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Welcome to the Yeshivat He’Atid family. We are excited to have you join us              

for the upcoming school year and for you to be a part of a dynamic and                

positive team of professionals who all have the same vision for educating            

the Jewish leaders of tomorrow. The strength of Yeshivat He’Atid comes           

from the dedication of its’ faculty and the unique cohesiveness of our team.  

Below is our staff handbook outlining general information regarding benefits,          

expectations and teacher/student goals. If you have additional questions or          

concerns, please feel free to contact the Head of School or the Director of              

Business and Operations.  

At the beginning of each school year, you will receive a list of faculty and               

administrative supervisors, as well as information on who to contact for the            

various issues or needs you might have throughout the year. 
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FACULTY RESPONSIBILITIES  
General Expectations 

1. Teachers are responsible for the supervision of their students from the time they             

arrive until they have been dismissed from the building. CHILDREN MAY NEVER            

BE LEFT UNATTENDED. All students in early childhood through elementary          

grades must be escorted by their teachers to and from all activities, specialty             

classes, lunch, recess, arrival and dismissal. In the event that a student needs to              

be sent to the office or the nurse, and there is no staff member available to escort                 

the student, please call and notify the nurse or office of the child’s arrival. 

2. The Director of Business and Operations will provide you with all of the necessary              

paperwork prior to beginning your employment. You will need to return all forms             

and paperwork in order to begin employment and be placed onto Yeshivat            

He’Atid’s payroll.  

3. Faculty is expected to remain on school grounds during the scheduled school day.             

Faculty may leave the building during lunchtime or during break time (when not on              

duty). Please notify your supervisor and your colleagues if you leave the building.             

If you need to leave the school during school hours for an emergency, you must               

notify an administrator prior to leaving the building 

4. Please keep your cell phone silent during class time, while on professional duty             

and during all student-contact time. If a phone call is absolutely necessary, please             

make the call outside, away from your students. Do not talk in the classroom or               

hallways when students are present. Do not check text messages or emails in             

front of the students. 

5. Dress Code: We have the important task of being role models for our students              

every day. Please follow the School’s dress code so our students understand the             

importance of dressing in a way befitting Bnei Torah. All female teachers are             

expected to wear shirts with sleeves (no cap sleeves) and skirts at knee length.              

Male teachers are to wear a kippah and tzizit every day. 

6. We are fortunate to have moved into a state-of-the-art building. Please lead by             

example for our students and other teachers regarding the care and maintenance            
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of our new facility. We would like to maintain high standards for this facility and               

treat it as if it were our own. 

 Faculty Supervision and Evaluation 

At the beginning of the school year, faculty will be required to set curricular and               

professional goals, which will be worked on with their respective direct supervisors            

throughout the year. During the course of the year, all faculty members will be              

evaluated and observed. At the end of the school year, all employees, along with              

their direct supervisor, will evaluate their degree of success in achieving their            

goals throughout the year. Employees may earn up to a 1% bonus in July based               

on meeting certain goals and expectations, as determined by the School in its             

sole and absolute discretion. 

Our supervision and evaluation process is designed to assist staff members to            

grow professionally, as well as provide the administration with a measurement for            

success from their staff. Faculty can expect to receive both positive and            

constructive feedback during the process.  

Faculty Attendance 
Punctuality 

The tone we set at the beginning of our day dictates the outcome for the rest of                 

the day for our students and ourselves. It is very important for our children to be                

welcomed each morning by teachers who are happy and eager to greet them.             

Please make sure you arrive in school by 8:00 am and in your classrooms by 8:15                

am.Your classroom should be set up and ready for the children so that they can               

immediately begin their morning routines when they arrive at 8:20.  

While we won’t penalize you for coming late once or twice, if we see it becomes a                 

habit, we will need to address this issue with the Principal and/or with the Head of                

School. 
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Hours For All Classroom Teachers 

 Monday-Thursday Friday 

Pre-K through Grade 5 8:00 am -3:45 pm 8:00 am - 2:10 pm 

(November 17 – March 9:     

1:40 pm) 
Middle School  8:00 am -4:45 pm 

 

Daily Breaks 

Each teacher will receive a 30 minute break during the day. The schedule of the               

breaks will be provided to each teacher by the administrator in the beginning of              

the year. 

Faculty Meetings 

1. There are faculty meetings scheduled during the week before and after the school             

year. (Please refer to the school calendar.) Attendance is mandatory for all staff. 

2. Flex Days: Prior to the beginning of school, the building will be open for classroom               

setup.  Please refer to the school calendar for the exact dates. 

