School Policy binder in the Main Office. 
 
This Manual is intended to avoid misunderstandings between the School and its employees and to foster a 
constructive work environment for everyone. The School expects that its employees will read, understand 
and follow the rules contained in this Manual, and in all School policies and regulations (which are available 
for review in the Main Office.) 
 
 

EMPLOYMENT POLICIES AND PROCEDURES 
 
AT-WILL EMPLOYMENT 
Except as provided otherwise in any employment agreement (which does not include this manual) or 
applicable provision of law, employees of Link Community Charter School are “at will.” No administrator, 
supervisor, manager, employee, or agent of Link is authorized to make any verbal or written 
representations altering the at-will employment relationship of employees. Nothing in this manual should 
be construed to detract in any way from the School’s policy of at-will employment. Additionally, the Board 
of Trustees "reserves the right to abolish positions and reduce staff commensurately whenever reasons of 
economy, reorganization of the school, reduction in the number of pupils, or other good cause so warrant." 
Further, the School may decide, subject to individual employment contracts, to change the working 
conditions of employees, including a change in an employee’s position/job duties, hours, or rate of pay. 
 
EQUAL EMPLOYMENT POLICY 
Link Community Charter School is an Equal Opportunity Employer. It is the policy of the School, in 
compliance with state, local and federal regulations, to offer equal employment opportunities to all. The 
School makes all decisions regarding recruitment, employment, wage, promotions, and other personnel 
actions without discrimination on the grounds of race, color, creed, religion, national origin, ancestry, age, 
marital status, affectional or sexual orientation, gender, socioeconomic status, or disability pursuant to 
N.J.A.C. 6A:7-1.1 et seq. The School's employment applications and pre-employment inquiries conform to 
the guidelines of the NJ Division of Civil Rights. Concerns or questions about equal employment should be 
taken to the School's Chief Operating Officer, responsible for the human resources function, or the 
Principal, who serves as the School's Affirmative Action Officer. 
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RIGHTS OF PERSONS WITH HANDICAPS OR DISABILITIES POLICY 
Link Community Charter School complies with the Rehabilitation Act of 1973, as amended, the Americans 
with Disabilities Act of 1990, as amended, and the Individuals with Disabilities Education Act. No employee 
or candidate for employment shall be discriminated against in recruitment, hiring, advancement, discharge, 
compensation, training, or other privilege of employment solely because of a handicap/disability, provided 
the employee or candidate can, with or without reasonable accommodation perform the position sought or 
held. Concerns or questions about equal employment should be taken to the School's Chief Operating 
Officer or the Principal. 
 
NOTICE TO EMPLOYEES REGARDING THE AMERICANS WITH DISABILITIES ACT 
The Americans with Disabilities Act of 1990 prohibits discriminating against qualified individuals with 
disabilities in job application procedures, hiring, firing, advancement, compensation, job training, and other 
terms, conditions, and privileges of employment. An individual with a disability is a person who: 

 has a physical or mental impairment that substantially limits one or more major life activities; 

 has a record of such an impairment; or 

 is regarded as having such impairment. 
 
A qualified employee or applicant with a disability is an individual who, with or without reasonable 
accommodation, can perform the essential functions of the job in question. Reasonable accommodation 
may include, but is not limited to: 

 making existing facilities used by employees readily accessible to and usable by persons with 
disabilities 

 job restructuring, modifying work schedules, reassignment to a vacant position 

 acquiring or modifying equipment or devices, adjusting or modifying examinations, training 
materials, or policies, and providing qualified readers or interpreters 

 
An employer is required to make an accommodation to the known disability of a qualified applicant or 
employee if it would not impose an "undue hardship" on the operation of the employer's business. 
Undue hardship is defined as an action requiring significant difficulty or expense when considered in light of 
factors such as an employer's size, financial resources and the nature and structure of its operation. An 
employer is not required to lower quality or production standards to make an accommodation, nor is an 
employer obligated to provide personal use items such as glasses or hearing aids. 
 
Link Community Charter School will conform to the regulations and requirements of the ADA. Qualified 
individuals with disabilities may be entitled to an accommodation in the workplace. If you believe you are 
such an individual and require an accommodation, please communicate that information to the Head of 
Finance and Operations. We will attempt to work with you to accommodate your needs as well as our work 
requirements. 
 
If you have any questions regarding the application of these laws to your situation, you may discuss them 
confidentially with the Chief Operating Officer who serves as the Affirmative Action Officer. All information 
regarding a disability or handicap will be kept confidential and will not be disclosed except on a need-to-
know basis. 
 
APPLICATION PROCEDURE AND REQUIREMENTS 
Applying to Link 
An individual seeking employment with Link must submit an updated resume, proof of certification, three 
references, and a letter of intent noting the position for which he or she is applying, as well as a completed 
application. All information provided is subject to verification. 
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An applicant who willfully provides false information or willfully fails to disclose information requested shall 
be subject to discipline up to, and including, termination or denial of employment.  

 
Residency Requirement for Employment 
Pursuant to the New Jersey First Act, all employees of Link Community Charter School must reside in the 
state of New Jersey in accordance with the provisions of N.J.S.A. 52:14-7, unless exempted.  
 
Proof of U.S. Citizenship or Right to Work 
All new employees will be required, before the first day of hire, to complete and sign the federal Form I-9 
Employment Eligibility Verification Form and supply the documentation necessary to demonstrate the 
employee’s identity and employment eligibility under the Immigration Reform and Control Act of 1986. 
 
Proof of Eligibility 
Individuals applying for positions required by the New Jersey State Law to be licensed or certified must 
provide documentation of same. 
 
Teachers with a certificate of eligibility or certificate of eligibility with advanced standing may be hired by 
Link Community Charter School. As provided in N.J.A.C. 6A:9B-8 et seq., such teachers will be supported 
through the process of applying for provisional certification and the ensuing two years of mentorship and 
training required for a standard certificate. 
 
Link Community Charter School may require that teachers participate in programs, including Relay 
Graduate School of Education, as a further training program. 
 
Criminal Background Check 
As a condition of employment, all employees are required to submit to a Criminal History 
Record Check (including a fingerprint check) through the NJ Department of Education. Employment is 
conditional depending on the results.  
 
Physical Examination 
All new employees must have a physical examination to determine physical and mental fitness to perform 
duties with reasonable accommodation and to detect health risks to students and other employees. A 
negative result from the physical examination may impede employment. 
 
Availability for New Employee Orientation and Opening Meetings 
Orientation is a welcoming process that is designed to prepare new employees for their position. All newly 
hired employees must be available for and fully participate in new employee orientation, opening (of 
school) meetings, and professional development provided by the School at the start of the school year (and 
thereafter.) 
 

EMPLOYMENT CONTRACTS 
All employees, new and returning, will be required to sign an annual contract for employment that includes 
their title, salary, terms of the contract, and provision for termination of the contract. A contract is not final 
and in full force and effect until approved by the board and co-signed by the board chair. All contracts 
incorporate applicable New Jersey laws as well as school policies and regulations. 
 
EVALUATIONS 
Non-tenured Teaching Staff Members shall be evaluated in accordance with School Policy 3221.  Same will 
include at least three observations in each school year.  
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Tenured Teaching Staff Members shall be evaluated in accordance with School Policy 3222. Same will 
include at least two observations in each school year.  
 
Administrators shall be evaluated in accordance with school policy 3223. Nontenured administrators will be 
observed no less than three times in each school year. The Principal’s evaluation shall be conducted by the 
Head of School. 
 
Support staff members shall be evaluated in accordance with School Policy 4220. Same will include at least 
two observations in each school year.  
 
The Head of School shall be evaluated in accordance with School Policy 1240. 
 
EVALUATION OF TEACHERS AND LICENSED PROFESSIONALS 
The evaluation process is designed to support teachers and licensed professionals in their continual quest 
to grow professionally and to provide performance accountability. The evaluation process is intended to be 
collaborative and positive in nature. Teachers and professional staff are required to participate annually. 
They are invited to use this process to learn and grow. The Principal is charged with primary responsibility 
for evaluation and may designate others with appropriate licensure to help. Link Community Charter School 
has selected the Stronge Evaluation System as the protocol for teachers and licensed professionals. 
 
The Stronge Evaluation system examines performance in the following areas: 

 Professional Knowledge 

 Instructional Planning 

 Instructional Delivery 

 Assessment of/for Learning 

 Learning Environment 

 Professionalism 

 Student Progress 
 
The evaluation process for teachers comprises of observations, conferences, video, reflection, surveys, 
artifacts, and feedback as follows: 
 

Informal Observations 
The Principal and her/his designee(s) will visit classrooms unannounced and announced. These 
visits will typically not last an entire period. Follow-up will include personal conversations and 
written feedback. Such visits support a positive school culture and adherence to the school’s 
instructional philosophy and curriculum. Colleagues are periodically invited to visit one another’s 
classrooms to foster a strong community of adult learners. 
 
Formal Observations 
These observations can take the form of a traditional in person visit or a video observation. The 
announced formal observations are preceded by a pre-conference and a complete lesson plan must 
be supplied by the teacher being evaluated. 
 
The formal observation then takes place, followed by a post-conference. These conferences are an 
opportunity to engage in meaningful discussions about instruction and curriculum, classroom 
environment, professional standards, etc. Teachers are encouraged to ask questions, provide 
insight, and contribute actively to the discussions. 
 
Other administrators and faculty may also observe teachers and provide meaningful feedback. Both 
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informal and formal observations are followed with reflection and feedback, which can be 
delivered in written or oral form. 
 
Artifacts 
Documents that support a teacher or professional staff member’s work towards achievement of a 
standard must be uploaded to Stronge Evaluation System and used in dialogue when evaluating a 
person’s performance. 
 

Performance Review 
Teachers and the Principal and designee will engage in a multi-faceted performance review 
annually in the spring that includes observations, supervisor feedback, and student growth as well 
as goal setting and planning for professional growth, as guided by a summative evaluation 
document. 
 
The Teacher Evaluation process is outlined fully in a separate document providing details. It is led 
by the Principal and his/her designee(s), with support from the Head of School. It is expected that 
every member of the faculty participates fully in the process, submitting required documents, 
preparing for meetings, engaging in written self-evaluations, attending post-observation meetings, 
and meeting deadlines. 
 

JOB ASSIGNMENT AND TRANSFER/ASSIGNMENT OF ADDITIONAL DUTIES 
Employees will be assigned to positions for which they have the appropriate experience, qualification, 
and/or certifications, and in which their service will best serve the operation of the school. Employees may 
be transferred to another position for any reason other than discipline in accordance with School Policy 
3130 and 4130, when applicable. Employees may request transfer from the Head of School, and the final 
decision will rest with the Board of Trustees. 
 
Staff members may be appointed to additional duties during the workday as prescribed by policies, 
regulations, including School Policy 3134, and/or job descriptions, such as, but not limited to, morning duty, 
lunch duty, recess duty, chaperone, hall monitor, test proctor, etc. Staff members are expected to serve an 
extra duty position unless excused for extenuating circumstances. Not serving in these capacities in a timely 
manner or refusal to serve could result in disciplinary action. Extra duty positions are considered in an 
employee's evaluation. 
 
NON-RENEWAL FOR NON-TENURED STAFF 
Only those employees who are best trained and equipped to meet the needs of the School will be retained. 
If an employee's contract will not be renewed, the Head of School will inform him/her in writing by May 
15th. An appeal process can be found in the School policy manual. The nonrenewal of non-tenured 
teaching staff member shall be in accordance with School Policy 3142. The nonrenewal of non-tenured 
support staff member shall be in accordance with School Policy 4146. 
 
TENURE 
Teaching staff, janitors, and secretaries will acquire streamline tenure after five consecutive academic years 
of effective or highly effective ratings in the School's annual performance evaluation system. Those granted 
tenure will have demonstrated the highest level of effectiveness, professional conduct, and commitment to 
students. Sixty days before tenure is acquired, the Head of School will notify employees of the 
recommendation that will be made to the Board of Trustees. A process for disputing non-tenure can be 
found in the School policy manual. 
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RESIGNATION 
Employees are expected to provide 60 days’ notice of resignation in writing to the Head of School. If an 
employee does not, he/she will be paid through only the last day worked, and the Board may notify the 
Commissioner of Education which may jeopardize the employee's certification. Please also see School 
Policy 3141 regarding teaching staff members resignation. 
 

GRIEVANCE PROCEDURE 
Employees who have a concern about school policies or administrative regulations should discuss the issue 
with his/her immediate supervisor. If not resolved, the employee has recourse in the Link Community 
Charter School Policy 3340 or 4440, which outlines specific time-limited steps the employee and the school 
take to resolve the issue. Employees will find a copy of the board's policies in the Main Office. 
 
 

WAGES AND PAY PROVISIONS 
 

PAY PERIODS 
School employees are paid twice a month. Employees will be paid on the fifteenth (15th) day of the month 
and last day of the month (30th or 31st). When pay day falls on a holiday, employees will be paid on the last 
workday prior to the holiday. If the payday falls on a Saturday or Sunday, the employee normally will be 
paid on Friday. 
 
STATUTORY PAYROLL DEDUCTIONS 
The School is required by law to make certain deductions from an employee’s paycheck each time one is 
prepared. Those deductions include: 
 

Deductions for Pension 
Deduction will be made from employee's paycheck in accordance with the provisions of the state pension 
plan. 
 
Social Security 
All employees are covered by the Federal Social Security Program. The Social Security Act provides monthly 
payments to persons meeting certain requirements after they reach the age of 62. The Act also provides 
protection for certain family members in case of death. The employer and the employee share in the cost 
of paying Social Security taxes. The Social Security Administration office can provide details of the benefits 
to which the employee and his/her dependents may be entitled. 
 
Federal Income Tax 
The federal government requires that an employer withhold federal income tax from employee wages. The 
amount withheld is stipulated by law and is based upon the number of dependents claimed, the number of 
exemptions claimed, and the amount of earnings. In January of each year, employees will receive a W-2 
statement showing the total wages paid during the previous year and the amount of tax withheld. 
 
