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Since its inception in 1894, Pomfret School has 
remained committed to the education and care of 
its students and the general well-being of every 

community member. As an independent boarding 
school, Pomfret has extremely high expectations for 
employees in all of their roles and responsibilities. It 
is my clear expectation that employees at Pomfret will 
seek at all times to put the best interest of students first, 
and that adults in this community will maintain the 
highest professional standards in their dealings with 
both students and colleagues.

This handbook outlines and describes the policies, 
practices, expectations, and benefits of being a Pomfret 
School employee, and is intended to be a resource for 
all members of the faculty and staff. All employees 

must read the contents of this handbook carefully in order to ensure that the expectations of 
Pomfret School are clear, unambiguous, and put into practice.

Pomfret has always been a caring community; it is one of the School’s recognized strengths. 
We must do everything we can to ensure that Pomfret is a safe, healthy, and supportive place 
for all members of the community.  This handbook contains information and policies that are 
designed to ensure that we fulfill our mission. Please read it, get to know it, and feel free to 
ask any questions if you are unclear or need more information.

I remain humbled and honored to work alongside such an extraordinary group of dedicated, 
hard-working, and thoughtful colleagues.

J. Timothy Richards P ’15
Head of School

MESSAGE FROM HEAD OF SCHOOL



Pomfret School cultivates a 
healthy, interdependence 
of mind, body, and spirit in 
its students as it prepares 
them for college and 
to lead and learn in a 
diverse and increasingly 
interconnected society.

MISSION STATEMENT
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HISTORY

Founded in 1894, Pomfret School is 
an independent coeducational college 
preparatory boarding and day school 
for 350 students in grades 9 through 12 
and postgraduates. Set on a stunning 
500-acre campus in Northeastern 
Connecticut and brought to life by 
an exceptional faculty, Pomfret offers 
a rich and rewarding experience for 
students from various cultural and 
socio-economic backgrounds. Through 
a rigorous and engaging education, a 
commitment to service beyond self, and 
numerous opportunities for personal 
growth in academic, athletic, artistic, 
and residential settings, students 
emerge as ethical and active 
citizens of the world.
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ABOUT THIS HANDBOOK

This Handbook is intended as a resource to provide employees 
with a general understanding of the policies, practices, 
expectations and benefits that are applicable to employment at 
Pomfret School. The School reserves the right to add, eliminate, 
or amend any and/or all the contents contained as needed. 
When making such additions, eliminations, or amendments, 
the School will make every effort to consider its best interests, 
and also those of its employees. New or revised information will 
be communicated as addendums or replacements as needed, but 
no less frequently than once per year.

This Handbook replaces the 2014-2015 Faculty Handbook and 
the August 4, 2009 Staff Handbook in their entirety.

Pomfret School expects all employees to be exemplary in all 
aspects of their roles and responsibilities, to strive for excellence 
in themselves and their students and to maintain the utmost 
professionalism at all times. This Handbook sets forth the 
policies, practices, expectations and benefits of being a member 
of the Pomfret School community. All employees are asked to 
read its contents carefully in order to ensure that the School’s 
expectations are understood and put into practice.

STANDARDS OF BEHAVIOR

The standards of behavior apply to all members of the Pomfret 
School community and are intended to guide our interactions with 
one another.

All members of the community are expected to know and uphold 
Pomfret’s values and guiding principles and to aspire to following 
them in word and deed.

As such, all members of the community will:
• Promote a culture which respects the dignity and individuality 

of each member of the community
• Establish and maintain healthy boundaries
• Nurture the well-being and safety of students at all times
• Focus first on the interests of the students
• Respect the privacy and property of others
• Be alert to the imbalance of power that exists in relationships 

whether between adults and students or between adults
• Live and work in a manner consistent with the mission of the 

School and which reflects well on the School
• Set appropriate limits with students and encourage their 

growth, learning and autonomy
• Support a safe school environment and model appropriate behavior
• Safeguard confidential and private information unless sharing 

it is required by law or needed to protect the physical or 
mental health of another community member

• Recognize the need to refer community members in need 
of counseling or other health services or attention to the 
appropriate professional

• Support an inclusive community which does not tolerate 
discrimination, harassment, bullying, threats, or intimidation

• Maintain the highest standards of integrity and honesty
• Observe safe and responsible behavior and report behavior 

contrary to this principle
• Demonstrate compassion and service to others within and 

outside of our community

The following conduct is prohibited:
• Engaging in any sexual, romantic or dating relationship 

with students or in any sexual, romantic or unduly familiar 
behavior or communications with students whether in person 
or indirectly through the use of email, telephone, social 
networking or other media.

• Engaging in, participating in, or condoning in any way the use 
of alcohol or illegal drugs by students.

• Sharing or disclosing any information, other than on a need to 
know basis, to any person not specifically authorized to receive 
such information.

• Sharing personal information with a students or engaging in 
any behavior which might blur the lines between adults and 
students.

• Any activity that threatens the health and safety of a 
community member.

Compliance with the Standards of Behavior and the expectations 
and policies contained in this Employee Handbook is a condition 
of employment at Pomfret School. Individuals who fail to comply 
with these Standards of Behavior shall be subject to discipline, up 
to and including termination of employment.

It is the duty of every member of the Pomfret School community 
to report any and all instances of suspected violation of these 
Standards of Behavior. Such reports should be promptly made 
directly to the Conduct and Compliance Team (CCT), or a 
member of it, verbally or in writing. Employees should not hesitate 
to raise questions about 

whether conduct or concerns regarding the appropriateness of 
behavior should be reported directly to the CCT.

Reports or complaints will be investigated. It is the duty of all 
members of the community to cooperate with any investigation. 
Although confidentiality cannot be guaranteed, every effort will be 
made to protect the privacy of those involved and limit the sharing 
of information to those who have a need to know.
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STATEMENT ON CHARACTER

Character is the mental and moral qualities distinctive to an 
individual. Pomfret School understands the diverse backgrounds 
of its employees. The School attempts to promote and cultivate 
employees who embody the following traits:

Integrity
Integrity is the state of being whole and the quality of being 
honest and having strong moral principles. We must all work 
toward unified goals in all aspects of our job responsibilities.   As 
a community, we must be grounded in our beliefs and act in a 
cohesive manner.

Respect
Respect involves the treatment of oneself and others with dignity. 
This includes the acceptance of our differences, the appreciation for 
others achievements, acting in a fair and non-prejudicial manner 
and embracing the diversity of all individuals.

Compassion
Compassion is a desire to understand the concerns and needs 
of others. This requires awareness and recognition of what is 
happening in the lives of those around us. Such awareness creates 
a nurturing, supportive and empathic environment.

STANDARDS OF ENGAGEMENT

Pomfret School expects all employees to conduct themselves 
professionally at all times, particularly when dealing with difficult 
matters and discussing potential controversial ideas. Following 
are the ground rules that allow for candor, trust and depth of 
discussion during these times.

• Assume positive intent
• Respect confidentiality
• Come from a place of curiosity and willingness
• Suspend judgement
• Value and include multiple perspectives
• Normalize conflict as a catalyst for learning
• Limit beliefs about identity
• Be comfortable with silence
• Welcome and examine different points of view
• Include all voices
• Listen first to understand, not to respond
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EMPLOYMENT

EMPLOYMENT AT WILL

Pomfret School is an at-will employer.  This means that employment 
is of indefinite duration, and may be terminated at any time by the 
employee or the employer, for any reason, with or without cause or 
notice. By accepting employment with the School and continuing 
to work at the School, employees demonstrate they understand 
and accept their at-will employment status.

EQUAL EMPLOYMENT OPPORTUNITY

Pomfret School is an equal opportunity employer. It is Pomfret 
School’s policy to prohibit discrimination and harassment of any 
type and to afford equal employment opportunities to employees 
and applicants, without regard to race, color, religion, gender, 
sexual orientation, national origin, creed, age, disability, marital 
status, amnesty, genetic information, gender identity or expression, 
or veteran status. This policy applies to all terms and conditions 
of employment, including, but not limited to, hiring, placement, 
promotion, termination, layoff, recall, transfer, leaves of absence, 
compensation, and training. The School will conform to the spirit 
as well as the letter of all applicable laws and regulations.

IMMIGRATION LAW COMPLIANCE - I-9 FORM

Pomfret School is committed to employing only United States 
citizens and aliens who are authorized to work in the United 
States. In compliance with the Immigration Reform and Control 
Act of 1986, Federal law requires that every employee hired 
after November 6, 1986, complete the Employment Eligibility 
Verification Form (I-9) within three workdays of the start date. 
Employees who fail to provide copies of necessary documents 
within three days will be placed on leave without pay until such 
documents are provided. Failure to provide such documents within 
two weeks will result in termination of employment.

Former employees who are re-hired must also complete the form 
if they have not completed an I-9 with the School within the past 
three years or, if their previous I-9 is no longer retained or valid.

HEALTH INFORMATION PORTABILITY AND 
ACCOUNTABILITY ACT (HIPAA)

Pomfret School is not a covered entity as defined by HIPAA; 
however, we do maintain health care and related plans that are 
subject to HIPAA requirements. Therefore, Pomfret School will 
use it as a guide when practical and appropriate.

HIPAA regulations will be followed in administrative activities 
undertaken by assigned personnel when they involve Protected 
Health Information (PHI) in any of the following circumstances: 
health information privacy; health information security; and health 
information electronic transmission. Pomfret School will consider any 
breaches in the privacy and confidentiality of handling of PHI to be 
serious, and will take appropriate disciplinary action in those instances.

BACKGROUND CHECKS

Pomfret School conducts a comprehensive background check 
on all new employees. An offer of employment may be made 
prior to conducting the background check. Therefore, the offer is 
contingent upon the results of the background check.

The School reserves the right to conduct background checks on 
current employees as needed.

DRUG TESTING

In addition to the initial and random drug testing that is required 
by the state of Connecticut for all employees who drive students, 
Pomfret School reserves the right to administer drug tests to 
current employees when there is reasonable suspicion that an 
employee is under the influence of drugs or alcohol.

If an employee fails a drug test, discipline by the School will be 
determined by the Head of School on a case by case basis. To the 
extent possible, any and all test results and disciplinary discussions 
will be kept confidential. The School retains the right, in accordance 
with an individual’s at-will status as an employee of the School, to 
make any employment decision it deems appropriate, including 
possible termination of employment, as a result of failure to pass 
the drug test.
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ATTENDANCE, PUNCTUALITY, DEPENDABILITY 

Because Pomfret School depends heavily upon its employees, 
and absenteeism decreases the level of service provided to the 
School, it is important that employees attend work as scheduled. 
Dependability, attendance, punctuality, and a commitment to do 
the job right are essential at all times. As such, you are expected 
at work on all scheduled work days and during all scheduled work 
hours and to report to work on time.

Moreover, you must notify your supervisor as far in advance as 
possible, but no later than one hour before your scheduled starting 
time, if you expect to be late or absent for each day of tardiness or 
absence. An employee who fails to contact his or her immediate 
supervisor for three consecutive days may be considered to have 
voluntarily resigned.

Absenteeism and lateness impact an employee’s job performance 
and may result in disciplinary action, up to and including 
termination of employment.

FACULTY MEMBERS WHO MUST MISS THEIR 
OBLIGATIONS

Classes, athletic commitments and/or other student events or 
activities should not be canceled due to a faculty member’s absence 
due to illness, conflicts or other commitments, as this would 
compromise the student experience. Faculty are also expected to 
attend faculty meetings, sit-down lunches, school meetings, and 
chapel as well as other school events as determined by the Assistant 
Head of School. If a faculty member must miss one of these events 
because of another meeting or unforeseen conflict, he or she should 
notify the Assistant Head of School as soon as possible.

Class or Athletic Practice and Games:
When a faculty member is sick, or if they have to care for a sick 
child, and is unable to attend class or athletic commitments, then 
it is the responsibility of the faculty member to speak directly with 
his or her department chair not later than 7:00 a.m. and/or with 
the supervisor(s) as soon as possible to arrange for coverage.

Dorm Duty, Activity Duty, Study Hall or Library Duty:
When a faculty member is sick or has a conflict and is unable 
to perform his or her scheduled evening duty, such as dorm duty, 
activity duty, supported study hall, or library duty, then it is the 
responsibility of the faculty member to speak directly with his 
or her dorm head or duty team head to arrange for appropriate 
coverage. If there are difficulties scheduling coverage from within 
the dorm duty teams, then the dorm head must confer with the 
Dean of Residential Life for dorm coverage or the Director of 
Student Activities for activity coverage.

Professional Development:
When a faculty member is to attend an approved professional 
development opportunity and must miss his or her previously 
scheduled school commitments, then it is the responsibility of the 
faculty member to speak directly with his or her department chair 
and/or supervisor(s) to arrange for coverage.

Personal Appointments and Events:
Faculty who must or wish to miss required, scheduled school 
commitments in order to attend a personal event or tend to a 
personal issue must receive approval from the Assistant Head 
of School. When a faculty member is to miss school obligations 
for an approved, personal commitment, he or she must arrange 
for time away from campus, making sure there is appropriate 
coverage for all of his or her missed responsibilities. As at other 
times when a faculty member must miss his or her previously 
scheduled commitments, it is the responsibility of the faculty 
member to speak directly with his or her department chair and/or 
supervisor(s) to arrange for appropriate coverage.

PAYROLL, PAY DAY, AND PAY PERIOD

Biweekly Employees:
Payday is every other Friday for the two week period ending 
the prior Friday. The pay period begins on Saturday and ends on 
Friday. If payday falls on a holiday, the payday will be the day prior 
to the holiday.

Non-exempt employees are paid biweekly.

Monthly Employees:
Payday is the fifteenth of every month. If the fifteenth is on a 
weekend or holiday, payday will be on the business day prior to the 
fifteenth. The pay period runs from the first of the month to the last 
day of the month. Therefore, the employee is paid two weeks ahead.

Exempt employees are paid monthly.

All employees are required to have their wages direct deposited. 
There will be no direct deposit of the first paycheck and when the 
employee changes the financial institution in which their check is 
being deposited.

Payroll is submitted to our provider three days in advance of the 
payroll date to ensure that the funds will be direct deposited into 
employee accounts. Please keep this in mind when you want to 
make personal data or deduction changes.
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OVERTIME

Non-exempt employees will be paid overtime compensation at one 
and a half times their regular rate for all hours worked over forty 
hours in a workweek.

For payroll purposes, holiday hours are counted as hours worked 
during a work week for purposes of calculating overtime.

Employees may be required to work overtime whenever it is 
deemed necessary by their supervisor, with as much advance notice 
to the employee as the circumstances allow. No overtime shall be 
worked without the specific prior authorization of the employee’s 
supervisor. Employees working unauthorized overtime will be 
subject to disciplinary action.

RECORD OF TIME WORKED

Consistent with Pomfret School’s policy of recording time worked 
and the recordkeeping requirements of the state and federal wage 
and hour laws, we maintain accurate files of all time records. All 
non-exempt employees must submit a time sheet with an accurate 
account of hours worked and paid time off hours and have it 
approved by their supervisor.

MEAL BREAKS

Under Connecticut law, employers must provide a meal break of 
at least 30 consecutive minutes to employees who work at least 7.5 
or more consecutive hours. Meal breaks are unpaid and should be 
given at some time after the first two hours of work and before the 
last two hours of work.

PROFESSIONAL AND PERSONAL DEVELOPMENT

Pomfret School is in the business of education and understands the 
importance of self-improvement and growth for students as well as 
employees. The School encourages employees to seek ways to enhance 
their skills and knowledge as it pertains to their job. Employees should 
obtain approval from their direct supervisor for conferences, seminars, 
workshops or networking opportunities that they wish to attend. 
Supervisors will also recommend additional training or guidance for 
those employees who they recognize have a need.

PROFESSIONAL LEARNING

Pomfret values and encourages the growth and development of its 
faculty and staff. Every person, in their particular role, is expected 
to stay current regarding new knowledge and practices applicable 
to their position and responsibilities. Since 2014 the School no 
longer funds graduate school programs because research revealed 
that 90% of previous professional development budgets were being 
invested in degree programs for only five or six people each year. In 
addition, people often left employment soon after completing their 
degrees. Funds are available for job-specific, approved professional 
learning opportunities. To apply for funding, individuals must 
complete the Professional Learning Request Form explaining how 
the learning opportunity will increase performance in their role 
and how they will share what they learn with others. Questions 
regarding appropriate professional learning opportunities should 
be directed to one’s supervisor.

PROFESSIONAL DEVELOPMENT EXPECTATIONS 
FOR FACULTY

Faculty members are expected to continually and deeply engage in 
professional learning and development to improve the effectiveness 
of their teaching, coaching, and advising relating to students, 
colleagues, and parents. That we, as the adults in school, model 
vigorous learning and inquiry is essential to helping our students 
develop lifelong learning habits. Learning may be self-directed, 
group-organized, and/or organized by the School. All learning 
should be documented and reflected upon in Folio. Possible self- 
directed and small group professional learning projects include 
leading or participating in a book club, leading or participating in 
Learning Walks, reflecting on class/team visits both in and outside 
one’s department or sport, visiting counterparts at other schools, 
offering show-and-tell at faculty meetings, conducting structured 
field research projects about Pomfret, leading or participating in 
mini-learning series during faculty meetings, developing an active 
Personal Learning Network (PLN) on social media, engaging in 
peer coaching, presenting at conferences, and more. For help in 
developing self-directed or small group-organized learning, one 
should contact his or her Department Chair and/or the Director 
of Faculty Development and Mentoring.

Professional Development Request form:  
http://goo.gl/forms/yxbUNs43u50t6zIR2
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CONSTRUCTIVE DISCIPLINE

The purpose of constructive discipline is to help the employee 
improve his or her behavior, ideally resulting in an acceptable level of 
overall performance. In order to achieve good results and optimum 
productivity, supervisors should treat their employees with dignity and 
help them “own” performance issues over which they have control. On 
a day-to-day and week-to-week basis, an employee should be made 
aware of what is expected of him or her in terms of attendance, work 
performance, personal conduct, and integrity.

When an employee demonstrates unacceptable performance 
or conduct, the employee’s supervisor should follow a system of 
constructive discipline to help the employee get back on track. The 
system includes coaching or counseling, verbal notices, written 
warnings, suspension and termination.  However, depending on 
the circumstances and seriousness of the situation, any or all of the 
constructive discipline steps may be skipped. In all instances, Pomfret 
School retains the right to decide, at its discretion, the appropriate 
measures that should be taken in response to a given situation.

SEPARATION PROCESS

All employees must give reasonable notice prior to resignation 
from Pomfret School. The recommended amount of notice for 
an exempt, staff employee is a month; for a non-exempt, staff 
employee, two weeks. Optimally, the more notice that an employee 
can give is better. Faculty members are expected to honor the 
length of their contracts except in extenuating circumstances, in 
which case they should consult with the Head of School.

Faculty who do not plan to return are expected to make their 
intentions known no later than the end of March break.

All employees are welcome to meet with Human Resources for 
an exit interview to provide constructive feedback. All employees 
must return all keys, identification cards, computers and other 
school-owned property prior to or on their last day of employment.
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EMPLOYEE BENEFITS

403(B) RETIREMENT PLAN

All employees are eligible to participate in the 403(b) retirement 
plan upon their date of hire with Pomfret School. Employee 
contributions may be made, through payroll deductions, pre-tax 
and/or post tax (Roth) to the annual elective deferral limit.

Pomfret School will match contributions of employees who 
work at least 1000 hours per year as shown below:

Your contribution School Match
1% 5%
2% 6%
3% 7%
4% 8%
5% or more 9%

The School has a graded five (5) year vesting program meaning 
employees will be vested 20% per full year of service until five (5) 
full years have been met.

Year of Vesting Service Vested Percentage
Less than 1 0%
1 but less than 2 20%
2 but less than 3 40%
3 but less than 4 60%
4 but less than 5 80%
5 or more 100%

Please contact Human Resources if you are interested in enrolling 
and/or changing your payroll deduction amount.

ACA BENEFITS ELIGIBILITY

The Affordable Care Act (ACA) defines a full-time employee as 
someone working 30 hours or more per week or 130 hours per 
calendar month. There are two exceptions to the benefits eligibility; 
seasonal employees and variable hour employees. Seasonal 
employees work at the same time every year and their employment 
is seasonal in nature. Variable hour employees have changeable 
weekly hours with no expectation of consistency. Employees in 
either of these two categories will be placed into a measurement 
period for determining benefits eligibility. Pomfret School uses a 
12-month measurement and stability period.

BENEFITS ELIGIBILITY

Pomfret School maintains a variety of insured group benefit plans 
for its eligible employees and their dependents. Eligible employees 
are defined as regular employees who are scheduled to work at least 
1,560 hours per year. Employees are eligible for these benefits on 
their date of hire or when they meet benefits eligibility.

Teaching faculty must carry as a minimum workload the 
equivalent of four classes (or a combination of fewer classes and 
extra administrative duties) each term on an on-going basis and 
carry dormitory, coaching, advising or supervisory responsibilities.

Administrative faculty must work a minimum of 40 hours per 
week for 39 weeks.

MEDICAL INSURANCE

Benefits eligible employees may choose to participate in Pomfret 
School’s group medical insurance program. Coverage is available 
for the employee, spouse or domestic partner and dependent 
children, coverable up to age 26. Employees can make changes to 
their coverage at open enrollment, which is July 1st each year and 
if they incur a qualifying event (see page 19).

DENTAL INSURANCE

Benefits eligible employees may choose to participate in Pomfret 
School’s group dental insurance program. Coverage is available for 
the employee, spouse or domestic partner and dependent children, 
coverable up to age 26. Employees can make changes to their 
coverage at open enrollment, which is July 1st each year and if they 
incur a qualifying event.