3. During the academic year, faculty members are required to attend meetings on            

Mondays from 3:45 pm - 4:45 pm. Attendance is MANDATORY for all faculty             

members. Please make any necessary arrangements as to allow you to attend            

these meetings. Please do not schedule personal appointments of any kind during            

that hour on Monday afternoons. 

4. Faculty may be asked to participate in grade meetings to review the academic             

and/or social progress of individual or groups of students. In addition, there may             

be meetings throughout the year relating to the overall class or grade. There may              

also be times when you will be asked to have individual meetings with your              

supervisor and/or Head of School. 

Evening Programs 

Teachers and assistant teachers are expected to attend Back to School Night            
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which will be indicated on the school calendar. 

All faculty members are expected to attend the Open House.  

Parent/Teacher Conferences 

Teachers and assistant teachers are required to participate in Parent/Teacher          

Conferences (twice per year), which will be indicated on the school calendar. 

Student Medical Issue: Accidents & Illness 

Accidents 

1. When a student is hurt, the teacher should find out how the student was hurt and                

notify the Nurse’s office as well as an administrator immediately. 

2. An accident report must be completed and given to the school nurse. 

3. The student’s parent(s) must be called before the student goes home. In most             

cases, the Nurse is the appropriate school employee to contact the student’s            

parent(s).  

Illness 

1. Students who become ill during the day should be brought or sent to the Nurse’s               

office by a teacher. Please use discretion when sending children who ask to visit              

the nurse frequently. 

2. Pre-K, Kindergarten and First grade teachers should call all children who are            

absent from school on the same day that they are not in attendance. Refuah              

Shleima calls should be made by each class to individual children of that class              

who are absent. 

3. Second through Fifth grade teachers should call on the second consecutive day. 

Parent-Teacher Communication 
Telephones 

1. Please complete a log on Parent Locker for any communication that you have             

with a parent or therapist regarding a specific issue the child is having. 

2. Phone calls to parents should never be made in a “public/open” area. 
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Voicemail 

Each teacher is assigned a personal voice mailbox. Parents will leave messages            

for teachers in appropriate mailboxes. Mailboxes should NOT be checked while           

children are in the classroom. Your personal voicemail should be checked           

once a day. Please respond within 24 hours to parents who have called. 

Email 

Each faculty member is assigned a Yeshivat He’Atid e-mail address. Please           

check this e-mail address at least once a day. It is important to respond to emails                

within 24 hours of when they were sent. The rules of proper grammar, including              

spelling, capitalization and punctuation, must be followed. Please be cognizant          

that written words often lack the tone of voice that soften their meaning. E-mails              

between teacher and parents should be bcc’d to your supervisor. Email to parents             

may ONLY be sent from your Yeshivat He’Atid account.  

The School reserves the right to monitor and/or record all communications using            

School computers, telephones, networks, email accounts, or any other School          

equipment. 

 Student Evaluations 

Twice a year, in January and June, teachers in all grades, will be expected to               

submit report cards as well as anecdotals for each student. They will be reviewed              

by your supervisor before they are sent home. Please ensure that you submit             

them by the deadline given to you. 

Tutoring of Students 
1. As a general rule, faculty may not tutor their own students in school or at home.                

However, if there is a specific circumstance where it is warranted, you will need to               

receive special permission from your supervisor. If you will be tutoring a student             

in the school building, it must only begin after the completion of all of your               

teaching responsibilities. 

2. Before recommending tutoring to parents, please speak to your supervisor. 
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In Classroom Responsibilities 

Students arrive at Yeshivat He’Atid beginning at 8:20 am. Tefilla begins at 8:30             

am. Please familiarize yourself with the mode of transportation used by each child             

in your class. Our students are transported to school by bus or carpool. 

1. Students arriving after 8:40 must present a late pass from the front office to be               

accepted into class. 

2. Teachers are responsible to take attendance by 9:30am and record it on Parent             

Locker. 

3. The afternoon teacher who concludes the school day with a particular class is             

responsible for distribution of any communication notices to students. 

4. Each teacher is responsible for maintaining the classroom in an orderly fashion            

during classroom time and at the end of his/her class. This will set a positive               

example for our students, as well as provide our colleagues with a more             

comfortable work environment. Students are to be reminded frequently of the           

necessity for maintaining cleanliness of the classrooms, cubbies/lockers and         

hallways. 

Recess 

1. Recess takes place outdoors (in the playground) during fair weather and indoors            

on rainy or cold days. Teachers who are on recess duty are fully responsible              

for the safety of the children they supervise. Please position yourselves in            

locations where this is most possible and pay close attention to the children             

during playtime. Teachers should also facilitate play and interact with          

children whenever appropriate. 

2. Always count students when leaving or returning to the classroom to ensure that             

you did not leave any students either in the classroom or playground. 

