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A Message from President Kurt T. Steinberg 
 
Welcome to Montserrat! 
 
We are pleased you have joined our community of curious and creative learners and hope that 
you will enjoy getting to know and help the students on their journey to success. You will find 
Montserrat to be a very welcoming and supportive community that celebrates the many forms of 
artistic expression both in and beyond the classroom on the Montserrat campus and in the 
Greater Beverly region. 
 
Please remember that all of us make an impact on our students’ experience here at Montserrat. 
Enjoy our students, learn from them, and respect them as they walk their own unique educational 
path. The professional rewards that you receive in return will be both motivating and fulfilling. 
 
As an organization, we continuously strive to attain our vision. You are now part of that vision. 
Your focus on excellence in all that you do – including your concern with and attention to 
service our students – will allow us to prepare them for fulfilling careers.  
 
Montserrat is truly a learning organization – a place where every staff and faculty member learns 
by doing, experimenting, and making strides towards institutional improvements. I welcome you 
to share your ideas and concerns with me or any member of our President’s Cabinet, and to 
contribute and learn about our joint successes during our regularly scheduled staff meetings. You 
are also always welcome to set up a personal meeting with me at 248 Cabot street by contacting 
Olivia Lejeune to set up a time.  
 
Congratulations on joining this very special community! 
 
Kurt T. Steinberg 
President 
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Dean of Academic Affairs Brian Pellinen 1601 
Dean of Students Maureen Wark 1130 
Dean of Finance and Administration Lisa Shawney 1175 
IT Director  Ari Grosvenor 1207 
Human Resources Generalist  Christin Bouranis 1171 
Chief of Staff and Dean of College Relations Jo Broderick 978.867.9613 
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IMPORTANT INTRODUCTORY INFORMATION 

 
The Staff Handbook is a working manual that addresses matters of policy and procedure.  All staff 
members are expected to be familiar with the contents of this handbook.  These policies do not apply to 
faculty employees; details of faculty employment are addressed in the Faculty Handbook, which is 
available through the Academic Affairs Department or via the Montserrat website.  These policies do not 
apply to work-study or hourly student employees; details of student employment are addressed in the 
Student Employment Handbook, which is available through the Human Resources Department.  
 
* All administrative (staff) employees of the College are employed on an "at will" basis. This means 
employees have the right to terminate their employment at any time, for any reason, and the 
College can also terminate the employment at any time with or without cause and with or without 
notice. This Handbook does not constitute a contract between the College and the employee. No 
policy statements, procedures, manuals or documents, nor any statements by any College employee 
or representative shall in any way modify this at will status. 
 
The information presented in this Handbook is an overview of many of the College's policies, procedures 
and benefits.  Clearly, we could not begin to explain every College policy in this Handbook and some 
details have necessarily been omitted to keep it reasonably brief.  These policies and procedures are not 
contractual obligations or guarantees and may be changed from time to time by the College, with or 
without notice, to respond to our environment or the needs of our employees and students.  They should 
not be viewed as a total statement of the policies at the College.  Where practicable, any changes or 
additions to these policies will be made through a written distribution to you. 
 
Montserrat benefit plans are defined in legal documents, such as insurance contracts.  This means that if 
questions ever arise about the nature and extent of plan benefits or if there is conflicting language, the 
formal language of the plan document(s) will govern, not the informal wording of this Handbook.  Plan 
documents are available for your inspection upon request from the Human Resources Department. 
 
In this statement of policies, the term "the College" or "the School" refers to Montserrat College of Art; 
the term "the President" refers to the President of Montserrat College of Art; and the term "the Board" or 
"the Board of Trustees" refers to the Board of Trustees of the College.  Questions concerning these 
policies and suggestions for changes should be addressed to Human Resources, who will discuss them 
with the President of the College. 
 
Should an employee have any suggestions concerning the policies, rules and regulations in the Staff 
Handbook, they are encouraged to discuss them with their supervisor and/or Human Resources.  Any 
changes, revocations, modifications, or amendments will be made with the approval of the President. 
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COLLEGE HISTORY & ORGANIZATIONAL OVERVIEW 
 
Mission Statement 
 
Founded by working creative professionals, Montserrat College of Art provides an individualized 
education focused on maximizing the professional and personal success of each student.  Structured 
around experiential learning, studio practice, liberal arts, and professional preparation, the mission of the 
college ensures that its graduates leave equipped with the competence, confidence, and habits of mind to 
build lives of creative enterprise and community engagement. Montserrat recognizes its role as an 
economic driver and cultural leader in the region.  
 
Statement of Institutional Values 
 
Our individual and collective work as an independent institution of higher education is informed and 
guided by the following values: 
 

• The practice of art, design, research, and creative enterprise has intrinsic value. 
• Teaching, learning, and service are central to who we are. 
• Individuality, creativity, expression, and experimentation are respected and encouraged. 
• Accountability and integrity are essential to sustain creativity and shared community. 
• We thrive on diversity of people, ideas, and approaches.   

 
Vision Statement 
 
Montserrat College of Art will be known for: 
 
Its interdisciplinary, experiential, individualized, and innovative education focused on the personal and 
professional development of passionate, hard-working, ambitious, and creative students of all ages; 

 
• Its advocacy for the arts, design, and creative enterprise; 
• Its diversity, openness, access, and equity in all that we do; 
• Its service to our community, the region, and the world. 

 
Our History 
 
Montserrat College of Art was born in the early 70s, a time when people were questioning the status quo 
and seeking new solutions.  A group of artists who were working and teaching in the Boston area had a 
bold idea: to create a new kind of school for professional education in the visual arts - a school that would 
not only focus on the arts, but would also focus on the individual needs of each student.  This was a 
simple idea, but one that had seldom been attempted and rarely achieved.  Foregoing the security, but also 
the limitations that traditional institutions offered, these artists labored to breathe life into their idea.   
 
In the early years, Montserrat School of Visual Arts, as it was then called, offered a professional diploma 
in the same studio concentrations for which it is known today. By the 1980s, this still-young institution 
was accredited and granted the authority to award the Bachelor of Fine Arts degree.  With this milestone 
came a new name: Montserrat College of Art. 
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By 1990, Montserrat had outgrown its original facility and moved to historic downtown Beverly into the 
Hardie Building, a 19th century school building with expanded teaching facilities.  Steadily, the college 
acquired residence halls, and the Cabot Studio Building, establishing a vibrant and eclectic seaside 
campus. 
 
Montserrat Today 
 
Today, the dream of those artists back in the 70s is a reality.  Just as they had hoped, creativity flows at 
Montserrat.  Students from across the United States are drawn by the intensive studio environment and 
one-on-one instruction from the faculty of accomplished artists, designers and scholars.   
 
Accredited by the New England Association of Schools and Colleges and the National Association of 
Schools of Art and Design, Montserrat offers a Bachelor of Fine Arts degree, four-year diplomas in the 
visual arts, initial certification for teachers of the visual arts, a Pre-College Program, and a variety of 
Continuing Education courses taught by professional artists in Beverly and at off-campus facilities. 
 
 
Montserrat has a 12-to-1 student-to-faculty ratio, with 20 full-time and approximately 45-55 part-time 
faculty members.  The faculty endorses and embraces an integrated approach to the various disciplines; 
assuring students receive exposure to a broad curriculum including business skills that are gained during a 
mandatory internship.  This allows the students to experiment with their talents and abilities, and also 
prepares them for a holistic approach to the working world.       
 
In addition to teaching and mentoring, Montserrat’s faculty members are professional artists and scholars 
who exhibit, publish and lecture in their respective fields.  A regular part of student life is attending the 
gallery openings and lectures. 
 
In addition to its educational endeavors, Montserrat is an active and vibrant part of Boston’s visual arts 
community.  Seven galleries at Montserrat support the exhibition of artwork from artists of international, 
national and regional stature as well as students, faculty, alumni and staff.  Many of these shows are 
reviewed by respected art critics from such newspapers as the Boston Globe and Art New England.  The 
school also offers a highly successful lecture series where visiting artists from across the nation share their 
works and insights.   
 
Enrollment & Courses of Study 

Staying true to the vision of a small institution that caters to the needs of each student, Montserrat College 
of Art enrolls approximately 400 students in our BFA program.  As a fully accredited art college, 
Montserrat offers concentrations in Animation & Interactive Media, Art Education, Book Arts, Graphic 
Design, Illustration, Interdisciplinary Arts, Painting and Drawing, Photography, Printmaking, and 
Sculpture and minors in Art History and Creative Writing. In addition, we operate a robust Continuing 
Education program, a summer Pre-College program for high school students, Summer Immersive courses 
for adults and numerous study abroad programs. 
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Campus Facilities 

Montserrat moved to the Hardie Building and its surrounding area in the early ‘90s.  Montserrat’s 
facilities now include several residential properties including the Student Village, three academic/studio 
buildings, three administration building, one library, seven renowned institutional Galleries, and a student-
run Gallery. 
 
Role of the President’s Cabinet  
 
The President’s Cabinet is the leadership team of the College and the primary internal decision making 
body under direction from the President.  Presently, members of the President’s Cabinet include the 
President, Dean of Academic Affairs, Dean of College Relations, Dean of Students, Dean of Finance and 
Administration and Director of Admissions.   
 
Role of Your Supervisor 
 
Employees are encouraged to share their concerns, seek information, provide ideas and resolve 
problems/issues through their immediate supervisor and, as appropriate, consult with any member of 
management toward those ends.  Supervisors are expected to listen to employee concerns, to encourage 
their ideas, and to seek resolution to their problems/issues. 
 
Role of the Human Resources Department 
 
We recognize there are times when problems arise that are of a private nature or may involve a subject that 
you do not wish to discuss with your manager.  In these cases, you may bring the matter directly to the 
attention to any senior member of management, such as Human Resources, who will respond promptly.  
No employee will be penalized or retaliated against in any way for in good faith bringing up a problem or 
registering a complaint. 
 
 
GENERAL POLICY 
 
 Equal Employment 
 

 The College is committed to a policy of non-discrimination and equal opportunity for all applicants and 
employees without regard to race, color, religious creed, sex, sexual orientation, gender identity and 
expression, pregnancy or pregnancy-related condition, national origin, ancestry, age, disability, veteran 
status, active military service, genetic information, or any other category protected under applicable law.  
This policy governs all aspects of employment, including selection, placement, compensation, promotion, 
transfer, discipline, demotion, termination, and access to benefits and training.  
 
Any staff member with questions or concerns about any type of discrimination or perceived 
discrimination in the workplace or feels that the employee is experiencing or being subjected to 
discrimination in the workplace, should immediately bring these issues to the attention of Human 
Resources. Staff members can raise concerns and make reports in good faith without fear of retaliation.  
Anyone found to be engaging in any type of unlawful discrimination or retaliation will be subject to 
disciplinary action, up to and including termination of employment. 
 
Please also refer to the Harassment Prevention policy contained in this handbook for additional 
information. 
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Americans with Disabilities Act 
 
The College complies with all aspects of the Americans with Disabilities Act (ADA) and with state 
disability laws. This means that the College will not discriminate against qualified individuals with 
disabilities (meaning disabled individuals who can perform the essential functions of their position, with 
or without a reasonable accommodation) in any phase of the employment relationship including 
application for employment, hiring, promotions and/or advancement opportunities, termination, 
compensation, training and any other terms, conditions or privileges of employment.  Furthermore, the 
College will do what is required under federal and state law to provide reasonable accommodations to an 
employee or applicant’s known disability unless it can be demonstrated that the requested accommodation 
is unreasonable or would pose an undue hardship on the College.  If a staff member is unable or finds it 
difficult to do all the functions of the member’s job due to a disability, the staff member should inform 
Human Resources of the restriction or limitation due the employee’s disability, and discuss the type and 
nature of any assistance or adjustment to job duties which would enable the staff member to perform the 
essential functions of the job.  The College may ask to speak to the staff member’s physician or health 
care provider or may request medical documentation in order to assess the proposed accommodations.  
The College will make every reasonable effort to evaluate the feasibility of the request and expeditiously 
communicate the decision regarding the request to the employee. 
 
 
Notice of Nondiscrimination 
 
Montserrat College of Art commits itself to maintaining a welcoming environment for all people and 
extends its welcome to those who may be vulnerable to discrimination on the bases such as race, ethnic or 
national origin, religion, color, age, gender, marital or parental status, veteran status, disability or sexual 
orientation. 
The College does not discriminate on the basis of race, color, national origin, age, sex, sexual orientation, 
gender identity and/or expression, pregnancy or pregnancy-related characteristic, religion, active military 
or veteran status, genetic information or handicap/disability in admission to, access to, treatment of, or 
employment in its programs and activities.  The Human Resources Department has been designated to 
handle inquiries regarding the nondiscrimination policies.  Inquiries concerning the application of 
nondiscrimination policies may also be referred to the Regional Director, Office for Civil Rights, Boston 
Office, U.S. Department of Education, 33 Arch Street, Suite 900, Boston, MA 02110 Tel:  (617) 289-
0111 FAX:  (617) 289-0150. 
 
 
Employment of Relatives 
 
Employment of relatives is permitted, except in circumstances where an appointment would place related 
people in supervisory and subordinate roles within the same office or department or in a situation where 
influence could be exerted, directly or indirectly, on future decisions concerning the status of employment, 
promotion, or compensation. 
 
Ethical Standards 
The College has a strong reputation for conducting its activities with integrity, fairness, and in accordance 
with the highest ethical standards.  As an employee, you will enjoy the benefits of that reputation and are 
obligated to uphold it in every business activity.  If you are ever in doubt whether an activity meets our 
ethical standards or compromises the College's reputation, please discuss it with your supervisor or 
another appropriate member of the College’s management team, the President’s Cabinet. 
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Conflict of Interest  
Individuals serving the College will at all times act in a manner that is consistent with their fiduciary 
responsibilities and shall take particular care that no damages be incurred as a result of conflicts of 
interests of the individual and the College. If an individual believes he or she may have a conflict of 
interest, the individual shall report such concerns in writing to the appropriate senior administrator and 
refrain from further participation until the conflict can be reviewed and resolved. Please see Montserrat’s 
Conflict of Interest policy for additional details.  
 