HEALTH SAVINGS ACCOUNT (HSA)

Pomfret School offers employees an HSA, which is a tax-
advantaged medical savings account. Employees who are enrolled 
in a high-deductible health plan (HDHP) that is HSA compatible 
may contribute to the HSA. The funds contributed to the account 
are not subject to federal income tax at the time of deposit. 
Pomfret School offers eligible employees the opportunity to set 
aside pretax dollars through automatic payroll deductions. These 
contributions are used to pay for qualified medical expenses. To 
qualify, an employee must be under age 65 and be enrolled in a 
high deductible health plan. Employees may open an HSA on their 
own through a bank or other financial institution at any time. The 
employee is responsible to expend the funds in accordance with 
federal guidelines and maintain documentation of those expenses. 
The funds contributed to the HSA continue to build and roll over 
from year to year provided the employee continues to contribute 
to the account.

Refer to www.pomfretschool.org
for more detailed information on all benefits.
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FLEXIBLE SPENDING ACCOUNTS (FSA)

Pomfret School offers employees two separate reimbursement 
accounts, Health Care Reimbursement Account (HCRA) and 
Dependent Care Reimbursement Account (DCRA). Upon hire 
and annually during the open enrollment period, employees are 
offered the opportunity to enroll in and set aside pre-tax dollars, 
adhering to the federal annual limits, to pay for qualified medical 
expenses and dependent care expenses, thereby reducing taxable 
income. At the end of the year or grace period, the employee 
forfeits unused contributions in the FSA. It’s important to plan 
ahead and calculate an appropriate contribution that you would 
expect to utilize for copayments, coinsurance, drugs, and other 
allowed health care costs.

COBRA

All eligible employees and their dependents covered by a school 
insurance plan are protected under the Consolidated Omnibus 
Budgetary Reduction Act of 1986 (COBRA), which allows 
for the continuation of medical and dental benefits should a 
qualifying event occur.

COBRA Qualifying Events
Qualifying events are events that cause an individual to lose his or 
her group health coverage. The type of qualifying event determines 
who the qualified beneficiaries are for that event and the period of 
time that a plan must offer continuation coverage. The following 
are qualifying events for a covered employee if they cause the 
covered employee to lose coverage; termination of the employee’s 
employment for any reason other than gross misconduct or 
reduction in the number of hours of employment.

The following are qualifying events for the spouse and dependent 
child of a covered employee if they cause the spouse or dependent 
child to lose coverage; termination of the covered employee’s 
employment for any reason other than gross misconduct, 
reduction in the hours worked by the covered employee, covered 
employee becomes entitled to Medicare, divorce or legal 
separation of the spouse from the covered employee, or death of 
the covered employee.

In addition to the above, the following is a qualifying event for 
a dependent child of a covered employee if it causes the child to 
lose coverage; loss of dependent child status under the plan rules. 
Under the Patient Protection and Affordable Care Act, plans that 
offer coverage to children on their parents’ plan must make the 
coverage available until the adult child reaches the age of 26.

LIFE AND ACCIDENTAL DEATH AND DISMEMBER-
MENT (AD&D) INSURANCE

Benefits eligible employees are provided employer paid group 
term life and AD&D insurance at one time annual base earnings 
rounded to the next higher $1,000 to a maximum of $200,000. 
The annualized earnings will be reduced by 35% at age 70 and 
reduced by an additional 15% at age 75.

LONG TERM DISABILITY (LTD)

Pomfret School provides Long Term Disability insurance to 
all benefits eligible employees. LTD is intended to protect your 
income for a long duration after you have depleted Short Term 
Disability or any sick leave your company may offer. The benefit 
pays 60% of pre-disability earnings to a maximum monthly benefit 
of $7,500. Benefit payments (or disability income) begin after 90 
consecutive days after total disability occurs and continue until 
the latter of age 65 or Social Security normal retirement age. 
Employees pay employment taxes on school-paid LTD premiums 
therefore the benefit is tax free.

An employee is terminated from Pomfret School’s employment on 
the date their LTD becomes effective.

SHORT TERM DISABILITY (STD)

Short Term Disability insurance is provided to benefits eligible, 
exempt employees who meet the definition of a serious health 
condition under FMLA for themselves. The employee will receive 
salary continuation at a rate of one and one-half months for each 
completed year of service, to a maximum of three months.

All normal payroll deductions will continue to be taken from pay 
while on STD.

Disabilities must be documented by a physician. STD will be 
applied toward an employee’s FMLA entitlement.

This policy does not apply to employees who are out of work on 
Worker’s Compensation.
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EMPLOYEE ASSISTANCE PROGRAM (EAP)

An employee assistance program (EAP) is available for all employees 
and their family members to help deal with personal and/or work 
problems that might adversely impact job performance, health and 
well-being. This is a voluntary work based program that offers free 
and confidential assessments, short term counseling, referrals, and 
follow up services to employees or household family members who 
have work and/or personal problems. Supervisors may also refer 
employees based upon unacceptable performance or conduct issues.

The EAP offers confidential guidance and resource for all 
employees or immediate household family members:

• In-person help for short-term issues; up to four sessions with 
a counselor per person, per issue, per year

• Toll-free phone 888-628-4824 and web access www. 
GuidanceResources.com 24 hours a day, 7 days a week

• Unlimited phone access to legal, financial and work-life 
services

• A 25% discount on in-person consultations with network 
lawyers

• Financial consultations and referrals
• Work/life services for assistance with childcare, finding 

movers, kennels for pet care, vacation planning, and more

GuidanceResources© Online is the place to go for articles, 
tutorials, streaming videos and “Ask the Expert” personal 
responses on topics such as:

• Law and regulations
• Money and investments
• Family and Relationships
• Health and wellness
• Work and education
• Leisure and home

TUITION REMISSION 

Dependent children of full time faculty and/or staff members   who 
have completed two full years of employment at Pomfret School 
may be enrolled at Pomfret School as day students without charge 
for tuition.

The child must gain admission to Pomfret School and meet the same 
criteria as all other candidates for admission. The decision is the sole 
responsibility of the Director of Enrollment Management and there 
is no appeal process for children who do not gain admittance.

It is recommended, but not required, that the applicant apply to 

two other private schools. Doing so provides families and the 
student important information regarding private independent 
schools and will likely provide all with an overall better perspective 
of the match between Pomfret School and their child.  The benefit 
is not transferable to other schools, does not provide coverage for 
any/all mandatory or discretionary fees, and is limited to four years 
per dependent child.

SCHOOL STORE DISCOUNT

The Pomfret School store is located on campus in the Olmsted 
Student Union building. Store charges can be applied directly to 
your incidental account or paid by cash or personal credit card. All 
employees receive a 15% discount on purchases of gifts and apparel.

TECHNOLOGY LOAN PROGRAM

All employees may take advantage of the School’s loan program for 
technology items with an interest-free loan to a maximum of $2000, 
to be repaid through payroll deductions within the next 12 months. 
An employee may only have one outstanding loan at a time. To 
utilize the loan program, employees should make their purchase and 
provide the Accounts Payable department with the receipt.

Apple offers a direct sale discount if purchase is made through 
their Education Store.
www.apple.com/us-hed/shop

Dell has a member purchase program.
www.dell.com/dellu/dell4education

Employees may also show their Pomfret School ID card at local 
Apple stores to take advantage of the free Microsoft Office packages.

FITNESS CENTER

The School offers, at no charge, the utilization of the Fitness Center 
which is located inside the Corzine Athletic Center.

GOLF MEMBERSHIP

All employees may purchase a membership at Vineyard Valley at the 
School’s deeply discounted corporate rate.
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TENNIS COURTS

The School offers to all employees the utilization of both the indoor 
and outdoor tennis courts at no charge. Preference is given to student 
athletes and tennis club members. Contact X6134 for availability.

YMCA DISCOUNT

The School has contracted with the Hale YMCA in Putnam to 
offer our employees a 10% membership discount. The YMCA 
membership can be used at any YMCA in New England; 
Southbridge being an exception. The Southbridge YMCA may 
be used with your membership up to three times per month, 
additional visits will be $10.

NORTHEAST FEDERAL CREDIT UNION

Pomfret School partners with Northeast Family Federal Credit 
Union to offer Pomfret employees an alternative to traditional 
financial institutions. NFFCU is a not-for-profit financial 
institution, offering checking, savings, auto loans, personal loans, 
certificates, online banking, IRA’s, mobile banking, youth accounts, 
mortgages and more. Visit the credit union, where you’re treated 
like a person, not a credit score. 860-423-1601 or 860-646-8870, 
www.nefamily.coop

SOCIAL SECURITY AND MEDICARE

All employees are covered by Federal Social Security (6.20%) and 
Medicare (1.45%) programs which require the standard payroll 
deductions from wages and matching contributions by the School.

QUALIFYING EVENTS

A qualifying event is a change in your situation that can make you 
eligible for a Special Enrollment Period, allowing you to enroll 
in health insurance outside the yearly Open Enrollment Period. 
You have 30 days from the qualifying life event to change your 
coverage. The following count as qualifying life events:

• Marriage, divorce or legal separation.
• Adoption or birth of a child.
• Death of a spouse or child.
• A dependent on your policy turns 26.
• Taking or returning from a leave of absence.
• A change in your work schedule that causes you to gain or 

lose coverage.
• Change in residence or work location of you or a dependent 

on the policy.

To add, change or discontinue health insurance outside of open 
enrollment in a public health plan, the same life events apply, 
plus a few more. These also count as qualifying life events for 
existing or potential Medicare and ACA plan beneficiaries:

• Losing job-based coverage, either through your employer or a 
family member’s.

• Losing individual health coverage through a private plan.
• Losing eligibility for Medicare, Medicaid or CHIP.
• You or one of your covered dependents gain or lose other 

benefits coverage due to a change in employment status — for 
example, beginning or ending a job.

• Changes in your income that affect the coverage you 
qualify for.

• Gaining membership in a federally recognized tribe or 
status such as an Alaska Native Claims Settlement Act 
Corporation shareholder.

• Becoming a U.S. citizen.
• Leaving jail or prison.
• AmeriCorps members starting or ending their service.
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PAID TIME OFF AND 
LEAVE POLICIES

VACATION

Pomfret School grants paid vacation to benefits eligible employees 
in accordance with the guidelines described below.

The vacation year is based upon the School’s fiscal year, July 1-June 
30. Vacation time is granted as of each July 1st.

Administrative Faculty’s first obligation is to meet the needs of the 
department as defined by the Supervisor of that department and/ or 
the Head of School. While the schedule for Administrative Faculty 
does not always align with the School’s Academic Calendar, the 
School encourages Administrative Faculty to perform their jobs 
while not having to be fully present during School Vacations times 
(long weekends, Thanksgiving, Winter break, and March break) 
based on the needs and requirements of the department.

In addition, the School plans to provide each Administrative 
Faculty Member a minimum of four weeks of vacation in the 
summer (defined as the time after End of the Year Faculty Meetings 
until the Beginning of the Year Faculty Meetings). While each 
department is different, the Supervisor and/or the Head of School 
can provide additional time away if there is sufficient faculty 
coverage for that particular department.

Senior Administrative Faculty (direct reports to the Head of 
School) are expected to clear any personal time away from the 
office with as much notice as possible. Senior Administrative 
Faculty are expected to work a minimum of 46 weeks per year.

Teaching Faculty are not entitled to vacation days. Teaching 
faculty are expected to work when school is in session and when 
there are other faculty commitments and obligations, as directed 
by the Administration.

Exempt Staff earn five weeks (25 days) of vacation per fiscal year 
beginning on date of full time employment. Exempt employees 
should track and retain their time off and make it available if 
Human Resources or their Supervisor requests it. Vacation time 
should be tracked in no smaller than half day increments. The first 
year will be prorated based on months started.

Non-Exempt Staff vacation is based on an employee’s length of 
service as of July 1st as follows:

Length of Service 
as of July 1

Date of 
Employment 
During Month of

Vacation Entitlement

< 6 months January 9 days beginning in July

February 9 days beginning in August

March 8 days beginning in September

April 8 days beginning in September

May 7 days beginning in November

June 6 days beginning in December

July 5 days beginning in January

August 5 days beginning in February

September 4 days beginning in March

6+ months – 5 years 10 days

5+ to 10 years 15 days

10+ to 15 years 20 days

15+ years 25 days

Employees who have worked less than six months as of July 1st 
may not take vacation until the month indicated above and until 
the satisfactory completion of their introductory period, whichever 
is later, but their length of service for vacation purposes will be 
calculated as their date of employment. 
 
Vacation time is not cumulative year-to-year and must be taken in 
the fiscal year it is earned.  Employees will not be paid for unused 
vacation time remaining at the end of the fiscal year.

An employee will receive vacation pay for earned and unused 
vacation on a prorated basis, as calculated by Human Resources for 
that fiscal year upon separation of employment.

Vacation pay will consist of the employee’s regular rate of pay and 
the number of regular hours per day.
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Vacation time must be arranged in advance and is subject to the prior 
approval of the employee’s Supervisor, based on the needs of the department.

Vacation time will be used when an employee chooses to take an 
entire day off due to inclement weather.

Exempt employees should submit time off to their department 
manager on a monthly basis. 

Vacation hours cannot be used when the employee is receiving 
workers compensation.

HOLIDAYS

All benefits eligible employees, except Teaching Faculty, observe 
the following paid holidays:

• New Year’s Eve (half day) 
• New Year’s Day
• A Spring Day (during March break) 
• Memorial Day
• Independence Day 
• Labor Day 
• Thanksgiving Day
• Day after Thanksgiving 
• Christmas Eve (half day) 
• Christmas Day

Holiday pay will be paid the work week in which the holiday 
occurs. Spring Day holiday must be taken during March break. 
Non-exempt employees will receive payment for the Spring Day 
holiday when indicated on their time sheet.

Eligible employees not required to work on a recognized holiday 
will receive holiday pay at regular time for the number of hours 
they are regularly scheduled to work.

Non-exempt employees who are eligible to receive holiday pay 
and are required to work on a Pomfret School observed holiday 
will be paid in that pay week for the hours actually worked and 
the additional hours for the holiday. Holiday hours count as hours 
worked. Therefore, if a non-exempt employee has hours totaling 
over 40 including holiday hours in a work week they will be paid 
overtime for the hours.

Exempt staff who are required to work on a holiday may take 
corresponding compensatory time off with their supervisor’s 
approval. This must be taken prior to June 30th and within 30 days 
of the holiday.

If a holiday falls on a weekend, the School will observe the holiday 
on the nearest weekday. The School reserves the right to determine 
which day will be the observed holiday.

SHORT TERM ABSENCE (STA)

The School will provide compensation for short term absences 
for benefits eligible non-exempt employees according to the 
guidelines below. Exempt employees should track and retain 
their time off and make it available if Human Resources or their 
Supervisor requests it.

• Illness or injury resulting in temporary disability of the 
employee or a member of the employee’s immediate family 
(spouse, brother, sister, father, mother, child, grandparent), 
including a disability caused by pregnancy, childbirth, or a 
related medical condition

• Death or funeral, outside of the School’s bereavement policy 
in the employee’s immediate family

• Birth of a child to or adoption by the employee and/or the 
employee’s spouse

• Personal business which cannot be conducted outside of 
normal working hours

• Medical appointments
• Partial day absences due to inclement weather
• Religious observances

In order for STA to be considered authorized, employees must 
obtain advance approval for the absence from their Supervisor. 
Employees should give their Supervisor as much advance notice 
of an absence as possible.  Unauthorized absences and absences 
in excess of that allowed under this policy, except for an approved 
leave of absence, will be considered abuses of this policy and are 
grounds for disciplinary action up to and including termination.

Employees will be paid their regular base wage for STA hours. 
STA hours cannot be used when the employee is receiving 
Worker’s Compensation.

Employees with at least one year of employment will earn 10 days 
as of July 1st in each subsequent fiscal year. STA hours that are 
unused at the end of a fiscal year (the max size of STA bank cannot 
exceed 60 days) may be carried over to the next fiscal year. The 
spirit of allowing STA hours to be carried forward is to allow for 
wage continuation for an extended absence due to illness or injury.
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For new benefits eligible employees, STA hours will begin 
after the satisfactory completion of an employee’s introductory 
period as follows:

Month in which 
Introductory Period ends

Days accrued for 
Current Fiscal year to June 30

July 10 days

August 10 days

September 10 days

October 9 days

November 8 days

December 7 days

January 6 days

February 5 days

March 4 days

April 3 days

May 2 days

June 1 day

Unused hours of STA are currently not convertible into cash, 
holidays, or vacation or when employment is terminated, whether 
voluntarily or involuntarily.

Employees are prohibited from falsifying the reason for an absence.  
The School may require an employee to submit  documentation to 
verify a STA request.  Abuse of STA will be subject to disciplinary 
action, up to and including termination, and short-term absence 
compensation, if any, will be stopped immediately. 

FAMILY MEDICAL LEAVE ACT (FMLA)

Pomfret School will grant eligible employees extended, unpaid, 
leaves of absence for certain medical reasons or specific family 
concerns as provided under the federal Family Medical Leave Act 
(FMLA) up to 12 weeks (or up to 26 weeks of military caregiver 
leave to care for a covered service member with a serious injury or 
illness) during a 12 month period.

Eligibility
To qualify for leave under this policy, the employee must:

1. Have worked for the School for at least 12 months; and
2. Have worked at least 1,250 hours during the 12-month prior 

to the start of the FMLA leave

Leave Entitlement
Employees may request up to 12 weeks of unpaid, job-protected FMLA 
leave in any 12-month period measured forward for the following reasons:

• For the birth of a child and to care for the newborn within 
one year of birth

• For the placement with the employee of a child for adoption 
or foster care, and to care for the newly placed child within 
one year of placement

• To care for an immediate family member (spouse, child or parent 
— but not parent “in-law”), with a serious health condition

• When the employee is unable to perform the essential 
functions of the employee’s position because of a serious 
health condition

• Any qualifying urgent need arising out of the fact that the 
employee’s spouse, son, daughter or parent is a covered military 
member on covered active duty

• Employees may request up to 26 workweeks of leave during a 
single 12-month period to care for a covered service member 
with a serious injury or illness if the eligible employee is the 
service member’s spouse, son, daughter, parent, or next of kin 
of a service member

Both Spouses Working for Pomfret School
Spouses employed by Pomfret School may be limited to a combined total 
of 12 weeks of FMLA leave for the following reasons:

• Birth and care of a child and bonding with the newborn
• Placement of a child for adoption, and bonding for the newly 

placed child
• Care for a parent who has a serious health condition
• Care for a covered service member with a serious injury or 

illness employees - the combined total is 26 weeks of leave 
in a single 12-month period if each spouse is a spouse, son, 
daughter, parent, or next of kin of a service member

Spouses employed by Pomfret School are not subject to the combined 
limitation of 12 weeks of FMLA leave for the following reasons:

• The care of a spouse, son or daughter with a serious health 
condition

• A serious health condition that makes the employee unable to 
perform the essential functions of his or her job

• Any qualifying exigency arising out of the fact that the 
employee’s spouse, son, daughter, or parent is a military 
member on covered active duty

Intermittent/Reduced Schedule Leave
The FMLA permits employees to take leave on an intermittent basis or 
to work a reduced schedule under certain circumstances as follows:

• When medically necessary to care for a seriously ill family member, 
or because of the employee’s serious health condition

• To care for a newborn or newly placed adopted or foster care child
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Employees needing intermittent/reduced schedule leave for 
foreseeable medical treatment must work with Pomfret School 
to schedule the leave so as not to unduly disrupt the employer’s 
operations, subject to the approval of to the employee’s health 
care provider. In such cases, the employee may be transferred 
temporarily to an alternative job with equivalent pay and benefits 
that accommodates recurring period of leave better than the 
employee’s regular job.

Serious Health Condition
A serious health condition is an illness, injury, impairment, or physical 
or mental condition that involves:

• Any period of incapacity or treatment connected with 
inpatient care (i.e. an overnight stay) in a hospital, hospice, or 
residential medical care facility

• A period of incapacity requiring absence of more than three 
calendar days from work, school, or other regular daily 
activities that also involves continuing treatment by (or under 
the supervision of ) a licensed health care provider

• Any period of incapacity due to pregnancy, or for prenatal 
care; or

• Any period of incapacity (or treatment therefore) due to a 
chronic or long-term health condition (e.g., asthma, diabetes, 
epilepsy, etc.)

• A period of incapacity that is permanent or long-term due 
to a condition for which treatment may not be effective (e.g., 
Alzheimer’s, stroke, terminal diseases, etc.)

• Any absences to receive multiple treatments (including 
 
any period of recovery therefrom) by, or on referral by, a health care 
provider for a condition that likely would result in incapacity of 
more than three consecutive days with at least two visits to a health 
care provider or one visit and a regimen of continuing treatment 
(e.g., chemotherapy, physical therapy, dialysis, etc.)

Medical Certification
Certification issued by a health care provider may be required 
for a serious health condition of the employee or the employee’s 
immediate family member. Employees will be allowed 15 calendar 
days to obtain the medical certification.

The School may, at its own expense, require a second medical 
certification from a health care provider. If the opinions of 
the employee’s and Pomfret School’s providers differ, Pomfret 
School may require the employee to obtain certification from a 
third health care provider, at Pomfret School’s expense. The third 
opinion shall be final and binding. The third health care provider 
must be approved jointly by Pomfret School and the employee.

Maintenance of Health Benefits
Pomfret School will maintain group health insurance coverage, 
including family coverage, for an employee on FMLA leave on the 
same terms as if the employee continued to work.

Arrangements need to be made for employees taking unpaid 
FMLA leave to pay their share of health insurance premiums.

