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Dear City Schools Colleagues, 
 
Here at Baltimore City Public Schools (“City Schools”), we work hard day in and day out to ensure we 
provide excellent teaching and learning in our classrooms and for all our students. Each member of the 
City Schools team has important contributions to make towards our goal of creating an entire system 
of great schools. 
 
If you are a new staff member—welcome! We are happy to have you on board, and we look forward to 
your new energy and ideas. And, if you are a longer-term employee—thank you for your continuing 
commitment to our students and for all that you do for our great kids. These are exciting times at City 
Schools, and I thank you for joining us in this important work. 
 
We have updated this employee handbook for the 2025-2026 school year to provide a current guide to 
policies, administrative regulations, and procedures that will help you in that work. Please refer to it 
often, and do not hesitate to contact the Office of Human Capital if you have questions about 
anything included here. We are here to support you, as you support our students across City Schools. 
 
I wish you success in your career with City Schools. Thank you for your dedication to supporting our 
great kids. 
 
Sincerely, 

 
Sonja Brookins Santelises, Ed.D.  
Chief Executive Officer 
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Governance and the Baltimore City Board of School Commissioners 
 
Baltimore City Public Schools (“City Schools”) is governed by the Baltimore City Board of School 
Commissioners (the “Board”), which includes appointed and elected members, as well as a Student 
Commissioner. Biographies of the Commissioners are available at this link. 
 
The Board is responsible for ensuring that City Schools fulfills its mission to provide a quality 
education that focuses on the total development of each child and equips all students with the life skills 
and academic foundation needed to contribute to our changing society. The Board does this by 
focusing on quality instruction, managing systems efficiently, and sustaining a culture of excellence. 
The Board sets and oversees policy for the school system and must approve the budget and all major 
personnel appointments. The City Schools Chief Executive Officer (“CEO”) reports to the Board.  
 
The Board has adopted a set of Strategic Priorities: 

●​ PRIORITY I: City Schools will ensure effective, relevant, and rigorous instruction is designed 
to engage and prepare students to be independent, creative, and compassionate leaders. 

●​ PRIORITY II: City Schools will actively recruit, retain, and support qualified educators, 
administrators, and staff who are prepared to accelerate the personal growth and academic 
excellence of each student. 

●​ PRIORITY III: City Schools will have high-quality, modernized facilities and resources that 
support the success of students, educators, administrators, and staff. 

●​ PRIORITY IV: City Schools will effectively engage all stakeholders which include parents, 
families, and caregivers in their child’s education and community partners who can contribute 
to the student’s success. 

●​ PRIORITY V: City Schools will provide equal access to district services, resources, and 
facilities to ensure the success of students, staff, and the surrounding community. 

●​ PRIORITY VI: City Schools will increase the number of educational programming of all types 
and levels throughout the city, while ensuring that all schools, including charters, guarantee a 
high-quality educational experience. 

●​ PRIORITY VII: City Schools will continuously work toward equity at all levels by 
implementing policies, practices, and procedures that create a welcoming and inclusive 
academic and professional environment.​
 

Consistent with these strategic priorities, City Schools’ Portrait of a Graduate is a shared vision 
between the school system and the community, articulating our aspirations for all students in Baltimore 
City. The plan details how we will provide resources, support, and opportunities to our students, 
putting them in a position to succeed during their time at City Schools and after graduation.  
 
The Board typically meets beginning at 6:00 P.M. on the first and third Tuesday of each month in the 
Dr. Alice G. Pinderhughes Administration Building (200 E. North Ave., Baltimore, MD 21202). Visit 
the City Schools website at this link to view the Board’s meeting schedule. City Schools employees and 
other stakeholders can sign up to provide public comment at Board meetings, using the procedures 
described at this link. 
 

 

https://www.baltimorecityschools.org/board-commissioners
https://www.baltimorecityschools.org/board-school-commissioners
https://www.baltimorecityschools.org/page/portraitgraduate
http://www.baltimorecityschools.org/
https://www.baltimorecityschools.org/board-meetings
https://www.baltimorecityschools.org/public-comment-board-meetings


 

Section 1 
Overview 

 
1.1​ Introduction 
 
City Schools believes in promoting an atmosphere of open communication, cooperation, and 
collaboration among its employees. City Schools strives to provide a work environment conducive to 
our employees’ personal and professional growth. City Schools also aims to allow employees to 
maximize their contribution to the success of our students and advance the school system’s goals. 
Welcome to the City Schools family. 
 
This Handbook is designed to acquaint you with City Schools and provide information about rules 
affecting your employment. This Handbook is intended as a one-document summary and reference 
guide that may be useful to all employees. More detailed information is provided in applicable state and 
federal laws, policies adopted by the Baltimore City Board of School Commissioners (the “Board”), 
administrative regulations issued by the CEO, and other governing protocols, processes, and guidance, 
as well as negotiated agreements with employee organizations. In this Handbook, we refer to all these 
legal requirements collectively as “City Schools rules.” All Board policies and administrative regulations 
are available on the City Schools website. Additional information is also available on City Schools’ 
public and employee websites (see Section 10.2). Specific topics related to employee conduct and 
responsibilities are further reinforced in City Schools’ onboarding, compliance training, and 
professional learning.  
 