Proprietary Information/Confidentiality 
 
The College has developed certain programs and processes that are unique.  Keeping such information 
from competitors plays an important part in our success.  The College protects proprietary information by 
restricting employee and visitor access to certain designated College areas only to those having business in 
these areas.  Where appropriate, employees must cooperate in keeping our information confidential and 
secure.  Employees should not divulge any confidential information to those outside of the College. Please 
contact Montserrat Human Resources department for a copy of Confidentiality policy for additional 
details. 
 
 
Access to Student Residence Buildings 
 
Only Student Affairs staff members, security, and facilities staff who are on official College business are 
permitted in the private areas of the residence halls. All other College employees visiting the residence 
halls must restrict their presence to the common public areas.   

The professional Student Affairs staff have access to rooms for a variety of health and safety reasons.  

Anyone in the building, employee or visitor, who is a guest of a student, needs to be escorted through the 
building by the resident. This is crucial to the safety of everyone in the building.  

 

Workplace Violence  
 
The College is committed to preventing workplace violence and to maintaining a safe work environment.  
The College does not tolerate any type of workplace violence.  Acts or threats of physical violence, 
including intimidation, harassment, or coercion, that involve or affect staff members or property or that 
occur on the College premises will not be tolerated. Similarly, the College does not permit any act of 
threatened or actual violence while on College -related business, or while off-duty if the College 
determines that the incident may lead to an incident of violence on College premises. Firearms, weapons, 
and other dangerous or hazardous devices or substances are prohibited on College property.  Anyone who 
becomes aware of an act or threat of workplace violence should immediately report this information to 
their supervisor or to Human Resources.   No staff member is exempt from this policy; this policy applies 
to all employees, including both supervisory and non-supervisory employees.  It also applies to third 
parties, including members, independent contractors, and anyone else who is on College property or 
engaged in College business.  Violation of this policy will result in disciplinary action, including 
immediate termination of employment for cause.   
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Pre-Employment Background Checks  
 
It is important that the College, in fulfilling its mission, maintains a safe and secure campus environment 
and protects the college’s financial and physical assets. Accordingly, it is the policy of Montserrat College 
of Art that: 
 
1. All new faculty, staff and volunteers are subject to a criminal history background as a condition of 
employment.  New faculty and staff members may also have academic credentials verified. 
 
2. Specified current staff members, particularly those with access to or control over sensitive financial 
information, have their criminal and other background information verified periodically as a condition of 
continued employment. 
 
3. Current staff members who transfer to positions with access to or control over sensitive financial 
information will have background information verified as a condition of employment. Please see 
Montserrat’s CORI policy for more details. 
 
 

Drug & Alcohol Policy 

All students, faculty, and staff are expected to recognize the potential for alcohol and drug abuse 
whenever illegal drugs or alcohol are sold, given, manufactured, and/or used and that such abuse is in 
conflict with the College's purpose. The College's drug and alcohol policy for staff and faculty is stated 
below. 

Illegal or improper use of alcohol will not be tolerated and may result in disciplinary action, up to and 
including termination of employment. The unlawful manufacture, distribution, dispensation, possession, 
or use of illegal drugs by any person on the property of Montserrat College of Art is prohibited. Such 
action shall result in disciplinary action, up to and including termination of employment. Violations of the 
Montserrat College of Art Drug Policy or of any Commonwealth of Massachusetts or City of Beverly laws 
are subject to disciplinary action. Acts in violation of the Montserrat College of Art Drug Policy that 
occur on campus will be subject to disciplinary action. Additionally, acts in violation of the Montserrat 
College of Art Drug Policy that occur off campus may be subject to disciplinary action. 

Please see the Drug-Free Workplace Policy Addendum for additional important information. 

 
 
Safety 
    
Care is taken to make the College a safe and healthy place in which to work. Federal and state 
occupational safety regulations detail the College's responsibilities for maintaining a hazard-free working 
environment. You are required to follow safety rules and procedures, to use safety equipment and clothing 
when necessary, and to report unsafe conditions to your supervisor promptly. If you are not sure of a 
safety procedure, ask your supervisor.  
 
Since the College does not maintain its own police force, members of the Montserrat community should 
report all crimes to the College’s Campus Security Manager, Northeast Security, or to civil authorities, 
such as the City of Beverly Police Department.  Incident report forms are available at the front desk.  
These forms should be filled out and submitted to the Dean of Students. 
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Emergency Telephone Numbers 
Emergency, Fire & Ambulance  911 
Beverly Police Department  (978) 922-1212 
Fire Department   (978) 922-4000 
Ambulance    911 
Poison Control Center   (800) 682-9211 
Beverly Hospital   (978) 922-3000 
 
Leahy Health Behavioral Services (978) 921-1190 
800 Cummings Center, Beverly, MA  
Nebhealth.org/outpatient.html 
 
Center for Addictive Behaviors 
27 Congress St.      
Salem MA 01970   (978) 745-8890 
 
Health Quarters    (978) 922-4490 
900 Cummings Center, Suite 126-R 
Beverly, MA 01915 
 
North Shore Rape Crisis Center  (800) 922-8772 
20 Central Street, Suite 510  24 Hour Hotline 
Lynn, MA  
www.nsrcc.org 
 
HAWC Hotline    (800) 547-1649 
www.Hawcdv.org 
 
Hotlines 
Mass Alcohol and Drug Hotline  (617) 445-1599 
Narcotics Anonymous   (866) 624-3578 
Alcoholics Anonymous   www.alcoholics-anonymous.org 
       
Al-Anon and Al-Teen of MA  (508) 336-0556 
National Cocaine Hotline  (800) COCAINE 
Samaritans    (508) 688-6607 
AIDS Action    (800)235-2331 
 
Lawyer Referral Service  Massachusetts Bar Association (800) 392-6164 
 
Employee Assistance Program (EAP) (800) 624-5544 
New Directions Behavioral Health  (913)982-8398 
www.ndbh.com 
 
 
Personal Telephone Use 
 
The College recognizes that occasional personal calls may be necessary in emergency situations or unusual 
circumstances.  Such calls should be kept to a minimum and must not interfere with the employee's work.  
Personal long distance calls should not be made unless billed to the employee or another authorized party.  
Employees should be aware that the College routinely reviews local and long distance phone call records 

http://www.nsrcc.org/
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to detect unauthorized use of College phones.  Use of personal cellular phones is permitted, provided that 
telephone conversation does not become excessive and/or interfere with the completion of College-related 
functions and tasks. 
 
Technology and Electronic Communications 

 
The College provides computers, software, electronic systems and networks, including but not limited to 
e-mail and Internet connections (the “system”) to further its business and institutional interests. The 
system is the College’s property and the College reserves the right, in its sole discretion, to access, view or 
monitor any information or communication stored on, transmitted or downloaded over the system.  There 
should be no employee expectation of privacy when using the College’s computers, internet, email or other 
electronic system or network.   
 
 
Improper Activities Staff members should use the system only for College business.  The system is not to 
be used in an improper manner, including but not limited to, displaying, receiving, downloading or 
transmitting harassing, discriminatory, sexually explicit, threatening, vulgar, profane, insulting, offensive, 
pornographic or illegal information, including offensive jokes or cartoons.  Staff members are also 
prohibited from using the system to participate in political causes, for downloading or playing 
inappropriate games, or to engage in illegal or other inappropriate activities.   
 
Because the College’s computers may contain confidential business information, all employees are 
required to protect their computers with a password.  Staff members are required to periodically change 
their passwords and are prohibited from sharing and using the password of other staff members.  Staff 
members are responsible for all actions taken while they, or someone else, are using their computer and/or 
user name. 
 
The College buys and licenses computer software for business purposes.  Staff members may only use 
software on local area networks or on multiple machines according to the software license agreements. 
Staff members may not install or use software without permission from the IT department.  
 
The College does not allow the unauthorized use, installation, copying or distribution of copyrighted, 
trademarked or patented material on the Internet.   
 
If a staff member observes or learns of a violation of this policy, the employee must immediately report it 
to the member’s supervisor.  Employees who violate this policy will be subject to disciplinary action, up to 
and including termination of employment for cause.  
  
Social Media Policy 
 
Montserrat College of Art - Network and Internet Access - provides students, faculty, staff, and 
administrators a wide variety of communication and informational resources. All users (employees and 
students) will abide by policies and procedures which require users to be identified and to follow a set of 
practical guidelines when utilizing the college’s information technology resources and telecommunications 
network to protect the integrity of its computing systems, workstations, and lab facilities. These policies 
and procedures define appropriate use of e-mail and other network services such as Facebook, Twitter, 
LinkedIn, Pinterest, Instagram, YouTube, Picasa, Flickr, Tumblr, or any other Social Network available 
on the Internet. 
 
The following administrative guidelines govern the use of the College's information technology resources. 
All users are expected to be familiar with, and to conform to, these guidelines. In deciding what is and is 
not an acceptable use, there are two overriding principles of Montserrat College of Art: (1) the College’s 
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information technology and telecommunication resources exist to support the College’s mission, and (2) 
the College is committed to ensuring a positive learning environment for all members of its community. 
Since use of the Internet is provided as an educational resource, user participation is a privilege, not a 
right. In addition to the guidelines provided in this statement, users are expected to comply with additional 
college rules and regulations as published in the Montserrat College of Art Staff Handbook and other 
college publications. 
 
A. The users are solely responsible for all actions taken while using their user-id. Therefore, the user 

should change their password if they believe their password is no longer secure. 
B. The user will not share their user-id and password with anyone else including their family and/or 

friends. No one but the user is given access to the Montserrat College of Art network. If the user 
gives this information to another person, the user is solely responsible for the actions of the other 
person. 

C. The users cannot delete, examine, copy, or modify files and/or data belonging to other students or 
faculty/staff/administration without prior consent. Unauthorized copying of copyrighted software 
through the Montserrat College of Art network is strictly prohibited. 

D. The users must immediately cease any network activity that results in a negative impact on the 
network or other users when requested by network administrative personnel, college lab personnel, 
or faculty. Failure to comply will result in loss of network privileges. 

E. Certain materials available on the Internet are inherently inappropriate for educational purposes. 
Examples include material that is of a sexually explicit nature or that advocates violence or 
discrimination; humor of an offensive or sexually explicit nature; and pirated commercial software. 
Technology personnel, instructors, library personnel, lab personnel, and public safety officers have 
the right to monitor user activity on the Internet and deny access to these materials or invoke other 
sanctions as appropriate. 

F. Unauthorized commercial use of the computer facilities and/or services provided by Montserrat 
College of Art is prohibited. Authorization for use of computer facilities and/or services is 
obtained through the normal facilities usage procedures. 

G. Unauthorized home pages and ftp sites are prohibited. Users may not create or utilize any servers 
or server software on their office, departmental, lab, or personal computers utilizing the college’s 
network without authorization from the Director of IT. 

H. Users should not expect confidentiality on the College network. Administrators have the legal right 
to read files and e-mail. Whenever electronic mail is sent, your name and user-id are included with 
the message. The users are responsible for all electronic mail originating from their user-id. 

I. The user will not attempt to access data being transferred through the network or files on any 
computer connected to the network without the owner’s permission. Employees are expected to 
attempt to access, through any system, only information that is needed in the context of the 
performance of their normal duties and to exercise good judgment in the use of such information. 

J. The users will not attempt to violate any connected computer system’s security. 
K. The users will not attempt to spread computer viruses, Trojan horses, worms, or any program 

designed to violate security, interfere with the proper operation of any computer system or destroy 
another person’s data. 

L. The users will not install any unauthorized software on any college-owned computer. 
M. The users will not use the network in any manner that violates institutional policies or procedures 

and any federal, state, or local law including the provisions of the Family Educational Rights and 
Privacy Act designed to protect the confidentiality of data and the privacy of individuals. 

N. Since the Internet links Montserrat College of Art to many other worldwide networks, users must 
observe the acceptable use policies of any remote network accessed through the Montserrat College 
of Art Internet connection. 

O. Violation of network policies and procedures may result in loss of network and/or Internet access, 
dismissal or other sanctions. 
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P. Social Networks: 

Social media Networks are powerful communication tools that have a significant impact on 
organizational and professional reputations. Because they blur the lines between personal voice and 
institutional voice, Montserrat College of Art has crafted the following policy to help clarify how 
best to enhance and protect personal and professional reputations when participating in social 
media. 

 
 Protect confidential and proprietary information: Do not post confidential or proprietary 

information about Montserrat College of Art, students, employees, or alumni. Employees must 
still follow the applicable federal requirements such as FERPA and HIPAA. Adhere to all 
applicable college privacy and confidentiality policies. Employees who share confidential 
information do so at the risk of disciplinary action or termination. 

 
 Respect copyright and fair use: When posting, be mindful of the copyright and intellectual 

property rights of others and of the college. For guidance, consult the Guidelines for Copyright 
Compliance. Please email your questions about fair use or copyrighted material to the Director 
of IT. 

 
 Don’t use Montserrat College of Art name or logos for endorsements: Do not use the 

Montserrat College of Art name or logo or any other college images or iconography on 
personal social media sites. Do not use Montserrat College of Art’s name to promote a product, 
cause, or political party or candidate. Any further questions on this rule, please email: Dean of 
College Relations, Jo Broderick, jo.broderick@montserrat.edu 

 
 Respect college time and property: College computers and time on the job are reserved for 

college related business as approved by supervisors and faculty.   
 