State Income Tax 
The State of New Jersey requires employers to withhold state income tax from pay. As with federal income 
tax, the amount of state tax withheld is stipulated by law and is based upon the number of dependents 
claimed, number of exemptions claimed and the amount of earnings. 
 
State Disability Insurance 
Disability premiums required by state law are paid through payroll deductions. Disability benefits payable 
by the state help cover the cost of basic hospital expenses and lost work time resulting from non-
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occupation injury or illness. In order to obtain disability benefits, a claim must be filed with the state. After 
a claim is filed, benefits become payable the eighth day of illness or the first day of hospitalization, 
whichever occurs first. 
 
Any change in name, address, telephone number, marital status, or number of exemptions must be 
reported to the School immediately, to ensure proper credit for tax purposes. 
 

OTHER DEDUCTIONS 
Deductions for Benefits including Medical, Dental and Vision Benefits 
If employees have opted for the medical, dental or vision plans, deductions will be made from their 
paychecks as appropriate. 
 
Wage Garnishment 
If an employee has unpaid debts, a court may require the School to give part of the employee's pay to those 
to whom his/she owes money. The School will notify an employee if it has received an order mandating the 
garnishment of wages. 
 
SALARY ADJUSTMENTS 
School employees will be considered for salary adjustments to begin at the start of the new school year.  
 
 

PAID AND UNPAID TIME OFF/REQUESTS FOR TIME OFF 
 
PAID HOLIDAYS 
On the following holidays, the School and District Office are closed: 

New Year’s Day 
Dr. Martin Luther King Jr. Day 
Presidents’ Day 
Good Friday 
Memorial Day 
Juneteenth 
Indigenous Peoples Day 
Thanksgiving Day/Day after Thanksgiving 
Christmas Eve Day 
Christmas Day 
New Year’s Eve Day 

 
In addition, 12-month employees receive a paid holiday for July 4th, if it falls on a weekday. When the 
holiday falls on a weekend, the day closest will be utilized as the holiday. 
 
Unexcused or unapproved absences on the day before or the day after a holiday will not be paid. Approval 
on those days is not universally withheld; approval is contingent on school operations and staffing needs. 
Employees must request approval two weeks in advance. 
 
PAID VACATION: 12 MONTH FULL TIME EMPLOYEES ONLY 
12 Month Full Time Employees are entitled to paid vacation as follows: 
 
Years of Employment Number of Days Paid Vacation  
Year 1 through 5  10 
Year 6 and beyond                15 
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Employees hired prior to the 2015-2016 school year will retain their allotment of 15 days paid vacation. 
 
If an individual is hired after July 1, his/her vacation time will be prorated based on the number of months 
employed in his/her first year, and beginning in July 1 of the subsequent year, the employee will be granted 
the full allotment. 
 
Vacation is to be taken during the first two weeks in August when the school building is closed. The building 
closing dates will be confirmed in a timely manner by the Head of School if the schedule changes. Other 
vacation entitlement beyond the two weeks in August is to be mutually agreed upon by the employee and 
his/her supervisor. 
 
Vacation time may NOT be carried over to subsequent years. There is NO reimbursement for unused 
vacation time. 
 
PAID PERSONAL DAYS 
Paid personal days are granted as follows: 
 

12 Month Full Time Employees: Three days per year 
10 Month Full Time and Part Time Employees: Two days per year 

 
If an employee is hired after January 15, he/she will be granted one personal day to be used by June 30 
of that year, and beginning on July 1 of the subsequent year, the employee will be granted the full 
allotment 
 
Personal days may not be carried over to the following year. There is NO reimbursement for unused 
personal time. 
 
Personal days must be requested in writing two weeks in advance. A form is available on the password 
protected Staff page of Link’s website. 
 
PAID SICK LEAVE 
Sick leave is defined as absence from work because of a personal disability due to injury or illness or 
exclusion from school by the school medical authorities on account of contagious disease or of being 
quarantined for a disease in a staff members' household. Employee entitlements are as follows: 
 

12 Month Full Time Employees: 12 per year 
10 Month Full Time Employees: 10 per year 
10 Month Part Time Employees (34 or less hours per week): 7 per year 

 
If an individual is hired after July 1, his/her sick time will be prorated based on the number of months 
employed in his/her first year, and beginning July 1 of the subsequent year, the employee will be granted 
the full allotment. 
 
Sick days may not be used for vacation or personal days. In accordance with N.J.S.A. 18A:30-3, sick days not 
utilized in the year given shall be accumulated to be used as sick days in subsequent years. There will be NO 
reimbursement of unused sick leave. 
 
After an absence of five consecutive sick days, the employee shall provide a physician's certificate upon 
return to work to receive sick pay. The District may also require same in accordance with  
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N.J.S.A. 18A:30-4. 
 
Employees who fail to give prompt notice of absence, misuse sick leave, fail to verify an absence in 
accordance with board policy, falsify the reason for an absence, are absent without authorization, or 
accumulate an excessive number of absences may be subject to appropriate consequences which may 
include withholding of salary increases, dismissal and/or certification of tenure charges. 
 
BEREAVEMENT PAY 
All employees, regardless of months worked, receive three days with pay for bereavement for an 
immediate family member to include: mother, father, sister, brother, spouse, domestic partner, child, 
grandchild, mother-in-law, father-in-law, sister-in-law, brother-in-law, grandmother, and grandfather. 
 
JURY DUTY 
The School will continue an employee's pay while he/she is on jury duty and the leave will count as school 
service, not charged as personal or other time off. 
 
School employees called for jury duty are required to provide the Head of School or Principal with a copy of 
the Court’s summons requiring their attendance, within three business days of receiving the summons. 
Upon return from jury duty, the employee must submit a court record of the number of days served on jury 
duty. Failure to do so may exclude the employee from any compensation for the absence and subject the 
employee to further disciplinary action. 
 
Employees serving as jurors are expected to report for work during normal working hours when not 
required by the court to be in attendance. School employees are additionally required to call his/her 
supervisor at least once daily to keep him/her advised as to the status of the proceedings. 
 
Please also see School Policies 3439 and 4438. 
 

MILITARY LEAVE 
Any permanent or full-time employee of the school will be provided military leave and related benefits 
pursuant to the Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 U.S.C. Section 
4301 et seq., P.L. 2001 Chapter 351 amending N.J.S.A. 38:23-1, N.J.S.A. 38A:1-1 and N.J.S.A. 
38A:4-4., and any other applicable Federal and State laws. 
 
Members of the organized militia of New Jersey: A permanent or full-time employee of the School with one 
or more years of service shall be entitled to a paid leave of absence while on active duty, not exceeding 90 
days. If the time is in excess of 90 days, the leave will be unpaid but with no loss of time. Paid leave is in 
addition to regular vacation or other paid leave. Employees with less than one year are entitled to the leave 
of absence/no loss of time, but not pay. 
 
Members of the organized reserve of the U.S. Armed Services: A permanent or full-time employee of the 
School with one or more years of service shall be entitled to a paid leave of absence while on active duty, 
not exceeding 30 days. If the time exceeds 30 days, the leave will be unpaid but with no loss of time. Paid 
leave is in addition to regular vacation or other paid leave. Employees with less than one year are entitled 
to the leave of absence/no loss of time, but not pay. Military leave with pay is not authorized for Inactive 
Duty Training as defined by N.J.A.C. 5A:2-2.1. Please also see School Policies 3437 and 4437. 
 
VICTIM OF DOMESTIC OR SEXUAL VIOLENCE LEAVE 
An employee who was the victim of domestic or sexual violence or whose child, parent, spouse, domestic 
partner, or civil union partner was a victim shall be entitled to unpaid leave of no more than 20 days in one 
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12-month period, according to N.J.S.A. 34:11C-1 et seq.  Please also see School Policy 1581. 
 
WORK RELATED DISABILITY PAY 
Employees who are disabled by an accident or injury arising out of, and in the course of, employment 
should apply for the state workers' compensation benefits. Employees qualifying for these benefits receive 
full pay for the period he/she is on disability up to 12 consecutive months and will endorse and deliver to 
the School all workers' compensation temporary disability checks received for the time he/she is on 
disability. If the disability is so brief as to preclude applications for worker's compensation, the employee 
may request work related disability pay. For employees returning to work after a work-related disability, 
there is a policy for modified duty. Please also see School Policies 3425 and 4425 
 
FAMILY LEAVE: NOTICE TO EMPLOYEES REGARDING THE FAMILY AND MEDICAL LEAVE ACT OF 1993 
The FMLA requires private employers with 50 or more employees and all public agencies, including state, 
local, and federal employers, and local education agencies (schools), to provide eligible employees up to 12 
weeks of unpaid, job-protected leave in any 12-month period for certain family and medical reasons. 
 
Link Community Charter School will comply with all applicable requirements of the Family and Medical 
Leave Act of 1993 ("FMLA") and New Jersey Family Leave Act. Please also see School Policy 1643.  
 
OTHER UNPAID TIME OFF 
School employees in good standing may apply for an unpaid leave of absence. Requests will be considered 
on a case-by-case basis. 
 

REQUESTING TIME OFF 
Link supports a positive school environment where employees are committed to the school. Link 
acknowledges that employees may need to take time off for personal reasons and illness. Link asks 
employees to consider each request carefully as the absence of any employee impacts the operation of the 
school and the implementation of our mission. 

 Employees must complete the Request for Absence which can be located in the Main Office or on 
the password protected Staff page on the Link website (www.linkschool.org).The employee will be 
notified by his/her direct supervisor if the request is approved or denied. Decisions to approve time 
off are made in light of the operations of the school. It is the responsibility of the employee to 
follow up on a request to secure approval before taking a personal day or vacation time. 

 Employees must notify his/her supervisor and the Principal the night before or between 6 am and 
6:30 am if he/she will be absent due to illness or other emergency. 

 Employees are required to submit a request for personal time 48 hours in advance whenever 
possible; otherwise, the absence may be considered unexcused, unpaid leave. 

 Employees are expected to schedule routine appointments on their personal time (e.g. personal 
day, after school or on the weekends.). 

 Requests for vacation should be submitted at least 2 weeks prior to the date desired for the 
vacation. 

 Requests for bereavement should be made upon notification of the relative's death or as soon as 
possible thereafter 

 If an employee anticipates a disability leave, he/she should notify his/her supervisor and the COO 
as soon as possible. 
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BENEFITS OTHER THAN PAID TIME OFF 
 
In addition to wages, employees may become eligible to receive certain employee benefits, which are fully 
described in plan descriptions that are distributed to employees. This Manual does not supplement, modify, 
or interpret those Plan Descriptions, or the underlying plan documents that establish the School’s benefit 
plans and by which such plans are administered. 
 
PENSION 
Pursuant to New Jersey law, certain school positions are required to participate in the approved state- 
pension system and therefore will be enrolled upon hiring. Mandatory employee and employer 
contributions are set by New Jersey law. 
 
MEDICAL INSURANCE, INCLUDING DENTAL AND VISION COVERAGE 
12 Month Full Time and 10 Month Full Time Employees (35 hours or more per week): Will be offered 
medical insurance, as well as the opportunity to pay for dental and vision coverage. These employees will 
contribute to the medical insurance premiums in accordance with State law and School policy based on the 
employees' selection of coverage. These employees will also fully fund the dental and vision coverage in 
accordance with the school’s policy and the employee’s selection. 
 
10 Month Part Time Employees (fewer than 29 hours per week): Employees working a minimum of 25 
hours are entitled to medical, vision and dental at their own expense. 
 
Changes in coverage elections can only be done during open enrollment with the exception of life changing 
conditions, such as marriage or the birth of a child. 
 
All insurance is subject to the particular terms, conditions and provisions of the applicable contract and 
policies of insurance provided by the insurance company. Employees are responsible for completing the 
required application forms and selecting the type of enrollment. The extent of medical, dental and vision 
coverage and the scope of Plans coverage are subject to change at the discretion of the School. Employees 
will be advised of the adoption of such changes. 
 
COBRA 
On April 7, 1986, a federal law (Consolidation Omnibus Budget Reconciliation Act, commonly known as 
COBRA) was enacted, requiring that most employers sponsoring group health plans offer employees and 
their families the opportunity for a temporary extension of health coverage (called continuation coverage) 
at group rates in certain instances where coverage under the plan would otherwise end. 
 
In compliance with this law, the School notifies all employees of their option to elect for continued health 
coverage for themselves and their families when they are no longer employed by Link. This temporary 
extension of coverage is at the employee's expense, at the group rate. The employee receives this 
information either during the exit interview or by a letter sent to their residence. In the event of the 
employee's death, the employee’s family will be notified of their eligibility for temporary continuation of 
health insurance coverage. 
 
DISABILITY COVERAGE 
Worker's Compensation Insurance 
On-the-job injuries are covered by our Workers’ Compensation Insurance Policy. This insurance is provided 
at no cost to employees.  If you are injured on the job, report the incident immediately to the Business 
Office. Consistent with state law, failure to report an injury within a reasonable period of time could 
jeopardize your claim.  Link asks for your assistance in reporting conditions that may lead to contribute to 
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an employee accident. 
 
Temporary State Disability Insurance 
This benefit provides for payment to employees who become disabled through non-work-related injury or 
illness. Application for benefits must be made within thirty (30) days of the last day worked. Benefits begin 
on the eighth day of illness or the first day of hospitalization. After three consecutive weeks, benefits are 
retroactive to cover the first seven (7) days of disability. Employees must use five (5) sick days before going 
on temporary state disability. 
 
 

WORKPLACE POLICIES 
 

POLICY AGAINST UNLAWFUL HARASSMENT 
Link Community Charter School is committed to providing a non-discriminatory work environment, free 
of intimidation, hostility, or harassment based on race, color, sex, age, disability, religion, national origin, 
citizenship, marital status, sexual orientation, ancestry, veteran status, or domestic partnership status. We 
expect and require our employees to cooperate in maintaining that environment at all times. 
 

