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INTRODUCTION 
 
SUPPORT STAFF EMPLOYEES PERSONNEL PROCEDURES 
 
Support staff positions play a significant role in the success of our school system.  This booklet 
constitutes guidance concerning salary and benefits for these positions. 
 
The Superintendent or designee is responsible for overseeing all personnel administration 
within the school system and will establish and recommend policy and direction for salary 
scales, fringe benefits and all other matters related to proper administration of personnel 
matters. 
 
Support staff employees are free to discuss any problems they feel appropriate with the 
Superintendent of Schools or the Deputy Superintendent but such problems should first be 
discussed with immediate supervisors. 
 
The Acton-Boxborough Regional School maintains their high level of service because of the 
excellent working relationships among all groups of employees. 
 
 
​  
​  
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APPLICATION 
 
Section 1.  SCOPE​  
This manual applies to support staff of the Acton-Boxborough Regional School District, 
including assistants, cafeteria workers, crossing guards and lunch/recess monitors.  It does not 
apply to members of collective bargaining units. 
 
Section 1.1  DEFINITIONS 
As used in this manual, the following words and phrases shall have the following meanings 
unless a different construction is clearly indicated in the context: 
 
“Benefit Eligibility” - ​ ​ an employee must work a minimum of twenty (20) hours per week  

to be eligible for benefits. 
 
“Compensation Grade” -​ a range of salary or wage rates appearing in Schedule A. 
 
“Employee” - ​ ​ ​ a member of the school system who is covered by this manual. 
 
“Full-Time Employee” - ​ an employee working a complete calendar year and at least 30  

hours per week. 
 
“Full-Time School Year Employee” - ​ an employee working for the school year or up to eight  

weeks beyond the school year for a full-time schedule as  
determined by the School District. 

 
“Part-Time Employee” - ​ an employee who works less than a full-time schedule for the  

complete school year. 
 
“Introductory Employee” - ​ an employee with less than six (6) calendar months of employment. 
 
“Job Description” - ​ ​ the description of the duties, responsibilities and qualifications of  

each authorized position. 
 
“Job Title” - ​ ​ ​ the title given to each authorized position. 
 
“Promotion” - ​ ​              a change from a position of lower compensation grade to a position  

in a higher compensation grade. 
 
“Range” - ​ ​ ​ the dollar difference between minimum and maximum rates. 
 
“Rate” - ​ ​ ​ a sum of money designated as compensation for services on an  

hourly, daily, weekly, monthly, annual or other basis. 
 
“Regular Employee” - ​              an employee with six (6) months or more of continuous service in  

the school system. 
 
“Step Rate” - ​ ​ ​ a rate within the range of a compensation grade. 
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Section 2.  CLASSIFICATION AND COMPENSATION PLANS 
 

1.​ Classification Plan - All jobs included within the scope of this manual are classified by 
job titles. 
 

2.​ Compensation Plan - The compensation plan consists of Schedule A.  All rates will be 
per ​ hour unless otherwise noted and the hourly rate multiplied by the hours 
worked per week ​shall determine the applicable employee’s weekly pay. 
 

3.​ Installing and Operating the Compensation Plan  
a.​ Compensation rate changes will be made effective July 1 and remain in effect for 

one fiscal year (July 1 - June 30).  Employees who have been in the continuous 
employment of the School System for the seven (7) preceding months and who 
have a performance record that the School District determines to be satisfactory, 
shall be eligible on July 1 to advance one step until the maximum of the 
employee’s job is reached.  New employees who do not meet the seven (7) 
months of continuous service requirement will not receive a step or rate increase 
until the following year.​
 

b.​ Progression through the steps is not automatic and shall be on the basis of merit 
and ability on recommendation of the Supervisor and the Superintendent.​
 

c.​ An employee receiving a promotion to a vacant position or to a new position 
shall, ​upon assignment resulting from such promotion, receive the rate in the 
compensation grade of the vacant or new position next above his/her existing 
rate.  If the new rate does not result in an increase of $.10 per hour, the new rate 
shall be the second rate above the existing rate, but within the compensation 
grade of the vacant new position.​
 

d.​ After consultation with Building/District Administrators, the Superintendent 
and Deputy Superintendent shall determine the appropriate salary placement of 
new hires.​
 

e.​ The hiring rate shall be the minimum of the rate range of the job for which the 
new employee is hired, unless the School District determines that related 
experience warrants additional consideration.  The first ninety days of 
employment shall be an introductory period, during which the appropriate 
supervisor has an opportunity to assess the new employee’s performance.​
 

f.​ The Superintendent establishes the job or salary grade which shall be paid in a 
new position title. 
 

g.​ Overtime shall be paid at the rate of one and one-half (1 and 1/2) times the 
employee’s regular rate for authorized work in excess of forty (40) hours in one 
week. 
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Section 3.  WORK WEEK AND WORK YEAR 
 

1.​ The appropriate supervisor will establish the work day for each position as well as the 
hours of employment, subject to the approval of the Superintendent. 
 