3. Students in grades 1-5 have a mid-morning snack break and/or a mid-afternoon            

break.  Please say a bracha before and after snack with your students. 

Lunchroom 

1. Teachers and/or assistants will supervise each of the lunchroom sessions. (Pre-K           
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students will eat in their classroom). Faculty will supervise lunch according to a             

rotation system to be determined. Teachers will say Birkat Hamazon at the            

beginning of their afternoon class in their classroom. Please emphasize to your            

students the need for cooperation during lunch and recess. 

2. All students should wash and recite Birkat Al Netilat Yadayim before they eat             

lunch and say Birkat Hamazon after they eat lunch. Routines for clean-up should             

be established at each grade level. 

3. Please be advised that faculty members who are on lunch duty are responsible for              

ensuring the cleanliness of the  lunchroom for the next session. 

Specialty Classes 

Depending on the grade level, classes will be scheduled for specialties such as             

music, gym and art. In general, these specialty periods will provide prep time for              

faculty members. Teachers and assistants who have the class immediately prior           

to the specialty are responsible for bringing the class to the specialty location.             

Teachers and assistants who have the class immediately following the specialty           

are responsible for picking up the class at the location of the specialty. Please              

make sure that your class is picked up ON TIME. 

Dismissal 

Dismissal will begin at 3:15 pm for Pre-K and Kindergarten and at 3:25 pm for               

grades 1-5. There will be a 4:30 pm dismissal for the middle school. All grades               

should go to their spots five minutes prior to dismissal.  

Dismissal is always supervised by the faculty until 3:45 pm for the early childhood              

and elementary school or 4:45 pm for the middle school. 
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STUDENT RESPONSIBILITIES 

In order to ensure a calm environment, please help your students abide by the following               

rules throughout the day: 

Hallway Procedures 

1. Walk in single file with line-leaders and line-enders. Keep to the right for those              

who would like to pass. 

2. One teacher should be at the head of the line and one teacher should follow the                

class at the end of the line. 

3. No running, pushing or physical contact. 

4. Students’ hands should not touch the walls and the bulletin boards. 

5. Quiet walking (“no talking”) in the halls during class hours. 

6. Door-courtesy; messengers knock before entering a classroom. 

 Recess Expectations 

1. Enter and exit the playground in an orderly fashion; assign line up spots. 

2. No roughhousing. 

3. Students should be inclusive. Please discourage cliques, clubs and teams. 

4. Students should learn respect for all staff, friends, property and grounds. Please            

ask your students to put all balls and equipment back in the proper locations              

before returning to class.  

Lunch - Derech Eretz  Expectations 

1. Students should remain seated at all times after receiving lunch. 

2. Students may not trade or share food. (This is extremely important for medical             

reasons as well as abiding by what the parents would like their children to eat.) 

3. No toys, games or sports equipment are permitted in the lunchroom. 

4. No yelling or calling out between tables. 

5. Each student is responsible for cleaning up his own lunch. 

6. Students who bring a dairy meal on a meat day or vice versa must be seated at a                  

designated table. 

12 



 

Dismissal - Derech Eretz  Expectations 

1. Students should arrive organized for dismissal, coats on and book bags packed. 

2. Students should walk to their assigned bus or carpool area. 

3. Students should sit quietly and wait for attendance to be taken (bus) or wait for               

their carpool to be called. 

4. No eating, drinking, ball playing, or homework is allowed during dismissal. 

5. When a student’s bus is called, students must stay in line, follow the teacher, and               

wait their turn to get on the bus. 

  

BENEFITS 

Please contact our Director of Business and Operations for detailed information           

concerning the benefits listed below. 

Personal Days/Absences 
Faculty will be allowed a cumulative total of nine (9) days of paid leave due to                

illness or personal absences.  

In the event that one exceeds the allotted days off in the given school year, s/he                

will have a deduction of pay in the amount of 1/180 of his/her base salary. His or                 

her salary upon return may be pro-rated as a result. Scheduled school vacation             

days are not included in this calculation.  

Teachers who do not use all 9 sick/personal days shall be compensated for each              

day of unused sick leave in the gross amount of $75 per full day.  

In the case of an absence whether anticipated or not, when possible, please send              

lesson to the teacher who will be covering for you. 

Anticipated Absences 

Please make all efforts to plan vacation days and appointments on the days that              

school is closed.  
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If it is necessary to take a personal day when school is in session, you must get                 

approval from your direct supervisor and update the Director of Business and            

Operations as far in advance as possible (preferably at least one week in             

advance). Please notify your direct supervisor, as well as the Director of Business             

and Operations, via e-mail.  

Please be considerate regarding days off prior to or after a school vacation or              

holiday. It is very difficult for us to provide coverage during those times and your               

students miss out on their regular routines when you are not in school. If for               

circumstances beyond your control, you do need to take off one of these times,              

you must get prior approval from your supervisor. These days will be considered             

as two days of vacation.  