Policy 
The School strictly forbids the harassment of any employee by another employee, for any reason 
whatsoever, including but not limited to race, color, sex, age, disability, religion, national origin, citizenship, 
marital status, sexual orientation, ancestry, political belief or activity, or veteran, or domestic partnership 
status. Harassment, whether verbal, physical, visual, or otherwise, will not be tolerated. The School will 
thoroughly investigate any alleged violation of this policy and take appropriate disciplinary action against 
any person or persons who engage in such misconduct, including immediate dismissal. Please also see 
School Policies 3351, 3362, 4351, and 4352. 
 
Sexual Harassment 
Sexual harassment includes all unwelcome sexual advances, requests for sexual favors, and verbal or 
physical contacts of a sexual nature that would not have happened but for the employee's gender. 
Whenever submission to such conduct is made a condition of employment or a basis for an employment 
decision, or when such conduct is severe and pervasive and has the purpose or effect of unreasonably 
altering or interfering with work performance or creating an intimidating, hostile, or offensive working 
environment, the employee shall have cause for complaint. 
 
The sexual harassment of any employee of this school is strictly forbidden. Any employee or agent of this 
Board who is found to have sexually harassed an employee of this school will be subject to discipline which 
may include termination of employment. Any employee who has been exposed to sexual harassment by 
any employee or agent of this Board is encouraged to report the harassment to an appropriate supervisor. 
An employee may complain of any failure of the Board to take corrective action by recourse to the 
procedure by which a discrimination complaint is processed. The employee may appeal the Board's action 
or inaction to the United States Equal Employment Opportunity Commission or the New Jersey Division of 
Civil Rights. Complaints regarding sexual harassment shall be submitted following the procedures outlined 
in Regulation No. 1530, Equal Employment Opportunity 
Definitions 

Gender-based Harassment - Gender-based harassment that includes acts of verbal, nonverbal, 
physical aggression, intimidation, or hostility based on gender, but not involving conduct of a sexual 
nature, may be a form of sex discrimination if it is sufficiently severe, persistent, or pervasive and 
directed at individuals because of their gender. 
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Hostile Environment Sexual Harassment - Sexual harassing conduct (which can include 
unwelcomed sexual advances, requests for sexual favors or other favors, or other verbal, nonverbal 
or physical conduct of a sexual nature) by a school staff member that is sufficiently severe, 
persistent, or pervasive to limit another staff member’s ability to participate in a workplace 
environment or activity, or to create a hostile or abusive workplace environment. 
 
Quid Pro Quo Harassment - When a school staff member explicitly or implicitly conditions another 
school staff member’s conditions of employment on the staff member’s submission to unwelcomed 
sexual advances, requests for sexual favors, or other favors, or other verbal, nonverbal or physical 
conduct of a sexual nature.  Quid Pro Quo Harassment is equally unlawful whether the staff 
member resists and suffers the threatened harm or submits and thus avoids the threatened harm. 
 
Other Harassment 
Harassment may also occur based on an employee’s race, color, religion, age, disability, national 
origin, sexual orientation or other protected characteristic or status. 

 

Harassment becomes unlawful where 1) enduring the offensive conduct becomes a condition of continued 
employment, or 2) the conduct is severe or pervasive enough to create a work environment that a 
reasonable person would consider intimidating, hostile, or abusive. Anti-discrimination laws also prohibit 
harassment against individuals in retaliation for filing a discrimination charge, testifying, or participating in 
any way in an investigation, proceeding, or lawsuit under these laws; or opposing employment practices 
that they reasonably believe discriminate against individuals, in violation of laws. 
 
Responsibility 
Link Community Charter School supports a positive school environment for all stakeholders. All Link 
employees, particularly supervisors and teachers, have a duty to keep our workplace free of harassment. 
Any employee who becomes aware of an incident of harassment, whether by witnessing the incident, being 
told of it, or being subjected to it, must report it to the Head of School, Chief Operating Officer, or a school 
administrator with whom they feel comfortable. Any complaint or suspected harassment will be 
investigated in as confidential a manner as possible, and without retaliation against the individual making 
or communicating a good faith complaint or suspected harassment to the administration. 
 
Reporting 
Any School employee who feels he or she has been subject to harassment should report the incident 
directly to the Head of School. The Head of School will ask the employee to complete a Harassment 
Complaint Form. Employees, however, are not required to complete the complaint form to initiate a 
harassment complaint under this policy. 
 
Any individual uncomfortable reporting an incident to the Head of School should feel free to go to any 
School administrator with whom he or she feels most comfortable to relay the problem. 
 
All Link employees are encouraged to notify the alleged harasser that the behavior in question is offensive 
and unwelcome. However, failure to inform the alleged harasser that the behavior is unwelcome does not 
prevent the victim from filing a complaint pursuant to this policy. The harassment or discrimination does 
not have to occur on Link property during regular work hours for an employee to file a complaint under this 
policy. 
 
The School encourages employees who witness conduct which they believe violates the Policy Against 
Harassment to report the violation pursuant to this complaint procedure. 
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The School encourages the prompt reporting of complaints so that rapid response and appropriate action 
may be taken. Any complaint should be reported within 60 days to be considered current. Nevertheless, 
due to the sensitive nature of these problems, the School will investigate all complaints, regardless of when 
they are filed. 
 
Once a complaint is made, appropriate investigation and disciplinary action will follow. All reports will be 
promptly investigated with due regard for the privacy of everyone involved, to the extent consistent with 
the investigative process. Any employee found to have harassed a fellow employee or subordinate will be 
subject to disciplinary action, up to and including discharge. The School will also take any additional action 
necessary to appropriately remedy the situation. 
 
No adverse employment action will be taken against any employee who makes or communicates a 
complaint or report of alleged harassment to the School administration in good faith, who assists another 
employee in making such a grievance, or who responds to the School’s inquiries in the matter. 
 
Prohibition against Retaliation 
Retaliation in any form against a person who makes a good faith complaint of harassment or against a 
person who assists in the investigation of such a complaint is expressly prohibited. Any individual engaging 
in retaliation is subject to discipline up to and including discharge. 
 
If the investigation reveals that the complaint is a deliberate fabrication, Link shall take appropriate 
disciplinary action against the employee who caused the complaint to be filed. 
 

Confidentiality 
To the extent possible, all persons involved in a harassment complaint will be given the utmost protection 
of privacy. Specifically, Link will strive, both during and after the investigation, to maintain confidentiality to 
the fullest extent possible, including confidentiality of the identities of all persons involved or alleged to be 
involved in the incident, revealing only those particulars of the matter to the extent necessary for a 
thorough investigation. Any employee who unnecessarily compromises the confidentiality of an 
investigation will be subject to appropriate discipline. 
 
Responsibility of Supervisory Personnel 
Supervisors and school leaders have a special responsibility to support a positive school culture and ensure 
that all employees feel safe and are able to contribute to the school’s mission. They must model the most 
professional and positive attitudes, communications and actions to support such an environment. 
Supervisors, also, are to monitor the work environment to ensure that all subordinates comply with the 
Policy Against Harassment. When a supervisor learns of a violation of this policy, the supervisor shall 
promptly assist the victim in reporting the alleged incident of harassment. Alternatively, the supervisor shall 
promptly report the matter to the Head of School. 
 
Any supervisor who receives a harassment complaint from any employee must bring it to the attention of 
the Head of School. The supervisor must document in writing any complaints, whether oral or written, 
which are received relating to harassment based on a protected class. 
 
DRUG-FREE WORKPLACE POLICY 
Link Community Charter School values its employees and recognizes their need for a safe and healthy work 
environment. Furthermore, employees abusing drugs and alcohol are less productive and are often a risk to 
the safety, security and welfare of themselves and others. 
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Policy 
It is the School’s policy to maintain a workplace free from the use and abuse of drugs and alcohol. 
Compliance with this policy is a condition of continued employment for all School employees. At any time, 
the School may unilaterally, at its discretion, amend supplement, modify, or change any part of this policy. 
To maintain a Drug-Free Workplace, the School has established the following policy effective immediately 
with regard to the use, possession and sale of drugs and alcohol. Please also see School policies 3218, 4218, 
and 7436. 
 
Drug and Alcohol Prohibitions 
“Illegal Drug” means any (1) drug which is not legally obtainable, or (2) which is legally obtainable but has 
not been legally obtained. The term includes prescribed drugs not legally obtained and prescribed drugs not 
being used for prescribed purposes. 
 
Any School employee involved in the following activities at any time between the beginning and end of the 
school day, whether or not on School premises or property, is in violation of this policy and subject to 
disciplinary action: 

 bringing illegal drugs onto School premises, 

 having possession of or being under the influence of illegal drugs; 

 using, consuming, transforming, distributing or attempting to distribute, manufacture or dispense 
illegal drugs; or 

 being under the influence of alcohol or drugs. 
 
Any employee refusing to cooperate with or submit to questioning regarding illegal drug use is in violation 
of this policy and subject to immediate termination. 
 
Employee Assistance 
A fundamental purpose of the School’s Drug-Free Workplace Program is to assist employees and family 
members who suffer from drug and alcohol abuse. Rehabilitation programs are available on an out- patient 
basis. In addition, if eligible, you may be granted a medical leave of absence for rehabilitation. If you are 
enrolled in a company health care plan, your health care benefits may pay a portion of your rehabilitation 
costs. Any additional costs are the employee’s responsibility. 
 
It is the School employee’s responsibility to seek assistance before drug or alcohol abuse leads to 
disciplinary action. The School employee’s decision to seek prior assistance from the School will not be used 
as the basis for disciplinary action. However, volunteering for and undergoing rehabilitation will not grant 
immunity to any prior or future documented instances which would normally result in some type of 
disciplinary action. 
 
Disciplinary Actions 
Link Community Charter School reserves the right to use disciplinary actions, up to and including 
termination of employment, depending upon the seriousness of the violation, the employee’s present job 
assignment, the employee’s record with the School, and other factors, including the impact of the violation 
upon the conduct of School business. 
 
SMOKING POLICY 
Link Community Charter School is committed to a philosophy of good health and a safe workplace. Smoking 
is therefore not permitted on school property. This includes the courtyard as well as immediately outside of 
any exits. Please see School Policy 7434. 
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ACCESS TO PREMISES POLICY 
School employees are advised that although the School has no intention of unreasonably intruding upon its 
employees, it reserves the right to enter any work area on School premises, including but not limited to 
desks, lockers, closets, and similar places, whenever it deems it necessary to do so. Although the School will 
endeavor to give notice of an intended inspection of work areas, it is under no obligation to do so, and 
additionally reserves the right to enter any work area with or without cause. 
 
ACCESS TO SCHOOL EQUIPMENT POLICY 
School employees are advised that the School also reserves the right to access any equipment it owns, 
including laptops assigned to individual employees. All work, including instructional documents, created at 
the direction of or in support of the school’s instructional program or operations are the possession of Link 
Community Charter School.  
 
VIOLENCE IN THE WORKPLACE POLICY 
Link does not tolerate violence on school property or at school-sponsored events. Weapons of any sort are 
prohibited on the premises. If an employee becomes aware of a weapon or witnesses verbal or physical 
threats, or violent or intimidating behaviors, he/she needs to report that immediately to the Principal or 
the Head of School. 
 
SAFETY OF STAFF 
Maintaining a safe work environment is important. Employees are asked to point out and/or take action to 
correct unsafe conditions and for working in a safe manner. Employees must be familiar with all exits, 
evacuation areas and the use of fire extinguishers in case of emergency. 
 
If an employee is injured or becomes ill at work, he/she should report this to his/her supervisor and the 
Chief Operating Officer immediately. The employee must complete an Incident Report to give to the Chief 
Operating Officer within 24 hours. 
 
If an employee sees another employee or student collapse or need immediate medical attention, the 
employee should not move the person. Contact the Chief Operating Officer, Principal, or Head of School 
immediately for assistance and direction. 
 
When contacting police, fire, or other first responders, use a landline whenever possible and dial 911. 
 
Link will provide CPR and first aid training to employees periodically. There are defibrillators on the first and 
second floors. 
 
In the case of fire, pull the nearest fire alarm and evacuate the building. 
 
EMPLOYEE PARKING 
Recognizing that Link is positioned in an urban area that is congested and has limited parking, it negotiates 
for parking in the lot next in the area around the building. Employees should park in that lots whenever 
possible. 
 
Employees may also park on the streets around the school except on Pennsylvania Avenue directly in front 
of the building during student drop off. If parked there, employees may be asked to move their cars. If 
parking on the street, be aware of the parking regulations; the school is not responsible for tickets issued by 
the police department. 
 
As with everywhere, be cognizant of your surroundings. Do not leave anything of value in plain sight in your 
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vehicles as it may encourage a break in. If a crime occurs, notify the COO, Principal or Head of School and 
contact the local police department. The school is not responsible for anything that occurs to your car, but 
it does monitor the impact on employees and communicates with the Newark Police Department to 
improve conditions. 
 
STANDARDS OF EMPLOYEE CONDUCT 
Link Community Charter School holds the highest expectations for its employees in accordance with New 
Jersey law, ethical standards, Link’s mission and Core Values, and the school’s legacy. 
 
PROFESSIONAL CODE OF ETHICS 
The Board of Trustees endorses the code of ethics for professional educators published by the National 
Education Association. See School Policy 4215 and 3211. 
 
Preamble: The educator, believing in the worth and dignity of each human being, recognizes the supreme 
importance of the pursuit of truth, devotion to excellence, and the nature of democratic principles. 
Essential to these goals is the protection of freedom to learn and to teach and the guarantee of equal 
educational opportunity for all. The educator accepts the responsibility to adhere to the highest ethical 
standards. 
 
The educator recognizes the magnitude of the responsibility inherent in the teaching process. The desire 
for the respect and confidence of one's colleagues, of pupils, of parent(s) or legal guardian(s), and of the 
members of the community provides the incentive to attain and maintain the highest possible degree of 
ethical conduct. The Code of Ethics of the Education Profession indicates the aspiration of all educators and 
provides standards by which to judge conduct. 
 
