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I. WELCOME 

WELCOME ABOARD! 

*We are pleased th at you have decided to join our agency. We would like to take this opportunity, 

through the use of this Employee H andbook, to personally welcome you and introduce you to some of 

our policies and procedures. 

We hope that you ô ll see your new- position as not only a job,  but also as a calling to serve in our 

Lasallian Community. 

At Martin de "Porres we reach out and embrace all those whose lives are in some significant ways   

ñat-risk.        Each of our programs provides an opportunity for our children and young men and 

women to experience success in academics,   as well as in social,  behavioral and interpersonal 

relationships. 

For over 36 years we have continued to be a ñh ome away from home ò for all whose lives we have 

had the privilege to influence and to touch. 

"During, your time with" us be sure to visit each" of our program sites to experience faith and zeal in 

action and a creative,   disciplined,   and caring approach to engaging students and residents in 

educational and personal experiences that are life - giving and liefC - transforming. 

Again,  welcome to our family.  We ô re proud to have you with us. 

Sincerely, 

Brother Raymond R.   Blixt,  FSC Executive Director / 

Chief Executive Officer 

Springfield Campus 
Elementary/ JHS 
136-25 218 Street 
Springfield Gardens, NY 
11413 -2226 
T: (718) 525 -3414 
F: (718) 525 -0982 

Elmont Campus 
Academy for Career 
Development 621 
Elmont Road 
Elmont, NY 11003 
T: (516) 616 -0580 
F: (516) 616 -0582 

Rosedale Campus 
Academic High School 
147-65 249th St. 
Rosedale, NY 
11422 
T: (718) 525-5550 
F: (718) 525-5440 

Group Residence 
Casa De LaSalle 
101-25 104th St. 
Ozone Park, NY 
11416 
T: (718) 850 -0191 
F: (718) 850 -0192 

Lasallian Formation 
Center 
621 Elmont Road 
Elmont, NY 
11003 
T: (516) 502-2840 
F: (516) 502-2841 



MISSION AND PHILOSOPHY OF MARTIN DE PORRES 

!   WE BELIEVE that all youngsters who have been entrusted to our care have the capacity to 
learn and to achieve no matter how severe their needs or problems 

!   WE SEEK youngsters who have had difficulty in the development of their educational skills 
and whose behavior has been severely disordered and disruptive and youngsters whose 
school failure is often born of neglect, lack of attention and love, and inability to cope with the 
pressures of family disintegration, poverty and crime. 

!   WE CREATE an environment where personal change can begin ï an environment that is safe, 
secure, comfortable, and challenging ï an environment that provides concrete reminders to 
our students that they are competent, important and protected. 

!   WE TEACH all who have been entrusted to our care that they are lovable and worthwhile 
persons capable of making responsible choices based upon respect for themselves and for the 
other persons in their lives and capable of establishing relationships of trust among our diverse 
community of adults and peers. 

! WE EXPECT our students and residents to develop to their highest potential those skills that 
will maximize their ability to be independent and to contribute constructively to the life of their 
community. 

!   WE STRUCTURE our curriculum by creating an appropriate blend of academic, affective, and 
practical learning experiences for each student thereby developing competencies that will 
prepare each student and resident to move on to further education, independent living and a 
desire for life long learning. 

WE ARE A LASALLIAN EDUCATIONAL AND RESIDENTIAL COMMUNITY ASSOCIATED 
TOGETHER BY OUR FAITH IN THE ABILITY OF THE YOUNGSTERS WHO HAVE BEEN 
ENTRUSTED TO OUR CARE AND THEIR FAMILIES TO CHANGE THE DIRECTION OF THEIR 
LIVES, AND BY OUR ZEAL TO CREATE EVER MORE EFFECTIVE WAYS TO FOSTER 
FULLNESS OF LIFE AND PERSONAL GROWTH. 



MARTIN DE PORRES PROGRAMS 

 

Program Locations: 

A.  Elementary / JH School 

136-25 218
th

 Street Springfield 

Gardens, NY 11413 

C Academic High School 

147-65 249
th
 Street 

Rosedale, NY 11422 

 

B. Academy for Career Development 

621 Elmont Road Elmont, NY 

11003 

) 

D. Group Residence Casa 

De La Salle 101-25 

104
th
 Street Ozone 

Park, NY 11416 
 

B.    Administrative Office / 

Lasallian Formation & Retreat Center 

621 Elmont Road Elmont, NY 11003 

 



EMPLOYEE HANDBOOK 

This employee handbook has been prepared to help familiarize new employees with some of Martin 
de Porresô guidelines, policies and procedures. It also outlines many of the benefits and services 
provided to you as an employee. This handbook does not include all Agency guidelines, policies and 
procedures. Should you have any questions, please discuss them with your Building Administrator. 

Martin de Porres reserves the right to revise its policies, programs and benefit plans at any time, 
without advance notice. Martin de Porres also reserves the right to make individual exceptions to 
these policies and procedures. Any exception granted by Martin de Porres is not intended to prevent 
and does not restrict its right to insist on adherence to the policy or practice in the future. Violation of 
any of Martin de Porres policies and/or procedures may result in disciplinary action up to and 
including termination. 

EMPLOYMENT STATUS 

The policies and procedures presented in this handbook are in no way to be interpreted or construed 
as a contract of employment or guarantee of continued employment for any specific period of time. No 
verbal communication or written document will provide such a contract, assurance, or guarantee 
unless specified in writing and signed by the agency Executive Director / Chief Executive Officer who 
is authorized to enter into such agreement. 

Your compensation, hours of employment, and all other terms and conditions of employment are 
subject to modification by Martin de Porres at its discretion. This information is confidential and should 
never be discussed with another employee. 

We recognize that you have voluntarily joined Martin de Porres, your employment is "at will", and that 
you are free to discontinue your employment at any time and for any reason. Martin de Porres 
reserves a similar right. On an annual basis each employee may request an opportunity to internally 
transfer to another of our agency programs subject to a needs discussion that will be held each spring 
with each local building administrator. The local Building Administrator is to be informed by the 
employee before this request is made to central agency administration. Our first priority is the needs 
of our students and residents and any discussion about staff transfer to another agency site will be 
bound by those parameters. 

An employee providing false, incomplete or misleading information on his / her employment 
application or at any time in the employment process will be subject to immediate dismissal. 

EVALUATION PERIOD 

The first six (6) months of employment is considered an evaluation period. During this time a Building 
Administrator will continuously evaluate the employee's performance, attendance, attitude, and 
conduct to determine compatibility with the requirements of the position. A Lasallian mentor will also 
be provided to assist each new staff member in this orientation and evaluative six-month period. 
Should an employee's performance, attendance, attitude, or conduct not meet the Standards, he / she 
will be released from employment. Release or voluntary resignation during this period will not have an 
adverse effect on an employee's records. 

All employees of Martin de Porres can anticipate being evaluated at least on a semi-annual basis by 
their local building administrator.   Staff on probation will be evaluated on a more regular basis. 



II. OPERATING 

II. 1. STANDARDS OF CONDUCT 

The New York State Code of Ethics for Educators is the official ethical code of the Martin de Porres 
School. The Code of Ethics of the National Association of Social Workers is the official ethical code of 
Martin de Porres Residence. Each employee is expected to be familiar with the particular Code 
designated for his or her work site. Ethical conduct and the Code will be a topic of staff training during 
the period of initial employee Evaluation. A copy of the Code will be kept at each facility and is 
included with this manual. 

Agency staff members are not to steer clients toward professionals who are in private practice, and 
who are friends or relatives of staff members, or former employees or consultants. Also, private 
practice is not permitted in any agency facility or office. 

Each employee is expected to report dishonest and unethical activities by other employees to their 
Building Administrator. Failure to report such activities is considered a violation of the Standards. 
Knowingly submitting false information is also considered a violation of the Standards. 

Initiating or encouraging reprisal action against an employee or other person who, in good faith, 
reports known or suspected Standards violations is prohibited. 

II. 2. EMPLOYEE CONDUCT AND WORK PERFORMANCE 

Employees are expected to conduct themselves in a professional manner at all times; demonstrating 
a positive attitude, respect for co-workers, our students, our residents and their property. 

The following guidelines have been developed to communicate the Standards of Martin de Porres. 
Each employee is expected to: 

Å Report to work punctually, as scheduled, and be at their assigned work assignment, ready for 
work, at the designated site specific starting time; 

Å Notify the appropriate Building Administrator when unable to report to work, or unable to report 
for work on time; 

Å Actively work during all work hours; 
Å Comply with all performance/conduct and safety/security policies and procedures; 
Å Wear appropriate attire for and in accordance with the work being performed; 
Å Perform assigned tasks efficiently and correctly; 
Å Address fellow employees, students, residents, visitors, and parents in a professional, 

courteous and respectful manner; 
Å Maintain work place and work area cleanliness; 
Å Refrain from behavior or conduct deemed offensive or undesirable; 
Å Obtain approval from a Building Administrator before removing any Agency property for 

Agency or personal use. 
Å Staff members should not discuss privileged information regarding the students / residents 

entrusted to them with friends, relatives, the general public, or the news media. All inquiries by 
news media should be directed to the Executive Director / Chief Executive Officer. 

Å Staff members are not to sleep on the job. Supervision of our students and residents is a 
critical activity needing the full attention of all Martin de Porres Staff. Residential staff, on duty 
during evening and night hours, are present for the supervision of residents and are also not 
permitted to sleep during those evening and night hours. 

Å Personal Cell phone use is prohibited when a staff member is engaged in direct supervision of 
students or residents under his / her direct care. 
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The following definitions and classifications are examples of violations for which corrective counseling 
or other disciplinary action may be taken. 

Examples of performance issues include, but are not limited to: 

Å Excessive absenteeism, tardiness or failure to come to work; 
Å Failure to meet performance and work quality standards; 
Å Abusive or unauthorized use of agency supplies and equipment; 
Å Failure to adhere to safety/security regulations, procedures and policies; 
Å Reckless driving, including speeding, while operating agency vehicles; 
Å Unauthorized use of agency vehicles; 
Å Failure to immediately report an accident or job-related injury. 

Examples of inappropriate behavior and misconduct include, but are not limited to: 

Reporting to work intoxicated / under the influence of alcohol or non-prescribed drugs; 
Possession or use of alcoholic beverages on Agency property; 
Consumption of alcoholic beverages while engaged in Agency business or while in Agency 

uniform, except where authorized; 
Falsifying employment or any other Agency records; 
Submitting a fraudulent injury claim; 
Failure to maintain the confidentiality of agency information or business records; 
Discrimination; 
Harassment, sexual or otherwise; 
Solicitation of outside work from clients; 
Fighting or otherwise physically assaulting another employee, student, resident or parent; 
Use of obscene, abusive, or threatening language and/or gestures; 
Theft or misappropriation of property from co-workers, students, residents, Martin de Porres or 
visitors of Martin de Porres; 
Misuse, abuse or destruction of Agency property; 
Gambling on Agency property; 
Possession, sale or use of firearms or other weapons on agency premises or while on agency 

business; 
Å Refusal to follow Building Administratorôs directions or instructions concerning any job-related 

function; 
Å Insubordination; 
Å Deliberate concealment of another employeeôs misconduct; 
Å Posting, removing or defacing notices, signs or writings on agency property without proper 

permission; 
Å Embezzlement/theft of any money or property belonging to Martin de Porres or its students, 

residents; 
Å Violation of or failure to adhere to the rules of operation or conduct established by Martin de 

Porres; 
Å Any behavior or practice, whether or not mentioned in this Handbook, inconsistent with the 

ordinary and reasonable conduct necessary for a productive and ethical work atmosphere. 