 Think twice before posting: Privacy does not exist in the world of social media. Consider 
what could happen if a post becomes widely known and how that may reflect both on the 
poster and the college. Search engines can turn up posts years after they are created, and 
comments can be forwarded or copied. If you wouldn’t say it at a conference or to a member 
of the media, consider whether you should post it online. If you are unsure about posting 
something or responding to a comment, ask your supervisor for input or contact the office of 
college relations.  

 
 Strive for accuracy: Get the facts straight before posting them on social media. Review 

content for grammatical and spelling errors. This is especially important if posting on behalf of 
the college in any capacity. 

 
 Be respectful: Understand that content contributed to a social media site could encourage 

comments or discussion of opposing ideas. Responses should be considered carefully in light 
of how they would reflect on the poster and/or the college and its institutional voice. 

 
 Remember your audience: Be aware that a presence in the social media world is or easily can 

be made available to the public at large. This includes prospective students, current students, 
current employers and colleagues, and peers. Consider this before publishing to ensure the post 
will not alienate, harm, or provoke any of these groups.  
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 On personal sites, identify your views as your own: If you identify yourself as a Montserrat 
College of Art’ faculty or staff member online, it should be clear that the views expressed are 
not necessarily those of the institution.  

 
 Photography: Photographs posted on social media sites easily can be appropriated by visitors. 

Consider adding a watermark and/or posting images at 72 dpi and approximately 800x600 
resolution to protect your intellectual property. Use images of a sufficient size for viewing on 
the Web, but not suitable for printing.  

 
If you post on behalf of an official college unit, the following policies must be adhered to in addition to 
all policies and best practices listed above: 
 

 Notify the college: All departments or college units that have a social media page now or 
would like to start one should contact Dean of College Relations, Jo Broderick, to ensure all 
institutional social media sites coordinate with other Montserrat College of Art sites, brand 
and identity as well as their content. You cannot create any Facebook or other social media 
account using Montserrat College of Art name before receiving approval. All institutional 
pages must have a full-time, appointed employee who is identified as being responsible for 
content. Ideally, this should be the unit head of the department and ownership should be 
shared with the Office of College Relations for coordination. 

 
 

 Acknowledge who you are: If you are representing Montserrat College of Art when posting 
on a social media platform, acknowledge this: 

 
 Have a plan: Departments should consider their messages, audiences, and goals, as well as a 

strategy for keeping information on social media sites up-to-date.   
 

 Link back to the college: Whenever possible, link back to the Montserrat College of Art’s 
web site. Ideally, posts should be very brief, redirecting a visitor to content that resides within 
the Montserrat College of Art’s Web environment.  

 
 Protect the institutional voice: Posts on social media sites should protect the college’s 

institutional voice by remaining professional in tone and in good taste. No individual 
Montserrat College of Art unit should construe its social media site as representing the college 
as a whole. Consider this when naming pages or accounts, selecting a profile picture or icon, 
and selecting content to post. 

 
 

Branding/Collateral Materials 
 The Office of College Relations creates and maintains most Montserrat branded materials for 

the college. With both an in-house graphic designer and web designer to create collateral 
materials, requests for new materials by departments will be managed on a priority/need basis.  

 Faculty and staff are asked not to create and use their own materials, but to ask for materials 
that can be created in keeping with the college’s branding and identity.  

 Conversations are always welcomed in the Office of College Relations to meet the needs of 
faculty and staff.  

 Please allow time for production, printing, creation of web pages and updates. Web requests 
should be submitted through the college’s ticket system through MCA support.  
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Outside Employment 
 
Subject to the Conflict of Interest and Standards of Conduct policy, you may hold a job with another 
organization, provided that you satisfactorily perform your job responsibilities at the College.  You will be 
judged by appropriate performance standards, and will be subject to the College’s scheduling demands, 
regardless of whether you have more than one job.  The College expects that any other job will not conflict 
in time or content with your position at the College.  
  
If the College determines that your outside employment interferes with your performance or presents a 
conflict of interest, you may be asked to terminate the outside employment or risk discharge from the 
College.  Outside employment will present a conflict of interest if it has, or potentially has, an adverse 
impact on the College. 
 
 
Release of Information 
 
Except for records and information that we are legally required to provide, no information, other than 
routine confirmations of employment, will be released unless there is a signed, written request and 
authorization from the appropriate employee on file. 
 
 
Unauthorized Use of College Property 
 
Under no circumstances is property owned by the College to be removed or used, for whatever purpose, by 
any employee without authorization from the employee's supervisor or for any purpose other than that 
which is authorized.  Any such removal constitutes theft and may result in immediate termination.  Any 
College property issued to an employee must be returned upon the termination of the individual's 
employment or when requested by the employee's supervisor. 
 
 
 
STANDARDS OF CONDUCT  
 
It is important for all of us working at Montserrat to conduct ourselves in a manner that is fair to each 
other and to our common objective of serving our students with the highest professional standards. 
 
 
Personal Appearance 
 
The personal appearance of all staff is important to the overall College image.  Therefore, you must adhere 
to standards of cleanliness, grooming and hygiene and must wear appropriate attire during working hours 
and at any other times while representing the College.  Please use your best judgment. 
 
 
Workplace Conduct   
 
We expect staff members to conduct themselves in a professional manner while in the workplace.  
Although not an exclusive list, the following are examples of unacceptable workplace conduct that may 
subject a staff member to disciplinary action, including verbal or written warnings, suspension, and in 
some cases to termination of employment for cause as determined by the President.  The type of 
disciplinary action taken will be determined by the President within their discretion.   
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• Theft or inappropriate removal or possession of property  
• Falsification of records 
• Disclosure of confidential information 
• Working under the influence of alcohol or illegal drugs  
• Possession, distribution, or use of alcohol or illegal drugs in the workplace, while 
       on duty, or while operating employer-owned vehicles or equipment 
• Fighting or threatening violence in the workplace  
• Disruptive activity in the workplace  
• Insubordination or other disrespectful conduct  
• Violation of safety or health rules  
• Smoking in prohibited areas  
• Sexual or other unlawful or unwelcome harassment  
• Possession of dangerous or unauthorized materials, such as explosives or firearms, in the 
      workplace  
• Excessive absenteeism or any absence without proper notice  
• Excessive tardiness 
• Unauthorized use of telephones, mail system, computer system or other employer-owned 
      equipment  
• Violation of personnel policies  
• Unsatisfactory work performance 

 
 
Reporting of Absence & Tardiness 
 
You are expected to be present and on time at the start of your scheduled work period. If you are unable to 
report to work, or are going to be late for any reason, you must inform your supervisor of this fact no later 
than the start of the workday and advise your supervisor of the duration of your absence. Unauthorized or 
excessive absences or lateness may lead to appropriate corrective action, including dismissal.  

An employee who fails to report to work as scheduled for three days without providing proper notice to 
their supervisor may be considered to have voluntarily terminated their employment. 

If you have been absent for more than three consecutive days due to illness, accident, or surgery, or at 
other times at their discretion the College reserves the right to require you to submit a doctor's statement or 
other medical evidence indicating your degree of fitness and your ability to resume the full duties of your 
job. 
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ORIENTATION & PERFORMANCE EVALUATION 
 
Orientation  
 
A smooth and informative transition into our organization is a priority for Montserrat.  Towards these 
ends, you will be asked to complete an orientation as soon as possible after you begin work. Human 
Resources and your immediate supervisor will normally schedule you for these sessions on your first day 
of work. Orientations cover all aspects of your benefits, pay practices, and job overview. 
 
Evaluation Period/New Employees 
 
All newly hired employees are required to complete and successfully pass the necessary pre-employment 
clearance and application process, including a CORI (Criminal Offender Record Information) and SORI 
(Sexual Offender Record Information) background check as described above.  In addition, all newly-hired 
employees are subject to a 3 month Evaluation Period.  During this time the College will closely evaluate 
the new employee's skills, capabilities, suitability to the position and interest in the work.  It is a period 
that also gives new employees the opportunity to discover whether they enjoy working at Montserrat and 
want to continue.  An employee's supervisor may extend the period at discretion.  Employment at the 
College is “at-will,” meaning that you or the College is free to terminate the employment relationship at 
any time both during and after the Evaluation Period.  Satisfactory completion of the Evaluation Period 
does not guarantee continued employment. (Please refer to section entitled “TERMINATION”). 
 
The performance review process is designed to promote discussion between employees and supervisors 
regarding current job responsibilities, performance of assigned duties, future performance planning, 
problems that may have arisen on the job, and other pertinent topics.  A frank and honest discussion 
between both parties is essential if the performance evaluation process is to serve its intended purpose of 
helping the employee in planning for personal and professional growth. 
 
If at an evaluation an employee’s performance is found to fall below satisfactory standards, the supervisor 
will warn the employee of this situation as detailed in the section entitled Resignation or Termination.  
 
Progressive Discipline  
 
It is Montserrat’s policy to set standards which define the acceptable conduct of employees and 
performance of job duties to assure the College’s orderly operation and to protect the rights and safety of 
employees and students.  During a staff member’s career at Montserrat, it may become necessary, under 
certain circumstances, to assist in correcting a behavior or improving performance. 
 
The purpose of disciplinary measures short of termination is corrective, to encourage employees to 
improve their conduct or performance so that they may continue their employment with the College.  The 
College expects all employees to behave in a mature and responsible manner and to perform their jobs 
conscientiously, without the need of disciplinary action.  These corrective disciplinary measures will not 
apply in the event of any offense that the College determines to warrant immediate termination of 
employment or in other circumstances when the College determines that corrective measures would be 
ineffectual or otherwise inappropriate. Likewise, this policy does not create or constitute a promise or 
guarantee of any particular process; the College reserves the right to administer discipline at any level it 
deems appropriate in the circumstances. Please see Montserrat’s Progressive Discipline policy for more 
details.  
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RESIGNATION & TERMINATION 
 
Resignation 
 
Employees are considered “at will” and are free to resign at any time. An employee who wishes to resign 
from the College is requested to provide written notice at least two weeks in advance of their last day of 
employment to their supervisor and the Human Resources Department in order to ensure a smooth and 
efficient transition of responsibilities.  Department heads are requested to provide written notice at least 
one month in advance of their last day of employment to their supervisor and the Human Resources 
Department. Human Resources, along with the supervisor, will verify the current year’s vacation time so 
that the employee may be compensated accordingly.  Before leaving, employees are required to return all 
keys, identification cards, credit cards, passwords, equipment, and other materials furnished by the 
College. 
 
Termination 

 
Involuntary termination occurs if the College initiates an employee's termination. This can occur without 
advance notice, for any or no reason. Some of the reasons for involuntary termination are: 
insubordination, falsification of employment records, unsatisfactory job performance, unacceptable 
workplace conduct, absenteeism, theft, dishonesty, mistreatment or disrespect toward other employees, 
visitors, or other members of the public, and/or violation of any College policies or rules. Involuntary 
termination could also occur as a result of reduction in staff or financial exigency. These examples are not 
exclusive.  
 
Exit Interview  

Employees terminating employment should schedule a benefits/employment exit interview with the 
Human Resources department. 
 
Payout at Termination 

Unused earned vacation will be paid out to employees following termination in their final paycheck. 
Accrued vacation time cannot be used to extend employment. Neither accrued Personal Days nor Sick 
Days are paid out upon termination. 
 
Rehire 
 
Employees may be eligible for rehire providing they do not have any disciplinary actions in their 
personnel file.  A rehire will start to accrue paid time off benefits from their date of rehire.  The College 
has the discretion to change accrual and anniversary dates of the rehire. 
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Unemployment Compensation 

Employees whose employment is severed from the College may be eligible for unemployment 
compensation as long as they are available for and actively seeking employment and meet other applicable 
legal requirements. 
 
WORK SCHEDULES  
Full-time employees are expected to work a schedule of 37.5 hours a week; in many cases, however, 
additional hours may be necessary in order to satisfactorily fulfill the requirements of a job.  Positions in 
our Facilities Department involve a 40-hour week in varying shifts.   

The normal work schedule is a 7.5 hour day. For exempt employees this includes a one-hour lunch period, 
with 30-minutes of the 60-minute lunch hour as paid time. Lunch periods must not be used for late arrival 
or early departure and must be scheduled in consultation with your supervisor. The Commonwealth of 
Massachusetts mandates a 30-minute unpaid break after six hours of work. Non-exempt employees are 
granted an unpaid lunch break for 30-minutes. 

A 10-minute rest period or coffee break is allowed to administrative employees during the morning and 
the afternoon. There must be adequate coverage of the phones and the office at break times. Breaks must 
not be used for late arrival or early departure and must be scheduled in consultation with your supervisor. 

The hours of operation may vary from time to time and from department to department.  Your schedule is 
determined by your Supervisor and may be subject to change based on the needs of the College.  Work 
schedules can vary from week to week.  In case of an emergency, a Supervisor may change the schedule 
and will notify you.  You are expected to work the hours you are scheduled.  Payment for any overtime for 
non-exempt employees will be made in accordance with state and federal wage and hour regulations.  
Overtime must be approved in advance by your Supervisor. 

The College may approve flexible work schedules that are consistent with the needs of the employee and, 
importantly, the needs of the work unit.  Every office or work unit has different time demands and every 
position has unique responsibilities that may or may not be suitable for a flexible work schedule. As a 
result, the responsibility for recommending a flexible work schedule rests with the supervisor, for approval 
by the appropriate manager and the Human Resources Department. The Human Resources Department is 
available to assist employees, managers or department heads with regard to particular flexible work 
schedule requests. 

 

Summer Work Hours  
 
The practice of Half-Day Fridays during the summer months is reviewed annually by the President. If 
approved, regular full-time employees are dismissed from work at 1:00pm on Fridays without change in 
compensation. Start and end dates are at the discretion of the President.  Some staff members may prefer 
to continue to work their usual schedule; such preferences will be respected (subject to the needs of the 
department). The Human Resource department will publish the dates of summer hours each year. 