Principle I -- Commitment to the Pupil 
The educator strives to help each pupil realize his/her potential as a worthy and effective member of 
society. The educator therefore works to stimulate the spirit of inquiry, the acquisition of knowledge and 
understanding, and the thoughtful formulation of worthy goals. 
 
In fulfillment of the obligation to the pupil, the educator: 

 Shall not unreasonably restrain the pupil from independent action in the pursuit of learning. 

 Shall not unreasonably deny the pupil access to varying points of view. 

 Shall not deliberately suppress or distort subject matter relevant to the pupil's progress. 

 Shall make reasonable effort to protect the pupil from conditions harmful to learning or to health 
and safety. 

 Shall not intentionally expose the pupil to embarrassment or disparagement. 

 Shall not on the basis of race, color, creed, sex, national origin, marital status, political or religious 
beliefs, family, social or cultural background, or sexual orientation, unfairly exclude any pupil from 
participation in any program, deny benefits to any pupil or grant any advantage to any pupil 

 Shall not use professional relationships with pupils for private advantage. 

 Shall not disclose information about pupils obtained in the course of professional service, unless 
disclosure serves a compelling professional purpose or is required by law. 

 
Principle II -- Commitment to the Profession 
The education profession is vested by the public with a trust and responsibility requiring the highest ideals 
of professional service. 
 
In the belief that the quality of the services of the education profession directly influences the nation and 
its citizens, the educator shall exert every effort to raise professional standards to promote a climate that 



20 
 

encourages the exercise of professional judgment, to achieve conditions which attract persons worthy of 
the trust to careers in education, and to assist in preventing the practice of the profession by unqualified 
persons. 
 
In fulfillment of the obligation to the profession, the educator: 

 Shall not in an application for a professional position deliberately make a false statement or fail to 
disclose a material fact related to competency and qualifications. 

 Shall not misrepresent his/her professional qualifications. 

 Shall not assist entry into the profession of a person known to be unqualified in respect to 
character, education, or other relevant attribute. 

 Shall not knowingly make a false statement concerning the qualifications of a candidate for a 
professional position. 

 Shall not assist a non-educator in the unauthorized practice of teaching. 

 Shall not disclose information about colleagues obtained in the course of professional service 
unless disclosure serves a compelling professional purpose or is required by law. 

 Shall not knowingly make false or malicious statements about a colleague. Shall not accept any 
gratuity, gift, or favor that might impair or appear to influence professional decisions or actions. 

 
EMPLOYEE ATTIRE POLICY 
Per Link Community Charter School policy, it is expected that teachers and staff dress as professionals, 
remembering that they represent the School to the public and are models to the students. Teaching and 
non-teaching staff are expected to dress at least in business casual attire. See School Policies 3216 and 
4216. Administrators are expected to be in professional business attire. 
 
Males are expected to wear a collared shirt and a neat pair of slacks. Not permitted: jeans (denim or other 
colors), cargo pants, shorts, sweatpants, sweatshirts, tee shirts, or flip flops. No ripped or torn clothing is 
permitted. 
 
Employees are expected to wear dress or skirt/slacks with blouse/sweater/shirt. Skirts and dresses are to 
be no shorter than the top of the knee. Clothing should be comfortable; it may not be skin-tight. Not 
permitted: jeans (denim blue or other colors), leggings (unless worn with a top that is mid-thigh in length), 
cargo pants, shorts, sweatpants, spaghetti straps, strapless dresses or tops, tee shirts with inappropriate 
words or symbols, short dresses and low-cut/torso exhibiting items, or backless shoes such as Crocs, slides, 
flip flops, etc. No ripped or torn clothing is permitted. 
 
Teachers of physical education may wear clothing appropriate for physical activity. 
 
On designated days, teachers and staff may dress more casually to support Link spirit in Link attire, but still 
the attire must be appropriate, maintaining a sense of decorum in a school environment. No ripped or torn 
clothing is permitted. 
 
The Head of School and/or the Principal will discuss attire with any staff member who does not comply with 
these expectations. 
 
CONFLICTS OF INTEREST 
Employees may not have any "interest, financial or otherwise, direct or indirect, or engage in any business 
or transaction or professional activity which is in conflict with the proper discharge of the employee's 
duties. No employee shall use or attempt to use his/her position to secure unwarranted privileges or 
advantages, to act in his/her official capacity in any matter wherein he/she has a direct or indirect financial 
interest, or accept gifts, favor, service, etc. that implies influencing the employee in the discharge of his/her 



21 
 

duties. See School polices 3214 and 4214. 
 
Entering into Contracts 
School employees are prohibited from binding Link Community Charter School to any liability, from 
contracting in its name, or setting the price of services without specific prior authorization from the Head of 
School. 
 
Consulting/Coaching/Tutoring in Outside of the School 
The School recognizes that staff members have expertise and knowledge that other school districts and 
entities may desire. If approached to consult, employees should refer to School Policy 3211.3 and 4211.3. If 
an employee is offered the opportunity to coach in another school district, he/she must request permission 
from the Head of School in writing, according to Policy 3231. Private tutoring, where there is a financial 
agreement between a parent and a teacher, may not take place in the school, according to Policy 3232. 
 
Moonlighting 
While the School does not encourage moonlighting, it does not prohibit the practice, provided such other 
employment does not conflict with the employee’s duties and obligations to Link. Faculty members working 
other jobs should inform the Head of School in writing of each additional job held, the duties involved, and 
the hours devoted to such other employment. See Policy 3230. 
 

Political Activities 
The School recognizes and encourages the rights of its employees to engage in political activity, but 
prohibits the use of school premises and school time for partisan political purposes, including distribution 
of materials, solicitation of campaign funds, using students to write to candidates or distribute materials, 
etc. See policies 3233 and 4233. 
 
DISCUSSION OF SCHOOL AFFAIRS 
Only designated school employees are authorized to discuss school affairs with any member of the media 
without receiving prior authorization from the Head of School. See School Policy 9400. 
 
CONFIDENTIALITY 

The protection of business and personnel information is expected of all School employees. As a result of 
employment, employees may acquire and have access to confidential information relating to the School 
including but not limited to personnel and compensation information, student information and records, 
employee and student health records, employee leave records, accounts, systems, procedures, manuals, 
financial information and data, contracts, accounting and bookkeeping practices, confidential records and 
reports, litigation and other legal matters, donor information, or any other School-related information. 
Such information should be treated as confidential and not disclosed to persons outside the School or to 
other Link employees, unless authorized by the Head of School. 
 
Upon the termination of their employment, employees shall not remove from the School or retain any 
papers, list, records, files, computer programs and software, technology equipment/laptops, other 
document or copies, or any other confidential information belonging to the School. 
 
USE OF SOCIAL NETWORKING SITES  
While employees have the right to use social networking sites, they should recognize they are held to a 
higher standard than the general public with regard to standards of conduct and ethics. It is important that 
a staff member’s use of these sites does not damage the reputation of the school, employees, pupils, or 
their families. Employees who utilize, post or publish images, photographs, or comments on social 
networking sites, blogs, or other forms of electronic communication outside their professional 
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responsibilities shall ensure their use, postings, or publications are done with an appropriate level of 
professionalism and are appropriate conduct for a school staff member. Staff members should exercise 
care in setting appropriate boundaries between their personal and public online behavior, understanding 
that what is private in the digital world often has the possibility of becoming public even without their 
knowledge or consent. 
 
The school strongly encourages all employees to carefully review the privacy settings on social networking 
sites they use and exercise care and good judgment when posting content and information on such sites. 
Staff members should adhere to the following guidelines, which are consistent with the school’s workplace 
standards on harassment, pupil relationships, conduct, professional communication, and confidentiality. 
 
Communications, publications, photographs, and other information appearing on social networking sites 
deemed inappropriate by the Board could be cause for dismissal of a non-tenured staff member or to 
certify tenure charges against a tenured staff member to the Commissioner of Education. 
 
When using personal social networking sites, school employees specifically: 

 Should not make statements that would violate any of the school’s policies, including its policies 
concerning discrimination or harassment; 

 Must uphold the school’s value of respect for the individual and avoid making defamatory 
statements about the school, employees, pupils, or their families; 

 May not disclose any confidential information about the school or confidential information 
obtained during the course of his/her employment, about any individual(s) or organization, 
including pupils and/or their families; 

 Shall not use social networking sites to post any materials of a sexually graphic nature; 

 Shall not use social networking sites to post any materials which promote violence; 

 Shall not use social networking sites which would be detrimental to the mission and function of the 
school; 

 Are prohibited from using their school title as well as adding references to the school in any 
correspondence including, but not limited to, e-mails, postings, blogs, and social networking sites 
unless the communication is of an official nature and is serving the mission of the school. This 
prohibition also includes signature lines and personal e-mail accounts; 

 Shall not post updates to their status on any social networking sites during normal working  hours 
including posting of statements or comments on the social networking sites of others during school 
time unless it involves a school project. Employees must seek approval from the Head of School for 
such use; and 

 Shall not post or publish any information the Commissioner of Education would deem to be 
inappropriate conduct by a school staff member. 

 
Please see School Policies 3282 and 4282. 
 
ELECTRONIC COMMUNICATIONS BETWEEN STAFF AND STUDENTS 
Electronic communications can enhance the educational program of the school. However, to ensure that 
such communications are appropriate, employees are expected to follow these guidelines with respect to 
electronic communications. See also School Policies 3283 and 4283. 
 
Email Communications between An Employees and a Student 
All e-mails between an employee and a student must be sent or received through the school e-mail system. 
The content of all e-mails between a teaching staff member and a student shall be limited to the staff 
member’s professional responsibilities regarding the student. 
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An employee shall not provide their personal e-mail address to any student. If a student sends an e-mail to 
a teaching staff member’s personal e-mail address, the staff member shall respond to the e-mail through 
the school e-mail system and inform the student his/her personal e-mail address shall not be used for any 
electronic communication between the teaching staff member and the student. An employee’s school 
district e-mail account is subject to review by authorized school officials. Therefore, a teaching staff 
member shall have no expectation of privacy on the schools’ e-mail system. 
 
Cellular Telephone Communications between a Teaching Staff Member and a Student  
Communications between an employee and a student via a personal cellular telephone shall be prohibited. 
However, a teaching staff member may, with prior approval of the Principal or designee, communicate with 
a student using their personal cellular telephone if the need to communicate is directly related to the 
teaching staff member’s professional responsibilities for a specific purpose such as a field trip, athletic 
event, co-curricular activity, etc. Any such approval for cellular telephone communications shall not extend 
beyond the specific field trip, athletic event, co-curricular activity, etc. approved by the Principal or 
designee. 
 
Text Messaging Communications between Teaching Staff Members and Students 
Text messaging communications between an employee and an individual student are prohibited. However, 
a teaching staff member may, with prior approval of the Principal or designee, text message students 
provided the need to text message is directly related to the teaching staff member’s professional 
responsibilities with a class or co-curricular activity. Any such text message must be sent to every student in 
the class or every member of the co-curricular activity. Any such approval for text messaging shall not 
extend beyond the class or activity approved by the Principal or designee. 
 
Social Networking Websites and other Internet-Based Social Media Electronic Communications between 
Teaching Staff Members and a Student 
An employee is prohibited from communicating with any student through the employee’s personal social 
networking website or other Internet-based website. Communications on personal websites are not 
acceptable between a teaching staff member and a student. 
 
An employee shall not accept “friend” requests from any student on their personal social networking 
website or other Internet-based social media website. Any communication sent by a student to a staff 
member’s personal social networking website or other Internet- based social media website shall not be 
responded to by the staff member and shall be reported to the Principal or designee by the staff member. 
 
If an employee has a student(s) as a “friend” on their personal social networking website or other Internet-
based social media website, they must permanently remove them from their list of contacts upon Board 
adoption of this Policy. Communication between an employee and a student through social networking 
websites or other Internet-based social media websites is only permitted provided the website has been 
approved by the Principal or designee and all communications or publications using such websites are 
available to: every student in the class; every member of the co-curricular activity and their parents; and 
the Principal or designee. 
 
The Commissioner of Education and arbitrators, appointed by the Commissioner, have determined 
inappropriate conduct may determine a teaching staff member unfit to discharge the duties and functions 
of their position. 
 
ENGAGING IN PERSONAL BUSINESS DURING SCHOOL HOURS 
Under no circumstances may School employees engage in personal business during school hours or on 
school property. Distribution (handing out printed materials), solicitation (approaching a person with a 
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request or asking for a signature on a non-work-related document) and vending of any and all products and 
services are not permitted. The use of school printers and copiers for this purpose is strictly prohibited. 
 
PERSONAL USE OF SCHOOL PROPERTY 
School employees may only utilize school property including computing systems/laptops, FAX, school 
phones, photocopiers and printers for work-related (administrative or educational) activities. The system 
should not be used for other activities, such as personal e-mails, soliciting personal business, selling 
products, or otherwise engaging in commercial or personal activities, either internally or externally (via 
email or the Internet), unless expressly permitted. See School Policies 7522 
 
CARE OF EQUIPMENT 
School employees are required to use proper care when using the School’s equipment and other property; 
this includes any mobile technology device such as a laptop and power cord which is provided to the 
employee for school business use. Employees are to use good judgment to protect the school’s property 
against theft and breakage. Mobile devices should be locked in a cabinet or be put out of plain sight when 
not in use. Laptops assigned to employees may be used outside the school premises in meeting the 
professional responsibilities of the employees’ positions. Any other equipment/ property may not be 
removed from School premises without permission. Employees must immediately advise the Chief 
Operating Officer of any loss, theft, casualty, or damage to School property. If it is determined that the 
employee was negligent in the circumstances leading up to the theft of school equipment, he/she may be 
required to cover the replacement cost.  
 