From time to time, each employeeôs performance will be evaluated. A sample performance evaluation 
is included in the appendix of this handbook. This sample evaluation is intended only as a guide. 
Martin de Porres, at its sole discretion, reserves the right to modify all evaluation forms. Martin de 
Porres also reserves the right to utilize other performance evaluation forms or methods. 
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II. 3. AVAILABILITY FOR WORK 

Employees are hired, in part, based on their availability to work. If, for any reason, there is a change in 
an employeeôs availability, Martin de Porres should be notified in writing at least ten days prior to the 
change. Martin de Porres will make a reasonable attempt to modify the employeeôs work schedule. 

Administrative, clerical, maintenance and business office staff work a full year schedule and are not 
subject to the regular vacation periods that are part of each school program. Staff listed above will 
work out their vacation time subject to central administration review. 

II. 4. ABSENTEEISM AND PUNCTUALITY 

Employees must notify the proper Building Administrator when they will be absent from or late to 
work. In the event of an unexpected emergency, the Building Administrator should be notified as early 
as possible. Attendance is extremely important. Staff should anticipate absence, and contact their 
Building Administrator as early as possible, in any event not less than two hours before a residential 
shift begins or 30 minutes before a school day starts, so coverage can be obtained. Failure to call in 
for 2 consecutive days is considered job abandonment. 

Calls from individuals other than the employee will not be accepted as appropriate notice unless ap-
proved by the Building Administrator. 

Lateness accumulating to 7 hours will be the equivalent to one (1) day of absence. Days taken before 
or after a vacation break will be considered equal to two (2) days of absence for each day taken. 
When an employee exceeds the allowable number of days for a work year a salary adjustment will be 
made commencing on the first payroll following the excess of allowable personal / sick time. A 
continued pattern of excessive absences may result in reduction of employment status and change to 
a per diem agreement and compensation adjustments. 

II. 5. PERSONAL APPEARANCE 

Employees are expected to dress appropriately for their job position and work environment.  If you 
have any questions concerning appropriate attire, contact your Building Administrator. 

The following guidelines are intended to assist the employee in meeting Agency standards for 
cleanliness and personal appearance: 

Å All employees are required to maintain the highest standards relating to personal hygiene 
including regular bathing, clean hands and fingernails. 

Å Jewelry is permissible when it will not interfere with your safety or job performance. 

Å The use of colognes for both men and women, and cosmetics for women (including hair 
coloring, nail polish, face makeup) should be subtle and in good taste. 

Å Staff attire should be professional at all times except on ñdress-downò days as determined by 
the local Building Administrator. The following is a sample of appropriate adult attire: 

o Pants: casual trousers, such as khakis, chinos, dockers, cropped dress pants, 
o Shirts: with collars for men, 
o Blouses: sheer if layered or lined, sweaters, tank tops, tees for women. 
o Dresses: casual dresses and skirts 

o Footwear: loafers, flats, dress sandals, high heels for women 

o Accessories: earrings work in earlobes. 
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Å    Staff should be conscious of the following inappropriate attire and not wear them at work: 

o Jeans, denim of any kind, overalls, Capri pants, cargo pants, 
o T-shirts with logos, midriffs, spaghetti straps, halter tops, low cut see-through, 
o Excessively short and / or too tight dresses and skirts, 
o Sneakers, flip-flops, slippers, sandals (for men) 
o Hats, head garb, facial piercing other than ears. 

If you have any questions about these standards or difficulty in meeting them, you are encouraged to 
discuss your concerns with your Building Administrator. 

II. 6. SERVICE ENVIRONMENT (SCHOOL / RESIDENCE) 

The Schools and Residential Programs conducted by Martin de Porres are to be healthy and safe 

living and working environments for students, residents and staff. 

Å Food will be stored in containers in closets, refrigerators, or freezers. Staff will be responsible 
for insuring that each student and resident receives three well-balanced meals each day, as 
well as healthful snacks. Food preparation is the responsibility of the assigned staff but some 
of this responsibility may be delegated to students or residents under staff supervision. A daily 
menu log will be kept for each meal served. 

Å Cultural awareness: The schools and residence will be decorated in a manner that is sensitive 
to the cultural backgrounds of our students and residents. In addition, the choice of food 
prepared for the students and residents will be planned with an awareness of the cultural and 
ethnic backgrounds of our students and residents. 

Å Clothing: Each resident will be provided with sufficient clothing so that they will have enough 
clothing and accessories to wear between weekly laundry assignments. Childcare staff will 
supervise the residents when they do their laundry and make sure that all clothing is cleaned, 
dried, folded or hung, and returned to the residentsô rooms. One childcare staff member in 
each home will be responsible for taking a quarterly inventory of clothing for each resident, for 
amount of clothing as well as seasonal appropriateness, and this inventory will be given to the 
home coordinator will maintain the information in a clothing log. The results of this periodic 
inventory will inform the coordinator during periodic clothing shopping trips with the residents. 

Å A house log will be kept in each unit at our residence. These logs will document daily events, 
extraordinary events, and the comings and goings of the residents. These logs are to be kept 
by the youth care staff on duty. 

Å Each resident has a right to privacy while housed in our residence. He will have his own bed, 
closet and dresser, which are off limits to other residents. Staff bedrooms are separate from 
resident bedrooms. A resident's belongings may be searched with the permission of the 
Executive Director or the youth-care coordinators if there is reasonable suspicion of the 
resident possessing weapons, drugs, alcohol, or stolen goods. These searches should be 
recorded in a separate search log, including the outcome of the search. Each resident will 
have the right to send and receive unopened mail, and uncensored telephone calls. However, 
if staff member believes contraband (such as, drugs, weapons, pornography, or stolen goods) 
is being mailed to a resident in our care, the resident may be asked to open mail in front of a 
staff member in accordance with New York State regulations under OCFS. 
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Fire drills will take place at least every 30 days in our residence. Residents will be reminded of 
escape routes from the house and will be told where to assemble for a head-count. The youth 
care staff on duty will record the date and time of the fire drill, who was present, time to 
evacuate the house, and any other pertinent facts, including the cooperation of the residents. 

Fire drills will be held in each of our schools as required by our contract with The NYC 
Department of Education. Five drills are held before December 1st of each school year. The 
total number of drills will be at least 12 over the normal 10-month school year. A drill should 
also be held over July and another one of August for each of our 12 month school programs. A 
log will be maintained at each school site supporting this safety requirement. A person on staff 
at each school site will need to hold a Certificate of Fitness as required by the FDNY. 

Emergencies: All possible emergencies cannot be anticipated. The Executive Director and 
Building Administrators will decide what actions to take in various emergencies. If students 
and/or residents need to be moved out of a particular school or our residence, the proper 
authorities will be consulted. Staff should use common sense in emergencies with the safety 
and well being of our students and residents taking highest priority. 

Vacation and sick leave: The pool of staff working in both the schools and residence are 
sufficient to cover respective facilities during vacations or sickness. Staff who cover will 
receive overtime compensation at the discretion of the Executive Director. Residential staff 
understand that overtime hours have already been taken into consideration and are already 
incorporated into the residential work agreement. 

Field Trips: Staff should conduct themselves in a professional manner at all times and this is 
especially true on field trips off school property. Staff should be conscious of their attire and all 
activities involved with our students and/or residents. Socially appropriate language and 
behavior is expected from all who represent Martin de Porres be they staff, students, 
residents. It is anticipated that all staff, students and residents will positively represent Martin 
de Porres in all public situations, events, and activities. 

II. 7. CHILDREN OF STAFF / VISITATION 

Martin de Porres recognizes that working parents often have childcare responsibilities. Our agency 
also recognizes that children are sometimes appropriate as guests on certain agency premises under 
extremely limited circumstances and at specific agency programs, such as intergenerational activities 
and shared opportunities that are age appropriate for the child. In many cases, our students and 
residents both enjoy and benefit from a childôs visit but extreme care must be taken that the needs of 
our students and residents are not compromised by the presence of children of agency staff. 

Martin de Porres is not responsible for the welfare of any visiting child of a staff member. The 
presence of a staff memberôs child cannot detract from that staff memberôs primary job responsibilities 
at work and the visit must be approved in advance by the local Building Administrator. 

II. 8. COMMUNICATION:    PROBLEM RESOLUTION 

The cornerstone of effective communication is the employee-Building Administrator relationship. If an 
employee has a problem or concern, he or she should discuss it with their Building Administrator. 
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Personnel problems or possible internal conflicts should first be directed to the individual program 
Building Administrator. If they cannot be resolved they may be referred to the Executive Director. The 
Board of Directors may also appoint an appeals subcommittee if problems cannot be resolved. 

II. 9. EMPLOYEE RELATIONS 

Martin de Porres is confident that any issues that arise in the workplace will be handled fairly and 
professionally without the intervention of outside parties. 

Management personnel are not obligated to and will not discuss with an outside party any matter or 
issue between Martin de Porres and an employee. 

Matters of a legal nature may require Legal Counsel on behalf of the Agency before a more defined 
course of action can be initiated. 

II. 10. DISCIPLINARY GUIDELINES 

An employee's failure to follow these rules, practices, policies, guidelines or other Agency standards or 
policies not specifically mentioned in this Handbook will result in disciplinary action. Any action taken 
will be at the sole discretion of Martin de Porres. Disciplinary action options include informal or verbal 
counseling, written counseling, suspension and termination of employment. 

II. 11. USE OF AGENCY VEHICLES 

Personnel Requirements: Smoking is prohibited in all agency owned vehicles. Individuals operating 
an agency owned vehicle shall be at least 21 years old, be employed by the agency, and have a valid 
NYS driverôs license. Employees must submit annually or upon request a copy of their valid driverôs 
license. Use of seatbelts is required for drivers as well as all passengers. 

Residents: Students and Residents of Martin de Porres will only be transported in Agency vehicles. 
Each vehicle will be insured for the driver and all passengers in the amount of $1,000,000 per 
individual and proof of insurance will be carried in vehicles at all times. Use of seatbelts is required for 
drivers as well as all passengers. The staff ratio of 6-1 will be maintained in the vehicles. 

Inspections: A certified NYS Inspection mechanic shall inspect all agency vehicles on an annual 
basis. Proof of inspection as well as proper registration shall be affixed to the vehicleôs windshield. 
Drivers are responsible for visually inspecting a vehicle before operation to ensure that it is safe. For 
general use this should include an inspection of the following: 

Å Seat belts 
Å Braking capability (test brake Pedal) 
Å Mirrors (for proper adjustment) 
Å Spare Tire 
Å General condition of tires 
Å Windshield wipers and washer fluid 
Å Gas level in fuel tank 
Å Signs of damage or recent accident 

All unsafe conditions should be immediately reported to the Building Administrator and the vehicle 
should not be operated. 
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II. 12. CONFLICTS OF INTEREST 

A conflict of interest exists when an employee engages in any activity that may compromise his/her, 
another employee, Martin de Porres or Martin de Porresô relationship with a student, resident, or 
parent. Potential conflicts of interest with a student, or resident, or parent may include soliciting 
business for personal gain, accepting gifts other than those of nominal value, requesting favors, 
discounts or services. 

Employees are required to disclose any potential conflict of interest. Failure to disclose a potential 
conflict of interest or engaging in a practice determined to be a conflict of interest may result in 
disciplinary action up to and including termination. 

II. 13. CONFIDENTIALITY OF AGENCY INFORMATION 

Safeguarding Martin de Porresô confidential information, including all student and resident records, is 
essential. Caution and discretion are required in the use of such confidential information. Confidential 
information should be shared only with those in Martin de Porres having a legitimate business and 
professional need to know. All records of our students and residents are protected under the following 
Federal laws: FERPA and HIPPA. 

Confidential information obtained as a result of employment with Martin de Porres is not to be used for 
personal gain. Unauthorized use or disclosure of confidential information can result in civil and/or 
criminal penalties, for both the employee and Martin de Porres. 

Staff members should not discuss privileged and confidential information regarding the students and 
residents entrusted to them with friends, relatives, the general public, or the news media. All inquiries 
by news media should be directed to the Executive Director / Chief School Officer. 

Inquiries regarding current or former employees should be referred to Human Resources Unit. 