Pomfret School’s obligation to maintain health benefits under 
FMLA stops if and when an employee informs Pomfret School 
of their intent not to return to work at the end of the leave period, 
or if the employee fails to return to work when the FMLA leave 
entitlement is exhausted, or if the employee’s premium payment is 
more than 30 days late and the employer has given the employee 
written notice at least 15 days in advance advising that coverage 
will cease if payment is not received.

Other Benefits
We will pay non-exempt employees for holidays when they are 
on FMLA.

Compensation during Personal Leaves of Absence
Non-exempt employees may be paid during leaves of absence only 
if they have vacation or short-term absence time available.

Exempt employees and Faculty will be provided salary continuation 
if the leave is for the employee’s own serious health condition. His 
or her salary will continue to be paid during the leave on the basis 
of one month of salary continuation for each full completed year 
of service, to a maximum of three months.

For all employees, the salary amount will be reduced by the total 
amount of any continuation of earnings received by the employee 
from worker’s compensation, disability insurance, Social Security 
disability insurance, and the like. In such cases, if the period of 
FMLA leave exceeds the period of salary continuation, the excess 
will be unpaid.

The paid time off runs concurrent with FMLA.

Benefits during FMLA Leave:
Employees taking FMLA leave are entitled to receive health 
benefits during the leave at the same level and terms of coverage 
as if they had been working throughout the leave. Arrangements 
will be made for employees to pay their share of health insurance 
premiums while on leave. In some instances, the School may recover 
premiums it paid to maintain health coverage for an employee who 
fails to return to work from FMLA leave. The employee’s use of 
FMLA leave will not result in the loss of any employment benefits, 
including seniority that accrued prior to the start of the leave.

Job Restoration
Upon return from FMLA leave, employees will be restored to their 
original job, or an “equivalent” job which means virtually identical 
to the original job in terms of pay, benefits and other employment 
terms and conditions.
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CONNECTICUT PAID SICK LEAVE

Service workers who are not eligible for paid sick leave/paid time 
off under the school’s policy are entitled to up to 40 hours of paid 
sick leave upon the completion of 680 hours from date of hire. A 
service worker shall not be entitled to the use of accrued paid sick 
leave if they did not work an average of 10 or more hours a week for 
the employer in the most recent complete calendar quarter. Details 
are required to be posted in Human Resources at all times for your 
benefit. They are also listed as an addendum in this Handbook.

A service worker is someone who is paid hourly, over-time eligible 
and listed in the federal Bureau of Labor Statistics Standard 
Occupational Classification system. Employees who work 30 
hours or more will continue to receive 10 paid short term absence 
days each fiscal year and will not be eligible for Connecticut paid 
sick leave.

The paid sick leave shall accrue beginning January 1st of each year 
and for new employee’s on their date of hire. A service worker 
cannot use their accrued paid sick leave until they complete 680 
hours and they are not entitled to the use of accrued paid sick leave 
if they did not work an average of 10 or more hours a week in the 
most recent complete calendar quarter.

Service workers will accrue an hour of sick leave for every 40 hours 
of work but no more than 40 hours in a calendar year. They can 
carry over as many as 40 hours into the next calendar year, but 
cannot use more than 40 hours of leave in any year.
 
BEREAVEMENT LEAVE

Pomfret School recognizes that a time of bereavement is a very 
difficult one for an employee. In these situations, every effort will be 
made to ensure that the employee is able to attend to family matters.

All employees will be granted up to three days off from work with 
pay in the event of the death of an immediate family member. For 
purposes of this policy, “immediate family member” is defined as 
a spouse, domestic partner, child, parent, sibling, parent-in-law, 
sibling-in-law, grandparent, or grandchild.

Bereavement time will not count as hours worked in overtime 
calculation. This should be noted as bereavement on time records. 
Pay will be prorated based upon regularly scheduled hours.

Requests for bereavement time should be made to the employee’s 
immediate supervisor. Additional time away from work, if supervisor 
approved, will be granted as vacation time and/or STA.

An email announcement will be sent to the Pomfret School 
community, when appropriate, with funeral service information 
unless the employee requests otherwise.

JURY DUTY

Pomfret School encourages employees to exercise their civic 
responsibilities by performing jury duty service when called to 
serve. This policy applies to all regular employees who are benefits 
eligible.

Upon receipt of a notice to serve on jury duty, the employee must 
immediately notify their supervisor. If an employee fails to provide 
reasonable notice to the supervisor, and such failure cannot be 
justified, the employee may be subject to disciplinary action.

Pomfret School will pay the employee’s regularly scheduled base 
pay, less any amount received from the court for jury duty. The 
employee’s benefits, pension contributions and vacation and STA 
accruals will continue as if he or she were at work. Jury duty hours 
do not count towards the calculation of overtime.

Employees are expected to report to work on any day or partial day 
when not engaged in jury duty.

A copy of the jury duty notice must be submitted to the payroll 
department as back-up documentation for continuation of pay. 
Jury duty should be noted on the description section of the non- 
exempt employee’s timecard.

Under certain circumstances, Pomfret School may request an 
excuse from jury duty on the employee’s behalf, if the employee’s 
absence would create serious operational difficulties. The Head of 
School or applicable Senior Administrator will determine whether 
or not such a request of the court should be made.

LEAVE OF ABSENCE

Pomfret School will consider requests for leave without pay for 
personal reasons other than those covered by the Family Medical 
Leave Act. Leave without pay is available for an employee whose 
personal situation requires that he or she must leave work for an 
extended period of time but whose intention is to return to work. 
A leave of absence without pay must be approved in advance by 
the head of the department and/or the Head of School. Approval 
depends on the organizational needs and priorities of the School 
and the department. Employees on leave without pay are not 
eligible for benefits and will not continue to accrue vacation and 
short term absence during their absence.

If possible, an employee returning from a leave without pay 
will be reinstated to the same job or to an equivalent position 
with equivalent pay, benefits, and other employment terms and 
conditions as when he or she took leave.
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MILITARY LEAVE

Pomfret School will comply with all aspects of the Uniformed Services 
Employment and Reemployment Rights Act of 1994 (USERRA) 
when an employee is called for military service. Employees may 
take military leaves of absence for voluntary or involuntary duty in 
a uniformed service, including active duty, initial active duty training, 
inactive duty training, full time National Guard duty, or other 
obligations, and absence from work for an examination to determine 
fitness for any such duty. Uniformed services include the Armed 
Forces (including Reserves), Army and Air National Guard, the 
Commissioned Corps of the Public Health Service and any other 
category of persons designated by the President in time of war or 
emergency.

Employees have the obligation to notify their supervisor in advance 
of all military duty unless giving notice is impossible, unreasonable or 
precluded by military necessity.

Pomfret School may not take any unlawful discriminatory or retaliatory 
action against an employee for having taken a military leave.

CONNECTICUT FAMILY VIOLENCE LEAVE LAW 

Employees who are victims of family violence are entitled to 
take leave from work. “Family violence” is an incident   resulting 
in physical harm, bodily injury or assault, or an act of threatened 
violence that constitutes fear of imminent physical harm, bodily 
injury or assault between family or household members. Verbal 
abuse or arguments generally will not constitute “family violence” 
unless there is a present danger and the likelihood that physical 
violence will occur.
 
Leave Entitlement
Employees who are victims of family violence will be provided up to 12 
days of leave for any of the following reasons:

• To seek medical care or psychological or other counseling for 
physical or psychological injury or disability for the victim

• To obtain services from a victim services organization on 
behalf of the victim

• To relocate due to such family violence
• To participate in any civil or criminal proceeding related to or 

resulting from such family violence

All employees are eligible for leave due to family violence. The 
leave may be paid or unpaid and may include compensatory time, 
vacation time, personal days off or other time off.

The statute makes it unlawful to discharge, penalize or threaten 
or otherwise coerce employees who seek or take leave pursuant to 
the statute.

Employee Obligations
If the need for leave is foreseeable, employees may be required to 
give at least seven days’ notice to the employer. If the need for 
leave is not foreseeable, employees may be required to give notice 
as soon as practicable.

To support a leave request, an employee may be required to provide one 
of the following types of certifications:

• A signed, written statement certifying that the leave is for a 
purpose authorized by this law

• A police or court record related to the family violence
• A signed, written statement that the employee is a victim of 

family violence from an employee or agent of a victim services 
organization, an attorney, an employee of the office of victim 
services or victim advocate, or a medical professional or other 
professional from whom the employee has sought assistance 
concerning the incident of family violence.

Damages Available
Employees have the right to file a civil action directly with a court 
for damages and other equitable relief, including reinstatement 
and rescission of the employment decision that violated the statute. 
The statute also provides that a prevailing plaintiff is allowed 
reasonable attorney’s fees.
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PARENTAL LEAVES

Paternity and adoption leaves are paid leaves associated with the 
birth of an employee’s own child or the placement of a child with 
the employee in connection with adoption or foster care. To be 
eligible for this benefit the employee must have been employed for 
at least six months of full time service. The leave is compensated at 
a rate of one week (5 days) of regularly scheduled hours and must 
be taken within six weeks of the arrival of the child. Arrangements 
for coverage must be mutually agreed upon between the employee 
and their supervisor. Faculty Only: Parental and adoption leaves 
may involve release from classes, administrative duties/office 
work, athletics/extracurricular activities, or residential life. This 
relief is only available for children whose arrival occurs during the 
academic year or within two weeks of the first day of school. If the 
relief is from teaching, the relieved faculty member is responsible 
for providing class plans and materials and for evaluating all 
resulting work. Class coverage is provided in- house and arranged 
by the department head.

Maternity Leave

• Non-exempt employees may be paid if they have vacation or 
short-term absence time available.

• Exempt employees and Faculty will be provided salary 
continuation during the leave on the basis of one-and-one half 
months (6 weeks) of salary continuation for each completed 
year of service, to a maximum of three months (12 weeks).

WORKERS’ COMPENSATION

All School employees are provided worker’s compensation, a type 
of accident and injury insurance that compensates an employee 
for lost time, medical expenses and loss of life or dismemberment 
from an injury arising out of or in the course of work. Employees 
must report any work-related injury or disease immediately (or as 
soon as practicable) to their supervisor and/or Human Resources 
to protect the rights of the employee.  Please note that under 
state laws, employees who fail to report work-related injuries   in 
a timely manner may see a reduction or denial of their workers’ 
compensation benefits.

It is the expectation of this policy that all claims will be reported 
within 24 hours.

Employees returning to work from an injury or illness for which 
they were receiving workers’ compensation must provide proof of 
rehabilitation or treatment from a licensed physician and verification 
that they are able to complete all job-related tasks. In the event 
that the employee returns to work under strict medical restrictions, 
The School will make every reasonable effort to accommodate the 
employee’s work ability and job responsibilities. Once a physician 
removes work restrictions, the employee is expected to perform his or 
her regular duties and will no longer receive workers’ compensation 
benefits.

If an employee is unable to return to work from workers 
compensation once FMLA time is exhausted the School reserves 
the right to terminate employment.
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WORKPLACE POLICIES AND PRACTICES

ACCEPTING GIFTS

Employees of Pomfret School interact with appreciative parents, 
vendors, donors, applicants, colleges, peer schools and other 
individuals and groups. These constituencies may want to 
demonstrate their appreciation for the work you do and personally 
give you a non-cash gift. The School understands this practice and 
acknowledges that it occurs. The School has created a threshold 
of $200 or greater as the fair market value of a gift that needs to 
be internally disclosed. Gifts of any kind below $200 need not be 
disclosed. If you personally receive a gift valued at $200 or greater, 
please disclose the following information to the School’s Controller 
via email or another mechanism in writing within a week of receipt. 
Please include the following information in the report:

• Date of the Gift
• The Donor
• Relationship of the Donor to the School
• Description of the Gift
• Approximate Market Value of the Gift

Gifts to the School (not personal gifts) always need to be processed 
in a timely fashion by the Advancement Office and every attempt 
should be made to get that gift to the Gift Processor as soon as 
possible. By not doing so, the tax-deductibility of the gift could be 
compromised.

Any exchange offers (gifts with behavioral conditions) or bartering 
should be firmly refused. Gifts cannot be a factor in your professional 
decision making process. Gift cards are considered an acceptable 
gift, but gifts of cash should be politely refused.

The log of gifts will be shared with the Head of School, Trustees, 
and other Senior Administrators to ensure that all behavior is 
appropriate and there is no inherent conflicts. The School will not 
involve itself in any taxability of a personal gift.

AMNESTY POLICY

In the interest of safety, the School feels it is important that a 
student has an opportunity to get help when he/she needs it without 
fear of disciplinary consequences. This help is most likely related to 
substance use, which, in a given situation, can cause someone to put 
his  or her health and/or life in danger. 

The School wants students to actively assist students to get proper 
help from appropriate adults.

Under the following guidelines of “Amnesty,”   
students can get such help:
A student who needs help can call the Health Center cell phone 
860-753-1200 for the School Nurse on-call or the School Officer 
in-Charge (SOC) cell phone 860-450-6691, or his/her friend can 
make the call. Especially in a situation in which the student in need 

of help is incapable of making the call, other students may assist by 
calling the Nurse on-duty or the SOC. 

The student in need would be evaluated by the Nurse, and the School 
would not respond as if it were a disciplinary situation.

• The student in need of help knows the following will occur:
• His/her advisor will be notified.
• His/her parents will be notified.
• In the case of substance use, the student will undergo a 

substance use assessment by an outside agency. The cost 
incurred will be the responsibility of the student and 
his/her family. The school counselor is to have access to 
the assessment and will devise the follow-up counseling 
strategy

ANTI-HARASSMENT AND ANTI-DISCRIMINATION 
POLICY

It is the policy of Pomfret School to maintain a learning, 
employment and community environment that is free from 
harassment or discrimination because of a person’s race, color, sex, 
national origin, religion, disability, genetic information, sexual 
orientation or gender identity, marital status or veteran status. It 
is a violation of this policy for any student, faculty, employee or 
administrator to discriminate against or harass any member of 
the Pomfret community. It is also a violation of this policy for any 
faculty, employee or administrator to tolerate sexual  harassment 
or harassment based on the race, color, national origin, religion, 
disability, genetic information, sexual preference or gender 
identity, marital status or veteran status of any member of the 
Pomfret community.

It is important to bear in mind that stricter standards of behavior 
than those provided by law may apply under Pomfret School’s 
policies in order that we may prevent conduct which we deem 
to be inappropriate. For example, although the current state law 
against bullying does not apply to independent schools, Pomfret 
School policy strictly prohibits bullying and will apply disciplinary 
measures in the event such behavior occurs. Pomfret School also 
reserves the right to take corrective action in a case of a single 
expression, act, or gesture, if it determines that it is of sufficient 
severity to warrant disciplinary measures or other remedial action. 
Conduct need not meet the legal definitions of harassment, 
discrimination, hazing or bullying to violate the School’s 
expectations for appropriate behavior.

Harassment, Discrimination, Hazing, Bullying, 
and Cyber-Bullying:
Harassment, discrimination, hazing, bullying and cyber-bullying 
are serious offenses and will not be tolerated by Pomfret School. 
Verbal, physical, or electronic conduct that has the effect of creating 
an intimidating, hostile, or offensive environment for any member 
of the school community is prohibited and will not be tolerated. 
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This conduct is prohibited on school grounds and at school- 
sponsored events, activities, functions, and programs. This conduct 
is also prohibited on school buses and other vehicles owned, 
leased, or used by the School, and through use of any technology 
or any electronic device. See Acceptable Use Policy. In addition, 
harassment, discrimination, hazing and bullying which occur at 
locations and activities which are not School-related or through 
the use of technology or an electronic device that is not owned 
by the School is prohibited if the conduct creates an intimidating, 
hostile or offensive environment for any member of the School 
community or impugns the reputation of the School. Through 
education and intervention, Pomfret School makes every   effort 
to achieve an environment in its community which is free from 
harassment, discrimination, hazing, and bullying.

Harassment and Discrimination:
Harassment and discrimination can take many forms and are defined 
as behavior that is severe, persistent or pervasive and has the purpose 
or effect of:

• Creating an intimidating, hostile, threatening or abusive 
environment

• Interfering unreasonably with a student’s ability to 
participate in or benefit from an educational program or 
school activity

• Interfering unreasonably with an employee’s ability to 
perform his or her job to the best of his or her ability

• Creating a situation where academic or employment 
decisions regarding a student or employee depend on his 
or her submitting to and/or not objecting to the behavior

Examples may include, but is not limited to any of the following kinds 
of behaviors:

• Limiting opportunities to participate in certain clubs, 
teams or activities based on certain characteristics

• Slurs, jokes, statements, remarks, questions, gestures, 
pictures, emails, texts or cartoons regarding legally  
protected status that are derogatory or demeaning to an 
individual’s or group’s characteristics or that promote 
stereotypes

• Demands for sexual favors in exchange for favorable 
treatment, academic rewards, or continued participation in 
a program or project

• Offensive or unwelcome sexual flirtation, advances or 
touching;

• Obscene, demeaning or abusive commentary about an 
individual’s body or other personal characteristics

• Responding to refusals to provide sexual favors with verbal, 
emotional or physical abuse.

Hazing:
Hazing is defined as any action which recklessly or intentionally 
endangers the health or safety of a person for the purpose of 
initiation, admission into or affiliation with, or as a condition for 
continued membership in a student organization.

Examples may include, but are not limited to any of the following kinds 
of behaviors:

• Requiring indecent exposure of the body
• Requiring any activity that would subject the person to 

extreme mental stress, such as sleep deprivation or extended 
isolation from social contact

• Confinement of the person to unreasonably small,  
unventilated, unsanitary or unlighted areas

• Any assault upon the person
• Requiring the ingestion of any substance
• Any other physical activity which could adversely affect the 

health or safety of the individual

All student activities related to membership in a student group 
or team (such as new membership and elections) must comply 
with applicable School rules and community standards. Officers 
and members in any student organization, team, or group are also 
responsible for making sure that hazing does not occur.

Bullying:
Bullying is defined as the repeated use by one or more students of a 
written, verbal, or electronic expression or a physical act or gesture 
or any combination thereof, directed at a target that:

• Causes physical or emotional harm to the target or damage 
to the target’s property

• Places the target in reasonable fear of harm to himself or 
herself or of damage to his or her property

• Creates a hostile environment for the target
• Infringes on the rights of the target
• Materially and substantially disrupts the educational 

process or the orderly operation of the School

Examples may include, but are not limited to any of the following kinds 
of behaviors:

• Hitting, slapping, pushing, and other physical conduct that 
causes bodily harm

• Threatening in a manner that puts someone down or is 
cruel or in an aggressive manner

• Spreading hurtful rumors about another person
• Embarrassing or threatening to embarrass another person
• Deliberately excluding someone as a way to humiliate or 

demean them
• Sexually harassing conduct
• Hazing activities
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Cyber-bullying:
Cyber-bullying is bullying through the use of technology or 
electronic devices such as telephones, cell phones, computers, 
and the Internet. It includes, but is not limited to, e-mail, instant 
messages, text messages, and Internet postings, whether on a 
webpage, in a blog, or otherwise.

Examples may include, but are not limited to any of the following kinds 
of behaviors:

• Taking a private e-mail, instant message, or text message 
and forwarding it, or threatening to forward it to others or 
posting it where others can see it to embarrass or intimidate 
a person

• Spreading hurtful rumors online about another person
• Threatening or insulting through aggressive e-mails, 

instant messages, or text messages
• Posting, or threatening to post embarrassing pictures of 

someone online without his or her permission
• Creating a web page or blog in which the creator 

assumes the identity of another person or the knowing 
impersonation of another person as the author of posted 
content or messages, if the creation or impersonation 
causes any of the conditions listed in the definition of 
bullying listed above

Retaliation:
Retaliation is any form of intimidation, reprisal, or harassment 
directed against a student or adult who reports discrimination, 
harassment, hazing or bullying, provides information during an 
investigation of such behavior, or witnesses or has reliable information 
about such behavior. Retaliation against any individual for reporting 
violations of the policy, whether by the object of the complaint or 
someone else, will not be tolerated and will be subject to the same 
strict discipline as harassment, discrimination, hazing or bullying 
itself. Each retaliatory offense will be investigated and sanctioned 
separately. Individuals who themselves are not complainants, but 
who participate in an investigation, for example, as witnesses, will 
also be protected from retaliation under this policy.

Required Reporting By School Employees
Employees of Pomfret are mandated reporters under Connecticut 
law. Any employee with any knowledge whatsoever of suspected 
abuse or neglect, or any concern about possible abuse or neglect, 
must report it immediately to the Conduct and Compliance Team 
(CCT) or Department of Children and Families so that appropriate 
reporting and necessary responsive actions can be taken.

“Abuse” is defined to include sexual abuse, intentional physical 
injury, psychological injury and exhibiting emotional symptoms 
resulting from consistent mistreatment or neglect, or physically 
injured by non-accidental means.

“Neglect” includes being abandoned, without proper  parental 
care or control, subsistence, education, etc. necessary for physical 
or emotional health when health has or is likely to suffer serious 
impairment and deprivation is not primarily due to parent’s lack 
of financial means.

“Sexual abuse” includes activities indicating a student’s health or 
welfare is harmed or threatened, such as by the employment, use, 
persuasion, inducement, enticement, or coercion of any student to 
engage in any explicit sexual conduct or any simulation or, for the 
purpose of producing any visual depiction, or the rape, molestation, 
prostitution or other sexual exploitation or incest.

All employees should keep in mind that the threshold for reporting 
is triggered by having a “reasonable cause or belief to suspect” abuse 
or neglect. Any employee with a question about whether to report 
any matter should promptly address it with any member of the 
Senior Administrative Team.
 