2.​ The weekly hours of employment initially established for the position can only be 
changed  by approval of the Superintendent.  Employees shall be paid for the hours 
actually worked, not inclusive of the unpaid one-half (1/2) hour lunch break; 
employees with 8 hour days are paid for a 15 minute break in the morning and a 15 
minute break in the afternoon. 
 

3.​ The normal work year of each of the following full-time school year employee is 
thirty-six (36) weeks (e.g. SPED assistants, lunch/recess monitors, kindergarten and 
instructional assistants, cafeteria staff, crossing guards, media assistants, laboratory 
assistant, technology assistant); 

 
Section 4.  BENEFIT ELIGIBILITY  
 
An employee must work a minimum of twenty (20) hours to be eligible for benefits. 
 
Section 5.  VACATIONS 
 

1.​ Benefited individuals who are scheduled to work a full year (i.e. 52 weeks) will receive 
paid vacation days.   
 

2.​ Miscellaneous 
a.​ Upon the death of an employee who is eligible for a vacation under the 

provisions of this section, payment shall be made to the spouse of the deceased 
in an amount equal to the employee’s accumulated unused vacation pay, or to 
the deceased person’s estate in the event there is no spouse.​
 

b.​ Employees who are eligible for vacation under these rules and whose services 
are terminated shall be paid an amount equal to the employee’s accumulated 
unused vacation pay.​
 

c.​ 12-month benefited staff will be limited to carrying over no more than five 
vacation days on June 30th of each year. However, only 150% of the accrued days 
may be taken during one school year. 

 
Section 6.  LONGEVITY 
 

1.​ Each January following the calendar year in which an employee who works 52 weeks 
per year completes the fourth year of employment, that employee shall receive a $425 
longevity payment.  An employee who works less than 52 weeks per year will receive a 
$375 longevity payment. 
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2.​ Each January following the calendar year in which an employee who works 52 weeks 

per year completes the ninth year of employment, that employee shall receive a $550 
longevity payment.  An employee who works less than 52 weeks per year will receive a 
$500 longevity payment. 
 

3.​ Each January following the calendar year in which an employee who works 52 weeks 
per year completes the fourteenth year of employment, that employee shall receive a 
$650 longevity payment.  An employee who works less than 52 weeks per year will 
receive a $600 longevity payment. 
 

4.​ Each January following the calendar year in which an employee who works 52 weeks 
per year completes the nineteenth year of employment, the employee shall receive a 
$1,050 longevity payment.  An employee who works less than 52 weeks per year will 
receive a $1,000 longevity payment.   

 
Section 7.  HOLIDAYS 
 

1.​ The following days are recognized as work holidays: 
 
​ ​ 1.  New Year’s Day                       ​ 7.​ Labor Day 
​ ​ 2.  Martin Luther King Day​ ​ 8.​ Indigenous Peoples' Day​  
​ ​ 3.  President’s Day​ ​ ​ 9.​ Veteran’s Day 
​ ​ 4.  Patriot’s Day​ ​ ​ ​ 10.​ Thanksgiving Day 
​ ​ 5.  Memorial Day​ ​ ​ 11.​ Day after Thanksgiving 
​ ​ 6.  Independence Day​ ​ ​ 12.​ Christmas Day 
 
​ ​ (For religious holidays, see Section 9c.) 
 

2.​ Only essential work, as determined by the appropriate supervisor will be scheduled on 
a recognized holiday.  Except for work so scheduled, all full-time, full-time school year ​
employees, and part time employees who work over 20 hrs per week will receive the ​
holiday off, with holiday pay, provided the holiday falls on a regularly scheduled work 
day ​for the employee.  A holiday falling on either a Saturday or Sunday may be 
observed on an alternative day as selected by the Superintendent of Schools.​
 

3.​ When a holiday falls on the employee’s regularly scheduled work day and the 
employee is ​required to work, he/she shall be paid holiday pay, plus pay at one and 
one-half (l l/2) times regular pay for the hours actually worked.​
 

4.​ To receive holiday pay, an employee must be in pay status on his/her last scheduled 
work day immediately prior to the holiday, and his/her first scheduled work day 
immediately following the holiday. [For this purpose, an employee is “scheduled” to 
work on a particular day when directed to work on the particular day by the school 
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administration or the established job description.]​
 

5.​ Holiday pay will be based on that day’s regular rate.​
 

6.​ Staff who work a different number of hours on different days will receive holiday pay 
based on the number of hours they are normally scheduled to work on that day. 