II. 14. SAFETY 

It is the goal of Martin de Porres to maintain a safe, clean, and habitable living environment for its 
students and residents. To ensure that goal a quarterly inspection will be authorized by each Building 
Administrator of the facilities and physical plant under his/her control. The results of the inspection 
including recommendations will be maintained in a log. Needed corrective actions should be 
addressed and re-inspected in a subsequent inspection by the general Facilities Manager. Repairs 
will be done only by licensed personnel when necessary (i.e. licensed electrician, plumber, etc.) The 
inspection will include but not limited to the following: 

Å Food Storage areas (including refrigerators and freezers) 
Å Windows and screens 
Å Furniture and bedding 
Å Doors and locks 
Å Lighting 
Å General plumbing (sinks, tubs, and showers) 
Å Flooring (tiles and carpeting) 
Å Air Conditioners (filters) 
Å Outside property and grounds 

A brief review of these guidelines will help to ensure a safe educational, work and living environment: 
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Å Report any unsafe conditions or practices immediately to your Building Administrator; 
Å Report all personal injuries immediately to your Building Administrator and HR Unit; 
Å Alert your Building Administrator if you become sick while at work; 
Å Employees are required to keep their work area clean and free from hazard; 
Å Never remove guards or safety devices from equipment. Report any broken or missing 

devices immediately; 
Å Smoking is prohibited except in designated areas off school and residence property. 

II. 15. VIOLENCE AND WEAPONS POLICY 

Any and all acts or threats of violence by or against any Agency employee, client, parent, or other 
visitor to Martin de Porres facilities are strictly prohibited. This policy applies to all Agency employees 
whether on or off Agency property. 

Possession or use of any and all weapons, including but not limited to, knives, handguns and martial 
arts weapons, regardless of licensure or concealment, is prohibited on Agency property. The 
exceptions to this policy: contracted, licensed security officers and law enforcement officers. 

Agency employees are prohibited from possessing or using a weapon of any type while conducting 
off-site business on behalf of Martin de Porres. 

The Agency may seek outside as well as legal assistance in any of the above situation. 

II. 16. WORKPLACE MONITORING AND SEARCHES 

Agency property, including but not limited to, desks, lockers, computers, files, e-mail, toolboxes and 
other property owned or operated by Martin de Porres is subject to monitoring, interception and 
review. Reasons for monitoring, interception and review include, but are not limited to, theft investi-
gation, improper disclosure of confidential or proprietary information, personal abuse or monitoring 
workflow and productivity. Personal locks, not provided by the Agency, may need to be removed 
during any monitoring activity at the ownerôs expense. 

Martin de Porres retains the right to conduct searches of Agency property at any time. A search of 

Agency property is not an allegation or accusation of criminal conduct. 

Martin de Porres also retains the right to search any locked or secured areas on the premises. This 
includes the use of computer pass codes, which must be available to Martin de Porres at all times. 

II. 17. TECHNOLOGY AND INTERNET POLICY 

Introduction: Martin De Porres furnishes computers and provides access to the Internet in order to 
support learning and enhance instruction. By providing access to the Internet, Martin De Porres 
intends to promote educational excellence and to prepare students for an increasingly technological 
world. This use should facilitate resource sharing, research, innovation and communication. 

However, Martin De Porres also recognizes that with this access comes the availability of material 
that is unrelated to scholarship, and which in many instances is inappropriate for places of learning. 
For this reason, computers, network and Internet facilities are to be used primarily for Martin De 
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Porres related purposes. Incidental personal use of computers must not interfere with the employeeôs 
job performance, must not violate any of the rules contained in this policy and must not damage 
hardware, software or computer communications systems. 

Much of the responsibility for appropriate use of the Internet must rest on employees themselves. 
Therefore, Martin De Porres requires that employees act responsibly by reading and following the 
policies outlined below. Furthermore, employee use is contingent upon execution of a signed Consent 
and Waiver Agreement as annexed hereto. 

Employees must understand that access to computer and Internet facilities is a revocable privilege, 
and not a right. Use of the system can and will be monitored by the technology department, and there 
is no expectation of privacy in employee use. 

Applicability and General Principles: These policies apply to all employees who gain access to the 
Internet via computer equipment and/or access lines located in Martin De Porres. This includes any 
remote access which employees may gain from off-site, but which involves the use of Martin De 
Porres sites, servers, Intranet facilities, e-mail accounts or software. 

The primary access to and use of the Internet must be for the purposes of work, teaching or 
scholarship consistent with the educational goals of Martin De Porres. Employees must make 
efficient, ethical and legal utilization of network resources. Employees must be aware that material 
created, stored on, or transmitted from or via the system is not guaranteed to be private. In addition to 
the fact that the Internet is inherently insecure, Martin De Porres network administrators may review 
the system at any time to ensure that the system is working properly. For this reason, employees 
should expect that e-mails, materials placed on personal Web pages, and other work that is created 
on the network may be viewed by a third party. 

External access will be provided to authorized users by the assignment of unique log-in identification 
codes (ñusernamesò and passwords) and, where appropriate, with limited hard disk space on Martin 
De Porres hardware, for their own individual use. Authorized users will be personally responsible for 
maintaining the integrity of the Martin De Porres access policy, and may not permit other persons to 
use their usernames, passwords, accounts or disk space, or disclose their usernames, passwords or 
account information to any third party. 

Usernames and passwords will be furnished only to persons who have signed and returned a copy of 
this document, and such updates or modifications as may hereafter be promulgated. The userôs 
signature certifies that he/she has read this document, understands it, and agrees to be bound by its 
terms. 

Users must respect the integrity and security of the Martin De Porres systems and network, and the 
access privileges, privacy and reasonable preferences of other users. Martin De Porres reserves the 
right to limit access time and disk space in order to optimize an equitable allocation of resources 
among users. 

Martin De Porres makes no warranties of any kind, whether express or implied, for the service it is 
providing. It is not responsible for any damages, including loss of data resulting from delays, non-
deliveries, mis-deliveries, or service interruptions, whether caused by Martin De Porres negligence, or 
by a users errors or omissions. Information obtained from the Internet is issued at the userôs own risk, 
and Martin De Porres specifically disclaims any responsibility for the accuracy or quality of information 
obtained by employees via access provided by or through Martin De Porres. 

The following policies are intentionally broad in scope and, therefore, may include references to 
resources, technology and uses not yet available. 
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Rules of Conduct and Compliance 

Employees who violate this Acceptable Use policy may have their access privileges suspended or 
revoked by the network administrator. In addition, further disciplinary action may be taken. Except as 
otherwise indicated below, all policies and prohibitions regarding users of the network also apply to 
users of individual Martin De Porres computers. 

1. With the exception of educational software installed and/or modified by a staff member for 
instructional purposes, users may not add any software or applications to the Martin De 
Porres network or computers, or add to or modify any existing software or applications, 
without the express permission of the network administrator. Any software that is installed 
must be properly licensed from the copyright owner thereof, and any modifications must 
comply with the terms of the applicable license(s). 

2. The network may not be used for any commercial purposes. 

3. The network may not be used for advertising, political campaigning, or political lobbying. 

4. The network may not be used for any activity, or to transmit any material that violates United 
States, New York State or local laws. This includes, but not limited to, fraudulent acts, 
violations of copyright laws, and any threat or act of intimidation or harassment against 
another person. 

5. Martin De Porres is a place of tolerance and good manners. Use of the network or any Martin 

De Porres computer facilities for hate mail, defamatory statements, statements intended to 
injure or humiliate others by disclosure or personal information (whether true or false), 
personal attacks on others, and statements expressing animus towards any person or group 
by reason on race, color, religion, national origin, gender, sexual orientation or disability is 
prohibited. 

6. Network users may not use vulgar, derogatory or obscene language. 

7. Network users may not post anonymous messages or forge e-mail or other messages. 

8. Network users may not log on to someone elseôs account, attempt to access another userôs 
files, or permit anyone else to log on to their own accounts. Users may not try to gain 
unauthorized access (ñHackingò) to the files or computer systems or any other person or 
organization. However, employees must be aware that any information stored on or 
communicated through the Martin De Porres network may be susceptible to ñhackingò by a 
third party. 

9. Network users may not access Web sites, newsgroups, or chat areas that contain material that 
is obscene or that promotes illegal acts. Likewise, using the network to access or process 
pornographic material (whether visual or written), or material which contains dangerous 
recipes, formulas or instructions, is prohibited. 

10. Users may not access newsgroups, chat rooms, list servers, or other services where they may 

communicate with people outside of Martin De Porres (specifically including e-mail) except for 
agency business. While some incidental personal use of such facilities may be permitted, 
such incidental use will not be deemed a waiver of Martin De Porresô right to prohibit all such 
use, either on an individually- applicable or on a generally-applicable basis. 

11. Users may not engage in ñspammingò (sending an electronic communication to more than 10 

people at the same time) or participate in chain letters. 
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12. Users who maliciously access, alter, delete, damage or destroy any computer system, 
computer network, computer program, or data will be subject to criminal prosecution as well 
as to disciplinary action by Martin De Porres. This includes, but not limited to, changing or 
deleting another userôs account, changing the password or another user, using an 
unauthorized account, damaging any files, altering the system, using the system to make 
money illegally, destroying, modifying, vandalizing, defacing or abusing hardware, software, 
furniture or any Martin De Porres property. 

13. Users may not intentionally disrupt information network traffic or crash the network and 

connected systems; they must not degrade or disrupt equipment or system performance. 
They must not download or save excessively large files with the express approval of the 
network administrator. 

14. Users must comply with the ñfair useò provisions of the United States Copyright Act of 1976. 
ñFair Useò in this context means that the copyrighted materials of others may be used only for 
scholarly purposes, and that the use must be limited to brief excerpts. 

15. Users may not copy any copyrighted or licensed software from the Internet, from the network 

or from another users without the express permission of the copyright holder. Software must 
be purchased or licensed before it can legally be used. 

16. Users may not take data, equipment, software or supplies (paper, toner cartridges, disks, etc.) 
for their own personal use. Such taking will be treated as theft. Use of Martin De Porres 
printers and paper must be reasonable. 

Violations and Consequences: Consequences of violations include but are not limited to: 

Å Suspension or revocation of information network access; 
Å Suspension or revocation of network privileges; 
Å Suspension or revocation of computer access; 
Å Disciplinary action, up to and including termination of services 

This Acceptable Use Policy is subject to change. Martin De Porres reserves the right to restrict or 
terminate information network access at any time for any reason. Martin De Porres further reserves 
the right to monitor network activity as it sees fit in order to maintain the integrity of the network and to 
monitor acceptable use. Agency administrators will make final determination as to what constitutes 
unacceptable use. 

Disciplinary penalties involving employment action will be determined in accordance with applicable 
state law. However, by signing the Consent attached to this Acceptable Use Policy, employees agree 
that the network administrator, acting in consultation with agency administrators, will determine 
suspension or revocation of access privileges. 

II. 18. SUBSTANCE ABUSE 

Each employee is required to perform his/her duties unimpaired by any legal or illegal substance. 
Substance abuse includes the possession, use, purchase, manufacture or sale of drugs and/or 
alcohol on agency property. Substance abuse also includes reporting to work or operating an agency 
owned, leased or rented vehicle under the influence of drugs or alcohol. Violation of this policy will 
result in disciplinary action up to and including termination. 

Any employee reporting to work impaired will not be allowed to work. Employees who voluntarily 
admit to substance abuse problems, prior to Martin de Porres identifying a problem, and request 
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assistance from a rehabilitation program will be granted an unpaid leave of absence, up to three 
months, to participate in the rehabilitation program. A leave of absence for this purpose will be 
available one time only and will be conditional upon the employeeôs full compliance with the terms of 
the rehabilitation program. Any benefits for which the employee may have been eligible will continue 
in accordance with the Leave of Absence Policy. However, seniority will not continue to accrue for 
benefits eligibility purposes during the rehabilitation period. 