Reporting Complaints
Any Pomfret community member who believes he or she has 
been discriminated against, harassed, hazed, or bullied, who 
has witnessed such an incident, or who otherwise has relevant 
information about such an incident, should bring the matter 
immediately to the attention of a member of the CCT or to any 
other faculty or staff member with whom the person is comfortable 
speaking. The individual receiving the complaint is required to 
ensure that it reaches the proper channels for investigation. Also, 
any community member who is subject to retaliation in violation of 
this policy or who knows of another person who has been subject 
to retaliation is likewise required to promptly report it.

A parent of a student who is the target of discrimination, harassment, 
hazing, or bullying or of a student who has witnessed or otherwise 
has relevant information about such behaviors is strongly urged 
to promptly notify a member of the CCT or the any member of 
the Senior Administrative Team. Furthermore, any parent who has 
him or herself witnessed discrimination, harassment, hazing, or 
bullying or has relevant information concerning such an incident 
is strongly urged to promptly come forward to the CCT or the any 
member of the Senior Administrative Team. A parent should also 
promptly report any incident of retaliation to the CCT or the any 
member of the Senior Administrative Team.

Any member of the faculty or staff who witnesses or otherwise 
becomes aware of discrimination, harassment, hazing, or bullying 
in violation of this policy or who becomes aware of retaliation 
against anyone who provides information concerning a violation 
of this policy is required to report it immediately to a member 
of the CCT or the any member of the Senior Administrative 
Team. A member of the faculty or staff may not make promises 
of confidentiality to a student, parent or anyone else who informs 
him/her of an allegation of harassment, discrimination, hazing, 
bullying, or retaliation. Faculty and staff may not make reports 
under this policy anonymously. Students and parents may make 
reports anonymously, but generally no disciplinary action will be 
taken based solely on an anonymous report. Although there are 
circumstances in which an anonymous report can be better than 
none at all, it is far more difficult to determine the facts of what 
occurred if complaints are made anonymously. Also, while the 
School cannot promise strict confidentiality, because information 
must be shared in order to conduct an effective investigation, the 
School releases information concerning complaints of harassment, 
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discrimination, hazing, bullying, and retaliation only on a need- 
to-know basis, such as to conduct a comprehensive and effective 
investigation or to ensure that the requirements of this policy and 
applicable law are met.

Investigation Process
Once a complaint or notice of a complaint has been made, the 
matter will be referred to the CCT to make a decision as to 
whether the matter should be handled formally or informally. In 
situations for which an informal process is appropriate, the matter 
will be referred to the any member of the Senior Administrative 
Team who may provide advice to the complainant or an adult 
representing the complainant as to 
 
how to respond to the situation on his/her own. Alternatively, 
the any member of the Senior Administrative Team may obtain 
support to moderate a conversation, in person or writing, 
between the student and the person perceived as the harasser. 
Such facilitation may be conducted by a dean, counselor, or other 
appropriate individual.

In the event formal action is required, the matter will be assigned 
to a member or a team of members of the CCT for investigation. 
Such an investigation may include but is not limited to interviews 
of those individuals directly involved in the incident and any 
potential witnesses, and collecting documents and any other 
evidence bearing on the incident. The Investigator(s) will at all 
times during the process maintain confidentiality to the extent, in 
their judgment, the situation permits. All members of the School 
community are expected to cooperate fully with any investigation 
under this policy. Failure to cooperate on the part of a student 
may result in him or her being temporarily permanently removed 
from campus in the sole discretion of the Head of School. Upon 
completion of its investigation, the Investigator(s) will submit a 
written report recording the facts developed and summarizing the 
findings and recommendations to the Head of School who will 
determine what, if any, remedial action or disciplinary measures 
should be initiated. Upon the implementation of appropriate 
remedial measures, the Head of School or his designee, will inform 
individuals directly involved of the outcome of the investigation 
and whether action has or will be taken. In addition, the Head 
of School or designee will provide documentation as appropriate 
for inclusion in the student or personnel record of persons found 
to have engaged in discriminatory, harassing, hazing, bullying or 
retaliatory behavior.

Although the School’s goals are to support and educate members 
of the community as the principal means of preventing harassment, 
discrimination, hazing and bullying, it is both a principled goal 
and the legal duty of the School to ensure a learning, working 
and living environment free of such behavior. The School thus 
reserves the right to act promptly and if necessary, unilaterally, 
to end harassment, discrimination, hazing and bullying where 
such intervention is deemed to be warranted. Individuals who 
have been found to have engaged in harassment, discrimination, 
hazing or bullying will, in accordance with the procedures outlined 

above, be subject to remedial action or discipline as appropriate, 
from counseling to dismissal from school. In addition, the Head 
of School may take further action for any individual’s failure to 
comply with the terms of any remedial action or discipline imposed.

False Complaints/Abuses of Process
Because allegations of discrimination, harassment, hazing, or 
bullying are serious and can be damaging to accused persons’ 
reputations, any person who knowingly, maliciously or recklessly 
makes a  false  complaint  will  be  subject  to  severe  discipline. 
In addition, because candor and honesty are essential to the 
investigation and remediation process, they are required of all 
participants, including third-party witnesses.

The withholding of material information in an investigation by 
complainants, witnesses, and/or the accused party is prohibited. 
All members of the community are expected to cooperate fully in 
an investigation conducted by the School; failure to demonstrate 
such cooperation will lead to disciplinary action. Abuse of the 
process, including falsifying information, will result in discipline 
being imposed, up to and including dismissal from the School or 
termination of employment.
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CONFLICTS OF INTEREST

Employees should avoid any situation that involves or may 
involve a conflict between their personal interest and the interest 
of Pomfret School and its students. As in all other facets of 
their duties, employees dealing with students, parents, suppliers, 
contractors, competitors, or any person doing or seeking to do 
business with the School are to act in the best interest of the school 
and its students.

An actual or potential conflict of interest occurs when an employee 
is in a position to influence a decision that may result in a personal 
gain for that employee or for a relative as a result of the School’s 
business dealings. For the purposes of this policy, a relative is any 
person who is related by blood or marriage or whose relationship 
with the employee is similar to that of persons who are related by 
blood or marriage.

If an employee has any influence on transactions involving 
purchases, contracts, or leases, it is imperative that he or she 
discloses to the Head of School, as soon as possible, the existence 
of any actual or potential conflict of interest so safeguards can be 
established to protect all parties.

Some examples of conflict of interest include:

• Ownership by the employee or by a member of his or her 
family of a significant interest in any outside enterprise that 
does or seeks to do business with Pomfret School.

• Serving as a director, officer, partner, consultant, or in a 
managerial or technical capacity with an outside enterprise 
which is seeking to do business with the School unless the 
Board of Trustees has provided prior approval.

• Acting as a broker, finder, go-between, or other liaison for the 
benefit of a third party in transactions involving or potentially 
involving the School or its interests.

• Any other arrangements or circumstances, including family 
or other personal relationships, which might dissuade the 
employee from acting in the best interest of the School.

Personal gain may result not only in cases where an employee or 
relative has a significant ownership in a firm with which the School 
does business, but also when an employee or relative receives a 
kickback, bribe, substantial gift or special consideration as a result 
of any transaction or business dealings involving the School.

Faculty members must always remain aware that their role in 
determining students’ grades or other measures of achievement 
means that they must avoid any appearance of impropriety or 
conflict of interest in the setting of a grade or other measure of 

achievement. Therefore, this policy and the underlying concerns 
it seeks to address also apply to faculty members in their grading 
of students and the issue of personal gain or appearance of the 
same final area is a conflict of commitment. An employee may 
hold a job with another organization, volunteer or paid, as long 
as he or she satisfactorily performs his or her job responsibilities 
with the School. An employee should inform his or her supervisor 
if accepting outside employment. The School is the final judge in 
determining whether any outside employment conflicts with the 
School’s interest or is detrimental to the employee’s job performance.

If the School determines that an employee’s outside work interferes 
with performance or the ability to meet the requirements of the 
School as they are modified from time to time, the employee may 
be asked to terminate the outside employment if he or she wishes 
to continue employment with Pomfret School.

Employees are not permitted to use school time and resources for 
purposes of working for another organization.

Any violation of this policy may lead to disciplinary action, up to 
and including termination. Any School employee having knowledge 
of any violation of the policy shall promptly report such violation to the 
appropriate level of management. Each manager and administrator 
is responsible for compliance in his or her area of responsibility. 
Employees with any concern about any aspect of this policy should 
contact the Director of Human Resources and Benefits.

DISABILITY ACCOMMODATIONS

Pomfret School is committed to complying with all applicable 
provisions of the Americans with Disabilities Act (ADA). It is the 
School’s policy not to discriminate against any qualified employee or 
applicant. Consistent with this policy of nondiscrimination, Pomfret 
School will provide reasonable accommodations to a qualified 
individual with a disability as defined by the ADA, who has made the 
School aware of his or her disability, as required by law.

Employees with a disability who believe they need a reasonable 
accommodation to perform the essential functions of their job should 
contact the Director of Human Resources and Benefits to discuss 
their individual needs. Any individual with a disability may request 
an accommodation during the job application process or at any time 
during employment.

Upon receipt of an accommodation request, the Director of Human 
Resources and Benefits and the manager to whom the position 
reports, will meet with the employee to identify the precise limitations 
resulting from the request. Appropriate documentation from a 
physician must be returned to Human Resources.
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DRESS CODE

Faculty and staff are expected to adhere to the student dress code 
when school is in session. Facilities employees must wear the 
Pomfret School uniform shirts and jackets.

Dress Code: (as stated in the Griffin Guide)
Students are expected to be appropriately dressed for every occasion 
while on campus and while representing Pomfret School off campus.

• Student dress should be neat, presentable and functional.
• Student dress should reflect respect for themselves and for the 

comfort of others.
• Faculty members are the final arbiter on what does and does 

not constitute “appropriate” dress and appearance.

When classes are not in session, students may wear appropriate 
clothing of their choice.

Clothing which advertises or otherwise displays anything related 
to drugs or alcohol, profanity, sexual innuendo, or disrespect for 
any person or group is not appropriate at any time.

Class Dress:
During the academic day on Mondays and Fridays, students must 
be in “formal class dress” at all times in the following buildings: 
Clark Memorial Chapel, the dining hall, administrative offices, 
and any academic building. Formal class dress must be worn in the 
dining hall at lunch on these days.

Boys’ Formal Class Dress:

• Blazer
• Tie and collared shirt
• Pants or Bermuda shorts (no denim or cargo)
• Shoes/Sandals (no flip flops or sneakers)
• No baseball caps

Girls’ Formal Class Dress:
• Cardigan or dress jacket (no denim) must be worn with pants 

and with sleeveless dresses/shirts
• Blouse or shirt with a finished neckline that provides 

appropriate coverage (sleeveless blouses or shirts must be 
worn with a cardigan or dress jacket)

• Pants – defined as having seams on both inside and outside of 
legs and a zipper (no denim and no leggings)

• Skirts and dresses must fall at least midway between the top 
of the leg and the knee (sleeveless dresses must be worn with 
cardigan or dress jacket)

• Shoes/Sandals (no flip flops or sneakers)
• No baseball caps

Informal Class Dress:
During the academic day on Tuesdays, Wednesdays, Thursdays and 
Saturdays (when Q.U.E.S.T. is held) students must be in “informal 
class dress” in the academic buildings (listed above). Class dress is 
not required for lunch on Wednesdays and Saturdays.

Boys’ Informal Class Dress:

• Collared shirt
• Pants or Bermuda shorts (no denim or cargo)
• Shoes/Sandals (sneakers and flip flops are permitted)

Girls Informal Class Dress:
• Blouse or shirt with a finished neckline that provides 

appropriate coverage
• Pants (as above)
• Shorts/skirts must fall at least midway between the top of the 

leg and the knee
• Shoes/ Sandals (sneakers and flip flops are permitted)

Clothing Not Permitted on Formal or 
Informal Class Dress Days:
• t-shirts
• denim clothing of any kind
• athletic wear or sweatshirts
• leggings or yoga pants
• see-through or sheer clothing
• open back/cut away clothing
• dress or top with straps smaller than 3-fingers allowed unless 

worn with cardigan or dress jacket

DRUG-FREE WORKPLACE

Pomfret School is committed to providing a safe and productive 
work environment, free from the abuse of drugs or alcohol. No 
employee may be under the influence of or engage in the use, 
possession, sale or transfer of illegal drugs, improperly used 
controlled substance or alcohol while on duty, or while operating a 
vehicle or equipment owned or leased by Pomfret School premises. 
Employees may not possess alcoholic beverages in the workplace 
or consume alcoholic beverages during work time or while 
performing their job duties or in any manner that may impair 
their ability to perform their duties or otherwise adversely affect 
Pomfret School’s mission.

Employees are expected to report to work fit for duty. Employees 
found in violation of this policy will be subject to disciplinary 
action, up to and including termination.
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EMPLOYEE CONDUCT

Pomfret School is responsible for providing a safe and productive 
work environment and ensuring that all individuals are treated in 
a respectful and fair manner. To maintain this work environment, 
all employees must follow certain guidelines pertaining to conduct 
and relationships. Professional standards are necessary to protect 
the School and its employees to ensure that the school meets 
its commitments to the school community. Employees must 
consistently exercise good judgment as they carry out their job 
responsibilities.

While every situation cannot be anticipated, the following section 
provides examples of types of impermissible conduct that may result 
in disciplinary action, which could include immediate termination 
of employment. In all instances, the school administration will 
determine the appropriate discipline to be imposed. Committing 
any of the following or similar acts is considered serious and 
provides grounds for disciplinary action, up to and including 
termination of employment.
 
Without limiting the School’s right to discharge an employee at 
any time, with or without cause, the following acts of misconduct 
are provided as non-exclusive examples of unacceptable 
behaviors:
• Violating the confidentiality of student or employee records
• Altering, destroying, willfully misplacing, discarding or 

falsifying student or employee records, applications or other 
data

• Misusing, defacing, destroying, stealing or wrongfully 
possessing School property or the property of any individual 
who is on any premises deemed to be part of Pomfret School

• Engaging in any unprofessional or inappropriate behavior 
(e.g., fighting; threatening or intimidating others; using 
profanity or racial or ethnic slurs; coercing, harassing or 
interfering with other employees, students, or visitors)

• Falsifying time records
• Insubordination, including refusal to accept a work assignment 

or follow instructions from a supervisor
• Excessive tardiness or absenteeism, failing to report to your 

supervisor, being absent from work without proper permission
• Possessing, using, distributing, selling or being under the 

influence of illegal drugs, or possessing, consuming or being 
under the influence of alcohol on School premises or other 
locations while conducting business for Pomfret School. 
When attending social functions on behalf of Pomfret School 
employees must use discretion with respect to alcohol.

• Possessing weapons, firearms or ammunition on School 
premises

• Violating Pomfret School health, fire, safety and security 
regulations

• Sexual harassment, immoral or inappropriate conduct, or 
indecency on Pomfret School premises

• Using abusive language or engaging in disruptive or 
discourteous behavior that adversely affects employees, 
students, parents, vendors, trustees, or visitors

• Uttering, publishing or distributing false, vicious or malicious 
statements concerning the School or any of its employees, 
students, parents, or trustees

• Unauthorized solicitation, including collecting money, 
circulating petitions, distributing literature,  posting notices 
on bulletin boards, and all transactions on behalf of anyone 
other than charitable and politically-correct organizations, 
including Pomfret School itself

• Abusing overtime, deliberate work slowdown, excessive use of 
work time for personal use, or interfering with the work of 
other employees

• Sleeping on duty
• Smoking on School premises
• Unauthorized use of Pomfret School telephones for personal calls
• Engaging in any unethical conduct,  including  accepting 

gifts or gratuities for services performed as an employee of 
Pomfret School, in exchange for special consideration from 
anyone who reasonably believes they might benefit from the 
employee’s connection to the School

• Disregarding the dress code
• Failing to maintain any privilege or the confidentiality of 

school information, including by not limited to documents, 
reports, records, files, correspondence and communications

• Retaliating against any individual for reporting violations of 
these rules or for participating in a compliance investigation

• Publicizing your relationship with the School in the 
furtherance of any outside business, political, or philanthropic 
pursuit without the approval of the Head of School

• Using Pomfret School stationary or signage to express personal 
views or political or controversial matters

• Lack of adhering to any other policies of Pomfret School

EMPLOYMENT OF RELATIVES

All applicants and employees, including family members of current 
employees, will be considered for employment and advancement 
opportunities strictly on the basis of their qualifications and merit. 
No hiring preference will be given to relatives of employees. In 
the interest of avoiding any perceived favoritism, an immediate 
family member may not report directly to an employee who has 
the authority to hire, transfer or promote an individual.

FIREARMS POLICY

No person may store, carry, or bring a firearm of any kind on 
campus, into a school facility, or to a school-sponsored function, 
regardless of whether the person is licensed to carry the weapon 
or not, with the exceptions noted below. School employees who 
own firearms may not store them on campus or bring them onto 
campus for any reason. All employees are prohibited from carrying 
a firearm in the course and scope of performing their job for the 
School, whether or not on school property at the time and whether 
or not licensed to carry the firearm.
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Exceptions:
• Non-employees who reside in campus housing and who are 

required to carry firearms in the course of their work (e.g. 
a spouse who is a police officer) may request an exception 
to the firearms policy. This exception must be granted in 
writing by the Head of School. If permission is granted, all 
firearms and ammunition but be kept in appropriate, locked 
storage compartments when not carried on the person in the 
line of duty.

• Visitors to campus who are law-enforcement officials required 
to carry firearms in the course of their work constitute the 
only class of people who may bring firearms onto campus 
without the explicit written consent of the Head of School.

 
Firearms, for purposes of this policy, include but are not limited 
to the following; conventional weapons, from which a projectile 
is discharged by an explosive propellant charge; antique, replica, 
and inert firearms; compressed gas weapons, and spring-propelled 
weapons; air, pellet and BB guns.

INCLEMENT WEATHER

Pomfret School is a boarding school that rarely closes because of 
weather related issues. However, the School recognizes that not 
all employees reside on campus like the majority of faculty and 
boarding students. The safety of our community members is of 
primary concern, so if an employee cannot safely get to school 
because of inclement weather, then the School advises that 
employee to stay home. The employee must use available vacation 
time for full day absences. If the employee leaves early or comes in 
late because of inclement weather, STA (Short Term Absence) or 
Vacation hours may be used to account for the differential.

If there is a State of Emergency or Recommendation to Stay 
Home declared by the proper authorities (either the Governor or 
the Head of School), employees not residing on campus will stay 
home and be paid for time missed with no charge to vacation, 
sick, or other personal banks of time. These hours will not count 
towards   overtime. 

Non-exempt employees who are required to work during an 
official School closure will earn 1.5 times their regular rate of 
hours worked.

INCIDENTAL ACCOUNTS

Employees are permitted to make purchases on campus on a 
credit basis, known as the Incidental Account.  These may include 
purchases made at the School Store, Tuck Shop, Library, postage/
shipping, donations made to clubs or fundraisers, golf course 
memberships, etc.  The Business Office will email your monthly 
statement and then deduct the amount due from your next 
paycheck.  By doing so, you can comfortably make the purchases 
described above without having to go through the annoyance of 
cutting a check to the Business Office or stopping in to pay cash.  

If an employee does not want these charges deducted from their 
payroll check, they are always free to pay for these by cash or check 
at the time of purchase.
 
JOB POSTING POLICY

Pomfret School promotes and transfers qualified employees 
from within, when appropriate to positions that maximize their 
skills and talents. This benefits both the employee, by providing 
opportunities for personal and professional growth, but also the 
school, by providing access to our skilled and experienced internal 
workforce.

After a position is authorized to be filled, Human Resources 
generates a Job Posting. All newly posted positions will be on 
the School’s website. If an employee is interested in a posted job 
opportunity, he or she should contact Human Resources.

An employee may apply for a posted job after completing one 
full year in his or her current position. This limitation exists to 
recognize the fact that departments invest time, effort and other 
resources in hiring and training new employees. The School feels 
that each department should be able to rely on the availability of 
those employees for at least a year. In unusual circumstances the 
limitation may be waived by the Director of Human Resources 
and Benefits in consultation with the appropriate supervisor.

PERSONAL INFORMATION

The Connecticut Act Concerning the Confidentiality of Social 
Security Numbers requires that Pomfret School safeguard the data, 
computer files and documents containing personal information 
from misuse by third parties (individuals) and shall destroy, erase 
or make unreadable such data, computer files and documents prior 
to disposal. Personal information is information that is associated 
with a particular individual through one or more identifiers, 
including, but not limited to, a Social Security number, a driver’s 
license number, a state identification card number, an account 
number, a credit or debit card number, a passport number, an alien 
registration number, or a health insurance identification number. 
Information that is lawfully made available to the public from 
government records or widely distributed media is not considered 
to be personal information.

PERSONAL TECHNOLOGY DEVICES AND PLANS

The School does not provide or reimburse for any part of personal 
voice or data equipment, technology accessories or technology 
plans or services. However, administrators, professional staff, and 
faculty could expect to be contacted, on personal cell phones, etc., 
outside of regular work hours due to the nature of a boarding 
school. Non-exempt employees are not expected to check their 
work email outside of work hours.
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PERSONNEL FILES

Pomfret School maintains personnel files for each employee. 
Information contained in personnel files is considered confidential 
school property and will not be released without a legitimate 
business purpose and proper authorization or as required or 
permitted by applicable law. All personnel files are securely kept in 
Human Resources. A working file of copies of certain documents 
may be kept by the supervisor provided that only he or she has 
access to the file. Employees are permitted access to their individual 
personnel files under the following circumstances:

• Files may be reviewed in Human Resources during normal 
working hours only in the presence of a Human Resources 
representative at a pre-arranged time. At no time may 
employee files or their contents be removed from Human 
Resources.

• An employee who wishes to receive a copy of their file must 
request the copy in writing.