Unapproved absences 

Days that have not been approved prior to taking off will be documented in a               

teacher’s personnel file and may result in non-renewal of a contract or termination             

of contract for cause. 

Sick Days 

In case of an illness (or emergency) necessitating your absence, please           

telephone your supervisor, as well as the Director of Business and Operations,            

either the evening prior to your absence (before 10:00 pm) or in the morning of               

your absence (before 7:00 am). In addition, you must notify the Head of School,              

your direct supervisor and Director of Business and Operations via e-mail before            

7:00 am. 

Long Term Illness 

Long term illnesses will be treated on an individual basis. If a faculty member is               

unable to perform his or her duties by reason of illness, accident or other disability               

beyond his or her control, and the disability continues for more than fifteen (15)              

days in a thirty (30) day period, or if the disability is permanent, irreparable or of                

such a nature as to make performance of his or her duties impossible, the School               

may terminate his or her contract, whereupon the rights, duties and obligations of             
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both the School and such faculty member shall terminate.  

Family and Medical Leave 

A. Family and Medical Leave Act 

The Family and Medical Leave Act requires covered employers to provide           
up to 12 weeks of unpaid, job-protected leave to “eligible” employees for            
certain family and medical reasons. During that time, you will remain           
covered under Yeshivat He’Atid’s health plans so long as you continue to            
make timely contributions toward your premiums, if applicable. Employees         
are eligible if they have worked for a covered employer for at least one              
year, and for 1,250 hours over the previous 12 months, and if there are at               
least 50 employees within a 75 mile radius.  

As described above, unpaid leave will be granted for any of the following             
reasons: 

1. To care for the employee’s child after birth, or placement for           
adoption or foster care; 

2. To care for the employee’s spouse, son or daughter, or          
parent, who has a serious health condition; or 

3. For a serious health condition that makes the employee         
unable to perform the employee’s job. 

The Family and Medical Leave Act does not affect any federal or state law              
prohibiting discrimination, or supersede any state or local law or collective           
bargaining agreement which provides greater family or medical leave         
rights.  

Yeshivat He’Atid and/or the employee may require certain kinds of paid           
leave be substituted for unpaid leave. Please keep in mind that personal,            
vacation, and sick days do not accrue while an employee is on            
Family/Medical leave.  

B. New Jersey Family Leave Act  

The New Jersey Family Leave Act (NJ FLA) is similar to the FMLA, except              
for the following:  

1. Covered employers must provide up to 12 weeks of unpaid,          
job-protected leave in a 24-month period to “eligible” employees. 

2. Employees are eligible for NJ FLA leave if they have worked for a             
covered employer for at least one year, and for 1,000 hours over the             
previous 12 months. 
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3. Unpaid leave under the NJ FLA will be granted only to care for the              
employee’s child after birth or adoption; or (2) to care for the            
employee’s spouse, child, or parent, who has a serious health          
condition. NJ FLA does not cover an employee’s own serious health           
condition. NJ FLA is taken concurrently with leave under the FMLA           
where these two Acts overlap. 

 

C.  Procedure for Requesting FMLA and NJ FLA Leave 

If the need for FMLA NJ FLA Leave is foreseeable, based on an expected              
birth, placement for adoption or foster care, or planned medical treatment           
for a serious health condition of the employee or of a family member, the              
employee must give the Head of School at least thirty (30) days advance             
written notice before the leave is to begin. If the necessity for the leave              
arises less than thirty (30) days before the leave is to begin, the employee              
must give notice as soon as possible. An employee requesting leave may            
be asked to complete a "Request for Family and Medical Leave" form, and             
may be asked to provide specific medical documentation.  

D. New Jersey Family Leave Insurance 

As of July 1, 2009, New Jersey also provides up to six (6) weeks of Family                
Leave Insurance Benefits to permit an employee time to bond with a child             
during the first 12 months after the child’s birth, or to care for a family               
member with a serious health condition. This program is administered, and           
benefits are paid by the State of New Jersey. Though Yeshivat He’Atid            
will cooperate to the extent required by law in assisting employees who            
wish to receive this benefit, the employee is ultimately responsible for           
submitting necessary information to the State in order to obtain benefits.           
Yeshivat He’Atid is not responsible for making eligibility or benefit          
determinations with respect to this program.  

Information regarding the FMLA, NJ FLA and NJ FLI is annexed to this             
Handbook, posted conspicuously in the building and available on the          
federal and/or New Jersey department of labor’s website. 