The information in this Handbook applies to all employees of City Schools. Adhering to the 
Handbook is a condition of continued employment. However, nothing in the Handbook alters an 
employee’s status or takes precedence over City Schools rules. The content of the Handbook shall not 
constitute or be construed as a promise of employment or as an employment contract between City 
Schools and any of its employees. In addition, the City Schools rules that the Handbook references are 
subject to change, and when they do, those revisions supersede the statements and references in this 
Handbook. Finally, for purposes of this Handbook, school property means all buildings, grounds, and 
land owned, leased, used, or operated by or on behalf of City Schools for school administration or 
operations, including athletic fields, playgrounds, parking lots, walkways, and all areas of school 
buildings and other facilities, as well as  school buildings, grounds, and land utilized by public charter 
and other operator-led schools to conduct educational programming and other school activities, 
regardless of who owns the building or property. School property also includes school buses and other 
vehicles (including vehicles operated by contracted vendors), as well as fixed equipment, utilized for 
school administration and operations. 
 
1.2​ Employee Status Definitions 
 
An employee of City Schools is a person who regularly works for the school system on an hourly or 
salaried basis. Employees include regular full-time, regular part-time, temporary staff members, and 
others who are employed by, and subject to the control and direction of, City Schools in the 
performance of their duties, including those City Schools employees who work in a public charter 
school or other operator-led school. The Office of Human Capital makes the appropriate employee 
status designation for each new or substantially changed position. 
 
Regular full-time employees are those hired to fill a budgeted position of at least 35.415 hours per week, for 
either the full 12-month calendar year or the 10-month school year. All regular full-time employees are 
 

https://www.baltimorecityschools.org/board-school-commissioners
https://www.baltimorecityschools.org/ceo-sonja-santelises
https://www.baltimorecityschools.org/bargaining-units
https://www.baltimorecityschools.org/board-policies


 

eligible for benefits, and 10-month employees continue to receive benefits in the summer when schools 
are not in session. These employees are not entitled to unemployment benefits during this period 
because they have a reasonable assurance of continued employment. 
 
Regular part-time employees are hired to fill a budgeted position of less than 35.415 hours per week. A 
regular part-time employee who is budgeted to work a minimum of 17.708 hours per week is eligible 
for City Schools benefits. 
 
Most regular full-time and part-time employees are affiliated, which means they are assigned to one of 
six collective bargaining units that are represented by employee organizations (labor unions). The 
Board recognizes these employee organizations that have been certified, in accordance with state law, 
as the exclusive representatives and collective bargaining agents for the authorized units of City 
Schools employees. For more information, see the negotiated agreements with these employee 
organizations. 
 
There are also a limited number of employees who are unaffiliated with a collective bargaining unit. 
Under state law, unaffiliated employees include the CEO, any employee designated by the CEO to act 
on the Board’s behalf in a negotiating capacity, and certain other non-licensed, confidential, or 
managerial employees as defined in Maryland Annotated Code, Education § 6-501. 
 
In addition, employees are either exempt from overtime pay requirements under federal and state law, or 
they are nonexempt, meaning that they are paid an hourly wage, assigned a regular shift of no more than 
40 hours per week, and eligible to earn overtime payments. Prior to working any overtime hours, 
nonexempt employees must have approval from their supervisor. The U.S. Department of Labor posts 
information about employees’ rights under the Fair Labor Standards Act at this link.  Employees may 
receive compensatory (“comp”) time in certain circumstances and must receive prior approval from 
their supervisor before doing work that results in the accrual of comp time.  See Section 6.4 for more 
information on comp time. 
 
Temporary employees are unaffiliated and nonexempt. They are hired for a specified period of time, 
usually working no more than 90 days within a 180-day period. A temporary employee is not eligible 
for City Schools benefits, except as required by law. 
 
For more information, see Board Policy GBN (Employment Cycle and Staffing); Administrative 
Regulation GBN-RA (Procedures Guiding the Employment Cycle and Staffing); Board Policy GBM 
(Temporary Employment); and Administrative Regulation GBM-RA (Temporary Employment). 
 
1.3 ​ Employment Process 
 
Career opportunities with City Schools are posted on City Schools’ website. City Schools strives to fill 
available job openings with the best qualified individuals based on skills, experience, and education. 
Promotion of current employees is encouraged, and employees should consider applying for any 
opportunity for which they qualify. 
 
City Schools makes all decisions regarding recruitment, selection, and placement of employees on the 
basis of job-related criteria. We make every effort to place employees in positions in which their 
abilities can best be used to benefit students, and in which there are opportunities for personal and 
professional satisfaction and growth. Please note that the CEO/designee has the authority to assign 
and transfer all employees as the needs of City Schools require, as set forth in state law. 
 

https://www.baltimorecityschools.org/bargaining-units
https://www.baltimorecityschools.org/bargaining-units
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/wh1385State.pdf
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3MT757142
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3RP75F1D9
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3RP75F1D9
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B5ERNX5EE828
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B5ERNX5EE828
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B5ES3U5F4F3C
https://www.baltimorecityschools.org/jobs


 

 
The Office of Human Capital is responsible for establishing and implementing a comprehensive 
program of recruitment, screening, selection, and onboarding to fill City Schools job positions. 
Consistent with state law requirements, applicants for employment with City Schools are required to 
complete a criminal history records check, including fingerprinting, prior to completion of the hiring 
process. In addition, City Schools reserves the right to perform reference checks and review publicly 
available information and social media regarding job candidates as part of the hiring process.  
 