• Employees will be denied access to any file information which 
relates to an ongoing investigation that may result in corrective 
action, termination, or civil or criminal liability.

• Employees will be denied access to any documentation 
regarding pre-employment reference checks.

• Employees are not permitted to examine another employee’s 
personnel file, with the exception of supervisor/manager 
acting within the scope of their responsibility. 

Pomfret School will comply with any validly issued subpoena or 
court order requiring an employee’s personnel file. At the School’s 
discretion, Pomfret School will release personnel files to outside 
agencies with written consent by the employee and/or consistent 
with applicable Connecticut and federal law.

PHONE USE

All personal use of telephone and/or cell phones during work 
hours should be kept to a minimum and at no time should be a 
disruption to members of the community and the daily operations 
of the School.

Please be considerate as to which locations a cell phone is utilized. 
Cell phone usage of any kind is not permitted in the Chapel.

Per Connecticut State law and the safety of all, it is illegal to use a 
device of any kind, including cell phones, while operating a vehicle 
or power equipment.

POMFRET CARD

All students, faculty, staff, campus residents (who opt-in), support 
services, and temporary employees must have their picture taken 
and are required to possess a Pomfret Card that is used for 
identification, building access, and other functions.

PRINCIPLES OF CONFIDENTIALITY

If an employee is privy to information about a student or another 
employee, the School as an entity and its administration are 
presumed to have the same knowledge and thus may be legally 
accountable. Confidentiality must yield to safety when potential 
harm to the individual, other individuals, or the community arises, 
most specifically in cases where the situation is life threatening. 
Employees cannot act solely as individuals while accepting 
professional responsibility. Also, confidentiality in this community 
is limited by the following understandings:

• If students or employees, acting on behalf of a student or an 
employee who breaks a school rule, call upon an employee 
for assistance, the individual is responsible for reporting 
the incident. The student or employee in difficulty is still 
accountable for his or her actions, but the School takes the 
volition of other students and employees involved into 
consideration when adjudicating the incident.

• Students or employees may, while not in violation of School 
rules, seek help from an employee and tell of previous wrong 
doing. The individual must then share this information with 
the Dean of Students or the Assistant Head of School. 
Depending on the status of the students involved, the School 
then may or may not take action.

 
Student Amnesty Policy
In the interest of safety, the School feels it is important that a 
student has an opportunity to get help when he/she needs it 
without fear of disciplinary consequences. This help is most likely 
related to substance use, which, in a given situation, can cause 
someone to put his or her health and/or life in danger. The School 
wants students to actively assist students to get proper help from 
appropriate adults.

Under the following guidelines of “Amnesty,” students can get 
such help:
A student who needs help can call the Health Center cell phone 
860-753-1200 for the School Nurse on-call or the School Officer 
in-charge (SOC) cell phone 860-450-6691, or his/her friend can 
make the call. Especially in a situation in which the student in 
need of help is incapable of making the call, other students may 
assist by calling the Nurse on- duty or the SOC. The student in 
need would be evaluated by the Nurse, and the School would not 
respond as if it were a disciplinary situation.

The student in need of help knows the following will occur:
• His/her advisor will be notified.
• His/her parents will be notified.
• In the case of substance use, the student will undergo a 

substance use assessment by an outside agency. The cost 
incurred will be the responsibility of the student and his/her 
family. The school counselor is to have access to the assessment 
and will devise the follow-up counseling strategy.
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PROFESSIONAL ETHICS

Pomfret School takes seriously the trust and responsibilities 
bestowed upon us by those who serve our students, their families 
and the community. We strive to maintain the highest standards 
of honesty, integrity, and respect in all of our relationships. Each 
employee represents Pomfret School and should strive to enhance the 
credibility and respect that our institution has earned over the years.

Confidentiality and Disclosure
Employees are required to fully inform students and their families 
of their rights regarding the scope and limitations of confidential 
communications. Employees must adhere to state and federal 
laws and regulations regarding confidentiality.  Employees will 
not disclose student information without the student’s or family’s 
written consent, except in accordance with applicable laws and 
regulations and/or Pomfret School’s policies and procedures 
regarding confidentiality.

Competence
Candidates for employment are required to submit proof of 
credentials, certifications, and/or special licenses prior to being 
hired. Once employed, employees are responsible for maintaining 
their credentials and submitting documentation of such to (PSL 
license, nurses, anyone else?)
 
If an employee is experiencing physical or emotional problems 
that may interfere with the well-being of students or co-workers, 
the employee is expected to seek assistance from his or her 
supervisor or contact Human Resources. In such cases, employees 
are encouraged to seek help through the Employee Assistance 
Program.

Professional Responsibility
It is the professional responsibility of Pomfret School employees to 
protect students from unethical practices by individuals involved 
in their educational experience. Employees working with our 
students must perform their duties according to the accepted 
ethical practices dictated by their profession and by the School. In 
addition, it is every employee’s responsibility to report violations of 
ethical conduct to the appropriate supervisor for resolution.

Sexual Misconduct
Sexual relationships or deep emotional attachments between an 
employee and a student are not permissible and are grounds for 
immediate termination of employment. Employees are expected 
to recognize that adolescents may misinterpret comments of a 
personal nature and should take care to see that their relationships 
with students are conducted in a professional and appropriate 
manner at all times, including during periods of school vacations. 
(See Harassment Prevention policy)

Legal Standards
Illegal activities by any Pomfret School student will not be tolerated, 
condoned, participated in or facilitated by staff. If evidence of 
illegal activities is known, but the student is not aware that the 
activities are illegal, it is the employee’s responsibility to inform the 
student of the illegality. Any employee aware of such activity must 
immediately report the issue to the Dean of Students.

PUBLIC PASSENGER ENDORSEMENT A

Pomfret School requires all faculty and employees who drive 
students to obtain and renew, as needed, a Public Passenger 
Endorsement A for their license. The process to obtain this 
endorsement can take up to 16 weeks therefore it is critical to begin 
the process as soon as an employee learns that they will be driving 
students. The School will reimburse all expenses directly related to 
obtaining the endorsement. The School does not reimburse for the 
initial transfer of out of state driver’s licenses. The Business Office 
will assist with this process.

State Mandated Random Drug Testing Program
All endorsement A drivers are required to have an initial 
drug test, and participate in random drug testing during their 
employment at Pomfret School. The state requires that, in a 12 
month period of time, 50% of the endorsement A drivers are 
tested on a random basis.
 
Initial and random testing will be conducted by a third party testing 
service. This service will select employees for random testing. 
Sample collection will be conducted by the School’s Health Center. 
The testing service will provide the school with a copy of the test 
results and whether or not there is a pass or fail. These results will 
remain confidential in the driver qualification files. However, there 
is a legal requirement that, upon request, the school must provide 
test results to any school that is hiring someone into a position that 
includes driving students. Additionally, the records are subject to 
audit by the Connecticut DMV.

If, while under the employ of the School, a driver has a positive 
drug test, by law the state prohibits driving of students for a period 
of two years. If, after two years, a repeat test proves positive, driving 
students is permanently prohibited. The School retains the right 
to make any employment decision it deems appropriate, up to and 
including termination of employment, as a result of positive drug 
tests or refusal to participate in the program.

Please remember that this law is designed to help protect the 
safety of the students.



38

SCHOOL CREDIT CARDS

Employees who are entrusted with a school credit card must 
understand that the card is exclusively for business use and should 
never be used for personal purchases. Business use includes travel, 
lodging, meals, on- line subscriptions and minor procurement. A 
copy of the monthly statement and receipts must be sent to the 
Account Payable Coordinator in the Business Office on or before 
the 15th of each month.

Use the Expense Report – School Credit Card 
form located on the website:
www.pomfretschool.org/Page/About-Us/Employment/Benefits-and- 
Policies/Expense-and-Credit-Card-Processing

Use the Expense Report – Professional Development form for 
Professional Development charges

SMOKE FREE COMMUNITY

Pomfret School is committed to the well-being of our community. 
Therefore, Pomfret School does not permit smoking of any 
tobacco product, the use of oral tobacco products or “spit” tobacco, 
or e-cigarettes on any school-owned or operated property, both 
indoors and outdoors, including campus housing. This policy applies 
to employees, employee family members, students, contractors, 
visitors, and externally-affiliated individuals or companies, renting 
or using space on school-owned campus grounds.

All employees are discouraged from smoking in any location that 
students may observe them.

Smoking as used in this policy means smoking any substance, 
including but not limited to tobacco, cloves, and marijuana. 
Smoking Products include, but are not limited to, all cigarette 
products (cigarettes, e-cigarettes, etc.) and all smoke-producing 
products (cigars, pipes, etc.). The sale, distribution, and sampling 
of all tobacco products and tobacco-related merchandise are 
prohibited.

Individuals observed smoking on campus will be informed of our 
policy and asked to stop.

Violators may be subject to disciplinary 
action as indicated below:

• Students will be referred to the Dean of Student’s Office as 
outlined in the Griffin Guide (student handbook).

• Employees will be referred to their supervisor for appropriate 
action.

• Contractors will be referred to their respective employers for 
appropriate action.

• Visitors will be required to leave the campus if they fail to 
conform to the policy when advised.

TRAVEL AND ENTERTAINMENT POLICY

Although Pomfret School is a tax-exempt entity, we are required 
to comply with the Internal Revenue Code for reimbursement 
of employee expenses. This policy establishes responsibilities 
and guidelines for ensuring that business expenses incurred on 
Pomfret’s behalf are valid and in compliance with IRS regulations. 
If expenses are not valid or do not meet IRS requirements for 
documentation, the costs will not be reimbursed or, alternatively, 
the reimbursement or payment could be treated as taxable income 
to the employee.

Philosophy
Pomfret expects its employees to travel and entertain in the most 
appropriate, safe and efficient manner possible. We also expect 
employees to use reasonable efforts to take advantage of any 
discounts or other cost savings available to maximize the School’s 
resources. During the course of the reimbursement process, travel 
and entertainment expenses may be reviewed by several people, 
and the School may seek additional documentation or rationale for 
any items which appear inappropriate or exorbitant.

The School acknowledges that it cannot create a Travel, 
Entertainment and Reimbursement Policy that anticipates all 
circumstances, but prefers the following general guidelines or 
policies to establish parameters and expectations. Ultimately, all 
employees are expected to use their best judgment when deciding 
what an appropriate and reasonable business expense is and to 
charge the School, versus paying for it as a personal expense. 
Remember that money saved in this area is available to be used 
elsewhere.

Travel Advances
Travel advances should be obtained only when necessary from a cash 
flow perspective, and only for anticipated, necessary, reasonable and 
allowable out-of-pocket expenditures. As a guideline, an advance 
should be obtained only when these expenditures are expected to 
be in excess of $150. Unused cash must be returned within three 
business days of the end of your trip, along with receipts for your 
cash purchases and a completed “out-of-pocket” expense form.

Allowable Expense Guidelines
Travel – Economy class fares must be used for air or rail travel 
unless the duration of one-way travel is greater than 24 hours, 
in which case business class may be used. Car services should be 
used only when the cost is less than driving and parking long-
term. When economically advantageous, employees traveling on 
School business should utilize the corporate rental car accounts 
that Pomfret has established with Enterprise Rent-A-Car. Please 
go to www.pomfretschool.org/Page/About-Us/Employment/ 
Benefits-and-Policies/Special-Deals-for-Employees to learn how 
to take advantage of the School’s corporate discount. You should 
not purchase rental car insurance when traveling on business, as 
you are already covered under Pomfret’s policy.  Also, avoid the 
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“pre-paid” gas option for your rental car when possible, as it can be 
much more expensive than filling up on your own.

Lodging
This is an area where costs can vary significantly, and in particularly 
expensive urban areas, employees should strive to find appropriate 
lodging which will not be considered exorbitant. Every effort 
should be made to seek the lowest rate (e.g., corporate rate, AAA, 
etc.).

Meals
The School recognizes that meal costs can vary significantly 
depending on the location and/or currency. Employees are 
expected to use discretion regarding food and beverage expense 
while traveling and/or entertaining. The following per person per 
meal figures are meant as guidelines: Breakfast $10, Lunch $15 
and Dinner $35. A single glass of wine or beer with dinner is 
acceptable and may be reimbursed. However, except in conjunction 
with approved events, bar tabs are a personal expense and are not 
reimbursable. ALL ITEMIZED RESTAURANT RECEIPTS 
must be saved and turned in with the statement.

Personal Car Mileage
Pomfret will reimburse at the rate of $0.44 per mile if you use 
your own car while traveling on school business. Mileage from 
an employee’s home to a regularly assigned work location is a 
commuting expense and, per IRS guidelines, is not reimbursable. 
The mileage allowance is established by the Business Office and is 
paid in lieu of actual automobile expenses such as fuel, maintenance, 
insurance, etc. The owner of the vehicle should carry adequate 
insurance coverage for his or her protection and the protection of 
any passengers, and understand the personal insurance is primary.
 
Incidentals
Reasonable charges for items such as laundry (on trips exceeding 
seven days), internet connection and business center use for School 
business, necessary phone calls (preferably from a personal or 
school-issued cell phone) and baggage handling fees and other tips 
are permitted costs of traveling while on School business.

Gifts and Tipping
Business gifts are generally not reimbursable. Therefore, buying 
gifts for hosts, parents and alums should only be done when 
absolutely necessary. Excessive cash tipping above a nominal 
amount is also prohibited.

Prohibited or Non-Reimbursable Expenses
Expenses which are primarily or exclusively for personal benefit 
such as in-room movies, massages, fitness center fees, bar tabs, 
day care, clothing, personal gifts, books or magazines, haircuts, 
theater or event tickets, or any form of adult entertainment are not 
reimbursable.

Because direct calls from hotel phones are significantly more 
expensive than calling cards or cell phones, they are also not 
allowed unless that is the only service available; in such cases, calls 
should be kept to a minimum.

Traffic violations are not reimbursable.

Late fees on credit cards are not reimbursable.

Reimbursement Process and Requirements
Our reimbursement guidelines are based on IRS regulations. 
Reimbursement requests which do not conform to the guidelines 
will be returned to you, and processing/payment may be delayed.

Please use the School’s cash (“out-of-pocket”) or credit card 
reimbursement forms. These forms are available in the Business 
Office. These forms should be filled out completely in type or 
neatly printed in ink and approved by the head of the department 
to be charged. Make sure to provide the 12-digit budget account 
number(s) to be charged.

The IRS requires the School to obtain itemized receipts for all 
expense reimbursements. Single line references on the credit card 
statement without a backup receipt are insufficient. Receipts must 
be organized in the order shown on the credit card statement (or 
by date, for cash payments) and any personal charges should be 
clearly noted. This practice is needed to protect the individual from 
being assessed taxable income per the IRS guidelines.

Special Requirements for Meal Receipts
For all meal receipts (this includes food purchased for yourself or 
someone else), the IRS requires that you list the names of all diners 
and the business purpose of the meal (e.g., department meeting, 
salary discussion, course evaluation).
 
The Business Office will check the accuracy of the figures and 
return the form if there is a material difference between its 
calculation and the submitter’s.

Department heads are required to review and approve their 
employees’ forms prior to submittal. Department heads are 
responsible for ensuring that the expenses are business-related.

Reimbursements should be submitted in a timely manner as they 
have a direct impact on the accuracy of departmental budgets, 
as well as the overall budget. Reimbursement for expenses that 
are more than 60 days old will not be paid. Timely receipts are 
especially important near fiscal year-end ( June 30th).
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The following items are generally accepted as acceptable 
travel expenses and are reimbursable if they are necessary and 
expended prudently.

• Seat assignment fees/Standard coach if required
• Luggage fees
• Internet expenses while traveling or in lodging
• Reasonable tips
• Tolls

In addition to items specifically excluded from reimbursement, 
below is a summarized list of non-reimbursable expenses.

• Premium seat assignments for upgraded seating
• Early boarding fees, extended leg room fees, or other upgrades 

without the ADVANCE approval of direct supervisor
• Travel insurance
• Personal care expenses
• In-room movies
• GPS rentals
• Car rental insurance on domestic car rentals
• Roadside assistance on rented cars
• Child care
• Dues in private clubs
• Frequent flier and other similar awards for hotel and car 

rentals
• Massages and saunas
• Spousal/companion travel
• Non-entertainment bar service and mini bar expenses
• Laundry service for travel of five days or fewer
• Lost baggage expenses
• “No show” expenses for all travel
• Parking ticket or travel violations
• Personal automobile repairs
• Personal credit card annual fees
• Pet care
• ATM fees

TRAVEL TIME

Time spent traveling during normal work hours is considered 
compensable work time. Time spent in home-to-work travel by 
an employee in an employer-provided vehicle, or in activities 
performed by an employee that are incidental to the use of the 
vehicle for commuting, generally is not “hours worked” and, 
therefore, does not have to be paid. This provision applies only if 
the travel is within the normal commuting area for the employer’s 
business and the use of the vehicle is subject to an agreement 
between the employer and the employee or the employee’s 
representative.

USE OF SCHOOL EQUIPMENT

Property and equipment in Facilities and in school buildings are 
not available for employee personal use.

USE OF SCHOOL PROPERTY

In an effort to promote an efficient and productive work 
environment, Pomfret supplies its faculty and staff with a 
variety of items designed to facilitate quality work in a pleasant 
environment. All employee members are provided with such 
items and conveniences as computer, telephones, voice mail, email, 
internet access, desks, file cabinets, vehicles, copying, tools and 
other equipment.

It is important to remember that these items are school property 
and are being furnished for job-related purposes. Employees are 
expected to use these items in the course of their work, and should 
keep any personal use to a minimum. Under no circumstances may 
any of the school’s supplies, equipment or property be used in the 
performance of work for another employer.

Pomfret reserves the right to access and inspect, with or without 
prior announcement, all of its property, including offices, desks 
and file cabinets. In addition, the School has the right to access 
and review all computer-related communications, including 
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e-mail, voicemail, internet access, computer files, and information 
stored on discs, as well as any faxes or mail sent to employees at 
the School’s address. At no time may school property be used in 
any illegal activity. Individuals committing such actions will be 
subject to disciplinary action up to and including termination of 
employment. For these reasons, Pomfret reminds employees that if 
there is any item of personal property or personal information that 
he or she does not wish to be subject to disclosure under this policy, 
the article or information should not be brought onto School 
premises. Employees should not, for example, store personal or 
confidential objects in their desks or file cabinets.
 
Please keep in mind, employees are expected to exercise care in 
their use of school property and to use such property for authorized 
purposes only. Negligence in the care or use of school property, 
unauthorized removal of school property from the premises, 
conversion of school property to personal use, and use of school 
property in any illegal activity may be cause for disciplinary action, 
up to and including termination of employment.

Pomfret property issued to an employee must be returned at 
the time the employee terminates employment with the School, 
or earlier if the School requests its return. Under appropriate 
circumstances, an employee may be liable for the cost of damage 
or unreturned property.

WHISTLE BLOWER POLICY 

PPomfret School and its Board of Trustees do not condone actions 
that are detrimental to the School’s resources, facilities, community 
members, image, or a violation of applicable laws and school 
policy. Because the School’s faculty, staff, students, and parents are 
continually interacting, it is likely that a community member might 
be aware of a wrongdoing in advance of the Administration and/ 
or the Board of Trustees. In a partnership effort, any community 
member may effectively report known or suspected wrongful 
conduct without fear of any personal or professional retaliation.

Any/all reports must be made in “good faith”, meaning that you 
know and/or believe that the wrongful actions have occurred. It is 
possible that a report is made in good faith, but later is proven to 
be false. The protection against retaliation exists for ALL reports 
made in good faith. Reports not made in good faith will not be 
tolerated.

Reporting Mechanism:
In an effort to reduce any conflicts of interest, the School has created 
an email (auditchair@pomfretschool.org). This email will always 
be directed to the current Chair of the School’s Audit Committee 
of Board of Trustees. No member of the Administration will have 
access to this email address. If a report is better made verbally, 
please make an effort to connect with the Audit Chair by phone 
(contact information available in the offices of, Head of School, 
Business, and Advancement).

A good faith report will include:

1. A clear description of the conduct that is the subject of the 
report, providing as much detail and specificity as possible. If 
the initial report is short on details, you will likely be asked to 
provide more information during the investigative stage, as 
initiated by the Board of Trustees.

2. Your name. The policy provides full protection to you in terms 
of any possible retaliation, but it does not accept Anonymous 
Reports. Your name will be kept as confidential as possible.



42

CAMPUS LIFE

CAMPUS SECURITY

The School employs dedicated Security Officers who patrol the 
campus from 7:00 p.m. until 7:00 a.m. while the School and camps 
are in session. Campus Security’s primary focus is the safety and 
well-being of our community members, primarily the student 
body when school is in session. The community should view 
Campus Security as an ally in our effort to remain a safe campus. 
Campus security is unarmed, but is trained to effectively respond 
to all types of needs, including crisis response. When school is in 
session there is a School Officer in Charge (SOC), usually a school 
administrator, 24 hours a day, 7 days a week. During the daylight 
hours, the School is monitored by the faculty, staff, and other adult 
members of the community. As adult members of the community, 
the School encourages you to act if you “see something” that is 
out of the ordinary by either reporting the issue to the SOC or 
addressing it directly if it is safe to do so.

Campus Security is available by phone from 7:00 p.m. to 7:00 a.m. 
at 860-234-6782.

The SOC phone number is 860-450-6691.

CRISIS OR EMERGENCY PROCEDURES

Lockdown Protocol Overview:

The School must always be prepared that it may face a threat posed 
by an intruder or emergency situation outside the School that 
presents a security concern. In these situations, the School should 
be prepared to take steps to isolate students, teachers and staff from 
danger by instituting a school lockdown. The specific safeguarded 
protocol is located in the Crisis/Emergency Operations Manual.