School employees are reminded that they have no privacy rights in connection with the School computers 
and data stored thereon, and the school reserves the right to access all documents, e-mail, and other data 
stored in its computers, with or without notice and with or without cause. Messages sent or received by 
your work e-mail are the property of the school. By using the e-mail system, each user consents to the 
access, review and disclosure of all e-mail messages sent or received on such system without reason, 
notice, or consent. 
 
Programs should not be downloaded onto school equipment unless permission is received from a 
supervisor. If the use is approved, the program must be virus scanned before being used on any school 
computer. Further, school employees are expected to use only legal versions of copyrighted software in 
compliance with the licensing agreements. 
 
All staff are required to read and sign a computer use policy form acknowledging receipt of same. See also 
School Policies 7510, 7520, 7522, 3321, and 4321. 
 
 

EMPLOYEE RESPONSIBILITIES 
 
TEACHING RESPONSIBILITIES 
Teachers are expected to adhere to the following standards: 
 
Positive School Environment 
All staff are expected to contribute to a positive working environment that is free from negativity, unkind 
behavior, gossip, etc. 
 
Lesson Planning 
The goals and objectives in the lesson plan should reflect the goals and objectives contained in your Course 
Outline, Scope and Sequence, and Curriculum. 
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Plans should be consistently and thoroughly completed on a weekly basis using the school’s lesson planning 
template and online system. The plans should demonstrate that time, effort and thought have been put 
into lesson preparation. 
 
Plans should reflect a student-centered approach, with an appropriate instructional arc (do now, direct 
instruction, varied and differentiated activities, exit ticket/closure).  Assessments should provide 
meaningful data that supports/drives instruction. Thoughtful homework assignments are used to 
foreshadow or practice. 
 
Lesson Delivery 
The lesson should include an adequate introduction during which: 

 routine procedures, including a threshold greeting, are used for smooth entrance and settling-in of 
students are explained; 

 an agenda and objectives for the class are written on the board and are explained;  

 objectives for the lesson are outlined, expectations are set up, and links to prior learning are 
highlighted; and 

 some kind of motivation is provided to hook interest and challenge students to want to learn. 
 

The lesson should include an adequate body or development where: 

 a variety of student-centered activities are used to support the learning objectives; 

 a variety of materials are used to stimulate visual, auditory and kinesthetic learning; 

 a variety of grouping patterns are used (individual, pair; small group, whole group) at appropriate 
points in the lesson; 

 pacing is balanced, flexible and accommodates the activities and student abilities, with an 
appropriate sense of urgency; 

 questions are challenging, clearly phrased/rephrased, and evenly distributed; and 

 teacher demonstrates an awareness and sensitivity to whether students are learning and 
understanding the material and a preparedness to revisit, re-teach, and create opportunities for 
further practice so that all students can be successful in some way; 

 activities look to engage higher order thinking, using Blooms Taxonomy; 

 all students are engaged. 
 
The lesson should include an adequate closure during which: 

 sufficient time is allotted for closing the lesson, tidying up and exiting the room; 

 provision is made for a brief review and evaluation of what has been achieved during the lesson; 

 a preview of the next day’s lesson is built in and tied into what has just been achieved; and 

 a clear explanation of the homework assignment is given, stressing expectations and deadlines. 
 
Homework 
Homework is an integral part of the instructional program at Link, but it must be meaningful for students. It 
serves to reinforce learning, clarify and review material presented in class, and provide opportunity for 
growth and success through in-depth study and supplementary reading.  
 
Homework assignments should be well planned and reflect the following criteria: 

 is appropriate in terms of the time needed for completion; 

 is interesting and within the ability of the students; 

 is related to class work and/or prepares students for the next day’s lesson; and 

 Individualized to meet the needs of the students. 
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In addition, it is expected that 

 each teacher devises a consistent and effective procedure for setting, checking and grading 
homework assignments; 

 parents are informed at the beginning of the school year of the teacher’s expectations regarding 
homework; 

 all homework assignments are neat, legible and complete; and 

 as a general rule, 25-30 minutes of homework is assigned each night in each core subject. 
 
See also School Policy 2330. 
 
Classroom Management 
All employees are expected to commit themselves to creating and maintaining a peaceful, joyful learning 
environment. Under no circumstances, should an employee use profanity or disrespectful language while in 
the school or while representing the school. Screaming is not an appropriate means to effect change in 
student or class behavior and will not be accepted at Link Community Charter School. A respectful tone 
must also be used when communicating with students and adults, alike. Conversations and classroom 
management techniques are all opportunities to model appropriate behavior, collaboration, leadership, 
and conflict resolution. 
 
Discipline and management issues should be handled with firmness, consistency and respect in order to 
create an environment where effective learning and teaching can take place. 
 
Proactive management strategies should be used to try to prevent issues from arising. These might include 
the following: 

 carefully planned seating charts and desk arrangements; 

 teacher movement and positioning in classroom; 

 materials and resources are organized, prepared and readily accessible; 

 behavior modification system of consequences and choices is employed; 

 school rules are reinforced, and classroom procedures are clearly established and consistently 
enforced; and 

 communication with parents is timely, regular, and focused on problem-solving/addressing the 
issues. 

 
Dynamic Classroom Presence 

 Teachers should demonstrate enthusiasm for their subject. 

 Teachers should facilitate creative learning experiences where students are encouraged to take 
risks and accept challenges. 

 Teachers should exhibit confidence, poise and tact. 

 Teachers should use body language, eye contact, and tone of voice to motivate, capture attention, 
and highlight learning. 

 
Innovation and Risk-Taking 

 Teachers should design and use a variety of materials and student-centered activities to 
accommodate different learning styles. 

 Teachers should develop and teach interdisciplinary units. 

 Teachers should integrate technology and the arts into the curriculum. 

 Teachers should employ cooperative learning strategies. 

 Teachers should move around the classroom. 
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Team Building Commitment 
Teachers are expected to adhere to the following standards in the areas of co-operation with and support 
of colleagues, involvement in interdisciplinary work, and commitment to faculty team building. 
 
Co-operation with and Support of Colleagues 
Teachers should demonstrate a willingness to co-operate and work with colleagues in a variety of ways: 

 co-planning for content area instruction and special projects 

 sharing resources and materials; 

 exchanging best-practice strategies and curriculum ideas; 

 being flexible in relation to schedule changes; 

 substituting for supervisory duties and/or teaching classes in emergency situations; 

 creating and participating in opportunities for transactions to occur between classes and across 
grades (e.g. one class is ‘audience’ to another’s demonstration/performance of a final project or 
product); and 

 modeling and supporting, especially between more experienced and novice staff members. 
 
Involvement in Interdisciplinary Work 
Teachers should demonstrate a willingness and desire to collaborate with colleagues in designing and 
participating in interdisciplinary units. 
 
Commitment to Faculty and Staff Building 
Teachers and staff are asked to commit to living the school’s six Core Values in all of their 
interactions with students, parents, colleagues and visitors. Just as our school community is based upon the 
six Core Values, so are the professional relationships and team dynamics of the faculty. 
 
Teachers and staff should demonstrate a willingness and desire to support personal growth and 
development and the constant improvement of our school. All are asked to commit to the following norms: 

 Arriving on time and respecting everyone’s time 

 Following through on duties 

 Communicating openly and respectfully 

 Reflecting with a goal for improvement 

 Leadership and initiative 
 
Student Assessment 
Grading Guidelines 
Grades should be derived from a variety of evaluations and learning experiences, such as: 

 Evaluations: written and oral tests and quizzes 

 Projects: presentations, reports, papers, essays, creative displays, labs, etc. 

 Class Participation: attendance; oral and listening participation. 

 Homework 
Care should be taken to ensure sufficient grades are entered reflecting all assignment types. 
 
Teachers are to enter grades into the electronic grade book (PowerSchool) on a timely basis, as parents and 
students use it to check on progress. 
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All Link teachers are required to use the grading scale below: 
 

Letter Grade Percentage Range 

A+ 97-100 

A 94-96 

A- 90-93 

B+ 87-89 

B 84-86 

B- 80-83 

C+ 77-79 

C 74-76 

C- 70-73 

F 69 & below 
 

Guidelines for Completing Grades for the Student Personal Development Scores for Report Cards 
Use the number scale (1-4) cited below the Personal Development grid on the Report Card to complete this 
section. As a guide to determining grades for this section, please look at the following examples and note 
the criteria for each item. 
 

Completes Homework 

 Homework completed according to directions to the best of the student’s ability 

 Work reflects thought, diligence and effort 

 Assignments handed in on time 

 Prepared for class 

 Student has all materials (books, paper, pens and homework) needed to participate 
successfully in class. 

 
Classroom Behavior 

 Follows instructions 

 Remains focused and on task 

 Refrains from any distracting behavior (e.g. talking, passing notes, getting out of seat, etc.) 

 Asks permission to speak, leave seat, etc. 

 Cooperates/Respects Peers 

 Works willingly with all team members 
 
Standardized Testing 
Staff will proctor standardized tests (NWEA Map and NJSLA) and will be given guidance for it in advance of 
the test dates by the Principal. 
 
Quarterly Progress Reports 
Progress Reports are sent home to parents around the mid-point of each quarter. They are an important 
means of communicating feedback to the students, parents, teachers, and administrators about student 
achievement and progress. 
 
The schedule for teachers to complete grading, post grades to PowerSchool, and enter their comments will 
be posted on the school calendar in Gmail. Progress Reports are mailed home. 
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The Principal will review the Progress Report and may ask teachers for corrections or revisions as needed 
before mailing them to parents. 
 
Quarterly Report Cards 
Report cards are distributed four times a year. Parents are responsible for picking up the Report Card and 
meeting with their child's advisor and teachers during Report Card Night held at the end of the 1st, 2nd and 
3rd quarters. Advisors must call their advisees to share expectation of parent/guardian attendance. No 
student will be given a Report Card. Parents must attend these meetings or make other arrangements for 
pick up. The last quarter report card is mailed home in late June or early July. 
 
The schedule for teachers to complete grading, post grades to PowerSchool, meet to determine personal 
development grades and enter advisor comments will be posted on the school calendar (Google calendar). 
 
The Principal will review all report cards and may ask teachers for corrections or revisions as needed before 
Report Card Night. 
 
Report Card Night 
Community advisors will be given 2 copies of the Report Card. One copy is for advisor’s records, and the 
other copy will be given to the parents. The rationale for having Community teachers give out the report 
card is to continue to build the relationship between advisor, student, and parent. 
 
There will be a table set up in the lobby where parents will sign-in, take care of any outstanding office 
business and be directed to the appropriate Community Advisor in the Gymnasium or Cafeteria, depending 
on grade level, to pick up their child’s report card. 
 
When an advisee’s parent comes to pick up a report card, advisors are to briefly review the report card with 
them, answer any questions, and then direct them to respective teachers as indicated on the conference 
sheet. When reviewing a student’s grades, advisors/teachers should have his/her laptop available to view 
PowerSchool and have student work such as notebooks and binders available for review. 
 
Report Card Conferences 
The following are some useful tips for preparing, conducting, and following-up on conferences with parents 
that can be applied to any parent-teacher conference situation. 
 
Before the Conference 

 Prepare for the conference by developing a conference folder or portfolio with samples of student 
work and a list of teacher observations, concerns or questions. 

 Establish priorities and select one or two main issues for discussion during the conference so as not 
to overwhelm parents. 

 Create a comfortable, welcoming physical environment. 
 
During the Conference 

 Establish a rapport with parents. Try to make parents feel welcome and at ease by asking them 
about their work, an interest you may know they have or some other neutral topic. Smile and be 
relaxed, remembering that parents may feel nervous and anxious at this time. 

 Build a sense of security and equality during the conference. 

 Obtain information and provide opportunities for parents to speak about their children. A key to 
the success of a conference is the teacher’s ability to elicit information from the parents. Teachers 
should listen sensitively and actively, asking for clarification and posing questions to direct the 
discussion toward relevant topics and issues. By obtaining information before providing it, teachers 
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give parents a chance to share their knowledge about their child. The teacher can gain insight into 
parental expectations that can be helpful both in the conference and in working with the student. 

 Provide information. Begin by recounting a brief anecdote or story about the student before 
sharing positive or negative information about performance. Then report on something positive. 
Parents will be more willing to listen to a range of feedback about their child if they hear the 
teacher comment on the child’s success and/or special qualities first. In the focus on difficulties or 
problems, try to emphasize the positive by phrasing the discussion in terms of ways to enhance the 
child’s learning and achievement. Try to acknowledge parent concerns and respond to their 
statements, reassuring them that help can be provided. 

 Close the conference on a positive note with some action steps that both the teacher and parent 
design together. Identify concrete suggestions for how the parent-teacher partnership will work 
together to help the child. Emphasize the parent’s role in the education of the child and ways that 
the teacher can assist them. Provide resources and materials that can be used at home to build 
student skills. Give parents specific times that they can call and plan to meet again if advisable. 

 

Parents are overwhelmingly positive and supportive but on occasion you may encounter a very challenging 
situation. Reach out to the Principal or Head of School for support. 
 
After the Conference 
Compile some brief notes about the conference and follow up the conference with written and oral 
communication with the parents and student. 
 
Note and address any suggestions made and questions raised during the conference. 
 
STUDENT AWARDS 
Teachers are expected to participate in the selection of students to receive awards during the school year, 
as announced by the Principal. Typically, awards are presented for scholarship and behavior ("living the 
core values"). Weekly awards are discussed at grade level meetings. Teachers will receive notice as to when 
quarterly and annual awards nominations are due. 
 
SUBSTITUTE PLANS/PROCEDURES 
Teachers are requested to follow the guidelines below when arranging for substitutions and preparing 
emergency plans. 
 
Pre-arranged Substitutions 
If possible, teachers should meet with the substitute teacher at least one day prior to his/her absence in 
order to go over plans and expectations and allow time for questions to be answered. 
 
Teachers should prepare clearly written lesson plans that involve students in relevant, productive learning 
experiences but that do not require teaching of new subject material by the substitute or expertise in the 
given subject area. 
 