Because of summer program obligations, and the particular needs of some offices, not all departments will 
be able to take part in Half-Day Fridays.  Customarily, the Facilities Department is unable to participate 
due to the operational needs of the school.  In consideration of this fact, full-time staff members in the 
Facilities Department are awarded four 8-hour days of vacation time after the completion of employment 
during June, July, and August of each year. 
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EMPLOYMENT CATEGORIES  

Exempt or Nonexempt Status  

All employees are classified in one of two pay categories: exempt or nonexempt. The Human Resource 
department is responsible for applying the definitions and criteria of the Federal Fair Labor Standards Act 
(FLSA) in determining exempt or nonexempt status.  
 
Nonexempt Employees--those covered by the provisions in the FLSA for minimum wage and entitled to 
overtime pay for hours worked beyond 40 hours in the work week. Non-exempt employees are paid bi-
weekly for hours worked. 
 
Exempt Employees--those who are legally exempt from the overtime provisions of the Act. Exempt 
employees are paid bi-weekly. Exempt employees are paid on a salary basis and salary cannot be reduced 
because of variations in the quality or quantity of work. 
 
If you believe that you are not being paid correctly, you should immediately report this information to 
your direct supervisor. If after discussion with your direct supervisor, you continue to have questions 
about the appropriateness of your pay or FLSA classification, contact the Human Resource department. 
 
Reports of failure to pay for hours worked (non-exempt employees) or improper reductions in pay 
(exempt employees) will be promptly investigated. If it is determined that an error has been made, it will 
be promptly corrected. 

 

Time Status  

Regular Full-time--all exempt and nonexempt employees who work at least 37.5 hours per week for 12 
months per year.  

Regular Part-time—all exempt and nonexempt employees who work less than 37.5 hour per week but 
more than 20 hours per week for 12 months per year. 

Full-time Academic Year--exempt or nonexempt employees who work at least 37.5 hours per week for at 
least 9 but less than 12 months per year.  

20-Hr (or more) Academic/Full Year--exempt or nonexempt employees who work at least 20 hours but 
less than 37.5 hours per week during the academic year or the full year. 

Casual Regular--employees who have regular assignments but work less than 20 hours per week. These 
are positions that are not benefits eligible.  

Temporary -Employees who work for the College on an as-needed basis and who perform specific 
assignments. These positions are not benefits eligible. 
 
COMPENSATION POLICIES & PRACTICES 
 
Staff members are paid salaries or hourly rates according to the terms described in their initial offer of 
employment and any subsequent salary adjustments.  Salaries may be reviewed after annual performance 
evaluations.  
 



23 
 

Deductions from Exempt Employee Compensation 
 
Improper deductions from an exempt employee’s salary are strictly prohibited and are a serious 
violation of College policy and federal law.  Exempt employees, who believe that an improper 
deduction has been made from their paycheck, or that this policy has otherwise been violated, 
should immediately report the matter to Human Resources.  Complaints will be investigated and 
if the improper deduction is verified, the employee will be promptly reimbursed.  The College 
prohibits any retaliation against an employee for making a good faith complaint pursuant to this 
policy, or for otherwise participating in any investigation. 
  
 
Pay Period 
 
Each pay week begins at 12:00 midnight on Sunday and ends at 11:59 p.m. on the following Saturday.  
All employees are paid on a bi-weekly pay period basis, two (2) weeks in arrears for the previous two (2) 
Sunday through Saturday pay weeks.   

 
Time Sheet Recording & Submission Practices 

  
If you are a non-exempt employee, you are responsible for accurately recording your hours worked.  No 
one will record your hours in or out for you and you may not for another employee.  False signing or 
falsification of your time sheets will result in disciplinary action, up to and including termination.   
 
Time sheets are due to payroll on Monday at 10:00am following the previous pay period unless you are 
otherwise notified.   
 
Payroll Deductions 
 
All employees' earnings and payroll deductions are shown on the pay stub or the direct deposit voucher.  
Deductions required or requested are as follows: 
 
Required by Federal and State    Authorized by Employee 
Federal Income Tax      Medical Insurance 
State Income Tax      Dental Insurance 
Social Security Tax      Direct Deposits 
Medicare Tax       Flexible Spending Accounts 
Massachusetts Paid Family Medical Leave Tax    
Garnishments/Wage Attachments    403(b) Retirement Annuity 
        Vision coverage 
        Voluntary Short Term Disability 
        Voluntary Supplemental Life Insurance 
Direct Deposit 
 
Direct deposit is mandatory for all employees. Upon written authorization from the employee, the College 
will establish and test the electronic transfer of funds through its outside payroll service.  An employee's 
periodic pay can be split for direct deposit in up to three bank accounts.  Direct deposit activation requires 
one to two pay cycles of testing prior to completion.   
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Personnel Records 
 
The College maintains up-to-date personnel files for all employees.  The Personnel File is a collection of 
data about an employee, such as name, address, number of dependents, emergency contact, performance 
reviews, payroll and status changes and disciplinary warnings. 
 
An employee’s Personnel File is available to the employee for inspection.  A written request should be 
forwarded to the Human Resources Department to request for viewing.  
 
Each employee is responsible for promptly notifying the Human Resources Department of changes in any 
of the information contained in their Personnel File such as address changes, marital status, etc.  
Inaccurate records may cause difficulty with compensation, Social Security, income tax withholding and 
certain College benefit matters. 
 
 
 
 
GENERAL INFORMATION FOR STAFF 
 
Staff Meetings 
 
All staff members are expected to attend staff meetings; these meetings generally occur monthly.  Both 
full-time and part-time staff are considered full voting members at staff meetings.  All staff members are 
also invited to attend faculty meetings but are nonvoting members.   
 
Hazardous Weather & School Cancellation Days 
 
On occasion, adverse weather conditions may cause employees to be concerned about safety in traveling 
to or from work, depending on the distance of travel, the hazards of driving, the availability of public 
transportation or a number of other subjective factors. In such cases, employees will need to make their 
own judgments about whether to stay home or to leave work early, after consultation with supervisors. In 
the above circumstances, hours missed will be charged to non-exempt employees. These hours missed by 
non-exempt employees may be charged as vacation time, taken as a salary deduction, or at the discretion 
of your supervisor where schedules permit, made up at a later date within the same pay period. 
(Accumulated sick leave may not be used for this purpose).  

When weather conditions are especially concerning, a decision to open late, to close for the day, or to 
close early may be made by the President. There will be an announcement via E2Campus text messaging 
or local television and radio stations to inform you of College closure or delayed opening. When the 
College is to open late or to be closed for the day, there will be no charge to employees for the time lost. 
When feasible, employees will be required to work from home on those days.  
 
Library 
 
Staff members are welcome to use the library and the slide library.  Your ID card serves as your library 
card.  Materials not available at our library may be obtained through interlibrary loan.  Computers are 
available for word processing, Internet usage and access to periodical database.  Personal and professional 
reference assistance is offered.   
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Staff Kitchen Facilities 
 
The faculty/staff room is for faculty and staff use only.  The room is for lunch or break use only.  There is 
a refrigerator, microwave and stove in the faculty/staff room for your use.  Each staff member is 
responsible for kitchen daily upkeep and tidying. 
 
Smoking 
 
Smoking is strictly prohibited in all College buildings and vehicles.  This prohibition applies to 
all indoor air space including private faculty and administrative offices, all areas of residence 
halls and dining facilities.  Smoking is also prohibited outdoors within twenty feet of a residence 
hall.  It is the responsibility of all faculty, staff, and students to observe and enforce the 
nonsmoking policy. Smoking is permitted only in open areas outside buildings, if the area is not 
within twenty feet of a residence hall.   
 
Parking 
 
Faculty and Staff may park in designated faculty/staff parking areas with a College parking sticker. 
Vehicle registration and sticker distribution is handled by campus security. 

 
Hardie Building:  
Limited parking is available in the front, side, and rear of the Hardie Building.  Do not, under any 
circumstances, park in the fire lanes on either side of the building.  There is parking available on one side 
of Essex Street. 

 
 
Identification Cards 
 
All staff members must have photo IDs taken at the beginning of each academic year.  Please 
make arrangements with IT.  It is necessary to present an ID to enter the building during certain 
evening hours.  The ID card can also be used at the Library.  
 
 
TIME OFF BENEFITS 
 
This section provides just an overview of insurance benefits. Separate from this overview, Montserrat 
maintains Benefit Plan Documents and Summary Plan Descriptions which are more detailed, set forth a 
number of eligibility requirements, and provide the "final word" on the insurance benefits coverage and 
eligibility.  Please contact the Human Resources department for a copy of these Plan Documents and 
Summary Plan Descriptions.  The Human Resources department will provide updated Summary Plan 
Descriptions and Plan Documents to you on an annual and/or as needed basis. 
 
It is important to consider benefits as a portion of an employee’s total compensation package.  As the 
College grows and changes, our benefit package may change to meet the needs of our employees and the 
College.  As with all policies in this handbook, the College reserves the right to change the benefits 
provided at any time without prior notice, subject to legal requirements.  We will, of course, attempt to 
notify employees of any changes as soon as possible. 
 
Job changes may or may not impact your benefits.  If you stay in the same employment status, your 
benefits will generally stay the same.  However, changes in employment status, such as going from full-
time to part-time or casual status, will impact your benefits consistent with the change in job.   
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Paid Time Off is administered in the following manner: 
 
Massachusetts Earned Sick Time Law 
 
In accordance with the Massachusetts Sick Time Law all employees, who do not qualify for paid sick time 
under Montserrat’s Paid Sick Time policy, will accrue one hour per every 30 hours worked. Employees 
under the Mass sick time law can earn and use up 40 hours per year (July 1-June 30). Employees begin 
accruing sick time on their first day of employment. Employees with unearned sick time at the end of the 
year can rollover up to 40 hours.  
 
 
Sick Time 
 
The College expects attendance from all of its employees, but recognizes that in certain circumstances a 
bona fide illness may prevent an employee from reporting to work.  The sick pay policy runs on the 
College’s fiscal calendar, July1st-June 30th. Sick time cannot be carried over and will reset every July 1st. 
Unused sick time cannot be “gifted” to another employee.  Sick time does not accrue during unpaid leaves 
of absence.   
 
Regular Full-time--all exempt and nonexempt employees who work at least 37.5 hours per week for 12 
months per year may take up to ten workdays of sick leave, with pay, each fiscal year.   
 
Regular Part-time—all exempt and nonexempt employees who work less than 37.5 hours per week, but 
more than 20 hours, for 12 months per will earn a prorated allowance of sick time, depending on their 
work schedule.  
 
Part-time/ Academic Year--exempt or nonexempt employees who work at least 20 hours per week for at 
least 9 but less than 12 months per year will earn a prorated allowance of sick time, depending on their 
work schedule. 

Less than 20 Hour --employees who have regular assignments but work less than 20 hours per week are 
covered under the Mass. Earned Sick time law. These employees accrue one hour of paid sick time for 
every 30 hours worked, up to a maximum of 40 hours per fiscal year.  

Temporary -Employees who work for the College on an as-needed basis and who perform specific 
assignments are covered under the Mass. Earned Sick time law. These employees accrue one hour of paid 
sick time for every 30 hours worked, up to a maximum of 40 hours per fiscal year.  
 
When necessary, employees may use up to five days of their sick time per year to care for ill members of 
their immediate family (spouse, children, and parents).  Employees may not use sick leave as vacation 
days nor receive pay for unused sick leave when employment is terminated. 
 
Sick leave may be used only for illness/injury not covered by Worker’s Compensation.  The College may 
request a statement from a physician to confirm illness.  When you have returned to work, you must give 
written notification to your supervisor who will notify the Human Resource department.   
 
Employees must report to their supervisor the absence or anticipated absence as soon as possible and at 
least within the first thirty minutes of the scheduled work period.  
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Paid Holidays 
 

Full-time staff members are granted the following paid holidays based on a calendar year.  This list may 
be subject to change each year, therefore a calendar of holidays will be distributed to all employees at the 
beginning of each calendar year.   

 
New Year's Day   Martin Luther King Day   
Indigenous People’s Day Patriot's Day   
President's Day Thanksgiving Day   
Memorial Day  Christmas Day  
June 19th Independence Day (Juneteenth)  
Thanksgiving Friday     
Independence Day       
Labor Day 
 
Full-time staff members working on an academic calendar will not receive paid holiday time for summer 
holidays.  
  
Regular part-time staff members regularly working 20 hours or more per week on twelve-month letters of 
appointment as well as academic year appointments are granted pay for the above only if the holiday falls 
on a day on which the employee regularly works.   
 
Staff members working less than 20 hours per week and temporary staff members are not eligible for paid 
holidays. 

 
The President may also grant additional paid holidays at his discretion. 
 
Personal Days 

 
Full-time employees are granted up to two personal days of 7.5 hours (or 8 hours for Facilities employees) 
per anniversary year. Part-time employees are granted up to two pro-rated personal days according to their 
regularly scheduled hours.  The immediate supervisor must approve these days in advance.  Personal days 
do not count against vacation time and are not cumulative. 

 
Regular part-time staff members on twelve-month letters of appointment as well as academic year 
appointments are granted pro-rated personal time.   

 
Part-time staff members working fewer than 20 hours per week and temporary employees are not eligible 
for personal days. 
 
Personal time runs on a fiscal year calendar and cannot be carried over to the next year.  Personal Days 
may be used for personal or religious reasons, special occasions, and extreme weather conditions.   
 

 
Paid Time Off Approval Process 
 
Vacation and personal time must be approved, in advance, by the employee's immediate supervisor but 
may not be approved before it is earned. All requests for vacation, sick and personal time must be made 
through Montserrat’s self-service payroll system using ADP. All requests must be approved by 
supervisors. An employee must advise other departments of their vacation schedules if their schedule 
affects other departments. 
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Religious Holidays 
 
In addition to the College’s holiday schedule, employees may occasionally request time off in order to 
celebrate their particular religious holidays.  In recognition of the religious diversity of its workforce, the 
College encourages departments to accommodate such requests whenever possible.  Time off for religious 
holidays will be charged to a vacation or personal day, if available, or may be unpaid should the employee 
have non-exempt FLSA status.  Alternately, the time taken may be made up by working additional hours, 
provided the arrangement is approved by the department and is completed within a reasonable period. 
 