City Schools relies on the accuracy of information that job candidates provide in their employment 
applications and résumés, along with other data they may present during the hiring process and in 
subsequent employment. Any misrepresentations, falsifications, or material omissions in any of this 
information or data may result in exclusion of an individual from further consideration for 
employment or, if the person has been hired, disciplinary action or other consequences, up to and 
including termination of employment. For more information, see Board Policy GBCA 
(Compensation); Board Policy GBN (Employment Cycle and Staffing) and Administrative Regulation 
GBN-RA (Procedures Guiding the Employment Cycle and Staffing). 
 
1.4 ​ Work-Study Participants and Interns 
 
Work-study participants are students currently enrolled in an academic course of study who are hired 
for one academic semester or for the summer. As funding is available, City Schools may employ 
work-study students during the fall, spring, and summer semesters, offering them both meaningful 
work and educational experiences. Work-study students are paid through the Payroll Department for 
hours worked, but they are ineligible for benefits. In addition, City Schools may enter into agreements 
with institutions of higher education for students to serve as interns or externs to fulfill practicum 
requirements for their degrees. As individuals receive academic credit for these programs, they may be 
paid or unpaid depending on the circumstances. Interns are not eligible for benefits. 
 
Work-study participants and interns must undergo a criminal background check, including 
fingerprinting, if they will work on school property, online, or in a non-City Schools facility in 
circumstances where they have direct, unsupervised, and uncontrolled access to children, or if they are 
provided access to City Schools’ student information systems to fulfil their responsibilities. The 
prospective work-study student or intern pays the cost of fingerprinting and the background 
investigation (unless payment is covered by the institution of higher education or other sponsoring 
organization). 
 
1.5 ​ Important Contacts 
 
Below is a limited list of telephone numbers for key employment-related central offices: 

●​ Central Office (main phone line): 443-984-2000 
●​ Human Capital: 410-396-8885 
●​ Payroll: 443-642-3880 
●​ Operations: 410-396-8721 
●​ Information Technology Support Hotline: 443-642-3000  
●​ Fair Practices and Compliance: 410-396-8542 
●​ School Police: 410-396-8588 or 410-396-8589 
●​ Employee Assistance Program: 855-388-4255  
●​ Workers Compensation Claims Manager – Sedgwick: 667-260-5000 

 

https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AZRUKZ6FA000
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AZRUKZ6FA000
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3MT757142
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3RP75F1D9
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3RP75F1D9


 

 
Visit the City Schools website for additional contact details. Section 10.2 of this Handbook describes 
other information sources available to employees. In addition, affiliated employees can consult with the 
building representative for their employee association. 
 

 

 

https://www.baltimorecityschools.org/contact-us


 

Section 2 
Equitable and Fair Treatment  

 
2.1 ​ Equity 
 
City Schools acknowledges the historical, generational, and compounding reality of the systems, 
structures, and practices that have intentionally created and continued to afford advantages to some 
groups while perpetuating racial inequities for others. City Schools recognizes that it must take action 
to remove and actively repair these inequities to ensure positive educational outcomes for children. 
 
In every area of our work, City Schools must move to disrupt and dismantle inequities. City Schools 
will work to aggressively and efficiently eliminate inequitable practices, systems, and structures that 
create advantages for some students and families while disadvantaging others. City Schools will allocate 
resources to replace those inequitable practices, systems, and structures with new ones to ensure that 
we provide racially equitable education and environments to children and families of color. City 
Schools strives to create an educational system that ensures that every student has access to the 
opportunities, resources, and educational rigor they need throughout their educational career to 
maximize academic success and social emotional well-being, and it views each student’s individual 
characteristics as valuable. In addition, City Schools will take proactive steps to identify and redress 
implicit biases and structural and institutional barriers that have too often resulted in identifiable 
groups of individuals being unjustifiably or disproportionately excluded from or underrepresented in 
key sectors of the workforce.  
 
We believe the answers are in Baltimore - within our schools, communities, families, and those we 
choose as partners in this work. As we make this shift, the voices of our students will guide our work 
to ensure their talents, dreams, and potential are fully maximized. For more information, see Board 
Policy ADA (Equity). 
 
2.2​ Equal Educational/Employment Opportunity and Non-Discrimination 
 
City Schools does not discriminate in its employment, programs, and activities based on actual or 
perceived personal characteristics, including race, ethnicity, color, ancestry, national origin, nationality, 
religion, sex, sexual orientation, gender, gender identity, gender expression, marital status, pregnancy or 
parenting status, family structure, ability (cognitive, social/emotional, and physical), veteran status, 
genetic information, age, immigration or citizenship status, socioeconomic status, language, or any 
other legally or constitutionally protected attributes or affiliations. Discrimination undermines our 
community’s long-standing efforts to create, foster, and promote equity and inclusion for all. Some 
examples of discrimination include acts of hate, violence, harassment, bullying, intimidation, or 
retaliation—such as verbal abuse, slurs, threats, physical violence, vandalism, or destruction of 
property—that impede or affect the learning or workplace environment. Discrimination also includes 
racism, sexism, antisemitism, Islamophobia, and other forms of institutional prejudice in all their 
manifestations.  
 