 
 
Section 8.  PAYMENT DUE TO ABSENCE ON ACCOUNT OF ILLNESS AND                     ​
​         ​​ WORK RELATED INJURIES  
 

1.​ Paid sick leave - All employees who work twenty (20) or more hours per week shall be ​  
eligible for paid sick leave benefits.  These school year employees will receive 10 sick 
days per school year. Accumulated and unused sick leave shall be carried over from 
year to year. 
 

2.​ For each day of sick leave accumulated at the start of a single, continuous, prolonged 
illness that is expected to continue for at least twenty (20) work days*, staff who have 
exhausted their sick leave credit, may receive two (2) additional days of sick leave, if 
necessary, up to a maximum of sixty-six (66) days on recommendation of the 
appropriate supervisor, with a written statement from the staff member’s doctor 
describing the nature of the illness and the probable duration thereof, with the approval 
of the Superintendent or designee. 
 
​ *The employee must furnish to the Superintendent a physician's certificate attesting ​ ​
​ that the illness or injury disables the employee from working and is expected to continue for  
​ at least twenty (20) work days. Thereafter, the employee may be required to furnish further  
​ medical certification. The Superintendent reserves the right to have a physician of his or her  
​ choosing examine the employee. 
 

3.​ Extended leave may be used only for the illness or injury to the specific staff person and 
only while in the employ of the District. 
 

4.​ No sick leave accumulations may be considered as a basis for payment upon 
termination of employment. 
 

5.​ In order to be eligible to be granted sick leave, staff members must notify their superior 
of their incapacity on the first day of absence, stating the nature of the sickness or injury, 
time expected to be incapacitated and when they expect to return to work.  Supervisors 
are expected to check with the doctor, and to obtain the doctor’s certificate if, in their ​
judgment, the situation demands such certification.  Earned sick leave days shall be 
earned and paid at the rate of hours worked per day.​
 

6.​ Staff covered under the Worker’s Compensation Law shall be entitled to the benefits 
and be subject to the provisions of General Laws, Chapter 152 as amended.  Sickness or 
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injury arising out of, and in connection with, the service to the school system, and for 
which Worker’s Compensation is payable, shall be granted the difference between 
Worker’s Compensation payments and the regular straight time rate of pay on the same 
basis as that ​set forth in sub-section (1).​
  

7.​ Sick leave may be granted for work days actually and necessarily lost as a result of 
illness or injury to the employee, the employee’s spouse, child, mother or father, or any 
other person ​who regularly resides in the staff member’s home and for whom the staff 
member is responsible.​
 

8.​ Full-time school year staff and part-time staff who work at least twenty (20) hours per 
week will receive sick days on a prorated basis.  For example, an employee who works 
twenty (20) hours per week will accrue 1 day per month divided by two or .5  days per 
month.​
 

9.​ Employees who have worked for the districts for at least one year and who have 
worked ​1250 hours over the previous twelve months are eligible, under the Family 
Medical Leave ​Act (FMLA), for up to twelve weeks of unpaid, job-protected leave for 
the following reasons: 

 
●​ to care for the employee's child after birth, or placement of adoption or foster care; 
●​ to care for the employee's spouse, son or daughter, or parent, who has a serious health ​

condition or 
●​ for a serious health condition that makes the employee unable to perform the 

employee's job. 
 
​ ​    and with the following protection: 
 

●​ For the duration of FMLA leave, the employer must maintain the employee's health ​
coverage under any "group health plan," 

●​ Upon return from FMLA leave, most employees must be restored to their original or ​
equivalent positions with equivalent pay, benefits, and other employment terms, 

●​ The use of FMLA leave cannot result in the loss of any employment benefit that accrues ​
prior to the start of an employee's leave. 

 
The "leave year" is defined on a rolling twelve month period commencing with the date that 
the employee's first FMLA leave begins. 
 
Section 9.  OTHER EXCUSED DAYS 
 

1.​ Bereavement Days 
All employees who are scheduled to work twenty (20) or more hours per week may 
receive up to three (3) days excused absence to attend the funeral and other matters 
related to the death and be paid at the employee’s regular rate of pay because of the 
death of a parent, spouse, child, sister, brother, grandmother, grandfather, grandson, 
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granddaughter, mother-in-law, father-in-law, brother-in-law, sister-in-law, son-in-law, 
daughter-in-law, aunt or uncle.  Additional leave without pay may be granted by the 
Superintendent or designee. 