Teachers should organize plans by team and period in the order in which the classes meet during the day. 
Include the following: 

 lesson plan 

 team name list 

 seating charts 

 any hand-outs or materials required for the class 

 a manila folder to collect student work completed during the class 

 special instructions 
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Emergency Plans 
Teachers will compile at least three sets of lesson plans for his/her teams to be used in the event of 
absence without prior notice. Each plan should have sufficient material to last for two periods. Put the 
lesson plans, along with appropriate team lists and hand-outs/materials, in a folder and submit them to the 
Main Office where they will be stored. Keep these folders updated with each unit. The emergency lesson 
plans must be submitted by the date specified by the Principal, usually the second week of September, to 
the Main Office. Additionally, teachers should e-mail alternate lessons plans to the Principal, and the Main 
Office secretary no later than 7:30 am on the day of the absence. 
 
COMMUNITY ADVISOR ROLE 
Purpose of Advisory 
The Advisory program has been a part of the Link experience for decades. It is uniquely supportive of a 
middle school environment by ensuring that students are connected to a caring and supportive adult and to 
a core set of peers and ultimately to the school. Advisory programs are regarded as critical components of 
healthy and vibrant middle schools that support social emotional learning. 
 
The Advisory Program matches teachers /advisors to students/advisees to build strong and supportive 
relationships while developing essential personal skills. Link recognizes the importance of both elements to 
the overall development of a scholar and to the community. 
 
The Advisory Program consists of both an instructional period offered twice each week to each grade level 
and the daily community period, as well as the advisor/advisee partnership, as follows: 

 The Advisor implements the advisory curriculum with fidelity each week, as part of his/her 
instructional responsibilities. Link teachers, regardless of the grade level they teach or the content 
area specialty they may possess, include Advisory in their teaching schedule and treat Advisory with 
the same level of professionalism as content area responsibility. The curriculum is developed with 
great care and in alignment with best practices by the Dean of School Culture. Advisors are asked to 
provide critical feedback and to communicate regularly with the Dean of School culture. 

 The Advisor leads a short community period at the beginning of each school day to conduct 
“homeroom business”: taking attendance and the lunch count, reinforcing uniform expectations, 
setting advises out on a positive path for the day. 

 The Advisor uses advisory period conferences and other opportunities to build a relationship with 
his/her advisees. The Advisory works to create connections and becomes the central conduit for 
communications between home and school whenever there are special needs. Should there be a 
disciplinary issue, the Advisor is included in communications and advocates for the student as 
decisions and plans are made around consequences. 

 
In practical terms, this means an Advisor’s responsibilities include: 

 Taking morning attendance, checking uniforms and taking the lunch count 

 Delivering the Advisory lessons, activities and competition provided and providing feedback on 
them as requested. 

 Meeting with and developing a strong relationship with each of your advisees. 

 Developing a comprehensive understanding of the advisee’s involvement and progress at Link 
through conversations with the advisee and his/her teachers and other relevant staff. 

 Writing comments for each advisee on the quarterly report cards. 

 Understanding and supporting each advisee’s learning efforts by regularly checking in with an 
advisee concerning his/her class work, homework, assessment work and special needs. This could 
mean brief everyday check-ups or weekly check-ups depending upon the student. Staying on top of 
homework, assignment pads and student study habits is critical. 
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 Overseeing the daily life of the student and his/her character development. Helping to anticipate 
and prevent behavior concerns; providing a daily support for each advisee, positively reinforcing 
desirable behaviors and actively working on inappropriate behaviors. 

 Providing each student with the knowledge that he/she has a teacher who is responsible for them. 
This structure ultimately communicates a caring and supportive accountability for each student. It 
provides them with a structure that feels safe and reliable. 

 Acting as a liaison for each advisee with other teachers. Checking with other teachers when an 
advisee is having difficulty in a subject, assisting in arranging for extra help, and holding students 
accountable for their work. 

 Acting as the primary teacher contact for each advisee’s parents or guardian. Speaking with each 
advisee’s parent(s) or guardian at a minimum of once a month to relay positive or constructive 
feedback. Handle parent concerns and issues and appropriately direct calls to other teachers. 
Advisors are required to log their conversations into the PowerSchool system. This does not mean 
that teachers should not call a parent if a student is having difficulty in his/her class. 

 Advocating for his/her advisees in issues including but not limited to discipline, peer or teacher 
relationships etc. 

 

CLASSROOM MAINTENANCE 
Classrooms should be kept in neat, orderly and clean condition. Neatness in the classrooms provides a 
model for the students, and they should be encouraged to take part in keeping them clean and attractive. 
Advisors and teachers should identify student roles/responsibilities in keeping classrooms/communities 
clean. Bulletin boards should reflect the creativity of the class, the teacher and appropriate subject matter. 
 
Communities/classes should rotate duties that help the community stay clean and organized, including 
sweeping, placing garbage in the hall, etc. 
 
In line with the City of Newark’s Recycling program and Link’s commitment to the Earth, all classrooms 
must support recycling and be mindful of paper waste. 
 
Pursuant to State of New Jersey regulations, refrigerators and microwaves are not permitted in 
instructional spaces. 
 
CARE OF OTHER AREAS OF THE BUILDING 
Just as in the classroom, staff is expected to ensure that any area of the building that they use - another 
classroom, the media center, computer lab, and cafeteria - is left in good condition. Students should be 
engaged in cleaning up after themselves, but staff needs to check the room before leaving. By modeling 
clean and organized classroom, students will see the importance of taking care of their personal belongings 
and community spaces. 
 
SUPERVISION OF STUDENTS 
Students must be supervised by an adult at all times. No student or group of students should be in a room 
or in any common areas during school hours without an adult being present. Supervision is shared among 
all members of the faculty and staff, not just those who are assigned a duty. Therefore, everyone is 
responsible for maintaining a strong and positive community at Link and for looking out for the wellbeing of 
our students. 
 

TRANSITIONS 
Teachers are expected to lead students during hallway transitions between classes. 
 
At times when students are permitted to be at their lockers, teachers/advisors are expected to be in the 
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hallways to monitor student behavior for their safety. 
 
HALL PASSES 
Teachers must give students a pass if the student will be in the hallway during class, as follows: 
 
Bathroom: Every classroom is provided with two laminated bathroom passes. The classroom teacher is 
responsible for keeping track of the passes. Students must sign a log when leaving and returning to the 
classroom. No more than one student at a time should be allowed to leave the classroom unless there is an 
emergency. No one may leave in the first 10 minutes or last 10 minutes of class. 
 
All Other Purposes: Every classroom is provided with small green paper passes to be completed whenever 
a student is asked or requests to leave the classroom, except for the bathroom, such as to go to the nurse 
or the social worker. When a teacher runs out of passes, he/she should pick some up in the Main Office.  
 
In general, students should not be permitted to leave class. Teachers and staff must use good judgment 
when responding to requests from students to leave the classroom. Using a short delay to complete an 
instructional activity is an appropriate response, but the teacher should check in with the student about 10 
minutes after the request is made. 
 

SPECIAL DUTIES 
Employees may be asked to perform special duties and a schedule of such duties will be arranged and 
distributed at the beginning of the school year. Special duties could include morning duty (auditorium/gym, 
cafeteria, check-in) breakfast duty, lunch duty, recess duty, dismissal (main hall/main door/outside). It is 
expected that employees so assigned be in the appropriate place at the time designated on the schedule. 
 
ELECTIVES 
Each Upper House faculty member is responsible for offering at least one elective per year. Teachers are 
expected to develop a plan for the elective and a general outline of the elective sessions and submit the 
plan/outline to the Student Life Coordinator who serves as the Electives Coordinator at least three weeks 
before the elective is to begin. 
 
Electives take place once a week. Electives are intended to be learning experiences for students that are 
beyond the traditional curriculum. While they receive either a pass or fail grade, students are expected to 
come prepared for class and to participate actively. Elective classes are encouraged to work towards a final 
presentation given at an assembly at the end of each quarter. 
 
FIELD TRIPS AND CHAPERONE EXPECTATIONS 
Field trips are an integral part of the School’s instructional program. They broaden and enrich the students’ 
educational experience. Thorough preparation for the trip should be made and adequate supervision 
maintained at all times. 
 
Types of Trips 
Academic Field Trips 
Trips that are designed as part of the curriculum should include every student. If a child is uncooperative 
and does not obey the teacher, the child’s parent must go to supervise. In the event that the child’s parent 
or representative does not attend, the child will be asked to remain at school and complete a related 
assignment. 
 
Exposure Trips 
It is our goal that all children experience exposure trips for their total growth and development. 
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Exposure can provide background knowledge and experience that builds confidence and understanding. 
Many of our students do not have the opportunity to socialize with peers at times other than school. In a 
relaxed atmosphere such as a trip, the child may display a side the teacher has not previously seen. 
 

Guidelines for Field Trips 
The trip organizer must prepare a proposal outlining the motivation for the trip to the Principal. If the 
Principal approves the trip, he/she will submit it to the Head of School for review before recommending it 
for approval by the Board of Trustees. All field trips must be approved by the board. This proposal should 
include a description of the place, an explanation of its relationship to current curriculum topics, an 
estimation of costs, a specification of what is to be learned, and an explanation of any homework or follow-
up assignment. The form to request a field trip is available in the Main Office or on the Staff page of the 
website. 
 
Each trip will have a designated lead. All chaperones will be assigned students on a roster and must take 
attendance multiple times during the trip. The lead will inspect the buses after arrival to the site and the 
return to school to ensure that no child is left aboard. 
 
Once the field trip is approved, the trip organizer should announce the trip to all staff so adjustments in 
classes and/or schedules can be made and must contact the Student Life Coordinator who will assist with 
the trip preparation, including preparation of the permission slip, making travel arrangements, making 
arrangements for bagged lunches/notifying the cafeteria staff, etc. 
 
The field trip must be adequately supervised. The trip organizer must obtain the approval for additional 
chaperones for a trip from the Principal, who then prepares for substitutes. At least one adult should 
accompany every ten students. Parents may assist in supervision, but approval for this must be made by 
the Principal or Head of School. 
 
Students without signed permission slips may not go on the field trip. (Permission slips may be faxed or 
scanned and emailed from parents.) 
 
Permission slips should generally be distributed at least two weeks in advance. 
 
The Student Life Coordinator will prepare for the trip organizer a backpack with medical release forms and 
a copy of the permission slips for the trip organizer. The STC will also check with the school nurse regarding 
students with special medical needs who might be participating in the trip. 
 
The trip organizer must distribute a list of students attending the trip to all staff at least a week before the 
trip and the School Nurse will assemble all of the medical supplies needed. The Student Life Coordinator 
will also prepare the rosters for the trip. 
 
All school rules apply on trips. 
 
All students are covered by the current school student insurance plan while on field trips. 
 
Students will wear school uniforms on all school field trips unless otherwise approved. 
 
Students Not Permitted to Go on Field Trips 
Occasionally, a student will not be permitted to attend a field trip. Although trips are considered essential 
to the curriculum, the teacher may recommend that a student who refuses to obey rules and/or is acting 
out in the classroom in an uncontrollable manner be excluded from the trip. The following guidelines 
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should be followed: 
 

 Teachers may make note of students who they feel should not go on a field trip to the Dean of 
Students. Sufficient documentation as to the student’s misbehavior must accompany the request. 

 The Dean of Students will review the request from the teacher and recommend a decision to the 
Principal. 

 If it is decided that the student may not attend the field trip for reasons on behavior, the teacher 
must notify the parents with a phone call and in writing. They must be given the reasons behind the 
decision for the student not to attend the trip. The student must be in school and will be assigned 
to another team for the day. 

 
Chaperoning a Field Trip 
Employees will be requested to chaperone various field trips during the year. While on a trip, employees 
should assist the trip coordinator and help manage student behavior. Employees should dress appropriately 
for the trip and be on time. 
 

STUDENT DISCIPLINE 
Link Community Charter School has created a positive school environment, demanding the active 
participation of all employees. All employees must both hold high expectations for the students and 
provide strong support for them. Employees must model positive behaviors and attitudes and live the Core 
Values as well as support the school’s systems and procedures. 
 
Discipline Philosophy 
Link Community Charter School’s mission is to provide an excellent education that will foster the 
development of the students’ “minds, bodies and spirits” so they can succeed now and in the future. To 
ensure success, both academic and personal, students need a learning environment that provides a firm 
structure for order and clear expectations for appropriate behavior as well as guidance and support to 
make positive decisions. Additionally, the school is committed to providing a physically and emotionally 
safe environment for students and staff. To accomplish this, Link Community Charter School will administer 
discipline that, in a caring and nurturing way, helps students learn how to contribute to their personal 
success and to the well-being of the community during school, on school property, or during school 
sponsored activities. 
 
The school believes that every child has the potential for success given time, nurture and attention. Staff 
understands that students have different personalities and come to the school with different backgrounds 
and school experiences. Staff will work to understand each child and find ways to support him or her, so 
that students understand and exhibit the school's Core Values in all they do. Discipline will be administered 
fairly. There will be room for consideration of a student’s personal circumstances, the severity of the 
incident, the student’s attitude which includes the student’s ownership of the behavior and willingness to 
change and the student’s discipline record. 
 
To maintain a positive and productive atmosphere and to encourage exemplary behavior, the school will 
adopt a balanced approach to student behavior, one that rewards good behaviors and has consequence for 
poor behavior. All students will be treated with dignity and respect, and staff expects the same from 
students. The School’s Core Values will be the foundation of every conversation regarding discipline. 
 

Discipline System Overview 
Link’s Discipline System begins with the expectation that each student uses the Core Values to guide his/her 
conduct (actions and words) and that each student will reflect on his/her behavior and make the changes 
necessary for his/her positive growth and development. Core Values are taught and reinforced every day at 
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the school. 
 
Goals of the Discipline System 

 Motivate students to perform well; 

 Build a strong sense of community; 

 Hold students accountable for their actions by keeping the Core Values in mind; and 

 Celebrate students' strengths and identify ways to correct deficiencies. 
 