A school lockdown can serve several functions during an emergency, 
including the following:
• Removing students and teachers from the threat;
• Isolating the dangerous situation from much of the school;
• Allowing for an accurate accounting of students within each 

room; and
• Depending on the situation, facilitating an organized 

evacuation away from the dangerous area.  In general, there 
are two main lockdown situations:

• Preventive Lockdown: The potential threat is outside the 
school building

• Emergency Lockdown: The threat or intruder is inside the 
school building

 
School Safety Committee

The School maintains a standing committee, which meets 
quarterly to review safety, concerns on-campus. The committee 
is made of Faculty, Administrators, Professional Staff and other 
representatives of the school community. The mission of the Safety 
Committee is as follows: 

“The mission of the Pomfret School Safety Committee is to 
develop, promote and maintain a safe and healthy environment 
for all employees, students, and the community by taking an active 
interest in identifying issues and corrective measures needed to 
eliminate or control recognized safety hazards.”

Campus-Wide Emergency Notification Systems

The School maintains a number of ways to notify the community 
in the event of an emergency. School administrators, support staff 
and security personnel are trained in the notification procedures.
• Loud System/Horn located on the Roof the Chapel
• www.ClubTexting.com subscription text system (Internal 

Audience)
• AlertNow text and voice notification system (External 

Audience)

Crisis/Emergency Operations Manual Overview

The School maintains a Crisis/Emergency Operations Manual 
that lists specific protocols in relation to campus emergencies.  
Protocols are not published on the Internet or posted in public 
places on campus. While not “secret” the protocols are safeguarded 
so they are not compromised.   All employees will review the  
protocols at the start of the school year and manuals will be placed 
in key locations.

DINING HALL GUIDELINES

The dining hall is an important component to the boarding school 
life, and Pomfret School takes pride in its dining hall operations. 
Every member of our community, students, faculty, staff, trustees, 
alumni, and guests, utilizes the dining hall whether frequently or 
occasionally.  Pomfret School views its dining hall as more   than 
a place to nourish our bodies, it is a comfortable location where 
friendships and other relationships are born and strengthened.

The Dining Hall is a welcoming place to the community it serves. 
As such, access to fruit, bread, peanut butter, beverages are available 
throughout the day outside of the posted meal times. For the 
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most current meal times, please access (www.pomfretschool.org/ 
dining). The Dining Hall staff is happy to accommodate faculty 
and students who are returning late from sports. Please contact 
the Dining Hall staff as soon as practical to let them know you are 
expected to arrive late. 
 
Since many hands make light work, the expectation is that each 
person will be responsible for his/her own cleanup. Please leave the 
tables, counters, and other areas of use better than you find them. 
This contagious behavior will best allow the dining hall staff to 
focus on preparing meals and replenishing stock in an expeditious 
manner.

Philosophy:

The dining hall program is intended to provide nutritious, tasty 
options with as much variety as possible. In order to achieve this, 
the cooks generally prepare meals in small batches to ensure 
consumed food is as fresh and temperature appropriate as possible. 
The dining hall is intended to be an eat-in facility, and not a take- 
out restaurant or a substitute for a grocery store. Please enjoy as 
much as you would like in the dining hall, and if you want to 
grab an item and go, that is appropriate. The policy allows for the 
removal of food that can be taken in your hand(s).

There may be an occasion where the need to take an option out of 
the dining hall with the use of a personal container. Examples of 
this might include a sick spouse, child, or other temporary issue. 
Letting the dining hall staff know in advance of your need to 
take food out will best allow them to manage the batch cooking 
philosophy they employ. In an effort to reduce the inventory losses, 
glasses, plates, silverware, bowls, etc. are not allowed to leave the 
dining hall area. All employees are encouraged to dine in the 
dining hall.

Access:

All faculty, faculty families and students are welcome to eat all 
meals in the dining hall. Pre-middle school children must be 
accompanied by an adult.

All staff may use the dining hall for meals during scheduled work 
hours.

Employees who are working during the summer are allowed to 
utilize the Dining Hall when open for camps or other summer 
programs.

Occasional guests of faculty, staff, and students are welcome to the 
dining hall for any meals. If the guest will be utilizing the dining 
hall more regularly than one meal, or if you will have more than 
four guests for one meal, please contact the Director of Food 
Services in advance with the specifics number of guest and length 
of visit.

All persons with an acute, possible contagious illness should be 
considerate of others and stay out of the dining hall.
 
Supervision:

The dining hall staff is happy to prepare meals and create a welcoming 
environment. The supervision of students is a responsibility of the 
faculty and/or staff of Pomfret School. All school rules, including 
applicable dress code, and normal dining etiquette are expected to 
be followed by all diners. Because space is limited, the dining hall 
does not allow backpacks to be stored or worn in the dining hall or 
the servery.  Parents of non-student diners are expected to ensure 
their children or dependents are behaving.

Feedback:

The Dining Hall staff is always looking for feedback, new ideas, 
and dietary concerns of the constituency it serves. Please be 
constructive and polite will all feedback, positive or negative, and 
remember that while the unit strives to meet the needs of all of its 
members, it needs to be practical and financially responsible for 
the long–term.

PARKING

There is designated parking on the School grounds for employees 
and visitors to our campus. All residences, whether in a dorm or in 
a stand-alone house, will also be provided a reasonable number of 
parking spaces dependent on the particular area of campus.
There may be certain events in which employees will be asked 
to park elsewhere for the convenience and enjoyment of outside 
visitors to campus. In addition, during certain weather situations, 
Facilities may ask for your parking areas to be temporarily displaced 
so that the areas can be cleared of snow and/or other debris.
Parking too near buildings may result in damage to vehicles with 
sliding ice or snow. Please use your best judgment in order to avoid 
damage to personal property as the School is not responsible for 
any damage.

There are areas on campus (generally near the Athletic Fields) 
which are designated for temporary bus parking. Please do not use 
these spaces for personal vehicle parking.

Pomfret School mid bus parking is located behind the turf fields. 
Buses are not to be left at other locations on campus.
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IDLING 

Connecticut motor vehicle law prohibits school bus idling for 
more than three consecutive minutes. The law does not apply when 
the outdoor temperature is below 20 degrees or when idling is 
necessary to maintain a safe temperature for students. State air 
quality regulations also prohibit idling of vehicles generally for 
more than three minutes, with certain exceptions.

With the above in mind, the School encourages its faculty, staff, 
students and visitors to avoid the idling of a car or other vehicle for 
more than three minutes. It is healthier, safer, and less damaging 
vehicles to do so.

INDEPENDENT VENTURES AND BUSINESSES

For reasons of security, insurance liability, and quality of life, 
employees and family members that reside on campus many not 
engage in a business of any kind that uses Pomfret’s property and 
resources (Internet, utilities, etc.) without written approval of the 
Chief Financial Officer. Employees who operate small businesses 
unrelated to the School must secure their own address, separate 
from the School, for purposes of shipping and receiving.

PETS ON CAMPUS

Pomfret School recognizes that many people live and work in 
the same place; the Pomfret School campus. Pets are welcome 
members of the campus community.  An employee who would like 
to own more than two domesticated pets must receive permission 
from the Chief Financial Officer. In order to keep a safe campus, 
pets must always be under your control at all times. According to 
the Connecticut Department of Health, pets are never allowed in 
the kitchen, dining hall, servery, health center or public common 
areas. The School expects that the owner will always clean up after 
his/her pet. All on campus pets will be current with their applicable 
vaccinations. Dog owners must provide a current copy of their 
dog(s) license with the Town of Pomfret to the Chief Financial 
Officer on an annual basis.

Employees are financially responsible for any damage or injury 
caused by their pets to school owned property or another individual.

Any pet that is judged a danger or unconscionable nuisance to 
the community, after a hearing with the Head of School and 
any appropriate delegates, may be asked to be removed from the 
community.

SAFE AND HEALTHY WORKING ENVIRONMENT

Pomfret strives to provide a safe and healthy working environment. 
With this goal in mind, the School complies with relevant federal 
and state occupational health and safety laws and has developed 
feasible operations, procedures, technologies and programs to 
sustain such an environment.

Pomfret’s policy is aimed at reducing the exposure of our 
employees and community members to health or safety risks. 
To accomplish this objective, all employees are expected to work 
diligently to maintain safe and healthy working conditions and 
to adhere to proper operating practices and procedures designed 
to prevent injuries and illnesses. The responsibilities of all 
employees in this regard include:

• Exercising maximum care and good judgment at all times to 
prevent accidents and injuries

• Complying with applicable environmental, health and safety 
laws and regulations

• Following safe operating procedures and Material Safety Data 
Sheet (MSDS) guidance applicable to work performed, if the 
work involves hazardous materials

• Being familiar with the emergency plan and participate in 
emergency drills

• Reporting to supervisors and seeking first aid for all injuries, 
regardless of severity

• Reporting unsafe conditions, equipment or practices to 
supervisory personnel

• Using personal protective or safety equipment as provided
• Conscientiously observing all safety rules and regulations at 

all times
• Notifying supervisors, before the beginning of or during the 

workday, of any situation that may interfere with them being 
fit-for-duty

• Participating in health and safety training applicable to their 
work situation

• Participating in required inspection and monitoring programs

To reinforce the School’s efforts with regards to safety, Pomfret 
has a Safety Committee, comprised of both faculty and staff.   The 
Committee meets four times per year to discuss recent progress 
in the work environment and to consider suggestions for future 
improvements.
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LOST AND FOUND

The official Lost and Found for Pomfret School is located in the 
Assistant to the Head of School’s office and is subject to traditional 
business hours Monday through Friday. Any found or unclaimed 
property can be turned in to the lost and found. Items will be kept in a 
secure location for up to 60 days or until they are claimed. Employees 
may also choose to subscribe to email notifications of lost items. 

SCHOOL VEHICLE USAGE

School owned vehicles are to be used for school business and may 
not be utilized for personal errands. When an employee is driving 
a school owned vehicle, the School’s auto insurance is primary. 
Any employee who drives on behalf of the School must have state 
minimum required auto insurance and a valid driver’s license.

ON-CALL STAFF

The following policy applies to the Facilities and the Health 
Center departments only.

Some employees of facilities and the Health Center are scheduled 
for “on-call” responsibilities.

Facilities
Facilities provides on-call services during the hours of 3:30  p.m. 
to 7:00 a.m. and weekends. To contact the on-call facilities staff 
please call the facilities duty cell phone at 860-234-6774.

Health Center
The Health Center nurses are either on-duty or on-call 24 hours a 
day, 7 days a week when students are on campus. When the health 
center is closed a nurse will be on-call and available to see sick or 
injured students. Nurses are required to be within 20 minutes of 
Pomfret School when scheduled to be on-call. Please contact the 
nurse emergency phone at 860-753-1200.
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TECHNOLOGY

ACCEPTABLE USE POLICY

Computers and network services at Pomfret are to be used in a 
responsible, efficient, ethical and legal manner in accordance with 
the mission of the School. All users are responsible for adhering 
to these school policies and procedures for network use. Any 
communication or action that would be considered inappropriate 
in any other setting is equally inappropriate on the computer, 
computer network and/or the Internet. This includes broadcasting 
such material from any device in any way. Acts of extreme 
disrespect toward a community member or the School (including 
hazing, bullying, or any form of sexual, racial or ethnic harassment, 
or defamation of character) are unacceptable anytime, including 
while using technology. Failure to act in accordance with the 
Acceptable Use Policy and published administrative procedures 
may result in a loss of network access, disciplinary action, and/or 
criminal penalties under applicable state and federal law.

Unacceptable use of the network includes, but is not limited to:
• Using network credentials that belong to someone else.
• Acting in a manner that involves dishonesty, lying, cheating, 

vandalism, plagiarism, pornographic material and failure to 
behave in a courteous and considerate manner.

• Violating the rights to privacy of students or employees of the 
Pomfret School or others outside of the School.

• Using the network to harass or bully another individual or 
individuals.

• Using profane or obscene language that may be offensive to 
another user.

• Plagiarism and/or copying materials in violation of copyright 
law.

• Using the network for financial gain or for any commercial or 
illegal activity.

• Acting in a manner that degrades or disrupts system 
performance or unauthorized entry to and/or destruction of 
computer systems and files.

• Excessive bandwidth usage that impacts the network or 
Internet performance of others.

• Re-posting personal communications without the author’s 
prior consent.

• Accessing, downloading, storing or printing files or messages 
that are illegal, obscene or that offend or degrade another.

• Using BitTorrent or other peer-to-peer methods as a means 
to unlawfully download copyrighted material such as movies, 
music, games, programs, etc.

Users of the Pomfret network must acknowledge their 
understanding of the general policy and guidelines as a condition 
of using the network.
 

Network Privacy Expectations
Privacy is respected for Pomfret network users but the School 
reserves the right to examine any relevant files, emails, or messages 
sent or accessed through the school’s network if there are concerns 
that any of our policies may have been violated. All user accounts 
are accessible to Pomfret technology system administrators, and, 
when deemed necessary, will be reviewed by technology staff or 
school administrators. Pomfret reserves the right to read, monitor, 
block, and/or delete any and all electronic files and data which are 
stored on, or pass across, our network.  Pomfret will cooperate fully 
with law enforcement officials in any investigation related to any 
potentially illegal activities conducted through our network.

School-provided Computer Care Expectations
Pomfret provides computers and other technology to employees, 
as needed, to fulfill job responsibilities. Only software that has 
been purchased and licensed by the School may be installed on 
your computer, and such software may not be copied or installed 
on other computers without the school’s permission. Users must 
comply with trademark, copyright laws, and all license agreements. 
It is illegal to download any pirated copies of music and movies 
and should never be done on the Schools’ computers. Users are 
required to sign the computer use agreement prior to taking 
possession of a school computer.

The School expects that employees will take responsible and 
appropriate care of all school-issued devices. Users must:
• Keep the device(s) secure. Do not leave the computing devices 

unattended in an insecure location, whether off-campus or at 
school.

• Keep the computing device(s) safe from spills. Do not use the 
device in situations where it might have a liquid spilled onto 
it, such as eating and drinking over it, or in inclement weather.

• Keep the device(s) safe from being dropped while carried; or 
from being pulled off a table due to the cord being an obvious 
trip hazard, such as being stretched across an aisle or walkway.

• Understand that device(s) may not be lent to others (including 
family members/relatives).

• Report any issues in the operation of or damage to a school- 
provided computer or device to the Director of Information 
Technology.

Please refer to the corporate use agreement.

If the computing device is stolen or damaged, and it is determined 
that the guidelines above were not followed, the employee may 
be asked to bear some or all of the cost of a replacement device. 
If a device is lost or stolen notify the Director of Information 
Technology.
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The employee is ultimately responsible for backing up his/her files. 
Technology cannot guarantee that we can recover any or all files 
that may be lost due to a computer crash. Technology can assist 
you for options with backing up your files.

Employee Email / File Server Account Termination
When faculty and staff leave employment at Pomfret, their 
email and network accounts are disabled upon the termination 
of their benefits, unless prior arrangements have been made and 
approved by Human Resources. Accounts and files will be deleted 
approximately 30 days after this unless the Director of Technology 
has been notified to delay that process.

Auto Replies for employees
In all cases of separation, a standard auto reply will be in place which 
announces in an appropriate tone that:

• You are no longer employed by the School
• Directing the email to a logical person(s) who could handle 

the request
• Optional: Information to a new or personal email account, if 

applicable and appropriate.

For draft auto reply language, contact Human Resources or 
Communications.

Faculty who leave the School (including retired faculty) and 
campus residents:
Any faculty member in good standing who leaves Pomfret at 
the end of an academic year will be able to maintain access 
until October 1 of the departure/retirement year. An employee’s 
department chair or supervisor should ensure that any files that 
need to be saved or transferred to a successor shall be moved 
out of the employee’s file systems prior to the employee leaving. 
Faculty who wish to transfer email from their Pomfret Google 
Apps email account, must seek the assistance of Technology. No 
confidential Pomfret information may be transferred. Accounts are 
immediately locked-out for faculty who are terminated during the 
academic year. Faculty seeking an exception to this policy should 
consult the Director of Information Technology.

Staff
A staff member no longer employed by Pomfret loses network/
email access 10 business days after leaving his or her job unless 
the Director of Information Technology is instructed differently 
by Human Resources.  Hostile departures or terminations where 
there is concern the employee might destroy electronic data results 
in an immediate lock-out.
 

Graduates
Newly graduated students maintain access to the network until 
October 1 of their graduation year. New graduates become coded 
as alumni in the Advancement database at the beginning of the 
fiscal year following Commencement.

Students on Leave
Whatever the reason, a student on leave is still considered a 
Pomfret student and continues to have the normal student access 
to the network.  Sometimes a Leave Of Absence (LOA) drags on, 
but information is shared in as timely a manner as possible when 
LOA status changes. Often, though, these status changes are not 
finalized until the end of the academic year.

Students who have withdrawn, been dismissed, or will not 
return (and their parents)
Mid-year separated students will have access to email for seven 
days from the date the Director of Information Technology 
receives notification of the withdrawal/dismissal/not return 
decision. Access can be shorter or longer as determined by the 
Dean of Students, considering the factors for the separation. The 
Dean of Students office informs the student when leaving the 
School of the seven day access period.

SERVICE STATUS DURING EMERGENCIES

The Pomfret Email System is not operated on campus. As such, its 
availability is not affected by local conditions on campus. All other 
services are subject to the availability of electrical power.
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EMAIL SERVICE FOR SEPERATED USERS

Employee Email / File Server Account Termination
When faculty and staff leave employment at Pomfret, their email 
and network accounts are disabled upon the termination of their 
benefits, unless prior arrangements have been made and approved 
by the human resources department. Accounts and files will be 
deleted approximately 30 days after this unless the IT department 
has been notified to delay that process.

Auto Replies for employees
In all cases of separation, a standard auto reply will be in place 
which announces in an appropriate tone that:
• You are no longer employed by the School
• Directing the email to a logical person(s) who could handle 

the request
• Optional: Information to a new or personal email account, if 

applicable and appropriate.
• For draft auto reply language, contact Human Resources.

Faculty who leave the School (including retired faculty) and 
campus residents
Any faculty member in good standing who leaves Pomfret at 
the end of an academic year will be able to maintain access 
until October 1 of the departure/retirement year. An employee’s 
department chair or supervisor should ensure that any files that 
need to be saved or transferred to a successor shall be moved 
out of the employee’s file systems prior to the employee leaving. 
Employees who wish to transfer email from their Pomfret Google 
Apps email account, must seek the assistance of a technology 
department member. No confidential Pomfret information may 
not be transferred.   Accounts are immediately locked-out for 
faculty who are terminated during the academic year. Faculty 
seeking an exception to this policy should consult the Director of 
Information Technology.

Staff
A staff member no longer employed by Pomfret loses network/ 
email access 10 business days after leaving his or her job unless 
the Director of Information Technology is instructed differently 
by Human Resources.   Hostile departures or terminations where 
there is concern that the employee might destroy electronic data 
result in an immediate lock-out.

Graduates
Newly graduated students maintain access to the network until 
October 1 of their graduation year. New graduates become coded 
as ALUMNI in the Advancement database at the beginning of the 
fiscal year following Commencement.

Students on Leave
Whatever the reason, a student on leave is still considered a 
Pomfret student and continues to have the normal student access 
to the network. Sometimes a Leave Of Absence (LOA) drags on, 
but information is shared in as timely a manner as possible when 
LOA status changes. Often, though, these status changes are not 
finalized until the end of the academic year.

Students who have withdrawn, been dismissed, or will not 
return (and their parents)
Mid-year separated students will have access to email for seven 
days from the date the Director of Information Technology receives 
notification of the withdrawal/dismissal/not return decision. 
Access can be shorter or longer as determined by the Assistant 
Head of School, considering the factors for the separation. The 
Assistant Head of School will informs the student when leaving 
Pomfret of the seven day access period.

Calendar: You can export your calendar data, and import it into 
your new account (or into iCal, Outlook, etc.)
• Mail & Contacts: you should let your contacts know your @ bbns.

org address will be going away. You can forward individual mail 
messages to another email address and students can set up auto-
forwarding or auto-responses for the summer months. You can 
either export your contacts or download them as an archive.

• Google Sites: you can create a personal Gmail account and 
“share” the site to your personal account as an “owner,” and 
then make a copy of it in your personal account. Or you can 
export a site by saving it as an archive with Google Take-Out 
and then it can be imported to your personal account.

• Bookmarks: export them with Take-Out and then import 
them to your personal account.

Employees must abide by Pomfret policies in terms of not taking 
any confidential information, such as student or family data, or 
sensitive email communications 
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CAMPUS COMMUNICATIONS

INTERNAL COMMUNICATIONS

Email Etiquette
Email is an important communication tool and should be used in 
a professional and appropriate manner. Paying attention to how 
we use email will improve communications and cut down on email 
inbox maintenance. The standard Pomfret School email signature 
and disclaimer will be used by all employees. The following 
guidelines are helpful in writing professional emails:

• Be brief. Not every email needs to be beautiful prose. Because 
of the volume of emails most people deal with, make anything 
you can short and to the point. If your email is more than five 
sentences, consider calling the other party.

• Use mixed case, since UPPER CASE IS THE EQUIVALENT 
OF SHOUTING.

• Use a regular font in a uniform size and single color.
• Proofread for errors.
• Take time to make sure your messages are easy to read and 

understand.
• Use descriptive subject lines to make it easy for people to 

process their emails. Change the subject line when necessary 
in long threads.

• Use email shorthand.
• EOM stands for End of Message. You can quickly send 

information in the subject line and end with EOM. The 
reader gets the message and does not have to open the email.

• NRN stands for No Response Necessary. Use NRN at the 
end of an email to say that you do not need to hear back  from 
recipient(s).