All City Schools employees are legally required to report any alleged discrimination that they observe 
or learn about, whether the discrimination is against a student, another employee, or a third party. All 
employees are responsible for reporting to the Department of Fair Practices and Compliance within 
one business day of observing, learning, or otherwise obtaining notice, information, or knowledge 
about any conduct that reasonably may constitute discrimination, according to the procedures set forth 
in City Schools rules. If employees personally experience discrimination, they may make reports 
 

http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BLQTCN76BED4
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BLQTCN76BED4


 

beyond this deadline, provided that they do so within a reasonable timeframe. All employees must 
cooperate fully with any inquiry or investigation of discrimination. Depending upon the nature of the 
offense, an employee who commits acts of discrimination shall be subject to disciplinary action or 
other consequences, up to and including termination. In addition, any employee who knowingly allows 
or tolerates discrimination or fails to report an incident of discrimination shall be subject to 
disciplinary action. Further, any person who attempts to retaliate, interfere, restrain, coerce, intimidate, 
harass, or discriminate against an employee who files a complaint, or any person who participates in 
the investigative process, will be subject to disciplinary action. 
 
Any employee who has concerns about discrimination in the workplace can contact the Department of 
Fair Practices and Compliance (phone 410-396-8542 or eeo-titleixcompliance@bcps.k12.md.us). For 
more information, including details on processes for reporting complaints of discrimination, see City 
Schools’ Nondiscrimination Statement, which is available on City Schools’ website and at the end of 
this Handbook, and Board Policy ACA (Nondiscrimination – Employees and Third Parties); and 
Administrative Regulation ACA-RA (Reporting Discrimination – Employees and Third Parties).  The 
Department of Fair Practices and Compliance also provides resources on the Fair Practices page of the 
City Schools website. In addition, the U.S. Equal Employment Opportunity Commission posts 
information on employees’ rights under federal antidiscrimination laws at this link. Additional 
information regarding high-quality, courteous, and respectful work environments, customer service, 
and community engagement is set forth in Section 11.1. 
 
2.3 ​ Sex-Based Discrimination, including Sexual Harassment 
 
In addition to the non-discrimination requirements set forth in Section 2.2., City Schools does not 
tolerate sex-based discrimination in any of its workplaces, educational programs, and activities. 
Sex-based discrimination includes discrimination based on employees’ actual or perceived sex, gender, 
sexual orientation, gender identity, gender expression, marital status, and/or pregnancy/parenting 
status. Sex-based discrimination also includes sexual harassment, as well as acts of hate, violence, 
insensitivity, disrespect, or retaliation—such as verbal abuse, bullying including cyberbullying, slurs, 
threats, physical violence, vandalism, or destruction of property—that impede or affect the learning or 
work environment, as well as sexism in all its forms, including sex-based stereotyping, based on 
conformance or nonconformance to stereotypical notions of masculinity or femininity, as well as 
associated traits and characteristics.  
 
As explained in more detail in Section 2.2, all City Schools employees are legally required to report any 
alleged sex-based discrimination. Any employee who has concerns about sex-based discrimination in 
the workplace can contact the Department of Fair Practices and Compliance (phone 410-396-8542 or 
eeo-titleixcompliance@bcps.k12.md.us). The Director of Fair Practices and Compliance will fulfill the 
job duties and responsibilities of the Title IX Coordinator, under federal law. For more information, 
see the resources listed in Section 2.2, as well as Board Policy ACB (Sex-Based Discrimination – 
Employees and Third Parties); and Administrative Regulation ACB-RA (Reporting Incidents of 
Sex-Based Discrimination – Employees and Third Parties).   
 
2.4 ​ Reasonable Accommodations under the Americans with Disabilities Act  
 
If employees qualify as individuals with a disability that substantially limits a major life activity, they 
may be protected under the Americans with Disabilities Act (“ADA”). Employees may file a request for 
reasonable accommodations to fulfill their job. The Department of Fair Practices and Compliance will 
engage in an interactive process with the employee to determine whether there is a reasonable 
 

mailto:eeo-titleixcompliance@bcps.k12.md.us
https://www.baltimorecityschools.org/notice-nondiscrimination
https://www.baltimorecityschools.org/notice-nondiscrimination
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=ACUMEN57AA7A
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=ACUMMK58B9E4
https://www.baltimorecityschools.org/fair-practices
https://www.eeoc.gov/know-your-rights-workplace-discrimination-illegal
mailto:eeo-titleixcompliance@bcps.k12.md.us
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=933RPG6EF4D4
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=933RPG6EF4D4
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHP97D6795
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHP97D6795
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accommodation that City Schools may be able to provide. For more information, see Board Policy 
ACD (ADA Reasonable Accommodations); and Administrative Regulation ACD-RA (Requesting 
Reasonable Accommodations). The Department of Fair Practices and Compliance also provides 
resources on the Fair Practices page of the City Schools website. In addition, the U.S. Equal 
Employment Opportunity Commission posts information on employees’ rights under the ADA at this 
link. 
 