E. Parental Leave 

If you or your spouse give birth during the school year and you are eligible               
for FMLA and/or NJ FLA, then your parental leave will be in accordance             
with those policies. Employees that do not qualify for FMLA and/or NJ FLA             
shall receive six (6) weeks unpaid leave for a regular delivery and eight (8)              
weeks unpaid leave for a Cesarean delivery. Leave must be taken during            
the six (6) (or eight-8) consecutive weeks directly following delivery.          
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Benefits provided to you within this contract (other than Base Salary) will            
continue during this leave period. Benefits may be terminated if an           
employee does not report to work following parental  leave. 

During parental leave, or any other form of leave, including FMLA and/or            
NJ FLA, all lesson plans must be submitted to your supervisor prior to your              
leave and all report cards/anecdotals are the responsibility of the teacher           
on leave. 

F. Matrimony Leave  

If you marry during the school year, you shall receive one calendar week of              
paid leave from the date of the wedding. 

G. Bereavement Leave 

In the event of the death of an employee's spouse, child, parent, or sibling,              
an employee in good standing may be granted a maximum of five (5) days              
of paid leave, within a 12-month period. Should more than five days be             
needed, available personal/vacation time will be applied. If        
personal/vacation days have been exhausted, time may be taken as          
unpaid days at the discretion of the organization.  

H. Benefits During Leave 

An employee will be retained on the school's benefit programs during           
his/her FMLA, NJ FLA, disability, or parental leave on the same conditions            
that applied before leave commenced. To continue contributory coverage,         
the employee must continue to make contributions to the plan on the same             
basis as he/she did before taking leave. If an employee chooses not to             
return from leave, he/she may, under certain circumstances, be required to           
repay the organization a portion of the premium payment or monetary           
benefit. Employees returning from FMLA and/or NJ FLA Leave will be           
restored to their former position or to a position with equivalent pay,            
benefits and other terms and conditions of employment. 

Benefits of employees requesting or placed on unpaid leave for other           
personal or administrative reasons are subject to suspension or         
cancellation during leave at the discretion of the Head of School. 

Flexible Spending Accounts  
Yeshivat He’Atid offers flexible spending accounts so employees can take          

advantage of a pre-tax benefit to pay for their child’s day care or out of pocket                

medical expenses. There is a maximum dollar amount allowed per year. Please            
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talk to our Director of Business and Operations for further details. 

Health Insurance 
Faculty will have the option to participate in the medical and dental insurance             

plans offered by the School, subject to the terms, conditions, and limitations of             

each plan. Open enrollment in such plans will take place in the beginning of the               

school year and faculty will only be permitted to make changes to such plans if a                

faculty member experiences certain “life events”, as defined by the insurance           

provider. Yeshivat He’Atid will contribute 10% of your salary, a maximum of            

$5,000 annually towards the Yeshivat He’Atid sponsored health insurance  plan. 

 

ADDITIONAL POLICIES AND PROCEDURES 

Faculty Lounge 
● Please keep the room and counters as neat and clean as possible. 

● Refrigerator, microwave, hot water urn are for the use of the faculty. 

● Coffee is available daily for the faculty members. 

● Please do not take hot beverages to your classrooms or in the hallways without a               

lid on the cup so as to prevent accidents. 

● Students are not permitted in the faculty lounge. 

Smoking Prohibited 

New Jersey state law prohibits smoking on both public and private school            

grounds. Therefore, smoking is not permitted anywhere on Yeshivat He’Atid          

school grounds. 

Visitors 

All visitors must report to the school office and receive a visitor’s pass. Parents              

are not permitted to walk through the building without first going to the school              

office. 
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For the security of all those in our school, please be aware of those who do not                 

look like they belong. If you see someone you are concerned about, please             

let security know immediately. 

School Closing Procedures 
Faculty will be notified by email no later than 6:00 am when school is cancelled               

due to snow or an emergency.   

Repairs 
For any building repairs (broken locks, windows, lights etc.), please email the            

Director of Business and Operations immediately. 

For IT repairs and maintenance, please email the Director of Business and            

Operations.  

Ordering Supplies 
All supplies must be requested via e-mail. Requests are to be submitted to your              

direct supervisor and will be filled as soon as possible. 

If you make a cash purchase for which you wish to be reimbursed, you must get                

approval from your direct supervisor. Please be sure to obtain our NJ Tax             

Exempt Form ST-5 from the business office. After making your purchase, please            

submit receipt of purchase to the Director of Business and Operations. 

Photocopying 
At Yeshivat He’Atid, we make all efforts to go “green.” Along with that idea and the                

increased use of technology, it is our expectation that the use of the photocopy              

machine will be reduced. Please be vigilant about using the copy machine only for              

copies that are absolutely necessary. In addition, copies should not be made            

during instructional time. 