 
2.​  Personal Days 

a.​ Full-time school year employees may receive up to two and a half (2.5) personal 
days off during the year commencing July 1 without loss of pay for compelling 
personal or business matters that cannot be reasonably attended to outside 
normal working hours. 

b.​ Personal days may not be used for recreation or to extend a vacation or long 
weekend.  If an employee requests a personal day connected to a vacation, 
holiday, or a long weekend or more than one personal day in a row, the purpose 
of the personal day must be provided to the Supervisor.  Requests for personal 
days must be submitted as far as possible in advance.  Approval of personal days 
shall be within the discretion of the appropriate Principal and the Superintendent 
or designee. 

c.​ Personal days are allotted on July 1 of each year and cannot be accumulated or 
carried forward from year to year. 

d.​ Full-time and full-time school year employees will receive personal days on a 
pro-rated basis (see sub-section (8) under Sick Leave). 

 
3.​ Religious Holidays 

 
​ All employees who are scheduled to work twenty (20) or more hours per week may ​
​ receive up to two (2) days off per year (July 1 - June 30) without loss of pay in any one ​
​ work year for time necessarily and actually lost for observance of a recognized major ​
​ religious holiday of the religious faith to which such staff member belongs, when such ​
​ holiday falls on a day on which the employee is required to report. Notification by an ​
​ employee of their intention to take such leave shall be made to their supervisor as far as ​
​ possible in advance of such holiday, but in no event less than forty-eight (48) hours in ​
​ advance of such a holiday. Whether any days are "recognized major religious holidays" ​
​ shall be determined by the Superintendent at the request of the staff member. 
 

4.​ Professional Days 
 
​ Support staff will be eligible for professional days upon recommendation of their ​ ​  
​ supervisor. 
 
Section 10.  GROUP LIFE INSURANCE 
 
All employees who work twenty (20) or more hours per week are eligible to join the Group 
Life Insurance Plan, of which the District will pay 50% of the premium and the employee 50%.  
This insurance shall be placed into effect as of the first day of the month following the month 
of hire.  The amount of coverage shall be $15,000.  Employees who do not join the group at the 

10 
 



inception of their employment may be required by the life insurance company to have a 
physical examination in order to enroll at a later date. 
 
Section 11.  HEALTH INSURANCE 
 
The district will provide benefits-eligible employees fifty percent (50%) of the cost of 
individual or family coverage, whichever applies in the particular case, for any preferred 
provider PPO plans the District may offer from time to time, and seventy-five percent (75%) 
for any HMO plans the District may offer from time to time. 
 
Section 12.  TAX DEFERRED ANNUITY 
 
Any employees who work twenty (20) or more hours per week may authorize the Director of 
Finance to reduce their regular biweekly salary and remit a sum to a qualified annuity 
company. 
​  
Section 13.  JURY DUTY 
 

1.​ An employee required to serve on a jury on days he or she is scheduled to work, in 
accordance with the Chapter 234A of the Massachusetts General Laws, shall be paid 
their base wages for the first three days, or a part thereof, of such juror service, at their 
straight time rate.  For fourth and subsequent days of such juror service, the employee 
shall be paid the difference between the amount received as juror compensation, less 
any juror travel allowance, and the employee’s base wages for a period of up to 
fourteen(14) days. 

 
2.​ An employee required to serve on any federal jury on days he or she is scheduled to 

work, shall be paid the difference between the amount paid for juror service, less any 
juror travel allowance, and the employee’s base wages for a period of up to fourteen 
(14) days. 
 

3.​ An employee seeking compensation in accordance with this section shall notify his 
direct supervisor and the Principal or  Superintendent after receipt of this notice of 
selection for jury duty, and shall furnish a written statement to the District showing 
dates of juror service, time served, and amount of juror compensation received.   

 
Section 14.  RETIREMENT BENEFITS 
 

1.​ All support staff who work at least twenty (20) hours per week are required to join the 
retirement program. 
 

2.​ An automatic deduction will be made on the first payroll check and the employee must 
file an application as a condition of employment. 
 

11 
 



3.​ Support staff who have worked at least 20 hours per week and a minimum of ten years 
in the system are eligible to continue in the District’s health insurance program as a 
retiree, the cost of which will be shared on a 50/50 basis. 
 

4.​ Support staff who have been employed by the Acton, Boxborough, and/or 
Acton-Boxborough Regional School Districts for a minimum of fifteen (15) years, and 
who give written notice by December 15 of an irrevocable intent to retire at the end of 
that school year, shall receive a lump sum of $15 for each unused sick day. The lump 
sum will be received by the staff member by July 31 of the year of their retirement. Said 
staff members must retire from the state retirement system the year in which they leave 
the District in order to qualify for the lump sum. 