• FYI stands for For Your Information. Begin an email with 
FYI. The reader knows that you are sending information and 
you do not expect a response. If you must reply, simply reply: 
Thanks! or Got it.

• Be careful with humor, sarcasm, strong emotions. Without the 
voice inflections, facial expressions, and body language, it is 
easy for a remark to be misinterpreted.

• Do not speak (type) hastily. Try not to say anything to others 
that you would not say to them in a room full of people.

• Never send chain letters or other frivolous emails.
• Avoid sending mass mailings unless absolutely professional 

and necessary.
• REACH will be the sole tool for student whereabouts.
• Lost and Found items should be delivered to the office of the 

Assistant to the Head of School so she can send an email.
• Respond in a timely manner. Pomfret generally expects 

employees to respond to emails within 24 hours. Use an 
automatic or vacation response if you are not able to reply in 
this time frame.

• Do not use “Reply All” as your default.
• Acknowledge receipt of email very simply in as few words as 

possible. All communication should be sleek and with as few 
words as possible to get the message across clearly.

Be careful about what you say and how you say it. Once an email 
is sent, it can be forwarded anywhere. Assume that anything you 
put in writing has the possibility of becoming publicly accessible.

EXTERNAL COMMUNICATIONS

Any mass communication to a group of Pomfret School 
constituents for the purpose of Pomfret School related business 
must be channeled through Communications. This includes 
activity on behalf of the School to email groups, social media, 
external websites, mailed pieces, or anywhere the School’s name 
or logo is used. Communications maintains a calendar to track 
message distribution to eliminate duplication and insure the best 
possible experience for those receiving School messages. The 
Communications Department can also assist in design, editing, and 
distribution and will work with the sender to craft an appropriate 
strategy for a given message. The Communications Department 
requires at least two days notice for all external communications.

PUBLIC INFORMATION AUTHORIZATION

Pomfret School publicly acknowledges the academic, athletic, 
artistic, professional, and community accomplishments of its 
students and employees.  As an employee of Pomfret School you 
agree to allow the School to share your likeness, work product, 
and accomplishments in the context of promoting and marketing 
Pomfret School.  Any request for exceptions to this policy should 
be submitted in writing to the Director of Advancement and 
Communications.

MEDIA RELATIONS

All contacts with external media should be managed through 
Communications. For the purpose of external promotion in print 
and online please work through Communications to manage any 
needs you may have. This will allow the School to ensure consistent 
messaging and branding. This also applies to social media and 
external websites.

The No Media List
You may not share private student information without the 
direct approval from the Communications Department. This 
includes, but is not limited to, full student names, student phone 
numbers, student social media accounts, student addresses, and 
any other specifically identifying information. In addition, the 
Communications Department maintains a No Media List of 
current students whose name and/or likeness should never be 
shared with an external media outlet, based on their parent’s 
wishes. It is a best practice to check with the Communications 
Department to understand how the No Media List might impact 
the promotion of a given class/project.
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Any employee contacted by external media should notify the 
Director of Advancement and Communications or the Head of 
School. Only the Director of Advancement and Communications 
or the Head of School are authorized to speak on behalf of Pomfret 
School. Please see the Crisis Response Plan for more detailed 
instructions on how to handle media inquiry in a time of crisis.

COPYRIGHT AND FAIR-USE 

• When re-posting photos, videos, poems, music, text, artwork, 
or other copyrightable material, identify the creator of the 
materials to the extent reasonably possible.

• When hyperlinking to other sites and media, be sure that 
the content to which you are hyperlinking is appropriate and 
consistent with these guidelines.

• Be aware that photographs taken by professional 
photographers cannot be scanned and used on the Internet 
without the photographer’s permission — even if they are 
photos of you and for which you paid. Most photographers 
will charge a little extra for “digital rights” to photos.

• Respect brand, trademark, copyright information, and/or 
images of the School.

• Do not caption photos with the names of current students.
• Use only first names of students. There may be special 

circumstances where a student is widely known for a particular 
achievement, in which case the use of the full name may be 
appropriate. If there is any doubt, use only first names or ask 
the Director of Advancement and Communications.

• Do not post photos of students who are on the No Media 
List.   See the Director of Advancement and Communications 
for details.

SOCIAL MEDIA

Social media refers to online tools and services that allow any 
Internet user to create and publish content. Pomfret teachers, 
students, staff, and other school community members use social 
media (Twitter, Facebook, Instagram, LinkedIn, YouTube, Flickr, 
blogs, etc.) as a way to connect with others, share educational 
resources, create educational content, enhance the classroom 
experience, and network inside and outside of the school 
community. There are times when engaging with students via 
social media is appropriate and beneficial, and there are times 
when it is not.

It is important to remember an employee’s public and private social 
media accounts are largely available to the general public. Any 
social media posts by Pomfret employees or students are subject 
to professional and ethical expectations as well as the School’s 
Acceptable Use Policy. All Pomfret employees and students 
are representations of Pomfret School in social media spaces, 

regardless of whether these are considered professional or personal 
spaces, and are expected to behave in a way that will reflect well 
on the School. A good question to ask yourself when sharing on 
social media is “would I be okay if this was on the front page of 
the newspaper?”

As it relates to your employment at Pomfret School, the following 
guidelines will help you navigate basic expectations of employees. 
If in doubt, do not hesitate to contact the Director of Advancement 
and Communications for guidance.

• Adult members of our community should refrain from 
“friending” current or prospective students on social media 
channels. If you are an employee thinking about interacting 
with a student online, and it is not related to a classroom 
activity or official School business, don’t use a social network.

• Adult members of our community should “friend” recent 
graduates only after careful consideration.

• Do not engage in gossip or other unflattering commentary
• — particularly concerning Pomfret School, its employees, or 

students.
• Always treat others in a respectful, positive, and considerate 

manner.
• Regardless of your privacy settings, assume that all of the 

information you have shared on your social network is public 
information. Never share or transmit personal information of 
students, parents, faculty, staff, or colleagues online. Do not 
publish, post, or release information considered confidential 
or private. Online “conversations” are never private. Use 
caution if asked to share your birth date, address, and cell 
phone number on any website.

• Adults should be open about their affiliation with the School 
and the role / position they hold.

• Because you represent the School, stick to discussing only 
those school-related matters that are within your area of 
responsibility.

• Share and interact in a way that will enhance your reputation, 
the reputation of others, and the reputation of the School, 
rather than damage them.

Please be advised, if you notice photos, posts or other evidence 
of concern or of destructive behavior you are duty bound, and 
possibly legally bound, to respond. Failure to respond to concerning 
behavior may, in the best case, result in the student assuming you 
tacitly approve of the behavior or, in the worst case, lead to a 
dangerous or harmful situation for the student.

If the School believes an employee’s activity on a social networking 
site, blog, or personal website violates the School’s policies, 
the School will require that the employee cease such activity. 
Depending on the severity of the incident, the employee may be 
subject to disciplinary action, including termination.
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CAMPUS FACILITIES AND SERVICES
CAMPUS FACILITIES AND SERVICES

Pomfret School is fortunate to have outstanding facilities to support 
its academic, athletic and social programs. Beyond the scope of the 
School’s programs, many of these facilities are available for use by 
employees and their immediate families. However, employees are 
reminded that the needs of students and the School must take 
priority over any personal use of school facilities. Assessing those 
needs is our Campus Events Coordinator who acts as a facilitator 
to ensure efficient use of time and resources between the School 
and community and is responsible for the day-to-day scheduling 
of events.

CAMPUS FIELDS

Use of all campus fields, whether artificial turf or natural grass, 
for organized team practices or competitions must be scheduled 
through Athletics.

CLARK CHAPEL

Current and retired employees as well as alumni and their 
immediate families may use the Chapel for weddings, religious or 
memorial services. Employees receive a discounted fee for Chapel 
rentals. All reservations must be made through the Campus Events 
Coordinator.

CORZINE ATHLETIC CENTER

The School’s athletic facilities are available for use by employees 
according to the policies established by Athletics. The Fitness 
Center hours are scheduled through the Head Athletic Trainer. 
Contact ext. 6139 for operating hours.

Making facilities such as the Fitness Center, squash courts and 
basketball courts available to the community at large is a top 
priority, but necessarily such access must be curtailed at times 
when the building is closed or when adequate supervision is not 
available. Employee children below high school age may not 
use the facility without parental supervision. Due to the limited 
number of lockers in the faculty locker rooms, first priority for 
locker assignments is given to active coaches.

HENRY B. DU PONT LIBRARY

Employees and their families are welcome to utilize and take out 
materials from the Library.

Archives

The Archives repository is located in the basement of the Library. 
The function of the archives is to provide a repository for the 
School’s historical materials, to insure the protection of these 
materials and to make these materials available to the Pomfret 
community. Certain office records and materials are requested 

annually. It is hoped all employees will consider donating items to 
the archives for evaluation and possible inclusion in the collection. 
Members of the Pomfret School community are welcomed and 
encouraged to make use of the materials held in the collection. 
Please contact the Archivist in advance to discuss needs and 
schedule times to view materials.

JAHN ICE RINK

The Jahn Ice Rink is open from November to March. Employees 
and their families may skate during regularly scheduled “free skate” 
times.  Children under age 12 must be accompanied by an adult.

HEALTH CENTER

The Health Center is here for our students. It provides a safe and 
confidential place for all students to discuss private and/or intimate 
matters.  However, if an employee becomes sick or injured while 
at work, the Health Center can assess the condition and if needed, 
refer the employee for further care.

The Health Center has a medical doctor on site three mornings per 
week, Monday, Wednesday and Friday from 7:30 a.m. – 8:30 a.m. 
The doctor will see an employee on an urgent basis but students 
take priority.

The Health Center doctor will conduct Endorsement A physicals 
for employees who will be driving students. Endorsement A 
paperwork is available in the Business Office and medical forms in 
the Health Center. Employees should contact the Health Center 
to schedule a physical.

The Health Center also does the collections for both initial and 
random Endorsement A drug testing. Employees should schedule 
an appointment for the initial drug test. Human Resources will 
notify employees of a random drug test on the date they are 
required to go.

All controlled medications shall be dispensed by the Health 
Center or designated staff member. Controlled medication is not 
allowed to be kept in the dorm room. Other medication such as 
antibiotics, allergy medication or ointments may be kept in the 
dorm room but only on a case by case basis and must be approved 
by the nursing staff.

The Health Center is open:
• Monday, Tuesday, Thursday and Friday from 7:30 a.m. to 7:00 

p.m.
• Wednesday from 7:30 a.m. to 1:30 p.m. and 4:00 p.m. to 7:00 

p.m.
• Saturday if exams or Q.U.E.S.T. is scheduled from 7:30 a.m. 

to 12:30 p.m. and 6:00 p.m. to 7:00 p.m.
• Saturday if no exams or Q.U.E.S.T. is scheduled from 10:00 

a.m. to 12:30 p.m. and 6:00 p.m. to 7:00 p.m. 
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• Sunday from 10:00 a.m. to 12:00 p.m. and 6:00 p.m. to 7:00 
p.m.

A nurse will be on-call for health related situations at all other 
times.

Only an adult should contact the nurse on the nurse emergency 
phone at 860-753-1200. The Health Center office phone number 
is 860-963-6182.

MAILROOM

The Mailroom is located on the basement level of the Main 
House. In addition to receiving and sending mail for employees 
and students, the Mailroom processes outgoing shipments via 
USPS, UPS and FedEx. The Mailroom hours are from 9:00 a.m. 
to 4:00 p.m.  It closes for lunch from 11:30 a.m. to 12:00 p.m. and 
during mail delivery from 2:00 p.m. to 3:00 p.m. Mail, including 
interoffice, is distributed and picked up once per day and personal 
packages can be picked up in the Faculty Mailroom closet. Faculty 
should not have large packages delivered to the Mailroom during 
vacations if they will not be on campus to receive them.

OLMSTED STUDENT UNION

Following are the guidelines for use of the 
Olmsted Student Union:

• Children under 10 years old are not admitted to the Student 
Union unless accompanied by an adult.

• Outside guests are not allowed in the Student Union unless 
accompanied by a member of the Pomfret community.

PARSONS LODGE

The Lodge is an ideal location for special functions, from dinners 
to intimate weddings, small business meetings to cocktail parties. 
It is open year round and can accommodate up to 75 people for 
cocktails and as many as 60 for sit down dinners. For information 
on reserving the Lodge, please book through the Campus Events 
Coordinator at x 6134.

Room amenities include wireless internet, telephone, data port, 
smart TV, audio-visual capabilities, outdoor terrace, and inside/
outside fireplace. There is kitchen space with a sink but no 
refrigeration or cooking facilities. The building has central air 
conditioning and parking in an adjacent lot.   Pets are not allowed. 
Smoking is prohibited. All guests under the age of 18 must be 
accompanied by a parent or guardian.

School sponsored events take   priority.  Booking preference is 
given to alumni, current parents and official guests of the School 
(e.g. speakers, job candidates and visiting artists).  Subject 
to availability, employees may reserve the Lodge  for  family 

and friends. Reservations must be done through the Campus 
Events Coordinator. There is a rental fee based on the event, a 
housekeeping fee for private/personal functions, and a certificate 
of liability insurance document is required. If alcohol is involved, 
the liability must specifically include liquor liability.

For information on catering needs, please refer to the Events 
Policy.

FACILITES EQUIPMENT AND SUPPLIES

Equipment and supplies in Facilities are for use by employees in 
the Facilities Department only.  Equipment and supplies may not 
be loaned out to faculty or staff.

REPAIR AND MAINTENANCE WORK ORDERS 
(SCHOOLDUDE)

SchoolDude is a web-based school facilities maintenance and 
event booking program. With this program, users are able to put in 
maintenance work orders and book events on campus. Event booking 
includes school-related events, personal and outside events. Both 
programs allow the user to submit and check the status of each work 
order put in. SchoolDude automates communication between the 
requester and Facilities. Requesters will get a response to each work 
order/booking put in by Facilities.

Employees may request maintenance work for their campus homes, 
offices, or classrooms by submitting a work order using SchoolDude at 
http://login.myschoolbuilding.com/msb (Account Number: 20056356 
Password: griffin). A system generated e-mail response will be 
returned to the originator indicating the status of the request.

LAUNDRY AND DRY CLEANING SERVICE

Employees may take advantage of the laundering and dry cleaning 
services of E and R Cleaners. E and R Cleaners is on campus on 
Fridays to pick up and Tuesday to return laundry. The schedule 
is adjusted when students and faculty are away from campus on 
breaks. Employees should leave and pick up their laundry and/
or dry cleaning in the laundry room in the basement of the Main 
House. Employees receive a 33% discount off the current retail 
prices and are billed directly by E and R Cleaners.

To sign up for this service go to www.EandRCleaners.com or 
contact their customer service department at 
800-243-7789.
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ACADEMIC LIFE

ACCESS TO STUDENT FILES

All files for currently enrolled students are kept in a secure, fire- 
proof cabinet located in the Assistant Head of School’s office. 
Teachers and advisors are expected to read and review files to gain 
a better understanding of their students. Due to confidentiality 
reasons, as well as to keep files from being lost or stolen, student 
files should not be removed from the Assistant Head of School’s 
office. When interested in gaining access to the files, employees 
should ask the Assistant Head of School or an Administrative 
Assistant to unlock the cabinets and may do so at any time 
during the class day.

HOSTING

Faculty residing in homes may be asked to host guests on 
occasion as needed by the administration. This could include 
suspended students.

DRIVING STUDENTS

Only employees or spouses of employees with a Connecticut 
Public Passenger Endorsement A (PPEA) are allowed to drive 
students. Especially when driving students, employees must obey 
all State traffic laws, which includes following seat belt regulations 
and posted speed limits.

All faculty members must hold a valid CT PPEA unless they 
have documented medical reasons. Holding a valid license is a 
condition of employment for all those with faculty status as well as 
for anyone else who drives students on a regular basis.

STUDENTS WHO SEPARATE

Students who separate from the school community either as a 
result of personal withdrawal or dismissal are expected to depart 
campus as soon as possible and definitely on the same day on 
which their separation was communicated to them. Students 
who were separated due to disciplinary reasons, or withdrew prior 
to disciplinary proceedings, may not return to campus without 
permission from the Head of School.

Prior to a student’s departure from school, all school property — 
athletic gear, keys, library books, and other school-issued items, 
must be returned. They must also follow the regular dormitory 
check-out process. Separated students are responsible for packing 
and cleaning their dormitory spaces and lockers. Any belongings 
that may need to be stored and/or shipped by the School will be 
performed at the student’s expense.
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SCHOOL HOUSING

Pomfret School requires certain employees to live on campus as 
a condition of employment for the convenience of the School. 
This allow these employees to be accessible to the students at 
all hours and available to participate in campus activities and 
provide supervision appropriate to a residential community.

Uses/Absences:
The residence is for the use of the employee, and his or her 
immediate family (if applicable) only, and is to be used as a 
residential dwelling. The employee shall notify Facilities, in an 
email, of any anticipated absence from the residence no later than 
one week prior to the first day of the extended absence. Facilities 
will send brief questionnaires to be filled out prior to the Christmas, 
Spring and Summer Breaks.

Employees shall make reasonable arrangements to safeguard 
the residence from electrical fire hazards and/or plumbing leaks. 
Security checks will be completed during a faculty absence.

Employees should also notify Facilities when friends or relatives 
occupy their School-provided apartments while absent from 
campus.

Check in/out:
When an employee leaves the School’s employ, he or she must 
vacate the residence by June 15th or no less than fifteen days after 
termination. New employees should coordinate their arrival on 
campus with the Assistant Head of School to schedule a formal 
move-in date.

AIR CONDITIONERS

In apartments with normal double hung windows, faculty are 
expected to install their own window air conditioners. In special 
cases where the windows are unique, like crank-out windows, 
or if special attachments are needed, Facilities will help install/
uninstall them.

APPLIANCES

The School provides stoves, refrigerators, and dishwashers 
(where possible) in school-owned apartments and residences. 
The School replaces stoves, refrigerators, and dishwashers when:

• The appliance is no longer functional or beyond repair.
• The appliance is significantly outdated to the point that it no 

longer provides proper service.

The School assumes responsibility for the repair of school-
owned appliances.  To obtain appliance service, call Facilities.

EXPLOSIVES AND FLAMMABLES

Explosives, including firecrackers, or flammable or combustible 
materials that could increase the likelihood of fire in the residence 
may not be stored or used on any property of the School, unless it 
is for the purpose of classroom or laboratory instruction and under 
the direct supervision of a faculty member.

EXTERIOR APPEARANCE

Because Pomfret School is a public community, it is essential 
that employees keep the exterior of their residences and yards 
in attractive condition. No additions, improvements, alterations, 
repairs, excavations or other work which in any way alters the 
exterior appearance of any Pomfret School property, including 
buildings and grounds, shall be made or done without the prior 
written approval of the Director of Facilities or the Chief Financial 
Officer. This includes landscaping and gardens, storage sheds, 
decks, porches and patios, fencing, animal enclosures, compost 
bins, recreational and playground equipment, trash containers, 
trailers and campers, signs, swimming pools, spas and hot tubs, etc.

FACULTY ABSENCE FROM SCHOOL HOUSING

In order to provide security checks of apartments when faculty are 
away for extended periods of time, faculty should inform Facilities 
by e-mail. Faculty members should also notify Facilities when 
friends or relatives occupy their School-provided apartments while 
the faculty member is absent from campus.

Faculty parents should not leave their children of high school 
age or younger in school apartments during overnights or 
longer absences. Safety of school property requires that an 
adult be present.

FACULTY CHILDREN AND SCHOOL HOUSING

Nearly 50 faculty children of high school age or younger live in 
school housing. Others at college also spend time here. We cannot 
overlook the presence of this younger generation nor treat lightly 
its collective impact upon our community, be it physical, financial, 
or social. We value very highly the quality of life here for adults 
and children, faculty and students, yet we recognize the relative 
safety of a closed community like ours allows freedoms that may 
threaten the peaceful and pleasant coexistence of all members.

We ask that all parents always consider the welfare of the 
whole community in talking to their children about their 
behavior. We also ask that faculty use the rare opportunity 
we all have to  support  one  another  in  maintaining  a  
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civilized community by collectively observing the ground 
rules set forth below. In other words, confront a colleague’s 
child if his or her behavior is unacceptable.
 
Faculty children living in School housing on or adjacent to 
campus and who are students at Pomfret have status “somewhere 
between” day students and boarding students and therefore 
must observe the following rules:

• Alcohol: Drinking outside the home on the Pomfret School 
campus or with a boarding student while that student is under 
the School’s jurisdiction places the student in violation of the 
major school rule on alcohol.

• Marijuana or other controlled substances:  Faculty children 
are liable for major discipline for use anywhere under the 
jurisdiction of the School, including their own home. The 
School cannot countenance use or possession of such substances 
on its property.

• Motor vehicles: Faculty children may use family vehicles under 
guidelines set with their parents, but, like day students, they 
may not transport boarding students in those vehicles.

• Faculty children who are withdrawn from the School may 
be restricted from certain areas of the campus and from 
participating in certain school activities. If improprieties occur, 
the Head of School may determine that other restrictions are 
necessary on a case-by-case basis after discussion with the 
parents.

• As with all other rules and regulations, faculty children must 
abide by the same expectations the School has of day students.

MAINTENANCE 

It shall be the employee’s responsibility to maintain the residence in 
good repair at all times. Maintenance performed by the employee shall 
include, but is not limited to, the following:

• Maintaining the residence in a neat, clean and sanitary 
condition, and removing rubbish and garbage in a safe and 
sanitary manner.

• Keeping the residence free of excessive clutter.
• Using and operating all electrical, gas, plumbing, heating, 

ventilating, air conditioning appliances or other facilities safely.
• Furnishing and replacing light bulbs.
• Maintaining carpet and flooring.
• Reporting any defects or damages promptly to Facilities.
• Pomfret School will make every effort to perform repairs on a 

timely basis. Employees shall pay for repairs necessary due to 
negligence or malice on their part.