Legally prescribed medications/drugs may be taken during working hours. Employees should notify 
their Building Administrator if the use of prescribed medications/drugs might affect their performance. 
Abuse of prescription medications/drugs will not be tolerated. 

Martin de Porres may conduct pre-employment screening examinations designed to prevent the hiring 
of individuals who use illegal drugs. 

Agency sponsored activities, which may include the availability of alcoholic beverages, are not 
included in this policy. However, all employees are viewed as representatives of Martin de Porres, 
whether at work or participating in these events. Martin de Porres expects that such consumption will 
be in moderation so as not to reflect negatively on Martin de Porresô professional reputation or expose 
Martin de Porres to undue legal liability. An employee should not operate a motor vehicle or otherwise 
engage in any hazardous activity if the alcohol possibly consumed would impair their ability to safely 
perform those functions. 

ll. 19. DRUG-FREE WORKPLACE ACT 

As a recipient of Federal funds our agency hereby notifies employees that: 

- The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is 
prohibited in any of our workplaces; penalties may be imposed upon employees for drug abuse 
violations occurring in the workplace; 
- Employees violating such prohibition are subject to immediate suspension from work and 
subsequent dismissal; 
- Employees who may be in violation of this policy may also be subject to periodic drug screening 
procedures; 
- Employees who are convicted of a criminal drug statute for a violation that occurs in the workplace 
will notify the employer within five days of such conviction; 
- A convicted employee will be subject to: 

a. review by administrative staff with potential change in job responsibilities, salary, and 
move to probationary status; 

b. participation in a drug abuse assistance or rehabilitation program approved for such 
purposes by a Federal, State, or local health, law enforcement, or other appropriate agency; 

c. termination. 

II. 20. SOLICITATION AND CONTRIBUTIONS 

Solicitation and distribution of materials on Agency premises is prohibited without the prior approval of 
the Assistant Executive Director after consultation with the Building Administrator. Employees may 
request permission to solicit other employees during non-working hours and in non-working areas of 
Martin de Porres. This also includes the use of the Agency e-mail system for such solicitations. 

Any request to solicit or sell on Agency premises must be referred to your Building Administrator, 
supervisor or the Human Resource Coordinator who will consult with the Assistant Executive Director 
for approval prior to solicitation. Management may designate a time and area in which solicitation may 
occur. 
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II. 21. AGENCY PROPERTY 

All desks, file cabinets, computers, furniture, etc. are the property of Martin de Porres and must be 
accessible to the Building Administrator at all times. The use of personal locks on Agency offices, 
furniture, file cabinets or other property is not permitted and subject to removal. 

Martin de Porres assumes no liability for personal property including electronic equipment, tools, 
toolboxes, cameras, purses, wallets, keys, etc. brought onto Agency premises or parking lots. Our 
insurance carrier will not cover your personal property or your items that are damaged or stolen. 

II. 22. OFFICE EQUIPMENT 

Fax machines, copiers, computers, and other office equipment are for Agency business use only and 
should not be removed from the premises without the expressed consent of the local Building 
Administrator in consultation with the Assistant Executive Director. 

II. 23. MANDATORY MEETINGS 

The Executive Director, local Building Administrator or Program Director will meet regularly with each 
staff member to provide feedback on that staff member's performance, and to evaluate training needs, 
and the quality of the relationship between the staff member and the students or residents. Staff 
members will be required to attend workshops and training provided outside of the organization or in 
concert with other agencies. Training topics include ethical practice, discipline with dignity, behavioral 
management, safety, and risk reduction practices. 

Annual training will take place in our schools for all staff on child abuse procedures. Resident staff will 
also have training available on family planning for residents, culturally competent practice, and AIDS 
awareness. 

Additional staff meetings at our schools are normally held on Tuesday and Thursday afternoon after 
students are dismissed for the day. These meetings are part of our regular workday. 

II. 24. PERSONAL TELEPHONE CALLS 

We must maintain communications with our field workers and associates. Since the telephone is our 
primary method of communication, it is necessary to limit its use to Agency business only. 
Accordingly, the telephones should not be used for personal telephone calls except in cases of 
emergency. 

Except in the case of an emergency, employees are asked to discourage friends and relatives from 
calling them at work. Personal phone calls should be made during preparation or break periods. 

Employees must receive prior approval before making a personal long distance call on Agency 
telephones. Personal long-distance calls should be collect or charged to the employeeôs personal 
credit card. 

The use of personal cell phones or other electronic communication devices is prohibited during 
normal work hours as it distracts from the supervision required by our students and residents. If a staff 
member is on an approved break time, as identified by their local building administrator, such devices 
can be used as long it is done discretely and in private away from any students or residents. 
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II. 25. PERSONAL MAIL 

Agency stationary should not be used for personal correspondence. Any communication sent out on 
Agency stationary must be official Agency business. 

II. 26. SEVERE WEATHER 

Martin de Porres Residence will be open for business on all days, regardless of weather conditions. 
Every attempt should be made to report to work at our residence if weather conditions permit. 
Employees at our residence should notify their Building Administrator as soon as possible if they will 
be absent from or late for work. Your Building Administrator may approve late arrivals or early 
departures if it is determined that you made an effort to report to work for a full day. 

Martin de Porres Schools are open for business on all school days except when public schools in 
NYC are closed due to severe weather conditions or by a citywide emergency declared by the Mayor 
of City of New York in consultation with the Chancellor for the NYC Department of Education. 

II. 27. REQUEST FOR SUGGESTIONS 

Martin de Porres considers each staff member to be an integral part of his or her school or residential 
team. The opinions of all staff members are valued and each staff member is encouraged to 
exchange ideas in a free, open, and honest atmosphere. 
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III. EMPLOYMENT 

III. 1. ORIENTATION 

New employees will be required to provide documentation of identity, legal status, and employment 
eligibility in accordance with federal law. The Federal 1-9 form is to be used for this purpose. 

New employees will receive a copy of the employee handbook on their first day of employment. This 
will be given to them by hand or delivered to them via e-mail. Time will be provided with the Human 
Resource Coordinator to answer questions on the employee handbook. New employees are to be 
given the opportunity to read the entire handbook and once completed, sign the acknowledgment of 
understanding form. The signed acknowledgment of understanding form will be placed in their 
personnel folder. 

III. 2. EQUAL EMPLOYMENT OPPORTUNITY 

This Agency (Martin de Porres) is an equal opportunity employer and is committed to equal 
opportunity without regard to race, religion, color, sex, age, national origin, citizenship, disability or 
any other basis of discrimination prohibited by applicable local, state or federal law. 

In addition to compliance with federal EEO statutes, Martin de Porres complies with all applicable 
state and local laws governing nondiscrimination. This policy applies to all terms and conditions of 
employment, including but not limited to the following: 

Å Recruitment, hiring, placement, transfer, promotion, and demotion; 
Å Training, development, and educational assistance; 
Å Compensation and benefits; 
Å Educational, social, and recreational programs; 
Å Discipline; 
Å Termination of employment. 

Employment decisions, subject to the legitimate business requirements of Martin de Porres, are 

based solely on the individualôs qualifications, merit, behavior and performance. 

III. 3. HARASSMENT 

Harassment is conduct focused on a person or group of persons including, but not limited to: physical 
or verbal abuse, unwelcome activity of a sexual nature and retaliation; as well as any behavior or 
action which interferes with an individualôs ability to perform assignments or which creates a hostile or 
intimidating work environment. There is a zero tolerance policy in effect on matters of sexual or 
physical misconduct involving staff, including sexual harassment. 

The following, though not all-inclusive, is a list of various types of harassment. 

1.  Verbal Abuse - any language that degrades or berates others, including, but not limited to, 
racial, religious, or sexual comments, jokes, sexual innuendoes, or threats of any kind. 
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2. Physical Abuse - includes touching, hitting, slamming, throwing, kicking or threatening another 
person, including restraining by force or blocking the path of another. 

3. Interference or Hostile Environment - any behavior or action which interferes with an 
employeeôs ability to perform work assignments or which results in or creates a hostile or 
intimidating work environment. 

4. Sexual Harassment - includes, but is not limited to, sexual advances, requests for sexual acts 
or favors and other physical conduct of a sexual nature when: 

 

(a) Submission to such conduct is made either explicitly or implied as a term or condition 
of an individualôs employment; 

(b) Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting the individual; or 

(c) Such conduct is severe and pervasive, and has the purpose or effect of unreasonably 
interfering with an individualôs work performance or creating an intimidating, hostile, or 
offensive work environment. 

5. Retaliation - any adverse action or threat of adverse action taken or made because an 
individual has exercised or attempted to exercise any rights under state or federal employment 
laws or under the policies of Martin de Porres. Retaliation includes, but is not limited to: 

(a) Verbal abuse; 
(b) Threats of withholding or withdrawal of pay, promotions, training or other employment 

opportunities. 

In addition to the above forms of harassment, any behavior or action which interferes with an 
individualôs ability to perform job duties or which results in or creates a hostile or intimidating work 
environment is considered harassment. 

Martin de Porres will not tolerate the discrimination or harassment of employees and/or applicants. 

Comments, conduct, off color jokes and innuendoes that may be perceived as offensive or harassing 
are strictly prohibited and will not be tolerated. 

In addition, Martin de Porres will not tolerate the harassment of Agency personnel by non-Agency 
personnel on Agency premises. Non-Agency personnel include, but are not limited to, students, 
residents, parents, guests and regulators. 

Any employee who feels he/she is the victim of discrimination or harassment has a responsibility to 
report this to the Human Resource Coordinator or other Agency Administrative personnel. Reporting 
of the incident should be immediately made verbally or in writing to the Human Resources 
Coordinator or the employeeôs direct Building Administrator. A written complaint should include the 
specific nature of the incident, date and place of incident, names of all parties involved as well as a 
detailed report of all pertinent facts. Complaints of harassment will be promptly and carefully 
investigated. Investigations will include interviews with all relevant persons, including the accused and 
other potential witnesses. 

Any employee, who, in good faith, files a complaint of harassment, will be free from any and all 
reprisal or retaliation as a result of filing the complaint. Investigators will make every effort to strike a 
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balance between the partiesô desires for privacy and the need to conduct a fair and effective 
investigation. 

Harassment shall subject an employee to disciplinary action up to and including termination. Likewise, 
there will be disciplinary measures if in fact it is determined that the incident and thus the accusation 
were fabricated. 

III. 4. CRIMINAL CONVICTIONS 

Martin de Porres reserves the right not to employ or retain in employment anyone convicted of a 
criminal offense involving dishonesty or breach of trust. 

Conviction of a crime will not automatically result in a rejection of employment. All relevant 
circumstances, such as length of time and the crime involved will be considered in relation to specific 
job requirements. 

All required Security clearance mandates are followed as part of our overall Agency hiring practices. A 
thorough background investigation can be done on any new hires. Fingerprinting check is completed 
as required by the State of New York. State Central Registry clearance is requested as required by 
the State of New York. Prior employment verification can also be checked. 

III. 5 SECURITY CLEARANCE 

The New York City Department of Education Contract with Martin de Porres reads: 

"a) The agency agrees that in the discretion of the Executive Director of the Board's Division of 
Personnel, those of its employees engaged in the performance of this Agreement shall be subject to 
security clearance procedures administered by the Board including without limitation, fingerprint 
checks. The Executive Director, or his designee, shall determine whether any of the school's 
employees subject to security clearance procedures will be denied access to children covered by this 
Agreement, for security reasons. 
b) In the event any of the school's employees are denied such access by the Executive Director: 

(i) the Board will notify the agency and the employee of the specific grounds for the decision, 

and afford the employee an opportunity to present information on his or her behalf; 
(ii) the school immediately will remove and bar the employee from any contract with children 

during the course of this Agreement unless and until the decision is reversed; and 

(iii) the school immediately will assign another of its employees to fulfill the responsibilities of 
the removed employee in connection with performance of this Agreement, unless and until the 
decision is reversed. 
c) The agency shall not be required to bear the cost of fingerprinting its employees who are subjected 
to security clearance procedures." 