 
Section 15.  SNOW DAYS OR CANCELLATION OF SCHOOL 
 
In the event that school is canceled because of unforeseen emergency situations, including 
inclement weather support staff included in this manual are not required to report to work.​  
 
If support staff are allowed to leave prior to the end of their work day and the day: 
 

1.​ is counted as one of the 183 school days, they will receive their regularly scheduled 
amount of pay for that day; 
 

2.​ is not counted as one of the 183 school days, they will receive pay for the actual hours 
worked on that day. 

 
Section 16.  MILEAGE 
 
Support staff will be reimbursed at the current IRS rate per mile for the use of a private vehicle 
for the purpose of travel between work locations. 
 
Section 17.  POSITION TITLES AND COMPENSATION GRADES 
 
All support staff will be placed on the appropriate compensation grade level, according to 
Schedule A. 
 
Section 18.  SALARY SCHEDULE 
 
All support staff will be compensated based on the salary schedule listed in Schedule A (p. 
15-18). 
 
Section 19.  REDUCTION-IN-FORCE 
 
Support staff who are reduced in force (100%) solely because of financial reasons may be given 
recall rights to a comparable position for which they are qualified for up to one year, based on 
the recommendation of the Superintendent. 
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Section 20.  TERMINATION 
 
An individual wishing to terminate his/her employment will do so in writing at least two ​
(2) weeks prior to his/her last day of work. 
 
An employee who is to be terminated because of the elimination of their position ordinarily 
shall be given notice at least two (2) weeks prior to the termination date or pay in lieu of 
notice.    
 
Section 21.  EVALUATION GUIDELINES 
 
All Support Staff could be evaluated in accordance with the following guidelines and format. 
 

1.​ Frequency 
a.​ New staff members could be evaluated within 90 days of their employment date. 
b.​ Copies of evaluation reports should be submitted to the Personnel Office within 

one week of completion to be included in the individual's personnel files. 
 

2.​ Procedures for Evaluation 
a.​ Review the evaluation form in its entirety prior to beginning the written 

appraisal. 
b.​ The evaluation should encompass the entire period of time since the last 

appraisal as shown above. 
c.​ The employee should be aware of the acceptable standards for the job.  Both 

employee and supervisor should be familiar with the job description and 
requirements because the evaluation should include the entire job. 
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SUPPORT STAFF - Grade Levels (2025-2026) 

Grade  Positions  

1  

2  

3 Summer Custodians  

4  

5  

6  

7  

8 Crossing Guards  

9  

10 Classroom Assistants, Food and Nutrition Helper 

11 Campus Monitors 

12 Bus Monitors  

13  

14 Elementary Food and Nutrition Cook 

15 HS Food and  Nutrition Cook, JH Food and Nutrition Cook 

16 Spec Ed  Asst., ASC Asst., HS Student Supervisor, Tech Asst., HS  Media Asst., 
Reading Asst., Kindergarten Asst, HS Lab Asst. 

17  

18  

19  

23 ABA Tutors, Data Support, COTA 

24 Elem. Food and Nutrition Manager 

25 Twin Elem School Food and Nutrition Mgr, Elementary Library/Media Asst. 

26 JH Food and Nutrition Mgr 

27  HS Food and Nutrition Manager 
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* ESY salary rates are pulled from Chart A for all assistants  
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NOTICE OF NONDISCRIMINATION 
  
The Acton Boxborough Regional School District does not discriminate on the basis of race, 
color, sex, sexual orientation, gender identity, religion, disability, pregnancy and 
pregnancy-related conditions, age, active military/veteran status, ancestry, or national or 
ethnic origin in the administration of its educational policies, employment policies, and other 
administered programs and activities.  
 
Any person having inquiries or complaints concerning the Acton-Boxborough Regional School 
District’s compliance with Title VI, Title IX, Section 504, ADA or Chapter 622 is directed to 
contact the Director of Diversity, Equity, and Inclusion, Administration Building, 15 Charter 
Road, Acton, MA, telephone number 978-264-4700, x3265, who has been designated by the 
Acton-Boxborough Regional School Districts to coordinate the District’s efforts to comply with 
these laws, or write to the Office for Civil Rights, U.S. Department of Education, 8th Floor, 5 
Post Office Square, Boston, MA  02109, or the Massachusetts Department of Education, Office 
of Program Quality Assurance, 75 Pleasant Street, Malden, MA 02148. 
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