Professional Status 
Faculty shall not have or enter into any contract with any other school, institution              

or company covering any part or all of the term provided in such faculty member’s               
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contract. Faculty shall also alert the School to any circumstances that would            

materially impair such faculty member’s ability to perform their duties under the            

contract. 

Termination 
The School may unilaterally terminate a faculty member (without any further           

obligation to the faculty member other than to pay his or her salary through the               

termination date of the contract) at any time, with or without cause and with or               

without notice.  

Confidentiality 

During the term of the faculty member’s contract and at all times thereafter, each              

faculty member agrees not to disclose any confidential information which he or            

she may learn during the course of his or her employment about the School or its                

students, parents, faculty or board of directors. Notwithstanding the foregoing,          

any faculty member may make any such disclosures to the extent required by             

applicable law or otherwise reasonably necessary to be made to carry out the             

faculty member’s duties under their contract. 

School Property 
All memoranda, files, notes, records or other documents, whether in electronic           

form or hard copy (collectively, the “Material”), compiled by the faculty or made             

available to the faculty during their employment with the School (whether or not             

the material contains confidential information) and which are related in any way to             

his or her employment with the School are the property of the School and shall be                

delivered to the School on the termination of his or her employment, or at any               

other time upon request. Except in connection with his or her employment with             

the School, each faculty member agrees not to make or retain copies or excerpts              

of the Material.  

No faculty member may use the name, marks or indicia of the School for any               

purpose without the prior written consent of the School in each instance. 
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Work-for-Hire 

Each faculty member has assigned to the School, or its designee, all of their              

rights, titles and interests in and to any and all materials, including without             

limitation, all original works of authorship, developments, concepts,        

improvements, formulas, algorithms, software, technology applications or trade        

secrets, that such faculty member may solely or jointly conceive or develop or             

reduce to practice, or cause to be conceived or developed, during his or her              

employment with the School and which (i) relate to the School’s business, (ii)             

result from any work performed for the School, or (iii) result from any use of the                

School’s equipment, supplies, facilities or confidential information (collectively        

referred to as the “Works”). Each faculty member further acknowledges that all            

Works that are protectable are “works made for hire” as that term is defined in the                

United States Copyright Act. If for any reason any portion of the Works does not               

qualify as works made for hire, then such faculty member shall transfer and             

assign to the School all rights, titles and interests in and to the Works, including               

any copyright. Each faculty member further agrees to assist the School, or its             

designee, at the School’s expense, in every proper way, to secure the School’s             

rights in the Works and any copyrights or other intellectual property rights,            

including the disclosure to the School of all pertinent information and data with             

respect to the Works, the execution of all applications, assignments and all other             

instruments that the School shall deem necessary in order to apply for and obtain              

such rights. 

Non-Solicitation Obligation 
Each faculty member agrees that for the two-year period after the termination of             

their employment from the School, for any reason whatsoever, such faculty           

member shall not, directly or indirectly, attempt in any manner to solicit, persuade             

or induce any individual, person or entity which is, or at any time during their               

employment with the School was, an employee of, or consultant to, the School to              

terminate, reduce or refrain from renewing or extending his or her relationship with             
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the School. 

Non-Disparagement 

Each faculty member agrees that he or she shall not, at any time, make, or cause                

to be made, any statement or communicate any information (whether oral or            

written) that disparages or reflects negatively on the School, or its current/former            

employees, students, or families; provided, however, that this paragraph shall not           

prohibit such faculty member from making any truthful statements that are           

required by applicable law. 

Substance Abuse 
The following rules represent the school's policy concerning substance abuse.          

They are enforced uniformly with respect to all employees, as indicated. 

All employees are prohibited from being under the influence of alcohol or illegal             

drugs during working hours. Any employee found to be so may be subject to              

immediate termination. 

The sale, possession, transfer, or purchase of illegal drugs on school property or             

while performing school business is strictly prohibited. Such actions will be           

reported to the appropriate law enforcement officials. 

The use, sale or possession of illegal drug or controlled substance while on duty is               

cause for immediate termination of employment. 

Any employee who commits an unlawful act on or off school premises or whose              

conduct discredits the employer in any way will be subject to discipline, including             

termination. 

No alcoholic beverage will be brought or consumed on school premises. 

No prescription drug will be brought on school premises by any person other than              

the one for whom it is prescribed. Such drugs will be used only in the manner,                

combination, and quantity prescribed. 
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For purposes of this rule, an alcoholic beverage is any beverage that may be legally               

sold and consumed and has an alcoholic content in excess of three percent by              

volume. 

"Drug" means any substance other than alcohol capable of altering an individual's            

mood, perception, pain level, or judgment. A prescribed drug is any prescribed drug             

prescribed for individual consumption by a licensed medical practitioner. An illegal           

drug is any drug or controlled substance the sale or consumption of which is illegal.               