Building a positive relationship with each student is essential. Teachers and staff must work to form   
positive relationships which students. 
 

Disciplinary Consequences/Discipline Rubric 
The sequence of disciplinary consequences follows the “progressive discipline” model and begins with 
minimal actions, which can be taken and ends with maximum action, which can be administered. Link does 
not imply that a “step by step” progression of increasing severity needs to be used by the school staff in 
dealing with the violation. Disciplinary consequences are based on circumstances unique to each individual 
incident of inappropriate behavior and will be dependent on such factors as: 
The severity of the incident; 

 The student’s attitude which includes the student’s sense of ownership of the behavior (accepts 
responsibility or shifts blame) and willingness to change; and 

 The student’s discipline record. 
 

Consequences for many inappropriate behaviors can be found in the Discipline Rubric (Appendix A). 
 
Link’s Three-Step Discipline System 
Step 1: When a student engages in inappropriate behavior, tone or language, he or she will be given a 
verbal warning, unless the action is blatant, in which case the student will be given immediate disciplinary 
consequences. 
 
Step 2: Upon a second instance, the student will receive a “5-minute Reset/Reflection” where he/she will 
reflect silently on the behavior and complete a “Self-Reflection Form” in the back of the classroom at the 
designated “Reflection Area.” The completed form will be sent home for parent/guardian signature. 
 
Step 3: If the behavior continues, the student will be asked to go to the Dean/Assistant Dean of Students by 
way of the Main Office, with a green paper pass. The Dean/Assistant Dean of Students will determine the 
appropriate consequences in consultation with the teacher, student and the Discipline Rubric. A Restorative 
Justice conference may be held as a follow up. 
 
Through Restorative Justice, parties are brought together in dialogue to share and take ownership of 
actions, while building great understanding and empathy in an effort to create an opportunity to learn from 
negative behaviors and attitudes. Consequences are employed, but the conference that takes place 
provides a platform for essential communication. Parents may be invited to participate in the conference 
depending on the underlying conduct. 
 
During the conference, the student meets with the teacher and the dean to discuss the incident and 
develop strategies to prevent unacceptable behavior in the future. The student will complete a Mandatory 
Student conference Form to be signed by his/her parent and returned to school the next day. 
If the Mandatory Student Conference is unsuccessful and/or the student continues inappropriate behavior, 
or if the behavior rises to a higher level, a Mandatory Parent Conference will be scheduled pursuant to the 
Discipline Rubric. The student, his/her advisor, Dean/Assistant Dean of Students, the teacher involved, and 
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other staff members may be asked to be present for this meeting with the parents. 
 
Monitoring Student Behavior 
School staff must monitor and hold students accountable for their behavior at all times. School staff is 
expected to utilize the Deanslist System for behavior recording. 
 
Discipline Strategies 
The following is a classroom guideline for disciplinary consequences (order of responses to infractions). 
These consequences should be followed as a Link Community Charter School faculty member. A few words 
about detentions: while Link uses a detention system to address school infractions, school detentions 
should not be used too quickly to handle classroom behavior problems. Please follow the steps below 
before issuing detentions. 
 
Responses to the breaking of classroom rules: 

 Verbal reprimands including eye contact, facial expressions of displeasure, hand signals. 

 Separation from other students inside the classroom 

 Teacher-student discussion about problem, preferably not during class time 

 Conference w/student resulting in a rewards/revocation of privileges set up/contract. 

 Parent contact/conference 

 Teacher detentions (hold after school for a period up to 30 minutes.) 

 Mandatory Conference & Assignment 

 School detentions (only after trying the above steps) 
 
If behavior doesn’t change after trying each of the above, students should be referred to Dean/Assistant 
Dean of Students via the Main Office with a green paper pass. A meeting with Dean, teacher, and student 
will take place. 
 
Response to students not doing homework: 

 Conference with student 

 Teacher detention/Phone call home 

 Notify advisor 

 Conference with parent 

 Refer to Dean/Assistant Dean of Students 
 

Please do not give Administrative detentions for homework violations – a teacher detention is the 
appropriate consequence. 
 
Procedure for Dean’s office referral: 

 Send student to the Main Office with a green paper pass. 

 Inform Dean of Students of problem as soon as possible. 

 Conference with Dean, teacher, student, possibly the advisor, and parent. 

 Disciplinary consequence decided. 

 Classroom behavioral contract is formulated with student during conference. 

 Teachers should review improper behavior w/student whenever giving a detention. 
 
STUDENT LATENESS TO SCHOOL AND TO CLASS 
Students who arrive at school late must go directly to the Main Office to obtain an admit to class pass to be 
given to their community teacher. The Dean/Assistant Dean of Students is responsible for handling chronic 
lateness to school. 
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Teachers should give any student arriving late to class demerits in Dean List unless he/she has a late pass. 
 
STUDENT DRESS CODE 
Staff is required to be acquainted with the dress code for students. (See Appendix B) They are to ensure 
that students are appropriately dressed each day. The regulation school uniform is to be worn by each 
student every school day unless told otherwise. The dress uniform is to be worn on days when students do 
not have physical education class. The physical education uniform is to be worn only on days when students 
have that class. 
 
The staff assigned to the morning check in duty will be the first responsible to address school uniforms, but 
teachers/advisors should review their students' attire throughout the school day, providing appropriate 
demerits. 
 
Should a student wear something inappropriate that can be taken off (jewelry, a printed undershirt, non-
Link sweatshirt, etc.), a teacher or staff member should instruct the student to remove it. On the second 
occasion, the teacher or staff member should confiscate the item until the end of the day. If a student is a 
repeat offender of the dress code, the teacher/advisor is required to call parents and explain the need for 
the student to adhere to the dress code. 
 
For more detail about the Student Dress Code, refer to the document on the school website. 
 
Note: Link hoodies may not be worn in the building. Students must hang them in their cubbies or lockers. 
Also, when the outdoor temperature is at 80 degrees or above, students may not wear sweatshirts. 
 
Specifics for purchasing uniform are issued on registration day, are included on the Parent page of the Link 
website, and can be obtained in the Main Office 
 
PARENT/TEACHER INTERACTION 
Teachers are required to keep in contact with parents. They are expected to work in different ways to keep 
the lines of communication open and active so as to develop the parent-teacher partnership that is 
essential to the life of the Link community. 
 
Teachers are expected to fulfill the following obligations: 

 to contact each advisee’s parent(s) or guardian at a minimum of once every 4 weeks to share 
triumphs or challenges. 

 to regularly conduct conferences, both in person and on the phone, with decorum, tact and 
respect. 

 to regularly call parents of students on the phone and keep a log of these calls in the DeansList 
system. 

 to regularly attend events to which parents are invited in order to demonstrate support and 
interest in their children and to meet and get to know parents in a social context outside of the day-
to-day school routine. 

 to respond to a communication from a parent within 24 hours (except on weekends) 
 

While this happens very rarely, if a conversation with a parent turns negative, practice the following: 

 Remain calm both in tone and volume 

 Remain respectful in body language and choice of words 

 Briefly wrap up the conversation stating, “I respect you, but this conversation is not moving us in a 
positive direction. We will have to pause and revisit at another time. In the meantime, feel free to 
contact the Principal.” 
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 If the parent does not stop and depart the space where the discussion was taking place, you should  
get up slowly and walk out. Immediately contact the Main Office, security guard, the Principal or a 
colleague. 

 
The safety of our teachers and staff is of paramount importance. Please communicate any concerns 
directly with the Principal. The administration will provide support. 
 
STAFF PARTICIPATION IN SCHOOL COMMUNITY EVENTS AND CELEBRATIONS 
Faculty and staff presence/participation is highly valued at Link. 
 

Below are the school-wide events for the year: 
 

Back to School Night 
This is an important orientation meeting for parents where they meet staff, learn about school 
rules from administrators, follow an abbreviated classroom schedule to hear from teachers about 
classroom expectations and curriculum and have the chance to meet each other. ALL faculty and 
staff are required to attend this event. 
 
Opening Potluck Community Event  
In early September, the school community gathers for this informal potluck event. Families are 
asked to contribute a dish to share for the meal, with each community assigned a specific element 
of the meal (meat dish, side, dessert, etc.) Staff is requested to attend. The program is light as the 
aim is fellowship. 
 
Holiday/Winter Celebration 
This event takes place in December. The evening allows us to recognize the various holidays that 
members of our school community celebrate during this time of year. The program involves 
student performances. This is a night you don’t want to miss! 
 
Black History Month/Grandparents’ Day Celebration 
The evening is designed to be the closing event for heritage month and a school-wide community 
celebration for faculty, staff and students to honor and pay tribute to the students’ grandparents 
and elders. The program involves student performances. This is another night you do not want to 
miss! 
 
High School Night (8th grade teachers and advisors are required to attend.) 
In the early fall, Link sponsors an evening for 7th and 8th grade students and their parents to meet 
representatives from various parochial, private, public and vocational-technical high schools. All 8th 
graders and their advisors are required to attend. 

 
Spring Musical 
Each spring students showcase their talents in a spring musical, under the guidance of the 
performing arts teacher. 
 
6th Grade Stepping Up and Awards Ceremony (6th grade staff is required to attend) 
Generally held on an evening in the last week of school, this ceremony is to “move up” sixth grade 
students to the Upper House and present students with year-end awards.  

 
Graduates’ Awards Breakfast/ Awards and Ring Ceremony/Art Show (all faculty and staff not 
otherwise engaged at Link must attend) 
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Held on the morning of graduation, this is a celebration of graduates, their families and staff. 
 
Graduation Ceremony (all faculty and staff must attend) 
This event is held at 6 pm at St. Columba R.C. Church, across the street from the school. Staff 
arrives at 4:30 pm to assist students in preparing for the ceremony and then processes across the 
street in advance of the students. 
 

From time to time other special events may be scheduled or dates may be changed. 
 
If an employee is unable to attend one of the above due to a significant conflict, the employee should 
inform the Principal verbally and by email as soon as it becomes apparent that he/she is unable to attend 
and have a discussion. 

 
STAFF PARTICIPATION IN OUTDOOR/ADVENTURE EDUCATION  
8th Grade Three Day Trip 
All eighth-grade students go on a mandatory two-night, three-day program with their team to the Wildcat 
Wilderness Center. Students learn to work together and help each other while camping and cooking in a 
camp setting. Students learn leadership and cooperation skills while facing group and individual challenge 
courses. Link teachers accompany the students on the overnight trips and the programs are run and 
supervised by trained field professionals of Project U.S.E. All 8th grade teachers/advisors are expected to 
participate in the trip. The school recognizes that this is a significant activity but values the presence of the 
advisors/teachers in this important experience for students. 
 
Day Trips 
Project U.S.E. also delivers the outdoor/adventure education component for our 5th, 6th and 7th graders. 
These students all attend mandatory day trips during the school year where students must work together 
to achieve personal success through ropes and challenge courses, and canoeing. Link teachers accompany 
the students on the trips and trained Project U.S.E. field professionals run the programs. 
 
PARTICIPATION AT FACULTY MEETINGS AND PROFESSIONAL DEVELOPMENT WORKSHOPS 
Employees are expected to attend ALL meetings given their position and grade. If an employee has a 
conflict, he/she must discuss it with his/her supervisor well in advance of the meeting. 
 
Grade Level Meetings 
All teachers and non-teaching support staff (co-teachers, aides, social worker, etc.) are expected to attend 
regular grade level meetings, run by the Grade Level Leaders. There is one class period set-aside during the 
week for teachers to meet to discuss and select award recipients, share curriculum ideas and effective 
classroom management techniques, plan interdisciplinary units and tie-ins, discuss issues and concerns 
related to individual students or teams, etc. Weekly awards are also discussed at the grade level meetings. 
 
Department Meetings 
Teachers in the same department will meet with instructional coaches. In order to make meetings as 
productive as possible, the meeting leader will establish a brief agenda of items to address. Teachers will be 
consulted in the development of the agenda before a meeting. This agenda might include the following: 

 discuss alignment of the curriculum across the grade levels 

 share how implementation of the subject curriculum, work on or share progress on curriculum, 
scope and sequence, standards; 

 share best-practice lessons and teaching strategies (these might include ideas for 
projects/performances/exhibitions, cooperative learning strategies, lab. Demonstrations, 
integration of technology, use of A/V equipment etc.); 
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 share and evaluate the effectiveness of resources/materials; explore the possibilities/practicality of 
developing links between grades by using each other’s classes as audiences for celebrating 
culminating projects/performances/exhibitions or for peer teaching opportunities; 

 and look at schedules and arrange mutually convenient times during free periods to visit, observe 
or team-teach in others’ classrooms as a part of peer coaching. 

 
Staff Meetings and Professional Development Workshops 
Faculty must be fully and actively present at all staff meetings and Professional Development workshops. 
Faculty must be prepared to contribute to the agenda; share best-practices and expertise; accept 
membership on school committees and task groups; and to discuss issues, topics and concerns with tact, 
fairness and respect. 
 
If an employee has a conflict, it is incumbent on the employee to discuss it with the Principal soon as it 
becomes apparent the employee is unable to attend. Attendance at meetings will be considered in a staff 
member’s overall annual performance review. 
 
Employees may request professional development outside the school and may be granted the opportunity 
if applicable to the employee’s position and if funds are available. Such expenditure requires Board of 
Trustees approval, so the employee needs to submit his/her request to the Principal well in advance of the 
date of the program. 
 
MAIN OFFICE DAILY OBLIGATIONS AND INFORMATION 
Student Attendance 
Students swipe their fingers for an attendance check at the entry point each morning. From time to time, 
teachers/advisors will take attendance during community time in the morning and immediately enter it into 
PowerSchool or contact the Main Office with an update. The School Secretary will enter latenesses into 
PowerSchool and follow up with families on any absences. The Dean/Assistant Dean of Students and 
advisors will be engaged to communicate with families with respect to chronic absences. 
 
Teachers will take attendance in each of their classes throughout the day and enter it into PowerSchool. 
This must be done for each class. 
 