Vacation Time 
 
Please see Montserrat’s Vacation policy. This policy is made available through the HR department and 
ADP Workforce Now. 
 
 
 
TUITION BENEFITS 
 
Regular Full-Time Staff 
 
Regular full-time staff members and their immediate dependents (children and spouse/domestic partner) 
may enroll in courses in the BFA or Diploma program at the College with full tuition remission.  Staff 
must have supervisor approval and their participation is dependent upon work demands. The remission 
does not include fees.   
     
Regular Part-Time Staff 

 
Part-time staff members working between 20-hours per week or more may take as much as one three-
credit course, tuition free, in any term in which the staff member is working.  Work hours missed for class 
time must be made up during the pay period.  Staff must have supervisor approval and their participation 
is dependent upon work demands. Dependents of part-time staff members (children and spouse/domestic 
partner) may take a course with a 50% tuition reduction during the semester that the staff member is 
working.  Part-time staff members receive 100% off tuition only for one Continuing Education course per 
semester in which the staff member is employed.  Dependents of part-time staff members (children and 
spouse/domestic partner) are not eligible for discounts through the Continuing Education program. 
 
 
GROUP INSURANCE BENEFITS 
 
For further questions regarding these benefits, refer to the Plan Document or Summary Plan Description, 
or contact the Human Resources Department 
 
Eligibility 
 
An employee who regularly works a full work schedule of 30 hours per week (1,560 hours) on a 
continuous (12-month) basis is eligible for the College insurance benefits.  
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Medical and Dental Insurance 
 
The College provides a comprehensive medical and dental plan through Blue Cross/Blue Shield.  All 
employees eligible for medical and dental benefits commencing the first of the month following their date 
of hire and must complete an Enrollment Form for coverage. Employees have 60 days from their effective 
date to enroll. Otherwise employees will have to wait for the open enrollment period.  
 
The College pays a portion of the cost that is specified by policy on an annual basis.  For more 
information about your employee contribution towards medical or dental premiums, please refer to the 
Human Resources Department. 
 
Open Enrollment:  Other than during the new hire eligibility period, the opportunity enroll for medical and 
dental coverage is during Montserrat’s Open Enrollment Period every July 1st or within 31 days from a 
Qualifying Event. Please contact the Human Resources Department for a list of qualifying events.  
 
 
Group Term Life Insurance 
 
The College provides and pays in full, Life and Accidental Death and Dismemberment (AD&D) Insurance 
to give basic protection to all full-time employees.  The plan provides a benefit of one (1) times basic 
annual earnings (W-2) for eligible employees. All eligible employees must designate a beneficiary on the 
enrollment form. There is a 90-day waiting period to enroll from the employee’s date of hire.   
 
Voluntary Supplemental Life Insurance 
 
Employees are eligible to purchase additional life insurance at a group rate.  In addition, employees can 
purchase life insurance for their spouse and child(ren).  This plan is 100% paid by the employee. 
 
Voluntary Short Term Disability Insurance 
 
The College’s voluntary short-term disability plan provides financial protection by paying a portion of 
income while the employee is disabled.  
 
Eligible employees may enroll in short-term disability at the expense of the employee.  Employees can 
select their own coverage at a maximum of 60% or lesser if they choose.  Benefits are payable on the 
fifteenth (15) consecutive day of being out of work due to illness or injury.  The duration of disability 
benefits depends upon the nature of the disability.  For example, the maximum duration for birth of a 
child is 8 weeks. The maximum payable benefit under this plan is 26 weeks.   
 
Long-Term Disability Insurance 
 
For full-time employees, the College enrolls you and pays premiums for a college-sponsored long-term 
disability plan. There is a 90-day waiting period to enroll from the employee’s date of hire.  The long-term 
disability plan provides financial protection by paying a portion of income while the employee is disabled 
after satisfying a 91 day elimination period.   
 
Eligible employees will receive 60% of his/her monthly earnings (W-2) to a maximum benefit of $6,000 
per month and may continue up to age 65.   
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HEALTH CARE AND DEPENDENT CARE REIMBURSEMENT ACCOUNTS 
 
The Health Care Reimbursement Account enables employees to set aside up to $2,750 of pre-tax dollars 
for reimbursement of eligible health and dental care expenses. 
 
The Dependent Care Reimbursement Account enables employees to set aside up to $5,000 of pre-tax 
dollars for reimbursement of eligible dependent care expenses. 
 
 
COBRA COVERAGE 
 
In accordance with The Consolidated Omnibus Reconciliation Act  (COBRA), the College offers to 
eligible employees and their covered dependents the option to continue their group medical and dental 
benefits, in most instances, for up to 18 months in the event of reduction in hours or termination of 
employment with the College (for reasons other than gross misconduct).  The entire cost of the premiums 
for this continued coverage (102%) is borne by the eligible participant. If coverage will be continued, the 
College must be notified within 60 days of the date on which coverage would end.  If continuation of 
coverage is not chosen, insurance coverage will end on the date of termination or reduction in hours. 
 
 
WORKERS COMPENSATION 
 
The College carries Workers Compensation insurance for the benefit of its employees.  This insurance 
provides reimbursement of medical expenses, compensation for lost time, and loss of life or 
dismemberment from injury arising out of or in the course of employment with the College.  In order to 
protect an employee’s own interests in the case of an injury or illness, please adhere to the following: 
 
No matter how insignificant an injury may seem at the time of its occurrence, all employees must notify 
their supervisor or the Human Resources Department of any injury immediately. 
 
The employee may be paid through the workers compensation insurance carrier for lost time in 
accordance with Massachusetts State Law. 
 
 
RETIREMENT BENEFITS 
 
403(B) Group Retirement Annuity 
 
The College provides all regular full-time and regular part-time employees (working more than 1,000 
hours per calendar year and 20 hours per week) the opportunity to participate in a tax-deferred annuity 
managed by TIAA-CREF.  Participation in this plan is voluntary. Contributions can begin on the first full 
pay period following date of hire and are made on a pre-tax basis.  You may specify the allocation of 
contributions in whole percentage amounts.  The College contribution to the Group Retirement Annuity is 
reviewed by the President annually.   
 
To be eligible to receive the College’s contribution to the Group Retirement Annuity employees must have 
completed two years of service and have worked a minimum of 1,000 hours at the College each year.  
Beginning participation is available on the follow month after the two-year anniversary of the employee’s 
date of hire occurs. 
 
Employees who are already vested in TIAA CREF through their employment at another educational 
institution may participate at Montserrat College of Art and receive the College match upon employment 
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(at the beginning of the next month). A verification form from a previous employer must be completed 
and returned to the Human Resources Department.  
 
 
OCCUPATIONAL HEALTH & SAFETY ADMINISTRATION (OSHA) 
 
It is the policy of the College to be in compliance with applicable OSHA regulations including our Hazard 
Communication Program.  The Hazard Communication Program is available for viewing within one week 
upon receipt of your written request.  In addition, a Material Data Safety Data Sheet file is maintained and 
located at each First Aid Kit. 
 
 
LEAVES OF ABSENCE 
 
In General 
 
An approved leave of absence is an extended period of time absent from work without loss of 
employment. A leave of absence is without pay and without benefits.  Seniority benefits such as vacation 
and sick accruals do not accrue during the leave period.  The College mandates seven (7) consecutive 
calendar days as the period of time whereby the employee will be placed in inactive status.  Proof of the 
leave of absence must be provided to support the need for the leave of absence.  Medical and dental 
insurance will be continued consistent with the leave as long as the employee continues to pay their own 
portion of the cost.  Any vacation and/or sick pay accrued prior to the leave of absence will be paid out 
during the leave period consistent with any short-term disability that the employee is entitled to.   
 
A written request for a leave of absence (LOA Request Form) must be presented to the Human Resources 
Department at least 1 month prior to the commencement of the leave and must include a full explanation.  
Certain requests will be submitted to the President for approval.  The employee’s Performance Evaluation 
date will be extended by the length of the leave if the leave exceeds 30 days. Failure to report to work on 
the first day after the expiration of the leave of absence will be considered a voluntary termination of 
employment. 

 
 
Personal 
 
A written request for a leave of absence, providing full explanation of the circumstances, must be 
presented to the Human Resources Department at least two weeks before the requested start date of the 
leave of absence.   Requests may be made for a period of up to 30 days and may be granted or denied at 
the discretion of the Human Resources Department and the President based on circumstances and college 
needs.  
 
Medical and dental insurance may be continued by the employee at the full group cost.  The College will 
not contribute its portion during a Personal Leave of Absence.   
 
Family and Medical Leave 
 
Parental leave, medical leave, family care leave, and military family leave (qualifying exigency and 
military caregiver leave) are granted for the reasons provided in the federal Family and Medical Leave Act 
of 1993 as amended (the “FMLA”) and are made available in accordance with, and subject to, the 
conditions provided under the FMLA.  To the extent permitted by applicable law, Montserrat requires that 
employees use their paid time off (vacation time and sick time) concurrently with their FMLA leave. For 
leave that also qualifies under the MA PFML, Montserrat does not require employees to use their 
accrued paid time off to cover this leave.   
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Eligibility Requirements 
Staff members are eligible if they have worked for at least 12 months at the College, have 1,250 hours of 
service in the previous 12 months, and if at least 50 employees are employed by the College within 75 
miles.   
 
Basic Leave Entitlement 
An eligible staff member may request up to 12 weeks of unpaid leave in a 12-month period (measured 
backward on a rolling basis) for any of the following reasons:  
 
1. for incapacity due to pregnancy, prenatal medical care or child birth; 
2. to bond with the staff member’s child after birth, or placement for adoption or foster care;  
3. to care for the staff member’s spouse, son, daughter or parent, who has a serious health    
 condition;   
4. for a serious health condition that makes the staff member unable to perform the employee’s job. 
 
Definition of Serious Health Condition 
A serious health condition is any illness, injury, impairment, or physical or mental condition that involves 
either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a 
condition that either prevents the staff member from performing the functions of the staff member’s job, 
or prevents the qualified family member from participating in school or other daily activities.  Subject to 
certain conditions, the continuing treatment requirement may be met by a period of incapacity of more 
than 3 consecutive calendar days combined with at least two visits to a health care provider or one visit 
and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic 
condition.  Other conditions may meet the definition of continuing treatment.   
 
Military Family Leave Entitlements 
Eligible staff members whose spouse, son, daughter or parent is on covered active duty or call to covered 
active duty status may use their 12-week leave entitlement to address certain qualifying exigencies.  
Qualifying exigencies may include attending certain military events, arranging for alternative childcare, 
addressing certain financial and legal arrangements, attending certain counseling sessions, and attending 
post-deployment reintegration briefings.   
 
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of 
leave to care for a covered service member during a single 12-month period.  A covered service member 
is: (1) a current member of the Armed Forces, including a member of the National Guard or Reserves, 
who is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, for a serious injury or illness; or (2) a veteran who was 
discharged or released under conditions other than dishonorable at any time during the five-year period 
prior to the first date the eligible staff member takes FMLA leave to care for the covered veteran, and who 
is undergoing medical treatment, recuperation, or therapy for a serious injury or illness.   
 
Leave Taken Intermittently   
Staff members do not need to use this leave entitlement in one block.  Leave can be taken intermittently or 
on a reduced leave schedule when medically necessary. Intermittent leave and/or reduced schedule 
leave is not available for FMLA leave taken for the birth, placement or adoption of a child. Staff 
members must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly 
disrupt the employer’s operations.  Leave due to qualifying exigencies may also be taken on an 
intermittent basis.   
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Benefits 
During an FMLA leave, the College will continue a staff member’s participation in the College’s health 
and dental insurance plans and will continue to make its usual contributions to the premium costs of the 
plans, provided that the staff member pays their share of the cost.  A staff member may continue 
participation in, or contributions to, other College benefit plans, to the extent provided under the terms of 
the applicable plans. Staff members will not accrue additional benefits such as vacation, personal or sick 
days while on FMLA leave.  If a staff member fails to return to work at the College at the conclusion of an 
FMLA leave, in some circumstances, the staff member may be required to reimburse College for any 
insurance payments made on the staff member’s behalf during any unpaid portion of an FMLA leave.  
Staff members should contact the Human Resources Department for more information regarding the 
continuation of benefits while on FMLA leave. 
 
Duration of Leave and Use of Accrued PTO 
For all leaves except military caregiver leave, eligible staff members are entitled to a maximum of twelve 
(12) weeks of FMLA leave per year, meaning a “rolling” twelve (12)-month period measured back from 
the date when the employee used any such leave.  With respect to military caregiver leave only, the 
maximum duration of such leave is twenty-six (26) weeks per service member and injury during a single 
twelve (12) month period, measured from the first day the staff member takes leave for this reason and 
ending twelve (12) months later, including the time spent on leave taken for any other reason(s) under the 
FMLA.  An eligible staff member is limited to a combined total of 26 workweeks of leave for any FMLA-
qualifying reason during the “single 12-month period” and only 12 of the 26 weeks total may be used for a 
FMLA-qualifying reason other than to care for a covered service member.   
 
To the extent permitted by law, if eligible for FMLA leave, a staff member is required to use accrued paid 
time off (vacation time, personal time and sick time) in conjunction with leave under this policy.  Use of 
accrued paid time off does not extend the length of any leave; it only allows the staff member to receive 
pay during periods of FMLA leave which would otherwise be without pay. As stated above, for leave 
that also qualifies under the MA PFML, Montserrat does not require employees to use their 
accrued paid time off to cover this leave.   
 