All staff employed in any agency school program must submit to a fingerprint check to comply with the 
above as a condition of employment. 

III. 6. PERSONNEL FILE 

The information contained in personnel files is considered confidential information. No information will 
be placed in an employeeôs personnel file unless there is a clear business reason to do so. 
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Due to the confidential nature of personnel files, the Human Resource Coordinator and the Agency 
Business office are responsible for controlling all access to them. Personnel files are not to be copied 
or removed from the premises. 

An employee may review his/her personnel file in the presence of the Human Resource Coordinator 
during normal business hours. Under no circumstances may an employee alter or remove any 
document from this file. 

It is the sole responsibility of each employee to inform Martin de Porres of any changes in personal 
status, on at least an annual basis, that may alter his/her payroll or benefits status. Such information 
includes, but is not limited to: 

Å Last Name Å    Marital Status Å    Beneficiaries 
Å Address Å    Telephone Number Å    W-4 Deductions 
Å Emergency Contact Å    Gain or Loss of Dependents 

All educational and New York State licensing information needs to also be updated on an annual 
basis with appropriate written documentation forwarded to the Human Resources Coordinator for 
inclusion in each staff memberôs personnel file. 

III. 7. EMPLOYMENT REFERENCES 

Screening for prospective employees requires a criminal record check called a Security Clearance. 
Screening for our resident workers also requires a check with NY State Central Registry for child 
abuse, and a check of the State register of sexual offenders. 

Each applicant must provide at least three personal references and one business reference. The 
Executive Director, Human Resources Coordinator and/or Building Administrator must contact these 
references to help determine the suitability and qualifications of the applicant. 

All information concerning former or current employees is considered confidential. All mail and 
telephone inquiries are to be directed to the Human Resource Coordinator. Employees are strictly 
prohibited from providing any information regarding former or current employees. 

Information released by Human Resources will only include dates of employment and position(s) held. 
Unless required by court order or subpoena, the employee must provide a signed release to the 
Human Resource Coordinator before additional information will be disclosed. 

Letters of Reference will be prepared as requested by any employee in good standing. 

III. 8. EMPLOYMENT OF RELATIVES 

Family members (relatives) of current employees may be considered for employment if: 

Å The applicant meets the requirements of the position and successfully completes the 
application process; and 

Å The hiring of the applicant will not create an actual or perceived conflict of interest. 
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If the hiring of an employeeôs family member (relative) creates an actual or perceived conflict of 
interest, one of the employees may be requested to transfer to another position, if an available job 
exists.   If no suitable vacancy exists, one of the employees may be terminated. 

Relatives will not be employed in positions which: 

Å Actual or perceived conflicts of interest would be created; 
Å A coordinating relationship would exist between the parties; 
Å Relatives would work in the same department; 
Å The employee would have access to the personnel records or salary information of their 

relative. 

On occasions when the relationship occurs after employment, management will determine the 
disposition of the affected employees. In situations such as described above, employees may be 
requested to transfer to other positions, if available jobs exist. As previously stated, if no suitable 
vacancy exists, one of the employees may be terminated. 

III.   9. OUTSIDE EMPLOYMENT 

Outside employment, which interferes with an employeeôs productivity or which, may result in a 
conflict of interest should be avoided. An employee should notify their immediate and local Building 
Coordinator if any outside employment is obtained. 

Employees should carefully consider the demands of any additional work activity. Outside 
employment will not be considered an excuse for poor job performance, absenteeism, tardiness, 
leaving early, refusal to travel, refusal to work overtime or refusal to work different shifts in our 
residence. 

Employees are not to conduct any outside business during paid working time. 

III. 10.   REHIRING FORMER EMPLOYEES 

Applications received from former employees will be processed according to the same procedures 
and given the same consideration afforded all other applicants. Prior performance records and 
circumstances surrounding prior termination will be reviewed including contact made with the last 
building administrator where the person worked to review the issues surrounding a former employeeôs 
prior termination before any possible rehiring is considered. 

Any employee that leaves/left Martin de Porres without providing sufficient notice (14 days) or is/was 
discharged by Martin de Porres for reasons of poor performance or misconduct will not be considered 
for rehiring. 
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IV. COMPENSATION 

IV. 1. EMPLOYMENT CLASSIFICATION 

Martin de Porres categorizes all employees with respect to position and federal / state regulations. 
Summary definitions are: 

Å Exempt Employee - any salaried executive, administrative, professional, or contracted 
position. These employees are exempt from both the minimum wage and overtime provisions 
of Fair Labor Standards Act. 

Å Nonexempt Employee - any salaried or hourly employee who is not exempt from the minimum 
wage or overtime provisions of Fair Labor Standards Act. 

Å Salaried Employee - employee whose wages are computed on an annual basis. 
Å Hourly Employee - employee whose wages are computed on an hourly basis. 

Employees are also classified as one of the following three: 

Å Full-time - any employee who is regularly scheduled to work 40 or more hours per week. Full-
time employees are eligible for all standard Agency benefits. 

Å Part-time - any employee who is scheduled to work less than 20 hours per week. Part-time 
employees are not eligible for standard Agency benefits. 

Å Temporary - any employee scheduled to fill a temporary job assignment that has a 
predetermined beginning and ending date. Temporary employees are not eligible for standard 
Agency benefits. 

IV. 2. HOURS OF WORK 

The Martin de Porres Residential program operates on 24 hours 7 day a week schedule. Work 
schedules are based on the needs of Martin de Porres. An employee is not to deviate from the 
assigned work schedule without permission from their Building Administrator. 

The hours of work at the Martin de Porres Schools are determined by the needs of the students in 
attendance at each facility.   Each staff member has a specific arrival and departure time any day 
students are in attendance. Times are managed by each Building Administrator. 

IV. 3. BREAKS 

Residential Program: Employees working more than four (4) consecutive hours are provided a lunch 
break of a minimum of thirty (30) minutes in our residential program. Lunch periods are 
non-compensated time. Nonexempt employees will be compensated for breaks of less than thirty (30) 
minutes. 

School Programs Local building administrators will determine lunch and break periods in our school 
programs. All staff need to be sensitive to the supervision and care of our students throughout the 
entire school day. Breaks must be on a scheduled or staggered sequence to insure an acceptable 
level of student or resident service at all times. In the school or residential environment breaks for 
meals or snacks are to be taken with those students or residents entrusted to your immediate care 
and supervision. 
In our school and residential environment staff breaks for meals or snacks are to be taken with those 
students or residents entrusted to your immediate care and supervision. 
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IV. 4. RECORDING TIME 

All employees are required to record their hours worked each day, including ñtime inò and ñtime outò. 
In locations where a time clock or other electronic recording system is not available, employees will 
write their time, in ink, on a time card or sheet. The employee and his/her local Building Administrator 
must initial changes to an employeeôs time card. 

Recording or punching another employeeôs time or time card will result in disciplinary action up to and 
including termination. 

IV. 5. OVERTIME 

Employees are expected to work overtime when the need arises. Nonexempt employees will be paid 
time and one-half (1½) for work time that exceeds 40 hours during a scheduled workweek. Exempt 
employees are not eligible for overtime. 

Holidays, sick leave, and vacations are not considered time worked for the calculation of overtime 
pay. 

A small stipend may be offered when an extraordinary situation necessitates additional staff 
assistance for a given emergency situation. 

IV. 6. SALARY AND WAGE INCREASES 

Salary and wage increases are granted on the basis of performance and/or promotion and in 
accordance with any regulatory process that establishes our school or residence rates. Our student 
tuition and residence rates are established on an annual basis by our New York State regulatory and 
managing agencies. All salary or wage increases will be reviewed and approved by the Executive 
Director / Chief Executive Officer. 

IV. 7. PAYROLL 

Per federal and state laws, withholding and social security tax will be withheld from each employeeôs 
pay or wages. If you have any questions regarding deductions from your pay, contact the Agency 
Business Office. 

Payroll checks will not be released to anyone other than the employee without prior written 
authorization to the Agency Business Office or the Human Resource Coordinator in the absence of a 
Business Office representative. This includes the employeeôs family members. 

Pay and compensation should only be discussed with members of management. 

IV. 8. BONUS PLANS 

From time to time, Martin de Porres may institute bonus or incentive plans. Employees will receive 
details of any Bonus Plan or Incentive Plan as they are announced. 
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IV. 9. PERFORMANCE REVIEWS 

Local Building Administrators will be responsible for employee performance reviews (appraisals). 
Performance reviews evaluate an employeeôs job performance, job-related strengths and job related 
weaknesses. The review is used to develop a plan for improvement, if needed. Performance reviews 
are also used to determine changes in job status and/or salary level. 

The annual performance review (appraisal) shall be conducted with each employee on his or her anni-
versary date. During these reviews the employee and the local Building Administrator will outline the 
employeeôs performance strengths and areas requiring improvement. Each review will establish: 

Å Results desired by management; 
Å Action management will take to help the employee obtain these results; 
Å Actions the employee will take to improve deficient areas; 
Å A completion date for correcting those deficiencies. 

The performance appraisal will be reviewed and approved by the local Building Administrator. 
Appropriate salary increases (if any) will be granted once reviewed by the Executive Director / Chief 
Executive Officer in accordance with any annual regulatory rate restraints. The written performance 
review will be retained in the employeeôs personnel file. 

New employees will have their initial performance review completed during the first six month of 
employment.   Their assigned Lasallian mentor will also be involved in this initial evaluation. 
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V. BENEFITS 

V. 1. THE BENEFITS PROGRAM 

Complete information regarding the benefit plans may be obtained from the Human Resource 
Coordinator and is managed by the Agency Business office. Martin de Porres reserves the right to 
amend or terminate any of these voluntary programs at any time. 

In the event of discrepancies between the information contained in this handbook and the official plan 
document and/or master insurance contracts, the latter will govern in all cases. 

V. 2. BENEFITS ELIGIBILITY 

Full-time employees (scheduled 40 or more hours per week) are eligible for standard Agency benefits 
after 30 days of continuous employment. Benefits will be initiated on the 1st or 16th of each calendar 
month after the 30 days of continuous employment has been reached and in accordance with the start 
of each new employees hiring date. Part-time employees are not entitled to participate in Martin de 
Porres benefits programs. 

V. 3. INSURANCE 

Martin de Porres provides individual health and dental coverage to all eligible employees. These 
benefits are contingent on completing 30 days of continuous service. 

For complete information regarding Martin de Porres insurance benefit plans, consult your Human 
Resource Coordinator or Agency Business Office. 

The Christian Brothers Employee Benefit Trust manages the insurance programs for our Agency. 
Please refer to your Employee Benefit Manual for specific information. 

V.   4. INSURANCE CONTINUATION 

Provisions under federal law (COBRA) allow employees and covered family members to temporarily 
extend health insurance coverage at group rates in certain instances where coverage under the plan 
would otherwise end. 

The Human Resource Coordinator will provide you with details concerning your rights and 
responsibilities under COBRA at the time of your exit interview at the end of your employment with our 
Agency. 

V. 5. PERSONAL / SICK TIME 

Residential staff are permitted 40 hours of sick time per work year. 

School staff are permitted 12 days of personal / sick time per work year. 
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Lateness accumulating up to 7 hours will be considered a full day of absence and charged against the 
number of days permitted over a work year. 

Special incentives may be provided to our residential and school staff who do not use their allotted 
personal / sick time at the conclusion of a particular work year. 

V. 6. HOLIDAYS / VACATION PERIOD (RESIDENTIAL PROGRAM) 

First year, full time employees on contract will be allotted 56 hours annually for holidays and 64 hours 

for sick/ personal time .After six consecutive months of employment, first year staff will be allotted an 

additional 40 hours vacation time. Vacation time must be requested at least two weeks in advance and 

be approved by the building administrator. 