2.5​ Pregnant and Parenting Employees 
 
City Schools does not tolerate discrimination based on pregnancy or parenting status, and employees 
should report any alleged discrimination as detailed in Section 2.3.  In addition, City Schools will 
provide reasonable accommodations, consistent with applicable law and absent undue hardship, for 
known limitations related to, affected by, or arising out of pregnancy, childbirth, lactation, termination 
of pregnancy, and related medical conditions.  
 
City Schools also recognizes the importance and benefits of breastfeeding for both parents and infants 
and is committed to supporting nursing parents. Nursing parents will be provided a designated space 
that is shielded from view and free from intrusion by coworkers, students, or the public in order to 
breastfeed their infants or express breast milk. Schools and departments must also provide nursing 
parents with access to a refrigerator for storage of expressed milk that is located close to the 
designated lactation space. City Schools also provides reasonable break time to express milk for 
employees who are nursing parents, for up to one year following the birth of the child. Nursing parents 
may take lactation breaks during authorized work or lunch breaks already provided under City Schools 
rules; if such breaks are inadequate or impractical, employees must submit a Lactation Time Request to 
the Department of Fair Practices and Compliance.  
 
For more information, see Board Policy ACD (ADA Reasonable Accommodations), Administrative 
Regulation ACD-RA (Requesting Reasonable Accommodations), Board Policy ACH (Nursing Parents), 
and Administrative Regulation ACH-RA (Access to Nursing Facilities). The Department of Fair 
Practices and Compliance also provides resources on the Fair Practices page of the City Schools 
website. 
 
2.6​ Supporting LGBTQ+ Employees 
 
City Schools supports employees’ participation in their workplace consistent with their gender identity 
and gender expression. City Schools recognizes the right of employees to be referred to by their 
chosen name and by the pronouns that correspond with their gender identity. In addition, employees 
may dress in accordance with their gender identity and gender expression and use restrooms and other 
facilities that correspond with their gender identity. As explained in more detail in Sections 2.2 and 2.3, 
all employees have a responsibility not to discriminate against other employees, students, or other 
individuals based on their gender, gender identity, gender expression, or sexual orientation. For more 
information, see Board Policy ACB (Sex-Based Discrimination – Employees and Third Parties); and 
Administrative Regulation ACB-RA (Reporting Incidents of Sex-Based Discrimination – Employees 
and Third Parties).  The Department of Fair Practices and Compliance also provides resources on the 
Fair Practices page of the City Schools website, and Section 10.1 below provides procedures for 
updating employee information based on gender identity.   
 
 
 
 

http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5K9G4EDD95
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5K9G4EDD95
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5KAG4F4E0A
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5KAG4F4E0A
https://www.baltimorecityschools.org/fair-practices
https://www.eeoc.gov/publications/ada-your-employment-rights-individual-disability
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BW5QJ6668345
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5K9G4EDD95
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5KAG4F4E0A
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5KAG4F4E0A
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BW5PSF65DFE5
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BW5PTU663846
https://www.baltimorecityschools.org/fair-practices
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=933RPG6EF4D4
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHP97D6795
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHP97D6795
https://www.baltimorecityschools.org/fair-practices


 

2.7​ Respecting Religious Diversity in the Workplace 
 
City Schools is committed to respect and appreciation for the religions, beliefs, and customs of our 
employees. Under the U.S. Constitution, City Schools may not encourage or discourage private prayer 
or other religious activity by employees. Employees are permitted to engage in private prayer during 
the workday, but only where they are not acting in their official capacities and where their prayer does 
not result in any coercion of students. Before school or during breaks, for instance, employees may 
meet with other employees for prayer or religious study to the same extent that they may engage in 
other conversation or nonreligious activities. Employees may also engage in private religious expression 
or brief personal religious observance during such times, subject to the same neutral rules that are 
applied to other private conduct by its employees. Employees engaging in such expression or 
observance may not, however, compel, coerce, persuade, or encourage other employees or students to 
join in the employee’s prayer or other religious activity, and City Schools may take reasonable measures 
to ensure that other employees and students are not pressured or encouraged to join in the private 
prayer of employees.  
 
Any employee who seeks reasonable accommodations for their religious practices in the workplace 
should contact the Department of Fair Practices and Compliance (phone 410-396-8542 or 
eeo-titleixcompliance@bcps.k12.md.us). More information is available in guidance from the U.S. 
Department of Education.  City Schools’ calendar, with observance dates noted, can be found here. 
 
2.8​ Employee Participation in Political Activities 
 
All employees have the right and obligation to be informed and active citizens. Because City Schools 
must serve all segments of the community without reference to political affiliation, employees must 
refrain from involvement in political activities while on the job during work hours; nor should such 
activities negatively impact employees’ ability to fulfill their job duties. City Schools rules do not, 
however, restrict employees from conversing with colleagues about political topics during 
breaks/lunches outside the presence of students. 
 