  
Requests for Leave – Staff Member’s Responsibilities 
Requests for leave should be made in writing to the Human Resources Department at least thirty (30) 
calendar days in advance of the leave, stating the purpose of the leave.  When 30 days advance notice is 
not possible, faculty members should provide notice of the need for leave as soon as possible and 
practical. Staff members may obtain copies of request for leave forms from the Human Resources 
Department.  If the need for the leave is not foreseeable, staff members are still required to notify the 
Human Resources Department as soon as possible, and generally must comply with the College’s normal 
call-in procedures.   
 
Staff members must provide sufficient information for the College to determine if the leave may qualify 
for FMLA, as well as the anticipated timing and duration of the leave.   Sufficient information that the 
leave may be covered by FMLA may include that the staff member is unable to perform job functions, the 
family member is unable to perform daily activities, the need for hospitalization or continuing treatment 
by a health care provider, or circumstances supporting the need for military family leave. Staff members 
also must inform the College if the requested leave is for a reason for which FMLA leave was previously 
taken or certified.   
 
In addition to the Request for Leave of Absence form, staff members will also be required to provide a 
certification, such as certification demonstrating a qualifying exigency for military family leave or 
certification from the health care provider in the case of parental leave, medical leave, family care or 
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military caregiver leave, and periodic recertification supporting the need for leave.  The College may, in 
some instances, request second or third medical opinions regarding the staff member or his or her family 
member’s serious health condition.   Certification forms must be completed and returned to the College 
within fifteen (15) days.  Failure to submit the completed FMLA request form and required certification 
form in a timely manner may result in the delay or denial of the leave.  The College may request that the 
staff member provide periodic recertification supporting the need for leave and to report periodically on 
the staff member’s status and intention to return to work. 
 
The College’s Responsibilities 
Upon receipt of the Request for a Leave of Absence form by the Human Resources Department, the 
College will inform the staff member whether he or she is eligible for FMLA leave.  The notice will 
specify any additional information required, as well as the employee’s rights and responsibilities. If the 
staff member is not eligible for FMLA leave, the College will provide a reason for the ineligibility.  
 
Upon receipt of the completed medical certification, the College will inform the staff member if leave will 
be designated as FMLA leave and the amount of leave counted against the leave entitlement.  If the 
College determines that the leave does not qualify as FMLA leave, the College will notify the staff 
member.  
 
Returning from Leave 
Upon returning from FMLA leave that has not exceeded twelve (12) weeks, or twenty-six (26) weeks in 
the case of military caregiver leave or military caregiver leave combined with leave for any other purpose 
under the FMLA, the staff member will be returned to the same position that he or she left when the leave 
began or to an equivalent position with equivalent pay, benefits and other terms and conditions of 
employment, in accordance with the conditions provided for such reinstatement under the FMLA.  The 
staff member will be reinstated without loss of employment rights or benefits that they had earned or 
accrued prior to the beginning of the leave, except to the extent such benefits were used or paid during the 
leave.   
 
If the staff member is returning from medical leave, he or she will be required to provide medical 
certification of their ability to return to work.   
 
If the staff member believes that an absence would qualify for FMLA leave, the staff member should 
notify the College as soon as possible, but in any event, not later than two (2) business days after returning 
to work from such absence. 
 
Failure to Return to Work 
If the staff member decides not to return to the College, the staff member is requested to inform the 
College of that decision as soon as possible.  If prior to the end of an FMLA leave, the staff member gives 
the College unequivocal notice of a decision not to return to work, the College’s obligation to restore the 
staff member to the same or equivalent position ceases and the College may fill the position.  Depending 
on the circumstances, the College’s obligation to maintain health benefits also may cease.  If the staff 
member fails to return to work at the end of an approved leave, the College may discharge the employee. 
 
Limitations on Leave 
Use of FMLA leave for purposes other than as set forth by the FMLA is strictly prohibited and may result 
in disciplinary action, up to and including termination of employment for cause.  Staff members on 
FMLA leave are prohibited from working for another employer while on leave, unless the staff member 
has received prior written approval from the Human Resources Department and the employee’s manager. 
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Key Employees 
Certain key employees may not be eligible to be returned to the same or a similar position upon returning 
from FMLA leave, if such denial is necessary to prevent substantial and grievous economic injury to the 
College.  A key employee is a salaried employee who is among the highest paid ten percent (10%) of the 
employees employed by the College within seventy-five (75) miles of the facility at which the employee 
works.   
 
Unlawful Acts by Employers  
The FMLA makes it unlawful for an employer to interfere with, restrain, or deny the exercise of any right 
provided under the FMLA; or to discharge or discriminate against any person for opposing any practice 
made unlawful by the FMLA or for involvement in any proceeding under or relating to the FMLA.  
 
Enforcement of the FMLA 
Staff members may file a complaint with the U.S. Department of Labor or may bring a private lawsuit 
against an employer for claimed violations of the FMLA.  The FMLA 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. 
 
Interaction of FMLA with Other Leave 

To the extent permitted by law, FMLA leave runs concurrently with other leaves of absence including 
leave under the Mass. Paid Family and Medical Leave law (PFML), the Mass. Parental Leave law, leave 
for workers’ compensation purposes, short-term disability leave, and other leaves that may be provided by 
state law. 

 

Massachusetts Paid Family and Medical Leave (PFML)  
 

The College is committed to compliance with all applicable federal, state and local laws 
entitling employees to take leaves of absence, including the Massachusetts Paid Family and 
Medical Leave Act (“PFML”).   The College has opted for a private plan exemption from 
State-administered PFML benefits; employees remain entitled to benefits at least as generous 
as the State offers.  This policy explains those benefits and related procedures.   

 

Employees should note that their entitlement to leave under the PFML differs from rights to 
leave under the federal Family and Medical Leave Act (“FMLA”) in some respects.  For that 
reason, employees should refer to the College’s FMLA policy, found in this handbook, for 
additional information.   

 

As described in this policy, leave under the PFML will run concurrently with leave taken 
under other applicable state and federal leave laws, including the Massachusetts Parental 
Leave Act, and the FMLA when the leave is for a qualified reason under those laws. 

 
This policy is intended to provide information as to PFML leave allotments, employee 
eligibility, and processes and procedures for applying for PFML leave and benefits, and 
returning to work at the conclusion of the leave period.  Please also refer to the information 
available from the College’s PFML insurance provider, USAble Insurance Company 
(“USAble”), which can be obtained from the Human Resource Office.   
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Eligibility for Paid Family and Medical Leave 

Eligible employees may take up to a total of 26-weeks of PFML in a “benefit year,” defined as the 52 
consecutive weeks beginning on the Sunday immediately preceding the first date on which an employee 
begins taking any type of leave that is associated with a qualifying reason, regardless of whether an 
application of benefits has been submitted.  

 

To be eligible to file a PFML claim, employees must receive a W2 and work in the state of 
Massachusetts. 

 

Benefits are based upon paid wages by a Massachusetts employer in the four (4) quarters prior to the 
leave in an amount equal to at least thirty (30) times the weekly benefit rate and at least the dollar 
amount calculated annually by the Massachusetts Department of Unemployment Assistance pursuant to 
M.G.L. c. 151A, § 24(a).  Wages earned at a prior Massachusetts employer will be counted when 
determining eligibility.  

 

Employees remain eligible for PFML for 26 weeks after they separate from employment to the extent 
they met the financial eligibility test at the time of their separation. 

 

Types of PFML 

Eligible employees may take PFML for the following reasons: 

 

1. Medical Leave: Employees are eligible for up to twenty (20) weeks of medical leave in a 
benefit year for a serious health condition that incapacitates them from work.  
 

2. Family Leave - Bonding:  Employees are eligible for up to twelve (12) weeks of family leave 
in a benefit year to bond with a child during the first twelve (12) months after the child’s 
birth, adoption or foster care placement with the employee.  In the case of multiple births, no 
more than twelve (12) weeks of leave benefits total are available in a benefit year for this 
purpose. 

 
3. Family Leave - Military Exigency: Employees are eligible for up to twelve (12) weeks of 

family leave due to a qualifying exigency arising out of the fact that a family member is on 
active duty or has been notified of an impending call or order to activity duty in the Armed 
Forces. 

 
4. Family Leave - Care of a Covered Service Member: Employees are eligible for up to 

twenty-six (26) weeks of family leave in order to care for a family member who is a covered 
service member, as defined in PFML. 

 
5. Family Leave: Employees are eligible for up to twelve (12) weeks of family leave to care for 

a family member with a serious health condition. 
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For purposes of this policy, a family member is defined as the spouse, domestic partner, child, parent or 
parent of a spouse or domestic partner of the covered employee, a person who stood in loco parentis to the 
covered employee when the covered employee was a minor child, a grandchild, grandparent or sibling of 
the covered employee.  

 
Paid Leave & Interaction with Other Paid Benefits 

 

Employees should refer to the information available from USAble for information regarding 
contributions to the cost of PFML benefits. 

 

Paid Benefit 

 

The College’s PFML insurance provider is responsible for reviewing and approving applications for 
PFML and paying employees a paid weekly benefit during the approved leave period.  The paid leave 
benefit is calculation based on and paid according to the benefit amount each Covered Individual is 
entitled to receive under the Massachusetts Paid Family and Medical Leave (MA PFML) Law. In no 
instance will the weekly benefit have a maximum amount of less than the cap defined by the MA 
Department of Family and Medical Leave. 

 

Interaction with Government Benefits 

 

An employee’s weekly PFML benefit will be reduced by the amount of any unemployment 
compensation, worker’s compensation, or other such government disability benefits the employee is 
receiving.  An employee receiving wages from another employer during their PFML leave will have 
their weekly benefit reduced to the extent that a combination of such PFML benefits and wages exceeds 
the employee’s average weekly wage. 

 

Interaction with Short or Long-Term Disability Benefits 

 

Employees should refer to the College’s PFML insurance provider regarding the details of the 
applicable STD and LTD benefits.   Benefits available under the short or long-term disability policies 
may be capped and shall be offset by any PFML benefits the employee receives.   

 

Interaction with Paid Time Off 

 

Employees who choose to take earned paid time (vacation, sick or personal time) a reason covered by 
PFML will have that time run concurrently with any available PFML time. Employees who take PFML 
may “top off” their PFML benefit with any earned paid time (vacation, sick or personal time) up to the 
employee’s average weekly wage. 
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Note, however, any leave taken for the same qualifying reason prior to January 21, 2021 shall not 
count against the employee’s weekly benefit amount and/or leave allotment. 
 

Requesting Leave/Process for Filing for PFML and Related Extensions 

 

Please refer to the information available from the College’s PFML insurance provider, USAble, which 
can be obtained from the Human Resource Office. 

 

Employees are required to provide the College with at least 30 calendar days’ notice of the anticipated 
start date of PFML leave.  If it is beyond the employee’s control to provide at least 30 days’ notice, 
notice to the College must be provided as soon as practicable.   

 

Unless there are unusual circumstances, employees taking PFML are required to comply with the 
Company’s regular notice procedure for requesting/reporting the need for leave.  Please see this 
handbook or consult your manager and/or the Human Resource Office with questions.   

 

If an employee does not provide timely notice to the College or does not follow usual and customary 
notice procedures for taking a leave, and no unusual circumstances exist justifying the employee’s 
failure to do so, the employee’s PFML leave and application may be delayed or denied by USAble.  
Employees may be subject to disciplinary action for failure to follow usual and customary notice 
procedures. 

 

Employees planning medical treatment must consult with the College before making application to 
USAble for leave and make reasonable efforts to schedule treatment so as to not unduly disrupt the 
College’s business operations, subject to the approval of the employee’s health care provider.  Required 
Medical Information/Medical Certifications 

 

Employees applying for PFML must provide USAble with consent to share information regarding their 
application for benefits and other information necessary to process the individual’s PFML request, 
including consent to share information with their health care provider and the College.  

All applications for PFML benefits must be supported by a certification evidencing that the leave is for a 
PFML qualifying reason.   

 
Approval for PFML and Initial Seven-day Wait Period 

 

USAble will assess a completed application (including any required certification) for PFML and either 
approve or deny the request.  Once an employee’s application is approved, the employee has an 
obligation to notify USAble if there are any changes in circumstances that would justify an extension, 
reduction or other change in the leave period or amount of benefits.   

 

No PFML benefits are payable during the first 7-calendar days after the date on which the leave begins.  
The initial 7-day period will be counted against the total available leave period in the benefit year.  If 
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the approved PFML is for intermittent or reduced schedule leave, the waiting period begins on the first 
day of leave and continues for 7-days thereafter.  There is no additional 7-day waiting period for an 
employee who is already on PFML for medical leave during a pregnancy or recovery from childbirth 
and then commences PFML for bonding with a newborn child.   
 

Reduced Work Schedule/Intermittent PFML 

 

For PFML to care for a family member with a serious health condition, a covered service member, or for 
the employee’s own serious health condition, PFML may be taken intermittently or on a reduced schedule 
basis if medically necessary.  Intermittent or reduced schedule PFML is not available to bond with a 
newborn, newly adopted or placed foster child 

Intermittent PFML can be taken in increments of no less than one hour. 

Employees approved for intermittent leave must work with the College to make an effort to take leave so 
as not to unduly disrupt the College’s business operations.   An employee who is approved for and takes 
PFML on an intermittent or reduced leave schedule and fails to work during the times or on the schedule 
agreed to with the College may be subject to disciplinary action, and the College will notify USAble of the 
employee’s failure to adhere to the agreed-upon intermittent or reduced leave schedule. 
 

Extensions of PFML 

 

Employees seeking an extension of PFML must file a request with USAble fourteen (14) days before the 
expiration of the originally approved PFML period.  The employee and the College are required to 
provide the Department with written notice should the status of an employee’s circumstances justify an 
extension, reduction or other modification of the period of leave or amount of benefits within seven (7) 
calendar days.  