Parent Communications Envelope (purple individual student envelope) 
This envelope is an important vehicle for transferring receipts, notices and messages between the school 
and home. Envelopes typically are sent home on Friday afternoons. They are then returned to school on 
Monday mornings. 
 
The morning team will collect the envelopes when they are returned and send/take them to the Main 
Office. The Student Life Coordinator will follow up with students who did not return the envelopes, calling 
parents to remind them the envelope has not been returned. 
 
If a staff member wishes to include a letter, form or flyer in the parent communications envelope, he/she 
must have the approval of the Principal. A copy of the communication should be sent to the Director of 
Communications to review and brand with the school logo. 
 

Mail 
Mail is picked up daily in the Main Office and any outgoing mail may be placed in the “mail basket.” For 
personal mail, staff must use their own stamps. For school mail, the secretary will affix postage. 
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Employee Mailboxes 
Staff members are expected to check their school mailbox daily for notices, mail and telephone messages 
received during the day. All mail should be removed from mailboxes daily. Mailboxes are not intended for 
storage. Personal or commercial communications or items may not be placed in Link mailboxes. 
 
Special Notices 
Employees should regularly check the Main Office bulletin board and counter for special notices. 
 
Orderliness and Cleanliness of the Main Office 
Please do not leave belongings, including papers and books, in the Main Office. Please do not hold meetings 
or linger in the Main Office during the school day, as it is other employees’ work area. 
 
Conduct in the Main Office 
The Main Office of the school is the central location for welcoming visitors and parents and thus must 
present an inviting but professional atmosphere. There should be no conversations regarding students or 
staff in the open and the school’s Core Values should be followed at all times. The climate in the office must 
be a positive one that portrays our school culture to all who enter. All should respect our school secretary 
and school operations manager’s space as this is their working environment; no one should use their desk 
or supplies without permission. 
 
SUPPLIES 
Staff is asked to keep materials and equipment labeled, accounted for, and in good working order in their 
classroom, explicitly teaching students to care for and respect the resources provided for instruction. 
 
Staff may order supplies and books by completing a Purchase Requisition to be signed by his/her supervisor 
and then submitted to the Business Office. 
 
A supply of frequently used items, such as paper clips, staples, pencils, etc. will be retained by the school 
secretary. 
 
At no time should supplies be taken from another staff member’s room/office without permission. 
 
SAFETY OF THE STUDENTS 
For the safety of the students and staff, staff is expected to: 

 provide instruction in safety whenever required to 

 report accident or safety hazard 

 refrain from sending students on personal errands 

 never transport a student in vehicle 

 not ask students to perform something detrimental to his/her health 

 refrain from use of personal furnishings in a classroom room unless approved by the Chief 

 Operating Officer 

 report substance abuse, violence, or vandalism, to Principal and/or Head of School 
 
REPORTING POTENTIALLY MISSING OR ABUSED CHILDREN 
Pursuant to School Policy 8462, all employees are required to report any suspected missing, abused, or 
neglected child to a law enforcement agency, Department of Children Protection and Permanency, or 
appropriate state agency (e.g. state agency operating, licensing, certifying, or registering a facility) within 48 
hours of the event that led to the suspicion. Reports to the Department of Children Protection and 
Permanency can be made to a local office. 
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REPORTING VIOLENCE, VANDALISM, HARASSMENT, INTIMIDATION, BULLYING, ALCOHOL, AND OTHER DRUG 
OFFENSES 

Pursuant to School Policy 8461, in accordance with N.J.A.C. 6A:16-5.3, any school employee who observes 
or has direct knowledge from a participant or victim of an act of violence, including harassment, 
intimidation, and bullying or the possession and/or distribution of alcohol or other drugs on school 
grounds, and any school employee who reports a student for being under the influence of alcohol or other 
drugs, according to the requirements of N.J.S.A. 18A:40A-12 and N.J.A.C. 6A:16-4.3, shall file a report 
describing the incident to the school Principal, in accordance with N.J.S.A. 18A:17-46. 
 
SECURITY 
Staff is required to enforce the guidelines below: 

 Money should not be left in the classrooms. If there has been a collection for a cause, deposit the 
money with the school's Business Office for safe keeping. 

 Keep all personal belongings locked in desks or cabinets. 

 Encourage students to keep all valuables in locked lockers. 

 Lock classroom doors when not in use. 

 Do not allow students to let anyone into the building. 

 Any person (not a student or employee of the school) seen in the building should be questioned 
and directed/escorted to the Main Office. 

 No one should use Lower Level doors except in the case of an emergency or with authorization 
from the Principal or Chief Operating Officer (such as during recess). 

 

FIRE DRILLS, LOCK DOWNS AND OTHER DRILLS 
Staff is expected to know and follow all of the procedures in the school's Emergency Plan. 
 
DAILY PROCEDURES 
Entrance 
The Head of School and/or Principal will greet students as they arrive in the morning. Positive systems and 
procedures will be used to ensure a strong start to the day. See addendum. 
 
Lower House Advisors should meet their Communities in the gymnasium no later than 7:40 am for morning 
circle. Upper House Advisors should meet their Communities in the cafeteria no later than 7:50. All other 
staff are encouraged to attend. 
 
Morning Assembly 
On designated mornings, a specific house or the school community gathers in a circle. Circle provides an 
opportunity for the community to begin the day together and supports our Core Values. Circle has five 
components: welcome, apologies for lateness and uniform violations, pledge of allegiance, announcements, 
and a program/activity. The circle is led by an administrator, teacher or student. Teachers/advisors are 
expected to remain in the gym for the entire circle and be actively engaged in the circle both as monitors 
and participants. They then escort students to their first class. 
 

Classes 
Learning is sacred and consequently the time we devote to learning in our school day must be sacred. Every 
attempt possible should be made to maximize the learning time within each class period and to minimize 
the disruptions during class time. All teachers and staff must exercise a sense of urgency and make every 
moment meaningful. 
 
We need to expect and demand that all students be on time to every class. This means we need to be 
considerate of each other by making every effort to end classes on time. 



44 
 

Class Changes/Transitions 
Classes should start and end promptly as the schedule indicates. Systems and procedures have been 
developed to ensure that we maximize instructional time and provide for safe, orderly and positive 
environment. Schedules will be supplied at the start of each school year. 
 
Lunch and Recess 

Going to Lunch 

 Students are to be escorted to the cafeteria by the teacher in the class just before lunch. 

 There is no time for students to use the bathroom at this time. 

 Once teachers have dropped off their students in the cafeteria, teachers are free to have 
        lunch. 

 
Lunch 

 Students should sit at the lunch tables and wait to be called to the lunch line by the staff 
member on duty. 

 Supervision will be provided by faculty and staff monitors, who will use systems and 
procedures to ensure a positive environment for all in the cafeteria. 

 Students can use the bathroom on the 1st floor with a pass. 

 Students must clean all tables and the area around their tables, which will then be 
inspected by the staff members on duty. 

 Lower House students will be escorted to recess; Upper House teachers go to the cafeteria 
to escort students to their next classes. 

 
Recess (Lower House) 

 Recess will be run by the Recess Leader and monitored by faculty and staff members, who 
will use systems and procedures to ensure a positive environment for all in the cafeteria. 

 Students may spend time with teachers in classrooms for discipline, tutoring, extra-help, 
etc. if they are given a note. Students who are granted a note must be in a classroom and 
supervised by the teacher who provided the note at all times. Notification must be made to 
the Recess Leader each morning. 

 Students who are with teachers during recess must be accompanied by the teachers to the 
appropriate next place after recess. (lunch in the cafeteria or the gym to line up for class)  

 Teachers are expected to be in the gym two to three minutes before the send of recess  to 
pick up students promptly at the end of the recess period.  

 
Morning Community Period 
This period is the home base for advisory groups that make up a community. Both advisors must be present 
and fully engaged for the entire period. 

 Students should use this time to prepare themselves for morning classes at their lockers and use 
the bathroom. 

 Advisors must institute strong management systems and procedures to ensure a positive start to 
the day for all students for all community activities. 

 Advisors and students should participate in the school’s daily centering practice. Advisors are 

 responsible for modeling full engagement and motivating students to participate fully. 
 
Afternoon Community Period and Dismissal 

 At the end of the day, announcements are made from the Main Office and communities are 
expected to listen to them at Level 0. 

 At the end of the day, communities are expected to organize their rooms. 
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 Students are to be escorted to their cubbies or lockers to collect their belongings. 

 Students may not be dismissed until an announcement is made over the PA system 

 A separate announcement is made for students taking the school bus. 

 Teachers should ensure that students meet the bus expectations. 

 Students who are serving detention must report to the Main Office. All students who do not have 
after-school obligations should be out of the building immediately at dismissal. 

 Students who are involved in activities must exit the building and then re-enter when the activity 
begins, unless otherwise directed. 

 All teachers will escort their students outside and remain for fifteen minutes as students are picked 
up by their parents. 

 
 

RESOURCES FOR STAFF 
 
PRINTING AND PHOTOCOPYING 
Printers/copiers are available on the lower level, first floor and second floor. Teachers are expected to use 
the basement and second floor copy machines. All staff should confirm their default printer is one of these 
two machines. 
 
Simple jams can and should be cleared by the user. Please ask the school secretary for assistance if required 
and report any mechanical difficulties to him/her promptly. 
 
Be judicious in the use of paper, as it is an expensive commodity for the school. Do not send documents to 
multiple copiers, so as not to waste paper. If a document does not print on the copier it was sent to, the 
employee should contact the school secretary for assistance. 
 
Staff is expected to notify the school secretary of issues such as low toner or low supply of paper so these 
issues can be addressed. 
 
Please pick up the print jobs sent to printers as soon as possible. Remember to remove your originals too.  
NO STUDENTS should pick up copies from a machine as there may be sensitive material there. 
 
Teachers are expected to complete all copying the day before they need it so they are ready for the day. 
 
FAX MACHINE 
There is a Fax machine located in the Main Office. Please ask the secretary for assistance if required. 
 
LAMINATING MACHINE 
An electronic laminating machine is located in the Main Office. https://linkedupartners.org/a-taste-of-
newark-fundraiser/There is also a small laminator (for up to 8.5” x11” size paper) stored in the Main Office. 
As with any school resources, please be economical in your use of the plastic laminating supplies. 
 

ELECTRONIC EQUIPMENT IN THE CLASSROOMS 
Teachers are responsible for monitoring the use of electronics in their classrooms and accounting for all 
equipment at the end of the day. All equipment must be locked and secured at the end of each day. 
 
EMPLOYEE CELLULAR PHONES 
Faculty and staff are allowed to use cell phones during the workday ONLY during prep/break periods. 
 
The use of cell phones during class time or when engaging in business on behalf of the school is strictly 
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prohibited. The use of mobile devices for texting during periods of instruction or student supervision means 
that students are not getting an employee’s full attention and may be considered a dereliction of duties. 
Cell phones may not be used during staff meetings, trainings, and personal development sessions. Please 
see School policy 3322 and 4322.  
 
The school is not responsible for lost or stolen phones. 
 
SCHOOL PHONES 
All telephone calls pertaining to school business may be made from the Main Office, including calls outside 
the 973-area code. 411/information is expensive and should not be used. The internet directories should be 
used to locate phone numbers. 
 
Personal calls should be kept to a minimum and unless it is an emergency, teachers will not be called out of 
class to the telephone. 
 
Each teacher and staff member has an email address for school communications. It is the responsibility of 
each teacher/staff member to check his/her email once a day and respond. As parent contact is critical to 
our success, messages must be read and answered within 24 hours. 

 
 

CONSEQUENCES WHEN STAFF DOES NOT MEET EXPECTATIONS 
 

Link Community Charter School encourages constructive, honest and respectful communications between 
the employee and his/her supervisor. Disciplinary actions are corrective and progressive in nature and 
occur after other corrective measures, including but not limited to performance feedback, coaching, 
counseling, training, etc., have not been successful. After one or more of these measures has been taken, 
the School will issue a: 
 

Warning: The supervisor meets with the employee to outline performance problems/behaviors and 
provide an oral warning, which will be documented in an email. If no improvement is seen, meet 
once more and issue a written warning, which will be placed in the employee’s human resources 
file to document the discussion. If no change or improvement occurs, a corrective action plan 
(tenured staff) or staff improvement plan (non-tenured) will be developed and put in action. A 
suspension or termination may be issued depending on the actual situation if the conduct does not 
change. 
 
Corrective Action Plan/Staff Improvement Plan: The supervisor meets with the employee to 
develop an action plan that addresses the specific conduct in question by providing hands on 
guidance and steps to improve. 
 
Suspension (with or without pay): This is used for serious misconduct/violations of procedures, 
practices, or laws; when verbal and written warnings, as well as a corrective action plan or staff 
improvement plan have yielded no change or when performance/behavior warrants a more severe 
discipline. 
 
Termination - An employee's employment may be terminated for performance deficiencies that 
are not corrected or for serious misconduct.  

 

 Examples of conduct that will trigger disciplinary action include but are not limited to: 

 Failure to comply with performance standards and responsibilities as set forth in individual 
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employee contracts and job descriptions. 

 Failure to model the School’s six Core Values with students and parents and to live by the 
values in all interactions with staff and faculty. 

 Conviction for any criminal offense committed during the course of employment, which 
jeopardizes school property and security, its public reputation, or the interests of students 
or other employees. 

 Habitual absence or tardiness from work. 

 Neglect of duty. 

 Dishonesty including making material omissions or falsifying any form, record or report. 

 Insubordination. 

 Refusal to comply with school policies and rules. 

 Harassment of any person or other violations of the Anti-Discrimination Policies. 

 Involvement in any conduct that endangers the health, safety or security of students or 
other employees. 

 Involvement in any conduct that violates the Drug-Free Workplace Policy. 

 Failure to maintain confidentiality of student or School information. 

 Credible allegations regarding abuse of students. 

 Violation of any applicable law, statute or regulation. 
 
Please also see school policies 3150 and 4150. 
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