Employees have a responsibility to students not to impose partisan political views in the classroom or 
other school activities. In addition, no employee shall be obligated to contribute or render political 
service; nor shall any employee be provided with additional compensation or benefits for engaging in 
political activity. Use of leave to participate in political activities may be appropriate, but it is subject to 
the approval of an employee’s supervisor. However, use of sick leave for political activities is 
prohibited. In addition, employees shall not advocate the overthrow of the government by 
unconstitutional or violent means. For more information, see Board Policy GBI (Employee 
Participation in Political Activities) and Administrative Regulation GBI-RA (Employee Participation in 
Political Activities).  
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Section 3 
Employment Practices 

 
3.1​ Nondisclosure and Confidentiality 
 
Protection of confidential information is essential at City Schools. As a condition of employment, 
employees have a duty not to disclose confidential information, either during their term of 
employment with City Schools or afterwards, which they acquired by reason of their position with City 
Schools. City Schools considers information concerning the school system, its personnel, its students, 
and their families to be confidential and restricted.  
 
Employees have an obligation to maintain the confidentiality of any such information and to use it 
only in the course of employment.  City Schools employees are strictly prohibited from viewing, using, 
or sharing confidential information without a legitimate work-related purpose. All use of confidential 
data must be directly related to an employee’s performance of their professional responsibilities. 
Employees must use extreme caution and take all necessary precautions to safeguard confidential 
information, including utilizing secure and encrypted methods of transmission (e.g., labeling emails 
containing confidential information with “bcpsssecure” in the subject line). Additionally, employees 
may not disclose or use confidential information for personal benefit or for the benefit of another 
person under any circumstances.   If you suspect or identify a breach of confidential information, 
report it immediately to the IT Service Desk at 443-642-3000. 
 
Employees who share personally identifiable information regarding students, their families, or staff or 
other confidential information with community partners, service providers, and researchers must 
follow data sharing procedures, set forth in applicable City Schools rules. In general, data sharing with 
members of the public is limited to information provided on City Schools’ website (see Section 10 
below) or released under the Maryland Public Information Act. When a public record contains 
personally identifiable information about students, families, or employees, City Schools’ suppression 
rules or redaction must be applied to protect an individual’s identity, privacy, and personal information. 
In addition, City Schools must abide by all safeguards regarding intellectual property of the school 
system, its employees, and any curriculum or other materials. City Schools may subject employees who 
improperly use or disclose confidential information to disciplinary measures, including termination of 
employment and legal action. In the event that a City Schools employee learns about a data breach 
involving City Schools’ confidential information or has any other concerns regarding cybersecurity, the 
employee is required to promptly report the incident to the Office of Information Technology Service 
Desk at 443-642-3000. 
Employees also have an obligation to maintain and retain school system records consistent with City 
Schools’ record retention program. Prior to the conclusion of employment with City Schools, 
employees must return to City Schools any confidential information, including paper or digital files and 
documents.  
 
For more information, see Board Policy BCA (Code of Ethics); Board Policy EGAD (Intellectual 
Property) Board Policy EHB (Data/Records Retention Program); Board Policy JRA (Maintenance and 
Release of Student Records); Board Policy LCA (Conducting Research and Surveys, and Data Sharing); 
Board Policy KDA (Access to Public Records); and the accompanying administrative regulations. City 
Schools’ process to submit a public information request is detailed on City Schools’ website at this link. 
 
3.2 ​ Employee Fraternization 
 
 

http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHPA7D67A5
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BUTKCN5134BF
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BUTKCN5134BF
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=9QCTDD590C16
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AWMRLA692BCF
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AWMRLA692BCF
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHRV7D7178
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UJ3S7D85BC
https://www.baltimorecityschools.org/page/public-information-requests


 

Board Policy GBEBA (Staff Fraternization) prohibits dating and romantic or sexual relationships 
between a superior and subordinate, whether they work in the same school, the same central office or 
department, or in separate locations. The policy’s purpose is to promote the efficient operation of City 
Schools; avoid claims of conflict of interest, sexual harassment, or gender-based discrimination; and 
avoid blurring of professional and personal responsibilities and relationships in the workplace. If 
employees enter a relationship or living arrangement that creates or would create a violation of Board 
Policy GBEBA, then at the earliest practicable time, the Office of Human Capital shall transfer one of 
the employees to another work location. In addition, employees should notify the Office of Human 
Capital if an employee’s promotion or reassignment would create a violation of Board Policy GBEBA 
due to a preexisting relationship or living arrangement. 
 
3.3 ​ Employment of Family Members 
 
City Schools shall not discriminate in favor of, or against, job applicants because they are family 
members of an employee or Board member. Under no circumstances may any employees in 
supervisory or leadership positions supervise, within their immediate supervisory chain, another 
employee who is an immediate family member, regardless of whether the employees are in the same 
school, the same central office or department, or separate physical locations. In addition, no employee 
may participate in hiring, promotion, evaluation, or disciplinary decision-making with respect to 
another employee who is an immediate family member. Immediate family members shall not be hired, 
assigned, transferred, or promoted if such action would violate these prohibitions. Moreover, 
employees who are in supervisory or leadership positions may not engage in a financial relationship 
with employees within their immediate supervisory chain for the private benefit or gain of the 
supervisor or the supervisor’s immediate family member. 
 