Each work year thereafter, the following schedule will apply: 

Year Time  Allowed in Hours 

1 160 (120 + 40 after 6 months) 

2 216 

3 232 

4 248 

5 264 

6 280 

7 296 

8 312 

9 328 

10-14 336 

15-24 376 

25+ 416 

 

The school year begins in July and ends in June. Time is pro-rated for staff that work less than the full 

school year. Time dose not accrue into the next year. Financial compensation may be given for time 

not taken. 

V. 7   VACATIONS (SCHOOL PROGRAMS) 

Each school publishes a school calendar covering the September ï June school year and then one 
for the summer school session running over July ï August. Vacation periods are identified in each 
school calendar and it is anticipated that school staff will not take vacation time outside the normal 
Identified vacation periods. In special situations school staff are instructed to confer with their local 
building administrator if their personal needs or family situations require time away from work outside 
the normally scheduled vacation periods. Time used during the regular work year will be taken as 
personal time and credited against the 12 days permitted without financial review. 

Vacation time does not accrue. Vacation time is considered a benefit, not compensation. Upon 
termination, Martin de Porres, at its sole discretion, will determine if any earned vacation for a given 
work year will be paid when an employee leaves our employment before the work year is completed. 

V. 8. BEREAVEMENT LEAVE 

In the unfortunate event of a death in the immediate family, an employee may be given up to thirty-six 
hours of paid leave. Appropriate written documentation must be provided to Martin de Porres 
supporting any bereavement leave. This period of time is outside the personal allocation permitted 



each work year of 12 days for our school programs. Immediate family members include your spouse, 
child, parents, brothers, sisters, grandparents, grandchildren, and corresponding in-law relationships. 
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V. 9. SOCIAL SECURITY 

The Social Security Administration and Martin de Porres require your current name and correct social 
security number. If you have a name change or notice an incorrect social security number, you are 
required to notify both parties before the next scheduled payroll date. 

V. 10. PRE-TAX DEDUCTIONS 

Martin de Porres may establish a salary reduction program so that a dependentôs health insurance 
contributions are made on a pre-tax basis. This means that an employeeôs contribution to insurance 
premiums will not be included as taxable income for withholding purposes (Social Security, FICA, 
etc.). Once instituted, certain optional medical and disability insurance premiums may also be eligible. 
Consult the Business Office for updates. 

V. 11. MILITARY LEAVE 

Members of the U.S. Military Service will be granted time off (unpaid) for the performance of their 
service duties, including initial training, active duty, inactive duty training and full-time National Guard 
duty. 

Reserve Military Duty ï employees with military reserve obligations, ask your Human Resource 
Coordinator about Agency pay benefits, if any, provided during your participation. 

Failure to report back to work immediately after reserve duty or your military discharge will be 
regarded as a voluntary resignation. 

V. 12. MEDICAL LEAVE OF ABSENCE 

Eligible full time employees may be granted a medical leave of absence if temporarily disabled due to 
illness or injury. An unpaid medical leave of absence can be granted for up to twelve (12) weeks. 
Proper written documentation by a physician will be required. Documentation must include the date on 
which the disability began, the reason the employee is not able to perform his or her duties, and the 
estimated date the employee will return to work. A Request for Leave of Absence form must be 
completed and then approved by the local Building Administrator before being submitted to the 
Business Office. 

Seniority for benefit eligibility purposes will not accrue during a medical leave of absence. 

Group benefit coverage provided by Martin de Porres will be continued for up to three months of the 
disability. Employees will be required to continue their contributions for group medical and optional 
benefits through direct payment to the payroll department. 

A written (unrestricted) release from the employeeôs physician must be presented to the local Building 
Administrator prior to returning to work. The local Building Administrator will then forward this 
documentation to the Human Resources Coordinator and the Agency Business office. 
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V. 13. FAMILY LEAVE OF ABSENCE 

Up to 12 weeks of unpaid leave, Family Leave of Absence (Federal entitlement) may be granted in 
any 12-month period. Family Leave of Absence may be granted for one or more of the following: 

Å Birth of a child; 
Å Placement of a child in the employeeôs home for adoption or foster care; 
Å Caring for a spouse, child or parent with a serious health condition. 

Maternity leave is included in this policy. Extended maternity leave that is not medically required will 
be considered personal leaves of absence. Personal leave will be granted at the sole discretion of the 
Executive Director in consultation with the local building administrator. 

Employees requiring Family or Medical Leave of Absence should consult their Human Resource 
Coordinator for further details. 

Employees on Family Leave of Absence are required to contact Martin de Porres within three working 
days of Leave expiration. 

Martin de Porres cannot guarantee placement within the same position or availability of a position at 
the conclusion of a personal, family, or medical leave of absence. Every effort will be made to 
reinstate an employee into the position that he/she held prior to the leave. If the same position is not 
available upon their return, Martin de Porres, at its sole discretion, may offer the employee another 
available position. 

Employees who elect not to accept an alternative position after return from a leave of absence will be 
terminated. However, they will be eligible for rehire if their original position becomes available at a 
later date. 

Engaging in gainful employment during a leave of absence will be considered a voluntary resignation. 

V. 14. WORKERSô COMPENSATION 

Staff Please Note: Regarding workerôs compensation and injuries on the job: 

 
All job related injuries and accidents, regardless of severity or lack thereof, must be 
immediately reported to your local Building Administrator.  You must complete an accident 
report and submit it to the Human Resources Dept.  If you are unable to complete the report, 
your supervisor or any co-worker can do it for you. This information must be submitted within 
5 days of your accident.  If you fail to do this and you need medical treatment at a later date, 
due to this injury, your bill may not be covered by insurance and you will have to pay out of 
pocket. 

V.   15. JURY DUTY 
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Martin de Porres will grant an employee time off for mandatory jury duty and if chosen for an active 
trial will be paid for the duration of their jury service. Appropriate written documentation will be 
required by Martin de Porres supporting any absence due to jury duty. Employees will also be granted 
time off when required to appear as a result of a court order or subpoena. The employee must provide 
a copy of the court order, subpoena, or jury summons to their local Building Administrator with a copy 
provided to the Business Office for inclusion in your personnel employment file. 

Hourly employees will receive eight (8) hours pay per approved day of jury duty for a total of up to 10 
days. 

Martin de Porres will not compensate an employee that is a party to any civil or criminal litigation. 

V. 16. UNEMPLOYMENT COMPENSATION 

Employees are eligible for unemployment compensation as specified by the state unemployment 
compensation laws. Martin de Porres pays the entire cost of unemployment compensation coverage. 

V. 17. TRAVEL EXPENSES 

All pre-approved Agency travel expenses are reimbursable. Martin de Porres will only reimburse 
reasonable expenses incurred while traveling on Agency business. Martin de Porres reserves the 
right to pay for travel expenses on a per diem basis. 

V. 18. REIMBURSABLE EXPENSES 

Expense reports will be used to reimburse employees for their out-of-pocket expenses on Martin de 
Porresô behalf. Expense reports must include all receipts from lodging, airfare, meals and other 
transactions. 

VI. SEPARATION 
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VI. 1. GENERAL 

Employment with Martin de Porres is on an at-will basis. Employees are free to terminate their 
employment at any time, with or without cause. In addition, Martin de Porres may terminate the 
employment relationship at any time, with or without cause. 

VI. 2. JOB ABANDONMENT 

Two consecutive days of absence without properly notifying Martin de Porres will be considered a 
voluntarily resignation (abandonment). The effective date of termination will be the last day the 
employee reported to work. In the event an employee abandons their job, they will not be entitled to 
any accrued vacation pay. 

VI. 3. VOLUNTARY RESIGNATION 

Employees are required to provide a minimum of two weeks written notice prior to the effective date of 
their resignation. Martin de Porres may permit an employee to continue employment during the 
two-week notice period or accept their resignation immediately. In the event Martin de Porres chooses 
to accept the resignation immediately, the employee may be paid for the remaining portion of the 
two-week notice period at the discretion of the employer and if the employee is in good standing with 
the agency. 

VI. 4.   PERFORMANCE-BASED RELEASE 

A performance-based release is a separation initiated by Martin de Porres for unacceptable job 
performance. 

VI. 5.   ACTS OF MISCONDUCT 

A termination for misconduct is a termination initiated by Martin de Porres for unacceptable conduct or 

behavior. 

VI. 6. OTHER FORMS OF SEPARATION 

An individualôs employment with Martin de Porres may also be terminated for, but not limited to, any of 
the following reasons: 

Å Reduction in Martin de Porresô workforce; 
Å Elimination of the employeeôs position; 
Å Retirement; 
Å When deemed appropriate for reasons other than job abandonment; 
Å Performance based release; 
Å Act of misconduct 
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VI. 7. TERMINATION PROCEDURES 

On or before the last day of work, or at Martin de Porresô request, employees are required to return all 
agency equipment, keys, memoranda, notes, records, drawings, manuals, computer files, and/or 
other documents, including all copies of such items, which in any way relate to the business or affairs 
of Martin de Porres or any of its employees, students, residents, consultants, or agents. This includes 
other Agency property such as corporate credit cards, etc. 

Any employee leaving Martin de Porres, regardless of separation reason or method, will generally be 
given the option of an exit interview with the Human Resource Coordinator. During this exit interview 
the employee will be given the opportunity to ask questions and/or make comments regarding their 
job. Additionally, other issues, including the following, may be discussed: 

Å Reason for termination; 
Å Status of insurance and other benefits; 
Å Final pay; 
Å Return of keys and other Agency property; 
Å Correct forwarding address. 

An employee who leaves employment before the end of a full year of service during any year worked 
will have any benefits potentially owed pro-rated covering only time worked. 

Resigning employees will receive their final pay on the next regularly scheduled payday. Employees 
terminated by Martin de Porres will be paid within six calendar days from the date of termination. 
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VII. APPENDIX 

A. PERFORMANCE EVALUATION 

SAMPLE PERFORMANCE EVALUATION 

Employee Name: ____________________________________  

Position/Title: _______________________________________  

Coordinatorôs Name:  __________________________________  

Using the following scale: Excellent - 5    Very Good - 4    Satisfactory - 3     Improvement 

Needed - 2       Unsatisfactory - 1 

Assign a score, 1 to 5, for each of the following attributes (if an attribute does not apply to the 
employees job and/or duties, enter N/A): 
 

Attribute N/A 1 2 3 4 5 

       

1.   Quantity of Work       

2.   Quality of Work       

3.   Job Knowledge       

4.   Initiative       

5.   Judgment / Prioritization       

6.   Acceptance of Responsibility       

7.   Adaptability       

8.   Dependability       

9.   Attendance / Punctuality       

10. Cooperation       

11. Adherence to Agency Policy       

12. Student / Resident Service       

13. Safety       

14. Work Environment       
 

Coordinatory/Managerial Attributes N/A 1 2 3 4 5 

       

1.   Leadership       

2.   Decision Making / Judgment       

3.   Planning       

4.   Time Management       

5.   Problem Solving       

6.   Staff Development       

7.   Employee Performance Appraisals       

8.   Cost Efficiency       

9.   Workplace Relationships       
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OVERALL RATING: 

Total Number of Attributes Rated (do not include any attribute deemed N/A) =  ___________  
Total Rating Points (sum of all ratings, 1-5, assigned for each attribute rated) =  ____________  

Overall Rating: 
 ____  Total Rating Points  __  

Total Number of Attributes Rated 

   

Check appropriate box below. 

] 4.1 ï 5.0 Excellent 
] 3.1 ï 4.0 Very Good 

] 2.1 ï 3.0 Satisfactory 

] 1.1 ï 2.0 Improvement Needed 

]   0 ï 1.0 Unsatisfactory / Unacceptable Performance 

Employeeôs Comments: (reserved for employee. If no comment, check and initial below) 

[    ] I have been given the opportunity to have my comments included as a part of this 
Performance 
Appraisal and have chosen not to do so.  ______  (Initial) 

 __________________________________________________________________________  

 __________________________________________________________________________  

 __________________________________________________________________________  

 __________________________________________________________________________  

 __________________________________________________________________________  

 __________________________________________________________________________  

Employee: Your signature certifies that you have had the opportunity to read and discuss this 
Appraisal with your Building Administrator. Your signature does not imply that you agree or disagree 
with this Appraisal. 