 
Continuation of Benefits 

 

During the duration of PFML, the College will continue to provide for and contribute to an 
employee’s employment-related health insurance benefits, if any, at the level and under the conditions 
that coverage would have been provided if the employee had continued working continuously for the 
duration of such leave. The employee portion of the employee's employment-related health insurance 
benefits shall be remitted by the employee in accordance with the College’s policies or practices. 
 
The employee will not be eligible for the accrual of seniority or earn additional employee benefits (e.g. 
vacation, sick leave or seniority) during the period of the leave.  Use of PFML will not result in the 
loss of any employment benefit that accrued prior to the start of an employee’s leave.  
 

Return from PFML 
 

Generally, upon return from PFML an employee will be restored to their previous position, or an 
equivalent position with the same pay, employment benefits, length-of-service credit and seniority as of 
the date of leave. Upon reinstatement, taking PFML will not affect an employee’s previously held right to 
accrue vacation time, sick leave, bonuses, advancement, seniority, length-of-service credit, or other 
employment benefits, plans or programs.   
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Employees taking medical leave for their own serious health condition will be required to provide a 
fitness-for-duty certification before returning to work.  Failure to provide the required fitness-for-duty 
certification may delay the employee’s restoration. 

 

An employee who fails to return to work or to the employee's regular work schedule following the 
expiration of the leave period may be subject to disciplinary action.  

 

Employee Protections Under the PFML 
 

The College shall not threaten to retaliate or retaliate by discharging, firing, suspending, disciplining, or 
otherwise discriminating against an employee for exercising their rights under the PFML.  However, the 
College reserves its right to take disciplinary action, up to including termination, with respect to 
employees who have been determined to have received benefits on the basis of a false statement.   

 
 
Parental Leave Act 
 
Pursuant to the Massachusetts Parental Leave Act (“MPLA”), every full-time staff member is entitled to 
at least eight (8) weeks of unpaid maternity leave for the birth of a child, the adoption of a child under 18 
years old or the adoption of a person under 23 years old who is mentally or physically disabled , the 
placement of a child with an employee pursuant to a court order, if the staff member has completed an 
initial introductory period, or has been employed full-time for at least (3) consecutive months.  The staff 
member is required to give two (2) week notice of their expected departure date and notice that she 
intends to return to their job. In the event that an employee is unable to give two week notice because of 
reasons beyond the employee’s control, the employee can be required to provide as much notice as is 
practical.  If two employees working for the same employer take leave for the birth or placement of the 
same child, such leave shall be no longer then a combined eight weeks. Please note, if this leave also 
qualifies for PFML, this is not the case. 
 
 
The staff member is entitled to return to the same or a similar position without loss of employment 
benefits for which she was eligible on the date the leave commenced, if the staff member terminates their 
parental leave within eight (8) weeks, with the exception of when other employees of equal length of 
service and status in the same or a similar position have been laid off due to economic conditions or other 
changes in operating conditions affecting employment during the period of such leave.  Although the leave 
is unpaid, staff members have the option to use any earned, unused PTO time during these eight-weeks.     
 
When a staff member is eligible for both leaves under the MMLA and the PFML and/or FMLA, the eight 
weeks of maternity leave provided under the MMLA runs concurrently with leave under the PFML and/or 
FMLA.   
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Pregnant Workers Fairness Act (PWFA)– Effective April 1, 2018* 
 
The Pregnant Workers Fairness Act makes it unlawful for Montserrat College of Art (the “College”) to 
discriminate against an employee due to pregnancy or a condition related to pregnancy including, but not 
limited to lactation or the need to express breast milk for a nursing child.  
 
PWFA makes it unlawful to:  
 

• Take adverse actions or retaliate against an employee who requests or uses a reasonable 
accommodation. This includes failing to reinstate the employee to the original employment status 
or to an equivalent position with equivalent pay and accumulated seniority, retirement and or 
other applicable service credits, when the need for reasonable accommodation ceases.  

• Deny an employment opportunity to an employee, if the denial is based on the need of the College 
to make a reasonable accommodation related to the employee’s pregnancy.  

• Require a pregnant employee or an employee with a pregnancy related condition to accept an 
unwanted accommodation that is not necessary to enable the employee to perform the essential 
functions of the employee’s position. 

• Refuse to hire a person who is pregnant because of the pregnancy or because of a condition 
related to the person’s pregnancy such as breast milk expression; provided that the person is 
capable of performing the essential functions of the position with reasonable accommodations and 
the reasonable accommodation would not impose an undo hardship on the employer. 

 
 
REASONABLE ACCOMMODATION-  After the employee notifies the College of a pregnancy or a 
condition related to the employee’s pregnancy, the College will engage in a timely, good faith and 
interactive process with the employee to determine effective reasonable accommodations that will enable 
the pregnant employee to perform the essential functions of the employee’s  job. 
 
DOCUMENTATION- The College may require documentation from a health care professional, regarding 
the need for a reasonable accommodation. However, the College will not require documentation for the 
following accommodations:  
 
• Increased and more frequent restroom, food or water breaks during pregnancy 
• Seating 
• Limits on lifting over 20 pounds 
• Private, non-bathroom space for expressing breastmilk.  
 
PROVIDING A REASONABLE ACCOMMODATION- The College will provide accommodation for an 
employee’s pregnancy or condition related to the employee’s pregnancy, including but not limited to 
lactation or the need to express breast milk for a nursing child, unless the College determines that the 
accommodation would impose an undue hardship on the College. 
 
*For a full copy of the policy please contact the Human Resource department. 
 
 
Medical Leave of Absence (Non-FMLA) 
 
The College may grant a 12-week leave of absence after satisfying the Introductory Period for purposes of 
a serious health condition of the employee.  The employee will be required to give the College a completed 
Attending Physicians Statement from their health care provider to support a request for leave. The 
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conditions of medical leave must be consistent with the Family & Medical Leave Act and shall count 
against the family and medical leave an employee is entitled to under FMLA. 
 
Medical and dental insurance may be continued by the employee at the full group cost.  The College will 
not contribute its portion during a Non-FMLA Medical Leave of Absence.   
 
Bereavement Leave Of Absence 
 
Up to five workdays paid leave may be taken upon the death of an immediate family member.  Immediate 
family members are: mother, father, child, spouse, sibling, grandparents, mother-in-law, father-in-law, 
domestic partner or household member.  In the event of a death of a relative not included in the above, an 
employee may take up to one day paid leave.   
 
Jury or Witness Duty Leave Of Absence 
 
Employees selected for jury duty shall receive their regular salary while on unpaid duty.  If the courts 
remunerate an employee, the College shall make up any loss in pay upon receipt of proof of payment by 
the courts. The health, life, disability, and pension benefits remain intact. 

 
Employees required to serve on jury duty will receive their regular pay or the difference between lost 
wages from the College and the amount received by the state for the first three regular scheduled 
workdays for jury service. 
 
Employees must bring in a "summons" for jury duty as soon as possible so that the College can arrange 
shift coverage and will be required to submit the “Juror Certificate Notice” as proof of attendance before 
wages are paid. 

 
Military Leave  
 
The Uniformed Services Employment and Reemployment Rights Act (USERRA) of 1994 was signed into 
law to protect the civilian employment of non-full time military service members in the United States that 
are called to active duty.  The law applies to all United States uniformed services and their respective 
reserve components ensuring that an employee may take a maximum of five (5) years leave for military 
service. 
 
The College fully complies with the letter and intent of the Uniformed Services Employment and 
Reemployment Rights Act and will re-employ employees returning from military service provided they 
apply within the time required by law and meet the requirements under the law for reinstatement. Time in 
service is regarded as the same as time worked for the College in connection with all benefits related to the 
length of employment. 
 
Staff members who are called to active service with the Armed Forces are granted a leave of absence 
without pay.  When a staff member's military leave ends, that staff member will be reinstated to the 
position he/she would have held had his/her employment not been interrupted by the military service, if 
the employee meets the requirements of the law to be reinstated. 
 
Staff members who are called to military service must inform Human Resources as soon as possible that 
they will need to take military leave. A Staff member whose military service has ended must return to 
work or inform the College that he or she wants to be reinstated in accordance with these guidelines: 
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•For a leave of 30 or fewer days, the staff member must report back to work on the first regularly 
scheduled workday after completing military service, allowing for travel time. 
•For a leave of 31 to 180 days, the staff member must request reinstatement within 14 days after military 
service ends. 
•For a leave of 181 days or more, the staff member must request reinstatement within 90 days after 
military service ends. 
 
Military Training  
 
Any staff member who is a member of an organized unit of the ready reserve of the armed forces, is 
entitled to up to seventeen days in any calendar year in order to receive military training.  The staff 
member is required to give notice to the College of the date of departure and date of return for the 
purposes of military training and of the satisfactory completion of such training immediately thereafter.  If 
the staff member is still qualified to perform the duties of their position with the College, the employee 
will be restored to his previous or a similar position with the same status, pay and seniority.   
 
 
Small Necessities Leave Act 
 
Staff members are eligible for the twenty-four (24) hours of leave if they have been employed for at least 
twelve (12) months by the College and provided at least 1,250 hours of service to the College during the 
previous 12-month period.  
The twenty-four hours of leave may be taken by an eligible staff member for any of the following 
purposes: 
•To participate in school activities directly related to the educational advancement of a son or daughter of 
the staff member, such as parent-teacher conferences or interviewing for a new school; 
•To accompany the son or daughter of the staff member to routine medical or dental appointments, such 
as check-ups or vaccinations; 
•To accompany an elderly relative (at least 60 years of age) of the staff member to routine medical or 
dental appointments or appointments for other professional services related to the elder’s care, such as 
interviewing at nursing or group homes. 
 
Leave under the Act may be taken intermittently or on a reduced leave schedule.  An eligible staff member 
need not take the entire 24 hour leave at once, but may take a number hours of time depending on the staff 
member’s needs, as long as the total leave does not exceed 24 hours during any twelve month period 
(calendar year).   Staff members may take leave in minimum increments of no less than one (1) hour.   
 
To the extent that Small Necessities Leave may be taken for a qualifying reason under the Massachusetts 
Paid Family and Medical Leave (PFML) law, such leave time will, to the extent that the law allows, run 
concurrently with PFML.   
 
Domestic Violence Leave – Massachusetts Employees 

Domestic Violence Leave 
 In accordance with Massachusetts law, Montserrat College of Art provides up to fifteen (15) 

days of unpaid leave per twelve (12) calendar months to any employee who is the victim of 
domestic violence or the family member of a victim of domestic violence.  The leave is 
provided in order to allow the employee to seek relief that is directly related to domestic 
violence, such as medical attention, counseling or victim services, or to obtain legal assistance 
or attend court proceedings.   
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 “Domestic violence,” for purposes of this policy, includes abuse by a current or former spouse, 
a person with whom a person shares a child, a person cohabiting with or who has cohabitated 
with the employee or family member, a relative, or a person with whom the employee or family 
member has had a dating relationship.   

 “Family member” is defined as (i) persons who are married to one another; (ii) persons in a 
substantive dating or engagement relationship and who reside together; (iii) persons having a 
child in common regardless of whether they have ever married or resided together; (iv) a 
parent, step-parent, child, step-child, sibling, grandparent or grandchild; or (v) persons in a 
guardianship relationship.  An employee is entitled to leave if the employee, or the “family 
member” of the employee as defined in this paragraph, is the subject of domestic violence. 

 In order to be eligible for this leave, the employee must have exhausted all sick leave, personal 
days, and vacation time. Advance notice of the need for this leave must be submitted to Human 
Resources unless the leave is necessitated by an imminent threat to health or safety of the 
employee or the employee’s family member. If the employee cannot provide advance notice 
because of an imminent threat, the employee must provide notice to Human Resources within 
three work days of taking the leave.  

 An employee who takes Domestic Violence Leave is entitled to restoration of the employee’s 
original position or an equivalent position upon returning from such leave.  The taking of leave 
under this policy shall not result in the loss of any employment benefit accrued prior to the date 
on which the leave is taken. 

 Any employee seeking this leave must also provide documentation showing that the employee 
or the employee’s family member was the victim of domestic violence. Acceptable forms of 
documentation include but are not limited to: (1) a protective order, order of equitable relief or 
other documentation issued by a court as a result of abusive behavior; (2) A document under 
the letterhead of the court, provider or public agency which the employee attended for the 
purposes of acquiring assistance as it relates to the abusive behavior; (3) a police report or 
statement of a victim or witness provided to police, documenting the abusive behavior; (4) 
documentation that the perpetrator of the abusive behavior has admitted to sufficient facts to 
support a finding of guilt of abusive behavior; or has been convicted of, or has been 
adjudicated a juvenile delinquent by reason of, any offense constituting abusive behavior and 
which is related to the abusive behavior that necessitated the leave; (5) medical documentation 
of treatment as a result of the abusive behavior; (6) a sworn statement provided by a counselor, 
social worker, health care worker, member of the clergy, shelter worker, legal advocate or other 
professional who has assisted the employee or the employee’s family member in addressing the 
effects of the abusive behavior; or (7) A sworn statement, from the employee attesting that the 
employee has been the victim of abusive behavior or is the family member of a victim of 
abusive behavior.  

 All information related to the employee's leave under this section shall be kept confidential by 
Montserrat College of Art and shall not be disclosed, except to the extent that disclosure is: 

              (i) requested or consented to, in writing, by the employee; 

              (ii) ordered to be released by a court of competent jurisdiction; 

              (iii) otherwise required by applicable federal or state law; 

              (iv) required in the course of an investigation authorized by law enforcement, including, 
but not limited to, an investigation by the attorney general; or 

              (v) necessary to protect the safety of the employee or others employed at Montserrat 
College of Art 



45 
 

 Montserrat College of Art will not coerce, interfere with, restrain or deny the exercise of, or 
any attempt to exercise, any rights provided in this Domestic Violence Leave policy or make 
leave requested or taken hereunder contingent upon whether or not the victim maintains 
contact with the alleged abuser.  
 