If prescription drugs affect one's ability to function or to perform his or her job in a                 

safe and proper manner, the employee should not report to work and must take              

either a sick or personal day. 

SEXUAL HARASSMENT POLICY 
 Statement of Purpose and Scope 

Yeshivat He'Atid is also committed to maintaining a work environment free of            

unlawful discrimination and harassment based upon gender, and therefore, has          

zero tolerance for workplace sexual harassment. 

Sexual harassment consists of any unwelcome conduct, whether verbal, visual or           

physical, that is based upon a person’s gender. Such conduct is unlawful and             

prohibited whenever it affects tangible job benefits, unreasonably interferes with          

an individual’s work performance, or creates an intimidating, hostile, or offensive           

working environment. 

Sexual harassment undermines the integrity of the employment relationship. All          

employees have the right to work in an environment free from unsolicited and             

unwelcome sexual overtures. Yeshivat He'Atid will not tolerate any form of           

gender-based or sex-based discrimination, including any kind of sexual         

harassment against any employee or applicant for employment. Such         

discrimination violates federal and state law, and Yeshivat He'Atid’s Sexual          

Harassment Policy. 
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Definition 

Sexual harassment consists of unwelcome sexual advances, requests for sexual          

favors, and other verbal, visual, and physical conduct of a sexual nature            

whenever: 

A. Submission to the conduct is made either an explicit or implicit condition of             

employment; 

B. Submission to or rejection of the conduct is used as the basis for an              

employment decision affecting the harassed employee; or 

C. Harassing conduct unreasonably interferes with an employee’s work        

performance or creates an intimidating, hostile, or offensive working         

environment. 

Examples of Conduct Constituting Sexual Harassment 

Sexual harassment can involve an almost infinite variety of conduct. Such           

examples include but are not limited to the following: 

A. Unwelcome physical contact with sexual overtones; 

B. Sexually offensive comments such as slurs, jokes, epithets, and innuendo; 

C. Inappropriate, repeated, or unwelcome sexual flirtations, advances, or        

propositions; 

D. Inappropriate or suggestive comments about another person’s physical        

appearance, characteristics or dress;  

E. Exchanging or offering to exchange any kind of employment benefit for a            

sexual concession, e.g., promising a promotion or raise in exchange for           

sexual favors; or 

F. Withdrawing or threatening the withdrawal of any kind of employment          

benefit for refusing to grant a sexual favor. 

Applicability of Policy 

The prohibition against sexual harassment applies to everyone - managers,          
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supervisors, salaried and hourly workers, temporary and/or seasonal employees,         

independent contractors, suppliers, customers, vendors and visitors. Yeshivat        

He'Atid will not tolerate sexual harassment of any kind by anyone. 

Reporting Sexual Harassment 

Any employees who believe that they have been sexually harassed should report            

the incident to their immediate supervisor. If you consider a discussion with your             

immediate supervisor inappropriate, you may bypass your supervisor and report          

the incident to the Head of School. 

Complaints of sexual harassment will be investigated thoroughly and quickly.          

Whenever appropriate, disciplinary action will be taken against the harassing          

party, up to and including termination. The school will also take appropriate action             

to deter further sexual harassment. You will be advised of the results of the              

investigation and of any action taken, if appropriate.  

Employees, supervisors, and managers must report any incident of sexual          

harassment they may observe, even if they are not the target or victim of such               

harassment. Such reports will be handled in the same fashion as complaints by             

victims of sexual harassment. 

Confidentiality 

Any allegation of sexual harassment brought to the attention of their immediate            

supervisor or Human Resources will be promptly investigated. Confidentiality will          

be maintained throughout the investigatory process, to the extent practicable. 

Discipline for Engaging in Sexual Harassment 

Any employee found to have engaged in misconduct constituting sexual          

harassment will be subject to appropriate disciplinary action up to and including            

termination. Additional action may include: referral to counseling, withholding of a           

promotion, reassignment, temporary suspension without pay or financial        

penalties. 
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This policy is designed to protect all employees from sexual harassment in any             

way associated with the workplace or work environment, regardless of the identity            

or status of the harasser. Although the school’s ability to discipline a            

non-employee harasser may be limited by the degree of control, if any, that it has               

over the alleged harasser, any employee who believes that they have been            

subjected to sexual harassment should file a complaint and be assured that            

appropriate action will be taken. 

Protection Against Retaliation 

Yeshivat He'Atid will not in any way retaliate against any employee who makes a              

complaint of sexual harassment or against any participant in the investigation, nor            

will it permit any supervisor or employee to do so. Retaliation is a serious              

violation of this sexual harassment policy and should be reported immediately.           