Employee Signature:  _____________________________________  Date:  ________  

Appraisal Completed by (Building Adm.):  ______________________  Date:  _________  

Approved by Ex. Dôtor / CEO designee:  _______________________  Date:  _________  
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Employee Handbook 

Acknowledgement of Receipt and Understanding 

I hereby certify that I have read and fully understand the contents of the Employee Handbook. 
Furthermore, I have been given the opportunity to discuss any information contained therein or any 
concerns that I may have. I certify that my employment and continued employment is based in part 
upon my willingness to abide by and follow Martin de Porres policies, rules, regulations and 
procedures. My signature below certifies my knowledge, acceptance and adherence to Martin de 
Porres policies, rules, regulations and procedures and that Martin de Porres offer of employment was 
based on my promise to abide by and follow said policies, rules, regulations and procedures. 

I further certify that my application and subsequent acceptance of employment is true and bona fide, 
and I am honestly interested in working in the position(s) for which I have been employed. 
Furthermore, I certify that I have sought and obtained employment with this agency solely to provide 
me with the benefits of a job and for no other purpose. 

I acknowledge that Martin de Porres reserves the right to modify or amend its policies at any time, 
without prior notice. These policies do not create any promises or contractual obligations between this 
Agency and its employees. At this Agency, my employment is at will. This means I am free to 
terminate my employment at any time, for any reason, with or without cause, and this Agency retains 
the same rights. I further understand and agree that the Executive Director of this Agency is the only 
person who may make an exception to this, including the at-will status of my employment, and it must 
be in writing and duly executed by the Executive Director / Chief Executive Officer of this Agency. 

If applicable to my employment, I have read and understood the notice regarding polygraph tests and 
my rights under this state's law. 

AUTHORIZATION TO RELEASE INFORMATION: I authorize the references and/or employers listed 
on my employment application, or any other documents I have provided to this Agency, to give Martin 
de Porres any and all information concerning my previous employment and pertinent information they 
may have, personal or otherwise, and release all parties from all liability for any damage that may 
result from furnishing such information to this Agency. I agree and understand that this Agency and its 
agents may investigate or seek information concerning my background and/or previous employment, 
whether of record or not. I further agree and understand that if employed, Martin de Porres may at any 
time seek any information from whatever source, which in its discretion, it deems relevant to my 
employment. I also understand that any investigation or information sought regarding my previous 
employment or consumer records may not be completed or in possession of this Agency and thus my 
continued employment may be affected by such information once received. I hereby acknowledge, 
confirm, convey, agree and grant this Agencyôs right to act on any additional information received 
including, at Martin de Porresô sole discretion, termination of my employment. 

NO DRUG USE POLICY: This Agency does not hire persons who use illegal drugs. All persons 
seeking employment or employed with this Agency may be required to take and pass a screen for 
illegal drugs, and may be subject to periodic tests for illegal drugs. I hereby voluntarily consent to 
provide a urine specimen (or blood specimen as required for alcohol testing only) at a collection 
facility designated by this Agency, and further consent to have the specimen tested at a laboratory 
selected by this Agency. 

I hereby certify that I: 
(Check one) do  ______  or do not  _____  use illegal drugs. 

Signature  ____________________________________         Date 
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NEW YORK STATE CODE OF 

ETHICS FOR EDUCATORS  

The Code of Ethics is a public statement by educators that sets clear expectations and principles to 
guide practice and inspire professional excellence. Educators believe a commonly held set of 
principles can assist in the individual exercise of professional judgment. This Code speaks to the core 
values of the profession. 

Principle 1: Educators nurture the intellect, physical, emotional, social and civic potential 
of each student. 

Educators promote growth in all students through the integration of intellectual, physical, emotional, 
social and civic learning. They respect the inherent dignity and worth of each individual. Educators 
help students value their own identify, learn more about their cultural heritage, and practice social and 
civic responsibilities. They help students to reflect on their own learning and connect it to their life 
experiences. They engage students in activities that encourage diverse approaches and solutions to 
issues, while providing a range of ways for students to demonstrate their abilities and learning. They 
foster the development of students who can analyze, synthesize and evaluate and communicate 
information effectively. 

Principle 2: Educators create, support and maintain challenging learning 
environments for all. 

Educators apply their professional knowledge to promote student learning. They know the curriculum 
and utilize a range of strategies and assessments to address differences. Educators develop and 
implement programs based upon a strong understanding of human development and learning theory. 
They support a challenging learning environment. They advocate for necessary resources to teacher 
to higher levels of learning. They establish and maintain clear standards of behavior and civility. 
Educators are role models, displaying the habits of mind and work necessary to develop and apply 
knowledge while simultaneously displaying a curiosity and enthusiasm to become active, inquisitive, 
and discerning individuals who reflect upon and monitor their own learning. 

Principle 3: Educators commit to their own learning in order to develop their practice. 

Educators recognize that professional knowledge and development are the foundations of their 
practice. They know their subject matter, and they understand how students learn. Educators respect 
the reciprocal nature of learning between educators and students. They engage in a variety of 
individual and collaborative learning experiences essential to develop professionally and to promote 
student learning. They draw on and contribute to various forms of educational research to improve 
their own practice. 
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Principle 4: Educators collaborate with colleagues and other professionals in the interest of 

student learning. 

Educators encourage and support their colleagues to build and maintain high standards. They 
participate in decisions regarding curriculum, instruction and assessment designs, and they share 
responsibility for the governance of schools. They cooperate with community agencies in using 
resources and building comprehensive services in support of students. Educators respect fellow 
professionals and believe that all have the right to teach and learn in a professional and supportive 
environment. They participate in the preparation and induction of new educators and in professional 
development for all staff. 

Principle 5: Educators collaborate with parents and community, building trust and respecting 
confidentiality. 

Educators partner with parents and other members of the community to enhance school programs 
and to promote student learning. They also recognize how cultural and linguistic heritage, gender, 
family and community shape experience and learning. Educators respect the private nature of the 
special knowledge they have about students and their families and use that knowledge only in the 
studentôs best interests.   They advocate for fair opportunity for all children. 

Principle 6: Educators advance the intellectual and ethical foundation of the learning 
community. 

Educators recognize the obligations of the trust placed in them. They share the responsibility for 
understanding what is known, pursuing further knowledge, contributing to the generation of 
knowledge, and translating knowledge into comprehensible forms. They help students understand 
that knowledge is often complex and sometimes paradoxical. Educators are confidants, mentors and 
advocates for their studentsô growth and development. As models for youth and the public, they 
embody intellectual honesty, diplomacy, tact and fairness. 
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CODE OF ETHICS OF THE NATIONAL 

ASSOCIATION OF SOCIAL WORKERS  

Preamble: The primary mission of the social work profession is to enhance human well-being and 
help meet the basic human needs of all people, with particular attention to the needs and 
empowerment of people who are vulnerable, oppressed, and living in poverty. A historic and defining 
feature of social work is the professionôs focus on individual well-being in a social context and the 
well-being of society. Fundamental to social work is attention to the environmental forces that create, 
contribute to, and address problems in living. 

Social workers promote social justice and social change with and on behalf of clients. ñClientsò is 
used inclusively to refer to individuals, families, groups, organizations, and communities. Social 
workers are sensitive to cultural and ethnic diversity and strive to end discrimination, oppression, 
poverty, and other forms of social injustice. These activities may be in the form of direct practice, 
community organizing, supervision, consultation, administration, advocacy, social and political action, 
policy development and implementation, education, and research and evaluation. Social workers 
seek to enhance the capacity of people to address their own needs. Social workers also seek to 
promote the responsiveness of organizations, communities, and other social institutions to individualsô 
needs and social problems. 

The mission of the social work profession is rooted in a set of core values. These core values, 
embraced by social workers throughout the professionôs history, are the foundation of social workôs 
unique purpose and perspective:   service, social justice, dignity and worth of the person, important of 
human relationships, integrity. 

The constellation of core values reflects what is unique to the social work profession. Core values, 
and the principles that flow from them, must be balanced within the context and complexity of human 
experience. 

Ethical Principles: 

The following broad ethical principles are based on social workôs core values. These principles set 
forth ideals to which all social workers should aspire. 

Value: SERVICE 

Ethical Principle: Social workersô primary goal is to help people in need and to 
address social problems. 

Social workers elevate service to others above self-interest. Social workers draw on their knowledge, 
values, and skills to help people in need and to address social problems.    Social workers are 
encouraged to volunteer some portion of their professional skills with no expectation of significant 
financial return (pro bono service). 
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Value: DIGNITY AND WORTH OF THE PERSON 

Ethical Principle: Social workers respect the inherent dignity and worth of the person. 

Social workers treat each person in a caring and respectful fashion, mindful of individual differences 
and cultural and ethic diversity. Social workers promote clientsô socially responsible 
self-determination. Social workers seek to enhance clientsô capacity and opportunity to change and to 
address their own needs. Social workers are cognizant of their dual responsibility to clients and to the 
broader society. They seek to resolve conflicts between clientsô interests and the broader societyôs 
interests in a socially responsible manner consistent with the values, ethical principles, and ethical 
standards of the profession. 

Value: IMPORTANT OF HUMAN RELATIONSHIPS 

Ethical Principle: Social workers recognize the central importance of human relationships. 

Social workers understand that relationships between and among people are an important vehicle for 
change. Social workers engage people as partners in the helping process. Social workers seek to 
strengthen relationships among people in a purposeful effort to promote, restore, maintain, and 
enhance the well-being of individuals, families, social groups, organizations, and communities. 

Value: INTEGRITY 

Ethical Principle: Social workers behave in a trustworthy manner. 

Social workers are continually aware of the professionôs mission, values, ethical principles, and ethical 
standards and practice in a manner consistent with them.   Social workers act honestly and 
responsibly and promote ethical practices on the part of the organizations with which they are 
affiliated. 

Value: COMPETENCE 

Ethical Principle: Social workers practice within their areas of competence and develop and 
enhance their professional expertise. 

Social workers continually strive to increase their professional knowledge and skills and to apply them 
in practice. Social workers should aspire to contribute to the knowledge base of the profession. 

Ethical Standards:   The following ethical standards are relevant to the professional activities of all 
social workers. These standards concern (1) social workersô ethical responsibilities to clients, (2) 
social workersô ethical responsibilities to colleagues, (3) social workersô ethical responsibilities to 
practice settings, (4) social workersô ethical responsibilities as professionals, (5) social workersô ethical 
responsibilities to the social worker profession, and (6) social workersô ethical responsibilities to the 
broader society. 
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MARTIN DE PORRES  

CHILD ABUSE AND NEGLECT  

INTRODUCTION  

The abuse and neglect of children as defined below has become a major social concern of our times. 
As school and residence personnel we have a special obligation to be aware of the signs of abuse 
and neglect, to know our legal obligations to report suspected abuse and neglect, and to guard our 
own work with young people from itself becoming abusive or neglectful. 

This document on Child Abuse and Neglect is part of our agency Policy and Procedures Manual that 
we read, understand and attest to by signing as a condition of employment at Martin de Porres. When 
we sign our acceptance of the agency Policy and Procedure Manual we thus state that we are also 
familiar with this document and will abide by these policies and procedures to insure the physical 
safety of all. 

DEFINITIONS  

Abused child, according to the Family Court Act, means a child less than eighteen years of age whose 
parent or other person legally responsible for this child's care: 

- inflicts or allows to be inflicted upon such child physical injury or by other than 
accidental means which causes or creates a substantial risk of death, or serious or 
protracted disfigurement, or protracted impairment of physical or emotional health or 
protracted loss or impairment of the functions of any bodily organ, or 

- creates or allows to be created a substantial risk of physical injury to such a child by 
other than accidental means which would be likely to cause death or serious or 
protracted disfigurement, or protracted impairment of physical or emotional health or 
protracted loss or impairment of the functions of any bodily organ, or 

- commits, or allows to be committed a sex offense against such child, as defined in the 
penal law. 