Montserrat College of Art will not discharge or in any other manner discriminate against an 
employee for exercising the employee’s rights under this Domestic Violence Leave policy. The 
taking of leave under this Policy shall not result in the loss of any employment benefit accrued 
prior to the date on which the leave taken under this policy commenced.  

To the extent that Domestic Violence Leave may be taken for a qualifying reason under the 
Family and Medical Leave Act (FMLA) and/or Massachusetts Paid Family and Medical Leave 
(PFML) law, such leave time will, to the extent that the law allows, run concurrently with FMLA 
and/or PFML. 
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HARASSMENT PREVENTION POLICY 
 
It is the goal of the College that all of our students and employees should be able to enjoy a work and/or 
educational environment that is free from discrimination and harassment.  To achieve the College’s goal 
of providing an environment free from such harassment, the conduct that is described in this policy will 
not be tolerated and the College has provided a procedure by which inappropriate conduct will be dealt 
with, if encountered by staff and/or faculty members and other members of the campus community.   
 
 
Harassment Based on Protected Characteristics 
 
It is against the College’s policies for a staff and/or faculty member, student, employee, supervisor, or 
third party to harass another person because of or about the person’s veteran and active military status, 
gender, race, color, religious creed, ancestry, national origin, age, disability, gender identity and 
expression, sexual orientation, genetics, or any other characteristic protected by law. 
 
Verbal or physical conduct that is threatening, denigrates, hostile, or negative, including words, jokes, or 
comments based on such characteristics will not be tolerated.  The following are some examples of 
conduct which might constitute harassment depending upon the totality of the circumstances, including 
the frequency, severity, and pervasiveness of the conduct: 
 
• Epithets, slurs, or negative stereotyping; 
• Mocking of an individual’s accent or English language skills; 
• Mocking or denigrating an individual’s culture (including traditions, food, dress, appearance and 

music); 
• Display or circulation in the work or educational environment of written or graphic material that 

denigrates or shows hostility or aversion towards an individual or group; 
• Emails which denigrate or show hostility or aversion towards an individual or group; 
• Jokes that denigrate or show hostility or aversion towards an individual or a group.  
 
Harassment of students, visitors, faculty, or other employees by any member of the campus community 
will not be tolerated.  The complaint and investigation procedure described below applies to sexual 
harassment and to other forms of illegal harassment or discrimination.  
 
 
Sexual Harassment 
 
It is the goal of the College to promote a work and educational environment that is free from sexual 
harassment.  Sexual harassment of employees/students occurring on campus, or in other settings in which 
employees/students may find themselves in connection with their employment or enrollment, is unlawful 
and will not be tolerated.  Further, any retaliation against an individual who has complained about sexual 
and/or other unlawful harassment, or retaliation against individuals for cooperating with the investigation 
of a sexual or other unlawful harassment complaint, is similarly unlawful and will not be tolerated.  
 
Because the College takes allegations of unlawful harassment seriously, we will respond promptly to 
complaints of unlawful harassment and where it is determined that inappropriate conduct has occurred, 
we will act promptly to eliminate the conduct and impose such corrective action as necessary.  Such action 
may range from counseling to termination, and may include other forms of disciplinary action as the 
College deems appropriate under the circumstances.  
 



47 
 

Please note that while this policy sets forth the College’s goals of promoting a College community that is 
free of unlawful harassment, the policy is not designed nor intended to limit our authority to discipline or 
take remedial action for conduct which the College deems unacceptable, regardless of whether that 
conduct satisfies the legal definition of unlawful harassment. 
 
 
Definition of Sexual Harassment 
 
“Sexual harassment” means sexual advances, requests for sexual favors, and verbal or physical conduct of 
a sexual nature when: 
 
(a) Submission to or rejection of such advances, requests or conduct is made either explicitly or 
implicitly a term or condition of employment or as a basis for employment decisions; or  
 
(b) Such advances, requests or conduct have the purpose or effect of unreasonably interfering with an 
individual’s work performance by creating an intimidating, hostile, humiliating or sexually offensive work 
environment. 
 
Under these definitions, direct or implied requests (by a supervisor, manager, or other individual 
responsible for work/academic evaluations) for sexual favors in exchange for actual or promised 
job/academic benefits (such as favorable reviews, salary increases, promotions, increased benefits, or 
continued employment) constitutes sexual harassment.   The legal definition of sexual harassment is 
broad, and in addition to the above examples, other sexually oriented conduct, whether it is intended or 
not, that is unwelcome and has the effect of creating an environment that is hostile, offensive, 
intimidating, or humiliating to male or female workers/students may also constitute sexual harassment.   
 
While it is not possible to list all examples of conduct which constitutes sexual harassment under the 
definition, the following are some examples of conduct which, if unwelcome, may constitute sexual 
harassment depending upon the totality of the circumstances, including the severity of the conduct and its 
pervasiveness: 
 
• Unwelcome sexual advances – whether they involve physical touching or not; 
• Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s sex life, 

comments on an individual’s body, comments about an individual’s sexual activity, deficiencies 
or prowess, suggestive or insulting comments of a sexual nature; 

• Displaying sexually suggestive objects, pictures, cartoons, emails, websites etc.; 
• Unwelcome leering, whistling, brushing against the body, sexual gestures; 
• Inquiries into one’s sexual experiences; and/or 
• Discussion of one’s sexual activities. 
 
In addition, the College specifically prohibits the dissemination of sexually explicit voicemail, email, 
graphics, or the downloading of sexual explicit material or websites in the workplace.   
 
 
Retaliation is Prohibited 
 
The College prohibits retaliation against any individual who reports harassment or discrimination, or 
participates in an investigation of such reports.  Retaliation against an individual for reporting harassment 
or discrimination or for participating in an investigation of a claim of harassment or discrimination is a 
violation of this policy and, like harassment or discrimination, will be subject to disciplinary action where 
appropriate, up to and including termination of employment.    
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Reporting an Incident 
 
A discrimination or harassment complaint may be submitted by any employee, any faculty member, any 
student, their parent, or a third party.  Any employee, student, or other member of the College community 
who believes he or she has been subjected to sexual harassment or harassment by a faculty/staff member, a 
supervisor, a student, a vendor/supplier, a visitor, or other individual, based on other protected 
characteristics, or retaliation, or have witnessed or otherwise become aware of any acts of harassment or 
retaliation may file a complaint with the College. This may be done in writing or orally.  To file a 
complaint, employees should contact their supervisor, Human Resources, or one of the individuals listed 
below, and students should contact any of the College officers listed below, or any member of the office 
of Campus Life, or any member of the Dean of Academic Affairs and Student Affairs staff.  These 
persons are also available to provide information to you about our policy on harassment and our complaint 
process.  
 
Christin Bouranis, Human Resources Generalist 
24 Essex Street, Second Floor 
978-921-4242  x1171 
Christin.bouranis@montserrat.edu 
 
Brian Pellinen, Dean of Academic Affairs 
248 Cabot St., 2nd Floor 
978-921-4242 x1601  
Brian.pellinen@montserrat.edu 
 
Maureen Wark, Dean of Student Services 
Hardie Building, 1st Floor 
978-921-4242 x1130 
Maureen.wark@montserrat.edu 
 
Reports of discrimination, harassment, sexual harassment, or sexual violence may also be made by 
contacting: 
• Montserrat Campus Security:     978-626-2176 
• Town of Beverly Police Department:   978-922-1212 
 
 
Manager Responsibility 
 
Any manager who witnesses an incident or receives a complaint of discrimination or harassment must 
immediately contact any of the College officers listed below.  Accordingly, a manager’s failure to report 
discrimination may warrant disciplinary action, up to and including dismissal from employment at the 
College.   
 
Student and Employee Responsibility 
 
Everyone at the College has the responsibility to ensure that the College’s environment is free from 
discrimination and harassment.  The College expects members of the community to avoid any behavior 
that could reasonably be interpreted as discriminatory or harassing, and to report any observations of 
discrimination of harassment. 
 

mailto:Christin.bouranis@montserrat.edu
mailto:Brian.pellinen@montserrat.edu
mailto:Maureen.wark@montserrat.edu
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Any student who witnesses discrimination or harassment must immediately contact any of the College 
officers listed above or any member of the office of Campus Life, or any member of the Dean of Faculty 
and Student Affairs staff.  Any student who believes that he or she has been subject to discrimination or 
harassment should contact any of the College officers listed above, or any member of the office of 
Campus Life, or any member of the Dean of Faculty and Student Affairs staff. 
 
Any employee who witnesses an incident or receives a complaint of discrimination or harassment must 
immediately contact any of the College officers listed above or anyone in a managerial position, e.g., 
Chair, Deans, Supervisor, Manager, Department Head, Director, or Vice President.  Any employee who 
has been subject to discrimination or harassment should contact any of the College officers listed above or 
anyone in a managerial position, e.g., Chair, Deans, Supervisor, Manager, Department Head, Director, or 
Vice President. 
 
Harassment/Retaliation Investigation 
 
When the College receives a complaint of harassment and/or retaliation we will promptly conduct an 
investigation.  The investigation will be conducted in such a way as to maintain confidentiality to the 
extent practicable under the circumstances.  Our investigation typically will include a private interview 
with the person filing the complaint and may include interviews with witnesses.  We will also typically 
interview the person alleged to have committed the harassment.  All employees and students are expected 
to cooperate fully in our efforts to investigate and enforce this policy.  When we have completed our 
investigation, to the extent appropriate, we will inform the person filing the complaint and the person 
alleged to have committed the conduct the action plan based upon the results of the investigation. 
 
Disciplinary Action 
 
If it is determined that inappropriate conduct has been committed by a member of the campus community, 
we will take appropriate action under the circumstances.  Such action may range from counseling to 
termination from employment for cause, and may include such other forms of disciplinary action as the 
College deems appropriate under the circumstances.   
 
State and Federal Remedies for Formal Complaints 
 
In addition to the above, if you believe you have been subjected to harassment, you may file a formal 
complaint with any or all of the government agencies set forth below.  Using our complaint process does 
not prohibit you from filing a complaint with these agencies.  Each of the agencies has a short time period 
for filing a claim (EEOC – 300 days; MCAD – 300 days; DOE—180 days). 
 

 
 
 



50 
 

Addresses & Contact Info 
 

U.S. Equal Employment Opportunity Commission, Boston Area Office  
John F. Kennedy Federal Building 
475 Government Center 
Boston, MA 02203 
Phone: 1-800-669-4000 
Fax:  617-565-3196 
TTY:  1-800-669-6820 
 
 
Office of Civil Rights, Boston Office 
U.S. Department of Education 
9th Floor, Room 24 
Boston, MA 02110 
Phone: 617-289-0100 
Fax: 617-289-0151 
 
 
Massachusetts Commission Against Discrimination (“MCAD”) 
 
Boston Office: 
One Ashburton Place, Room 601 
Boston, MA 02108 
Phone: 617-727-3990 
Fax: 617-994-6024 
TYY: 617-994-6196 
 
Springfield Office: 
436 Dwight Street 
Second Floor, Rm 220 

Springfield, MA 01103 
Phone: 413-739-2145 
Fax: 413-784-1056 
Worcester Office: 
Worcester City Hall 
455 Main Street, Rm 101 
Worcester, MA 01608 
Phone: 508-799-8010 
Fax: 508-799-8490 
 

 
 
 



 

 

 
 
 
 
 
ACKNOWLEDGEMENT 
 
 
I have received, reviewed and agree to adhere to the Montserrat College of Art Sexual Harassment 
Policy. 
 
I understand that violation of the policy could be subject to termination of my employment. 
 
 
 
 
 
 
 
 
 
 
______________________________________  _________________ 
Employee/Volunteer/Independent Contractor  Date 
 
 
 
______________________________________  _________________ 
Human Resources      Date 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
STAFF HANDBOOK ACKNOWLEDGEMENT 

 

have received a copy of the Montserrat College of Art Staff Handbook which outlines the college’s 
mission, policies, benefits and expectations of The College as well as my responsibilities as an employee. 

I will familiarize myself with the contents of this handbook. By my signature below, I acknowledge, 
understand, accept and agree to comply with the information contained in the Staff Handbook provided to 
me by The College. I understand this handbook is not intended to cover every situation which may arise 
during my employment, but is simply a general guide to the goals, policies, practices, benefits and 
expectations of The College.  I understand that certain situations can arise that may require the College to 
modify, revoke, suspend, or terminate any or all of these policies in whole or in part at any time, with or 
without notice.  I understand that the handbook refers to current benefit plans maintained by the College 
at the time of the drafting and that I must refer to the actual plan documents and summary plan 
descriptions as these documents are controlling.   The College has the right at any time to change or 
modify the benefits set forth in the handbook.   

I understand that the Staff Handbook is not a contract of employment and should not be deemed as such, 
and that I am an employee at-will.  I understand that my employment with the College is ‘at-will” and can 
be terminated at any time for any reason, with or without cause, by myself or by the College and with or 
without notice.  I acknowledge and agree that termination “for cause” incorporates the summary 
definition contained in the staff handbook and is more fully defined as: unsatisfactory work performance, 
insubordination and other misconduct, neglect of duty, and violation of a College policy or procedure all 
as determined by the President; along with conviction of a certain crimes (acts of civil disobedience, 
depending upon circumstances, may be excepted), material acts of fraud and dishonesty, and willful 
conduct that materially injures the College, including the College’s reputation.  All policy statements, 
procedures, manuals or documents as well as statements by an employee or representative shall not in any 
way modify this at-will status. 

  
 
 
 
 
 
____________________________________  ____________ 
Employee Signature      Date 
 
 
 
 
____________________________________  ____________ 
Human Resources      Date 
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