When applying for employment, applicants must submit a report listing the names and work locations 
of any employees who are immediate family members.  In the event that two employees in a reporting 
relationship become immediate family members, they should also submit a report, and City Schools 
may, at its sole discretion, transfer one of the employees. City Schools will determine which of the 
employees to transfer. 
 
For these purposes, immediate family member means a spouse, sibling, parent, stepparent, children, 
stepchildren, and adopted children of the employee or of the spouse of the employee. Immediate 
supervisory chain means employees for whom one has responsibility for directing or overseeing their 
daily activities, and/or for evaluating them or conducting observations that would lead to an 
evaluation. For more information, see Board Policy GBEG (Nepotism) and Administrative Regulation 
GBEG-RA (Nepotism). 
 
3.4​ Use of Persons, Money, Property, or Other City Schools Resources for Personal Benefit 

or Gain  
 
Employees shall not use any person, money, property, or other City Schools resources under their 
official control or direction, or in their official custody, for personal benefit or gain, or for the personal 
benefit or gain of another individual or entity. As an exception to this rule, employees may make 
occasional or limited use of City Schools equipment or property for their personal benefit if—  

●​ The cost of the use to City Schools is negligible;  
●​ The use does not interfere with the employee’s official duties or with another employee’s 

performance of official duties; and  
●​ The use does not conflict with any other City Schools rules.  
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Absent prior agreement by the Chief Operating Officer or designee, City Schools vehicles should be 
used while on City Schools business only. Other City Schools equipment that may be used for City 
Schools business only includes machine tools, cleaning and painting equipment, and any other items 
that would wear out with use. For more information, see Board Policy BCA (Code of Ethics), and 
Administrative Regulation BCA-RA (Conflicts of Interest and Filing Financial Disclosure Statements). 
 
3.5 ​ Re-employment 
 
City Schools may rehire former employees who left the school system in good standing, contingent 
upon review by the Office of Human Capital. City Schools will not rehire individuals who resigned 
without notice or were discharged for cause. Salary placement for a previous employee who is 
returning to City Schools is determined by the grade of the position to which the employee is assigned. 
They will be placed on the relevant pay scale based on their experience and education according to the 
salary placement procedure. A former employee, upon reassignment to a permanent or conditional 
position in the same classification, shall be granted full credit for years of service with City Schools in 
determining salary schedule placement. For more information, see Board Policy GBCA 
(Compensation). 
 
3.6 ​ Verification of Employment 
 
From time to time, employees may require verification of employment for financial institutions (e.g., to 
obtain a loan) or prospective employers. City Schools has several processes in place to provide 
employment verification, all of which are designed to protect the privacy of current and former 
employees.  
 
The Office of Human Capital can provide written verification of employment upon receipt of a signed 
release from the employee. This process typically takes up to five business days to complete. 
Information provided in the verification document may include hire date, separation date, base and 
total compensation, wages and earnings history, position title, and employment status. Verbal 
verification of employment can also be provided by the Office of Human Capital, but its content is 
limited to dates of employment and the last position held. Please send written employment verification 
requests to humancapital@bcps.k12.md.us.  
 
3.7 ​ Medical Examinations 
 
As part of the pre-employment process and as a condition of employment, City Schools requires 
applicants who have been offered a position in certain job categories (e.g., School Police officers and 
bus drivers) to pass a physical examination prior to beginning employment. The resulting medical 
authorization indicates whether the applicant is able to perform the job duties. City Schools arranges 
for and absorbs the cost of the physical examination, which takes place at a designated medical center. 
All regular full and part-time employees under consideration for certain positions, regardless of any 
disability, must fulfill this requirement. For confidentiality reasons, City Schools maintains the results of 
the physical examination in files separate from employees’ other personnel records. 
 
In a case where an employee’s mental or physical condition leads the CEO or designee to believe that 
the employee cannot discharge their duties properly or otherwise adversely affects the well-being of 
students, the public, or other employees, the Office of Human Capital shall arrange for the employee 
to be examined by medical personnel. The employee shall not return to work until the examination has 
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been completed, and the Office of Human Capital has reviewed its findings. The Office of Human 
Capital is responsible for reporting the medical personnel’s findings and recommending to the CEO or 
designee such personnel action as is warranted by the findings, if any. For more information, see 
Administrative Regulation GBN-RA (Procedures Guiding the Employment Cycle and Staffing 
Actions). 
 
3.8 ​ Criminal Background Checks and Self-Reporting Criminal Arrests 
 
City Schools is prohibited from hiring or retaining individuals who have been convicted of certain 
crimes. For instance, under Section 6-113 of the Education Article of the Annotated Code of 
Maryland, City Schools may not knowingly hire or retain any employee who has been convicted of, or 
pled guilty or nolo contendere (no contest) to, a crime involving certain sexual offenses, child sexual 
abuse, and crimes of violence. In addition, the Maryland State Superintendent of Schools is required to 
suspend or revoke the state-issued license of a teacher or other professional in certain circumstances 
involving criminal and other wrongdoing.  
 