Maltreated child means a child under eighteen years of age who: 

- is defined as a neglected child by the Family Court Act, 

- has had serious physical injury inflicted upon him/her by other than accidental means. 
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Neglected child, according to the Family Court Act, means a child less than eighteen years of age: 

- whose physical, mental or emotional condition has been impaired or is in imminent 
danger of being impaired as a result of the failure of the parent or other person legally 
responsible to exercise a minimum degree of care: 

- in supplying the child with adequate food, clothing, shelter, or education in 
accordance with the provisions of Part One of Article 65 of the Education Law, or 
medical, dental, optometric or surgical care, although financially able to do so or 
offered financial or other means to do so: or 

- in providing the child with proper supervision or guardianship, by unreasonably 
inflicting or allowing to be inflicted harm, or a substantial risk thereof, including the 
infliction of excessive corporal punishment; or by misusing a drug or drugs; or by 
misusing alcoholic beverages to the extent that the child loses control of his/her 
actions; or by any other acts of a similarly serious nature requiring the aid of the 
court, or 

- who has been abandoned by the parent(s) or other person legally responsible for care. 

Person legally responsible, pursuant to the Family Court Act, includes the child's parent, custodian, 
guardian, or any other person responsible for the child's care at the relevant time. 

Custodian may also include the custodian at a residential facility for children or any person continually 
or at regular intervals found in the same household as the child when the conduct of such person 
causes or contributes to the abuse or neglect of the child. 

Impairment of emotional health and impairment of mental or emotional condition, pursuant to the 
Family Court Act, includes a state of substantially diminished psychological or intellectual functioning 
in relation to, but not limited to, such factors as failure to thrive, control of aggressive or 
self-destructive impulses, ability to think and reason, or acting out or misbehavior, including 
incorrigibility, un-governability or habitual truancy, provided that impairment must be clearly 
attributable to the unwillingness or inability of the parent, guardian, or custodian to exercise a 
minimum degree of care for the child. 

CORPORAL PUNISHMENT POLICY 

Martin de Porres follows the policy of the New York City, Department of Education regarding corporal 
punishment: 

"No corporal punishment shall be inflicted in any of the public schools, nor 
punishment of any kind tending to cause excessive fear or mental distress" 

Corporal punishment is contrary to the policy of Martin de Porres and cannot be used even if parental 
permission is given. Our agency believes that corporal punishment is ultimately counterproductive. 
New York State has recognized that the use of some physical force may be recognized as legitimate: 
to protect oneself from physical harm, to protect another pupil or teacher or any other person from 
physical injury, to protect the property of the school or others, to restrain or remove a pupil whose 
behavior is interfering with the orderly exercise and performance of school functions, if that pupil has 
refused to comply with a request to refrain from disruptive acts. 

However, since Martin de Porres goes to great lengths to provide an environment and personnel to 
assist in crisis intervention, counseling, and classroom behavioral management, staff are expected to 
use these resources in times of difficulty, rather than employ physical force which would be a last 
resource and under very extreme, life threatening circumstances. 
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THE OCCURRENCE OF SUSPECTED INCIDENTS OF 

CHILD ABUSE AND NEGLECT 

1. Acts of physical or sexual assault or molestation are covered by law, and any staff member 
engaged in such activity cannot continue as an agency employee. Indeed, the issue becomes a 
matter of criminal court proceedings.   Agency lawyers and insurers represent the agency in any 
liability proceeding. Administration and agency staff become liable to the degree that their negligence 
permitted the situation to arise. Individuals may be liable for damages in addition to what the agencies 
insurance may provide. In any court proceeding a staff member will need to retain personal legal 
counsel and representation. 

2. A staff member who in his/her attempts to manage the behavior of a student, resident or group 
of students or residents physically strikes a child, pushes, grabs, holds a child in such a way as to 
cause injury, or throws an object at a child, is in a potentially abusive situation: 
 

- verbal behavior (personal attacks on a child or family, name-calling, cursing, 
threatening language, etc.) at all times, and especially when excessive constitutes a 
potentially abusive situation; 

- failure to monitor and supervise students or residents as required in the school building 
or residence and during school or residence activities is a potentially neglectful 
situation; 

- failure to prepare and deliver satisfactory instructional lessons or treatment plans can 
constitute educational and therapeutic neglect. 

3. If these situations do arise the following procedures occur: 

- immediate verbal report is made to your local building administrator 
- the immediate building administrator will make an immediate determination on the 

severity of the situation; 
- if the situation is judged severe, the staff member will be separated from the school or 

residence for a length of time needed for the building administration, in consultation 
with the agency Executive Director or designee to further assess the situation; 

- if the situation is judged immediately under control, the local building administrator will 
ask the staff member involved to fill out an "Incident Report" on the appropriate incident 
form; 

- agency administration will use the written incident report and a conference with the 
staff member, other staff members, parents, and students or resident as is deemed 
appropriate to the situation; 

- if the incident is judged to be of a potentially abusive or neglectful situation as defined 
by law, agency administration will follow procedures as established by law and the 
school's contract with the New York City, Department of Education or OCFS for our 
residence; 

- patterns of using inappropriate behavioral management strategies by a staff member 
will result in any or all of the following: 

 

- in-service training in classroom or residence management techniques; 
- additional time for staff member's consultation with related services staff; 
- official reprimands for inclusion in staff member's personnel file; 
- suspension from work assignment without pay; 
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- reversion to probationary employment status; 
- dismissal from employment at Martin de Porres 

4.        The procedures above rarely need to be invoked. Since our agency is by definition geared 
to treat children and adolescents with severe patterns of behavioral disorder, the agencies 
various instructional and living environments are designed to provide resources to prevent 
situations of potential abuse or neglect from arising. The key elements of this preventative 
approach are: 

- providing a clean, safe, well maintained physical environment that conveys 

caring, structure, warmth, and personal space for staff and students; 
- providing a curriculum and set of learning activities that: 

 

- meet students or resident at their instructional level; 
- balance routine and variety; 
- provide individualized time and instruction; 
- are relevant to student or residentôs real-life needs; 

providing a staff that is balanced in male / female and various cultural / 
ethnic representation; 
provide consistency in staffing patterns and staff members from year to year; 
provide new staff with mentoring support and identity with the agency, school or 

residence as a whole; 
identify well functioning students and residents as peer models of the kinds of 
behavior expected from all students and residents; 
using a "reality therapy" model to understand the dynamics of student or 
resident needs and behaviors (i.e. the need to love and be loved, to view 

oneself as competent as the root of personal growth) with responsibility rather 
than punishment as the focus; 
using problem solving techniques to manage school-wide and classroom 

management issues as well as any management needs in our residence; 
avoiding setting up rigid codes of conduct that are applied unilaterally for both 

staff or student or resident behaviors; 
providing for the maintenance of an emotionally fit staff with: 

- daily time for preparation 

- extra time for special clerical projects 

- socialization time and agency wide team building activities 
- staff meetings and in-service sessions 
- information sharing on school and residence matters 
- making clear attempts to reach parity with public sector salaries 

having administrative staff visible and available to deal with students, residents 

and staff; 
decentralizing responsibility throughout the agency to allow for a range of 
people and approaches to deal with behavioral management difficulties; 
scanning students and residents both individually and as a group at the 

beginning of the day to identify potential difficulties; 
having staff available to intervene in crisis situations with students or residents 

as they arise; 
regular and ongoing assessment of how each student's behavior and 

performance is related to his / her out of school life. 
regular and ongoing assessment of how each residentôs behavior and 

performance is related to his living environment. 
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5.        Clinical and Related Services staff have a special responsibility to staff, students and 
residents to assist in foreseeing and intervening in situations where stress, lack of ability or 
misinformation can lead to a potentially abusive situation. Types of intervention that can be 
provided are: 

- physical presence in places and at times where group management difficulties 
are likely to arise; 

- becoming a familiar and friendly face to staff and students; 
- making oneself easily accessible to staff, students and residents; projecting 

oneself as a "good listener" or one who can provide space for quick emotional 
release (can be one minute chat at a classroom door, a comment passing in the 
corridor, talking during an evening activity in the residence); 

- displaying "with-it-ness" with staff, i.e. an appreciation for their classroom 
experiences, residence experiences with the suggestion of strategies that are 
realistic; 

- presenting oneself less as an expert than as a co-professional in a consultation 
relationship; 

- meeting with other clinical or related services staff and agency administration to 
keep oneself emotionally fit for the demands of the job; 

- communicating openly with the agency and local building administration. 

THE OCCURRENCE OF SUSPECTED CHILD ABUSE 

OR NEGLECT WITH UNCOOPERATIVE HOME 

SITUATIONS 

1. The school policy regarding youngsters who appear at school with signs of potential abuse or 
neglect as defined by law are clear. We are mandated to report as per the Chancellor's memo (A750 - 
4/25/86). We are mandated to report as per the professional training received in the New York State 
workshop: Child Abuse Identification and Reporting.   All Martin de Porres staff will receive this Child 
Abuse Identification and Reporting Workshop during their first year of employment. 

2. The dilemma we have experienced is that while we are liable personally and as an 
organization to report "potential abuse", the investigative agencies will only act when situations are 
grave ï severe physical injury has occurred, or there is no caretaker home at the time an investigator 
makes a visit. In cases where we have actively advocated that legal pressure be put on a family or 
that a youngster be removed from the home, we have actually been in an adversarial relationship with 
ACS. 

3. Our policy in these cases is to act as active advocates for our students and residents and 
aggressively push to have proper services provided. 

4. We also find that reporting in the case of an uncooperative parent can sometimes foster the 
beginning of a more positive communication process on behalf the youngster involved. 

5. The procedure the school follows is that before a report is made the local buildingôs 
administrative staff is consulted. An assessment is made by the local building administrator with 
appropriate staff input, and a course of action decided upon. Any staff member maintains the right 
and duty to report independently, if he or she does not concur with the local building administrator's 
decision. 
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THE OCCURRENCE OF SUSPECTED CHILD 

ABUSE OR NEGLECT WITH COOPERATIVE HOME 

SITUATIONS 

1. When some signs of potential abuse and neglect appear and a parent is contacted, there are 
incidents where the parent may admit to difficulties and actively seek services from our school 
and residence. Our policy in such cases has been: 

- to inform the local building administration of the situation; 
- to have the local building administration, in consultation with appropriate staff, 

including the school or agency nurse, report immediately if very clear and 
obvious signs of potential abuse and neglect are observed; 

- where insufficient signs are noted but some concern is present, the parents 
should be informed objectively of the school or residence staff member's legal 
responsibility and liability if an abusive or neglectful situation as determined by 
law is observed; 

- develop and implement a program with the parent to increase parenting skills 
and dealing better with stress; 

- closely monitor the situation. 

2. Preventative service is the major strategy. The focus of the school or residence work with 
parents in the issue of neglect and abuse is a proactive approach where the following are provided: 

- parent conferences; 
- parent training groups on subjects relative to dealing with stress, 

communication, substance abuse, the abusive family syndrome, etc. 
- family or individual parent counseling in school or residence or with an 

appropriate community agency or private practitioner. 

STAFF RESPONSIBILITY FOR REPORTING 

Staff members who have reasonable cause to suspect that a child is abused, maltreated, or neglected 
shall notify the local building administrator or a designee immediately. Designees at Martin de Porres 
are the agencies social workers, psychologist, guidance counselor, behavioral intervention specialist. 
In consultation with the local building administration or in the case of his/her absence, his/her 
designee, the procedure for reporting potential abuse and neglect is to be followed. This policy does 
not preclude an independent reporting by any staff member as we are all "mandated reporters". 
However, the interests of the child or adolescent are often best met when consultation and clear 
communications lead to a unified effort on the part of the school or residence for the potential 
betterment of the student or resident. 
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