Any employee found to have retaliated against another employee for reporting           

sexual harassment will be subject to the same disciplinary action described           

above. 

Further, any employee who makes an intentional or reckless false complaint also            

will be subject to the same disciplinary action as described above. 

Sexual Abuse And Molestation Prevention Policy  
Yeshivat He'Atid does not permit or allow sexual abuse or molestation to occur in              

the workplace or at any activity sponsored by or related to it. In order to make this                 

“zero-tolerance” policy clear to all employees, volunteers and staff members, we           

have adopted mandatory procedures that employees, volunteers, family        

members, board members, individuals and victims must follow when they learn of            

or witness sexual abuse or molestation. 

Sexual abuse takes the form of inappropriate sexual contact or interaction for the             

gratification of the actor who is functioning as a caregiver and is responsible for              

the patient’s or child’s care. Sexual abuse includes sexual assault, exploitation,           

molestation or injury. It does not include sexual harassment, which is another            
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form of behavior which is prohibited by Yeshivat He'Atid. 

Reporting Procedure 

All staff members who learn of sexual abuse being committed must immediately            

report it to the Head of School. If the victim is an adult, the abuse will be reported                  

by this designee to the local or state Adult Protective Services (ASO) Agency and              

or law enforcement. If a child is the victim, the designee will report it to the local                 

or state Child Abuse Agency and or law enforcement. Appropriate family           

members of the victim must be notified immediately of suspected child abuse. 

Investigation & Follow Up  

We take allegations of sexual abuse seriously. Once the allegation is reported we             

will promptly, thoroughly and impartially initiate an investigation to determine          

whether there is a reasonable basis to believe that sexual abuse has been             

committed. Our investigation may be undertaken by either an internal team or we             

may hire an independent third party. We will cooperate fully with any investigation             

conducted by law enforcement or regulatory agencies and we may refer the            

complaint and the result of our investigation to those agencies. We reserve the             

right to place the subject of the investigation on an involuntary leave of absence or               

reassigning that person to responsibilities that do not involve personal contact           

with individuals or students. To the fullest extent possible, but consistent with or             

legal obligation to report suspected abuse to appropriate authorities, we will           

endeavor to keep the identities of the alleged victims and investigation subject            

confidential.  

If the investigation substantiates the allegation, our policy provides for disciplinary           

penalties, including but not limited to termination of the actor’s relationship with            

our organization.  

There are a number of “red flags” that suggest someone is being sexually abused.              

They take the form of physical or behavioral evidence.  
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Physical evidence of sexual abuse includes, but is not limited to: 

● Sexually transmitted diseases; 

● Difficulty walking or ambulating normally; 

● Stained, bloody or torn undergarments 

● Genital pain or itching; and 

● Physical injuries involving the external genitalia 

Behavioral signals suggestive of sexual abuse include, but are not limited to: 

● Fear or reluctance about being left in the care of a particular person; 

● Recoiling from being touched; 

● Bundling oneself in excessive clothing, especially night clothes; 

● Discomfort or apprehension when sex is referred to or discussed; and 

● Nightmares  or fear of night and/or darkness 

Retaliation Prohibited  

We prohibit any retaliation against anyone, including an employee, volunteer,          

board member, student or individual, who in good faith reports sexual abuse,            

alleges that it is being committed or participates in the investigation. Intentionally            

false or malicious accusations of sexual abuse are prohibited 

Anyone who improperly retaliates against someone who has made a good faith            

allegation of sexual abuse, or intentionally provides false information to that effect,            

will be subject to discipline, up to and including termination. 

Searches and Inspections  
The school may conduct unannounced searches for illegal drugs, legal but           

illicitly-used drugs or unauthorized alcohol in all school facilities or property.  

Such searches of school facilities and property can be conducted at management            

discretion, and they need not be based on reasonable suspicion that there is a              

violation of this policy. All personnel are expected to cooperate should a search             

be conducted. Any and all material found which are in violation of this policy              
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and/or State and Federal laws will be confiscated. At the school's discretion and             

depending on the severity of the violation, such materials may or may not be              

returned to the employee at the end of the business day. Violation of this policy               

may warrant disciplinary action up to and including termination of employment. 

Searches of employees and their personal property, on school premises and           

property, may be conducted at the school's discretion. BODY SEARCHES,          

STRIP SEARCHES AND FRISKING ARE STRICTLY PROHIBITED UNDER THIS         

POLICY. Should a particular employee search be required, the employee may be            

requested to empty their pockets, packs, or other property where concealment           

may occur. An employee's consent to search is a condition of employment and a              

refusal may result in disciplinary action, including termination.  

Management may inspect all school premises and property to assure compliance           

with this policy. 
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