ACCESS TO RESIDENCE 

Pomfret School shall have the right to enter the residence, after 
timely notification to the resident, to make inspections, provide 
preventative maintenance, provide necessary services or to show 
the residence to prospective employees, or workmen. As provided 
by law, in the case of emergency, Pomfret School may enter the 
residence without the employee’s consent.

The School will periodically (no less than once per year) inspect 
apartments and stand-alone homes to provide for a program on 
ongoing maintenance and upkeep.

PERSONAL PROPERTY 

All of an employee’s personal property located  or  stored  on 
the grounds of Pomfret School shall be kept and stored at the 
employee’s sole risk, and the employee will not hold Pomfret 
School liable for any loss or damage to such personal property 
arising out of any cause whatsoever. Employees are encouraged to 
purchase renters insurance.

LAWN CARE AND SNOW REMOVAL

Maintenance of the structure of houses and of outside plantings 
is provided by Facilities. Driveways are plowed but not sidewalks; 
main lawn areas are mowed, but hand mowing and trimming are 
the responsibility of the occupant. Employees with fenced yards 
are responsible for yard upkeep.

ALTERATIONS AND RESTORATIONS 

The employee shall not remodel or make any structural changes or 
space alterations to the residence. This includes installing, attaching, 
or removing shelving, fixtures, walls, appliances or equipment such 
as air conditioning, heating, refrigeration, wood-burning stoves, 
fireplace inserts, kerosene heaters, etc. The employee shall consult 
Facilities with project requests.

OUTDOOR GRILLS

A minimum of three feet of clearance from School-owned buildings is 
required to operate any outdoor grill (gas, charcoal, electric).  
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POOLS, HOT TUBS, TRAMPOLINES, AND HOME 
ICE RINKS

Please note the state building code requires a permit and a code-
compliant barrier around all pools and hot tubs holding more than 
24 inches of water. Before setting up any pools or hot tubs, please 
contact Facilities to ensure you are in observance of state law. In 
addition, the School’s liability carrier recommends all fenced in 
bodies of water be alarmed.

Because weight and contents may pose a threat to some of our 
buildings, faculty are requested not to install waterbeds without 
permission of the Head of School.

Faculty who have trampolines and home ice rinks are strongly 
encouraged to have renters insurance to protect themselves from 
liability claims.

IMPROVEMENTS

The School is committed to improving the condition of faculty 
apartments, and a sizable budget is designated for this purpose 
each year. Improvements usually occur for one of the following 
three reasons:

• The faculty member makes a request.
• Facilities has identified a problem to be fixed.
• The Director of Facilities initiates the request based on his/her 

tour of faculty housing (roughly every five years) or knowledge 
of the condition of a specific house.

Faculty who desire modifications or improvements to their 
apartments should submit requests through SchoolDude. 
Improvements made at a faculty member’s expense may not be 
removed if removal would require the School to remodel. Fixtures 
bought jointly with the School belong to the School.

MOVING EXPENSES

Moving Onto Campus
For moves handled professionally or personally, the Director of 
Facilities is authorized to reimburse up to $1,250. Please submit 
receipts to the Director of Facilities for approval prior to requesting 
reimbursement. Moving expenses are reimbursed by the School 
and, as required by law, reported to the IRS. Please consult your 
tax advisor for information on deductions you may be able to take 
for moving expenses.

If the move includes storage, the first month is not taxable. After 
month one all storage expenses are taxable according to the IRS.

Current Faculty
The large number of campus moves during the summer months 
places an enormous strain on our Facilities Department as they are 
responsible for all moves.

The School does not pay for returning faculty to move from off- 
campus housing to school housing unless the move is made at the 
School’s request.

The timing of all moves is scheduled by the School.     Because 
the moving and renovation schedule in the summer is often very 
tight, faculty members must be fully packed prior to the scheduled 
move date. Any assistance by the faculty member in the moving 
process is appreciated. Facilities is able to assist with smaller on-
campus moves, but if they determine that the move is significant, 
the tenant will be responsible for hiring movers or performing the 
move themselves. If hiring professional movers is required, the 
School will reimburse costs up to $1,000.

It is the faculty member’s responsibility to remove or dispose of 
outdoor pet and play-yard equipment (including basketball hoops) 
when he or she moves.

If the faculty member requests to move off campus, they are 
financially responsible for the entire cost of the move.

PAINTING AND REDECORATING

The employee may not repaint the interior of his or her residence 
without first receiving permission from the Director of Facilities or 
Chief Financial Officer.  The employee will be charged with the cost 
of returning his or her residence to its original state upon leaving the 
School’s employ.

Faculty members who are moving to new faculty residences must 
accept them as is. The School paints the exteriors of buildings on 
a rotating schedule. Interiors are painted as time permits, either 
when faculty move or by special request to Facilities. Under no 
circumstances are faculty to alter electrical and mechanical systems of 
the School or undertake any renovations to School-owned housing 
without the express authorization of the Director of Facilities. The 
School reserves the right to periodically inspect apartments to 
provide for a program on ongoing maintenance and upkeep.

The School provides “Pomfret white” paint free of charge to faculty 
willing to paint their own apartments. Faculty who wish to paint an 
area of their campus residence a color other than “Pomfret white” 
must purchase their own paint, which must be light-colored latex. 
When faculty members move to a new apartment or depart from the 
School, it is their responsibility to restore the walls to “Pomfret white” 
by engaging a Facilities-approved painter or by doing it themselves 
(and only if there is sufficient time to do the job to the School’s 
satisfaction before they are required to move out). Facilities can also 
return the room to its original color when the resident departs and 
bill the resident for the cost. Should a faculty member fail to do 
so, or should he or she not do so to the satisfaction of Facilities, 
he or she will be charged accordingly. If the Director of Facilities 
determines a room would have been painted by Facilities anyway 
upon the faculty member’s departure and one coat is sufficient to 
cover the existing custom color, the resident will be alerted that he/
she does not need to repaint the room(s) in question.
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The School does not install wallpaper in faculty apartments but does 
permit the installation of strippable wallpaper at faculty expense. 
In such cases, the faculty member may be asked to remove the 
wallpaper before moving.

RENTER’S INSURANCE / PERSONAL PROPERTY

Faculty who reside on Pomfret School provided housing are 
covered and protected under the School’s general liability insurance. 
However, the School’s insurance policies do not provide protection 
for personal property for any reason including theft, fire, or other loss. 
In order to protect a faculty member and his/her family’s personal 
property, please ensure you have a valid Renter’s Insurance Policy. 
The cost of the insurance is dependent on the market conditions, but 
currently the costs are affordable and easy to acquire.
 
Please ensure the coverage is appropriate to the overall value of 
your personal property.

You are not required to use any specific carrier, but for ease and 
convenience, the School’s Insurance Broker, Fred C Church, is 
able to offer competitive quotes to an Pomfret School community 
members.  If interested, please email clientservices@fredcchurch.com, 
visit www.fredcchurch.com/request-quote or call 800-225-1865 ext. 
7365, and please indicate you are from Pomfret School.

NOTE: Should a parent ever ask, personal property of Pomfret 
School students is also excluded from the School’s property 
insurance. Coverage for a student’s personal property should be 
covered under his/her family’s homeowners insurance, if applicable.

SERVICE TO FACULTY HOUSES

Calls for service to faculty houses will be completed during normal 
business hours (7:00 a.m. to 3:30 p.m. Monday through Friday). 
After normal business hours, weekends, and holidays, Facilities will 
only respond to EMERGENCY service requests as determined by 
on call staff.

USE OF SCHOOL-PROVIDED HOUSING:

Employees residing in School-provided housing are expected to 
respect the property and treat it with care. As tenants, employees 
living in School-provided housing should report any damage or 
issues that might arise within and/or outside of their living spaces 
to School Facilities in a timely fashion. General wear and tear in 
residential areas are expected. However, employees may be charged 
for any damage to their residences or to school-owned equipment 
in their residences that are not considered wear and tear. Also, 
employees may be held responsible for property kept in poorly 
maintained condition.

Members of the school community--students, parents, and/or 
colleagues--may attend events, such as advisory dinners, or may 
visit employees at their residences throughout the school year, so 
School-provided housing should be well maintained and kept 

in neat, clean condition. Outside spaces should be kept neat 
and seasonal decorations should be removed as soon after use as 
possible.
 
Employees who live in School-provided housing could be asked 
to serve as short-term overnight hosts for members of the school 
community, who may include students and/or guests.

UTILITIES

The School primarily uses natural gas for its heating. All faculty 
who reside on campus will be provided access to the necessary 
natural gas (assuming the dwelling is fit to do so) at no additional 
cost to the employee.

Electricity is provided to campus from Eversource.  Faculty who 
reside in a stand-alone house are financially responsible for the 
electricity usage. The account is expected to be put in the occupant’s 
name and payment is a direct relationship between the faculty 
member and Eversource. New occupants are expected to connect 
with Eversource (contact Facilities at x6187 for the exact process 
details) to ensure billing is appropriate and accurate.

A few stand-alone houses do not have separate meters. In an effort 
to be equitable and fair, the Business Office will approximate the 
average monthly cost and charge the mutually agreed upon amount 
to the faculty member on a monthly basis.

Faculty who reside in an apartment within a dorm are not 
financially responsible for electricity costs.

Water and sewer are provided to all campus housing at no cost to 
the occupant.

ELECTRICAL

Under no circumstances are faculty to alter electrical and mechanical 
systems of the School or undertake any renovations to school-
owned housing without the express authorization of the Director 
of Facilities.
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ADDENDUM

CAMPUS MAP

campus
MAP

1. Robinson House
Admissions & Dormitory

2. School Building
Academics, Jahn Reading Room, 
Administrative Offices

3. Centennial Academic & Arts 
Center

Academics
4. Monell Science Building

Academics 
5. Olmsted Observatory
6. du Pont Library

Academic Support, Digital Arts, 
Archives

7. Schoppe Dance Studio

8. Clark Chapel
9. Hard Auditorium

10. Main House
Dining Hall, Common Room, 
Business Office, Health Center

11. Corzine Athletic Center &             
Olmsted Student Union

Fitness Center, School Store, 
Tuck Shop

12. Jahn Rink
13. Strong Field House

Indoor Tennis
14. Lewis Gymnasium
15. Eastover

Head of School ’s Home

SOUTH ENTRANCE

44

1

10

6

4

7

12

26

29

3

28

A

B

C

D

9

E
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campus
8. Clark Chapel
9. Hard Auditorium

10. Main House
Dining Hall, Common Room, 
Business Office, Health Center

11. Corzine Athletic Center &             
Olmsted Student Union

Fitness Center, School Store, 
Tuck Shop

12. Jahn Rink
13. Strong Field House

Indoor Tennis
14. Lewis Gymnasium
15. Eastover

Head of School ’s Home

SOUTH ENTRANCE

3

28
NORTH ENTRANCE 44

16. Olive Cottage
Dormitory

17. Orchard Cottage
Dormitory

18. Pyne
Dormitory

19. Hale
Dormitory

20. Clement
Dormitory 

21. Kniffin 
Dormitory

22. Dunworth
Dormitory

23. Pontefract
Dormitory

24. Plant
Dormitory

25. Bourne
Dormitory

26. Picerne House 
Dormitory 

27. Lasell Alumni House
Advancement & Communications

28. Parsons Lodge
29. Facilities
30. Blodgett Boathouse

Located on Quasset Lake,
3 miles northwest of campus

8

2
9
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11
14

22
23

24
25

19

20

21

15

13

27

16 17

5

E
F

G

H

I

J

Letters “A-J” label 
outdoor athletic 
facilities. Please refer 
to athletics schedule 
for game locations 
and times.
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EMPLOYEE RIGHTS UNDER 
THE FAMILY AND MEDICAL 
LEAVE ACTEMPLOYEE RIGHTS

UNDER THE FAMILY AND MEDICAL LEAVE ACT

Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-protected leave in a 12-month period 
for the following reasons:

•	 The birth of a child or placement of a child for adoption or foster care;
•	 To bond with a child (leave must be taken within 1 year of the child’s birth or placement);
•	 To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;
•	 For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job;
•	 For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse, 

child, or parent.

An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also take up to 26 weeks 
of FMLA leave in a single 12-month period to care for the servicemember with a serious injury or illness. 

An employee does not need to use leave in one block. When it is medically necessary or otherwise permitted, employees 
may take leave intermittently or on a reduced schedule. 

Employees may choose, or an employer may require, use of accrued paid leave while taking FMLA leave. If an employee 
substitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s normal paid leave policies.

While employees are on FMLA leave, employers must continue health insurance coverage as if the employees were not on leave. 

Upon return from FMLA leave, most employees must be restored to the same job or one nearly identical to it with 
equivalent pay, benefits, and other employment terms and conditions. 

An employer may not interfere with an individual’s FMLA rights or retaliate against someone for using or trying to use FMLA leave, 
opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA.  

An employee who works for a covered employer must meet three criteria in order to be eligible for FMLA leave. The employee must: 

•	 Have worked for the employer for at least 12 months; 
•	 Have at least 1,250 hours of service in the 12 months before taking leave;* and 
•	 Work at a location where the employer has at least 50 employees 
•	 within 75 miles of the employee’s worksite. 

*Special “hours of service” requirements apply to airline flight crew employees. 

Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not possible to give 30-days’ notice, 
an employee must notify the employer as soon as possible and, generally, follow the employer’s usual procedures. 

Employees do not have to share a medical diagnosis, but must provide enough information to the employer so it can determine 
if the leave qualifies for FMLA protection. Sufficient information could include informing an employer that the employee is or 
will be unable to perform his or her job functions, that a family member cannot perform daily activities, or that hospitalization or 
continuing medical treatment is necessary. Employees must inform the employer if the need for leave is for a reason for which 
FMLA leave was previously taken or certified.

Employers can require a certification or periodic recertification supporting the need for leave. If the employer determines that the 
certification is incomplete, it must provide a written notice indicating what additional information is required. 

Once an employer becomes aware that an employee’s need for leave is for a reason that may qualify under the FMLA, the 
employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, must also provide a notice of rights and 
responsibilities under the FMLA. If the employee is not eligible, the employer must provide a reason for ineligibility.

Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave will be designated as 
FMLA leave.    

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or may bring a private lawsuit 
against an employer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective 
bargaining agreement that provides greater family or medical leave rights.

LEAVE 
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBILITY  
REQUIREMENTS

1-866-4-USWAGE

WWW.WAGEHOUR.DOL.GOV

For additional information or to file a complaint:

(1-866-487-9243)     TTY: 1-877-889-5627

U.S. Department of Labor     Wage and Hour Division

 THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

WH1420a REV 04/16

REQUESTING 
LEAVE

EMPLOYER 
RESPONSIBILITIES 

ENFORCEMENT 
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CT PAID SICK LEAVE

NOTICE 
Connecticut General Statutes §§ 31‐57r ‐ 31‐57w – Paid Sick Leave 

 

Each employer with 50 or more employees based on the number of employees on its payroll for the week containing October 
1, shall provide paid sick leave annually to each of its service workers in the state. The paid sick leave shall accrue beginning 
January 1, 2012 for current employees, or for a service worker hired after January 1, 2012, beginning on the service worker's 
date of employment. 

 

Accrual 
The accrual  is at a  rate of one hour of paid  sick  leave  for each 40 
hours worked by a service worker up to a maximum of 40 hours per 
year (the employer shall choose any 365 day period used to calculate 
employee benefits in order to administer paid sick leave). 

 No  service worker  shall be entitled  to use more  than  the 
maximum number of accrued hours.  

 

Carry Over 
Each service worker shall be entitled to carry over up to 40 unused 
accrued hours of paid sick leave from the current year period to the 
following year period  
 
Use of Paid Sick Leave 
A  service worker  shall  be  entitled  to  the  use  of  accrued  paid  sick 
leave  upon  the  completion  of  the  service  worker's  680th  hour  of 
employment  

 from January 1, 2012, for current service workers, or  
 if hired after January 1, 2012, upon the completion of the 

service worker's 680th hour of employment from the date 
of hire, unless the employer agrees to an earlier date.  

 
A service worker shall not be entitled to the use of accrued paid sick 
leave  if such service worker did not work an average of 10 or more 
hours a week for the employer in the most recent complete calendar 
quarter.  
 

Pay 
Each employer shall pay each service worker for paid sick leave at a 
pay rate equal to the greater of either  

 the normal hourly wage for that service worker, or  
 the minimum  fair wage  rate  under  section  31‐58  of  the 

general statutes  in effect  for  the pay period during which 
the employee used paid sick leave. 

 

Reasons for Use of Leave 
A service worker may use paid sick leave for his or her own: 

 illness, injury or health condition;  
 the  medical  diagnosis,  care  or  treatment  of  his  or  her 

mental illness or physical illness, injury or health condition; 
or  

 preventative medical care. 
 
A service worker may use paid sick leave for a child's or spouse's:  

 illness, injury or health condition; the medical diagnosis,  
 care or treatment of a mental or physical  illness,  injury or 

health condition; or  
 preventative medical care  

 
A  service worker may use paid sick  leave  if  the  service worker  is a 
victim of family violence or sexual assault:  

 for medical  care or psychological or other  counseling  for 
physical or psychological injury or disability;  

 

 to obtain services from a victim services organization; 
 to relocate due to such family violence or sexual assault;  
 to participate in any civil or criminal proceedings related to or 

resulting from such family violence or sexual assault. 
 
Notice 
If leave is foreseeable, the employer may require advance notice. 
If  leave  is unforeseeable,  the employer may  require notice as soon as 
practicable.  
 

Reasonable Documentation  
Documentation for paid sick  leave of 3 or more consecutive work days 
may be required 

 documentation  signed  by  a  health  care  provider  who  is 
treating  the  service worker  or  the  service worker's  child  or 
spouse  indicating  the  need  for  the  number  of  days  of  such 
leave shall be considered reasonable documentation. 

 a court  record or documentation  signed by a service worker 
or  volunteer  working  for  a  victim  services  organization,  an 
attorney, a police officer or other counselor involved with the 
service worker shall be considered reasonable documentation 
for a victim of family violence or sexual assault.  

 

Prohibition of Retaliation or Discrimination 
No  employer  shall  take  retaliatory  personnel  action  or  discriminate 
against an employee because the employee:  

 requests or uses paid sick leave either in accordance with the 
act; or 

  in accordance with the employer's own paid sick leave policy, 
as the case may be; or  

 files  a  complaint with  the  Labor  Commissioner  alleging  the 
employer's violation of the act 

 

Collective Bargaining  
Nothing in the act shall diminish any rights provided to any employee or 
service worker under a collective bargaining agreement, or preempt or 
override  the  terms  of  any  collective  bargaining  agreement  effective 
prior to January 1, 2012. 
 

Complaint Process 
Any employee aggrieved by a violation of the provisions of the act may 
file a complaint with the Labor Commissioner. Upon receipt of any such 
complaint, said Commissioner may hold a hearing. After a hearing, the 
Commissioner may assess a civil penalty or award other relief. 
 
 
This is not the complete Paid Sick Leave law.  Please contact 
your Human Resources office for additional information. 
 
 
 
                                                                                Effective 1/1/15 
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EMPLOYEE CLASSIFICATIONS

	

ALL	EMPLOYEES	
Exempt	vs	Non-Exempt	

Exempt	 An	employee	who	is	not	entitled	to	overtime,	and	
is	usually	paid	a	fixed	salary.	

Non-Exempt	 An	employee	who	is	usually	paid	on	an	hourly	basis	and	is	
paid	overtime	for	hours	worked	over	40	hours	in	a	work	
week.		(Regular	and	holiday	count	towards	hours	worked.		
Vacation	and	STA	hours	do	not.)		Overtime	hours	are	paid	at	
1.5	times	regular	rate	of	pay.		

Full	Year	vs	Academic	Year	
Full	Year	 52	weeks	per	year	 Academic	Year	 The	period	of	time	when	school	is	in	session.	

Approximately	34-42	weeks	per	year	
	 	 	 	

Employee	Classifications	
Faculty	Employees	

Teaching	
	

An	employee	whose	primary	responsibility	is	
teaching.	

Administrative			 An	employee	whose	primary	responsibilities	are	directly	
related	to	students	and	have	significant	administrative	
duties.	

Staff	Employees	
Professional	 An	employee	whose	job	responsibilities	are	not	

related	to	students,	who	have	significant	
responsibility	and	are	not	housed	on	campus.	

Clerical/Trades
/Support	

An	employee	whose	job	responsibilities	or	work	is	routine,	
do	not	have	significant	(budgetary	or	otherwise)	
responsibility	and	are	not	housed	on	campus	

	 	 	 	
Full	Time	 Part	Time	 Adjunct/Temporary	

Faculty	Employees	
An	employee	who	has	a	full	set	of	teaching	
responsibilities	over	the	academic	year	(40	
hours	per	week	x	34-42	weeks)	OR	an	
administer	with	full	time	responsibilities.	

An	employee	who	teaches	2	courses	or	less	OR	1	
course	with	another	role	OR	who	works	less	
than	35	hours	per	week	over	the	academic	or	
full	year.	

An	employee	who	is	employed	for	a	specified	
duration	of	time	(i.e.	one	term)	on	an	hourly	
basis	or	contracted	amount.	

Staff	Employees	
An	employee	who	works	35	hours	or	more	
per	week	for	the	full	year	or	1820	hours	per	
year.			

An	employee	who	works	less	than	35	hours	per	
week	for	on	a	regular	basis.	

An	employee	who	works	on	an	on-call	basis	or	
for	a	specified	duration	of	time.	(i.e.	summer)	
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