Consistent with these legal requirements, applicants for employment with City Schools are required to 
complete a criminal history records check, including fingerprinting, prior to completion of the hiring 
process (see Section 1.3 of the Handbook). The prospective employee pays the costs of fingerprinting 
and the background investigation.  
 
In addition, applicants for a position involving direct contact with minors must complete additional 
screening and disclosure requirements under Section 6-113.2 of the Education Article of the 
Annotated Code of Maryland regarding child sexual abuse and sexual misconduct. Federal law 
prohibits any City Schools employee from assisting another City Schools employee, contractor, or 
volunteer in obtaining a job, apart from the routine transmission of administrative and personnel files, 
if the individual knows, or has probable cause to believe, that such employee, contractor, or volunteer 
engaged in sexual misconduct regarding a minor or student in violation of the law. 
 
After hire, employees are required to report to the Department of Labor Relations in the Office of 
Human Capital, within two business days, if they are arrested or charged with a crime involving 
distribution of drugs or other controlled substances, as well as the sexual offenses, child sexual abuse, 
and crimes of violence in Section 6-113 of Education Article of the Annotated Code of Maryland. The 
self-reporting requirement also applies to abuse investigations and protective orders against employees. 
Employees should use the self-reporting form available at this link. 
 
Self-reporting must occur regardless of where the alleged criminal activity or child abuse occurred and 
whether or not it was within the scope of the employee’s job duties. Self-reporting a charge or an arrest 
shall not be considered or treated as an admission of guilt. Employees are responsible for 
self-reporting directly to the Office of Human Capital, regardless of whether City Schools may receive 
notice of an arrest or criminal charge from the Baltimore City Police Department or another source. In 
addition, the employee must timely report the disposition of any ensuing criminal proceeding related to 
the arrest or charge. 
 
All information regarding an arrest or criminal charge that is self-reported by an employee shall be 
maintained in a confidential manner by the Office of Human Capital and will be accessible exclusively 
for purposes of conducting any necessary follow-up review, or as required by law or court order. To 
assist in its follow-up review, the Office of Human Capital may request that the employee provide 
additional information, including a copy of the charging documents and disposition of any ensuing 
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criminal proceeding. If City Schools concludes that an employee has failed to self-report, the individual 
shall be subject to appropriate discipline. For more information, see Board Policy GBN (Employment 
Cycle and Staffing); and Administrative Regulation GBN-RA (Procedures Guiding the Employment 
Cycle and Staffing). 
 
3.9 ​ Employee Orientation and Onboarding 
 
New employees are required to complete orientation. The new employee orientation program serves 
several purposes: it presents an overview of City Schools; it provides an opportunity for the new 
employee to hear in detail an explanation of City Schools’ benefits and expectations; and it provides for 
the completion of employment-related documents. As part of the onboarding process and in 
accordance with applicable law, all employees must complete certain required compliance trainings as 
determined by the CEO or designee, on topics such as fair practices, child welfare, workplace safety, 
and cyber-awareness. Additional compliance training may be required for certain categories of 
employees, in alignment with their job position, such as conflicts of interest training and financial 
disclosure requirements in accordance with Board Policy BCA (Code of Ethics).  See Section 11.10 
below. 
 
At school and/or department orientations, supervisors provide employees with codes, keys, and 
procedures needed to navigate the workplace. Supervisors introduce new employees to other staff 
members with whom they will be working, review job descriptions and tasks associated with the new 
position, explain performance evaluation procedures, and help them get started. More information for 
new employees and their supervisors regarding City Schools’ onboarding is available at this link. 
 
3.10 ​ Employee Records 
 
From the time an employee accepts a job offer, City Schools establishes and maintains a history of 
employment, which is retained in the Office of Human Capital. Information contained in employee 
records includes, but is not limited to, employment documents, demographic data, compensation 
records, records of disciplinary action, and documents related to employee evaluations, coaching, and 
mentoring. 
 
Employees may view their personnel file by making an appointment at the Office of Human Capital. 
The file cannot be removed from the office, and it must be viewed with a representative from the 
Office of Human Capital present. City Schools owns all personnel files, and access to them is limited 
to the employee, supervisors, and other personnel (e.g., Office of Human Capital representatives) who 
have a legitimate reason to review them. 
 
3.11 ​ Changes to Employee Information 
 
In order to ensure that employee records are correct and current, employees must notify City Schools 
of changes in such information as addresses, marital status, names, emergency contact details, and 
other information. Refer to Section 10.1 for details on updating employee information. 
 
3.12 ​ 10-Month Employees, Summer Employment, and Summer Unemployment Benefits 
 
City Schools provides limited opportunities for summer employment for its 10-month employees, 
based on predetermined criteria and eligibility requirements.  
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Maryland law provides that employees of government entities or charitable, educational, or religious 
organizations are not entitled to receive unemployment insurance compensation during the period 
between school terms (summer, winter, and spring breaks) if they have reasonable assurance that they 
will return to substantially the same position when school resumes. This law applies to all 10-month 
employees of City Schools, including most teachers and school-based paraprofessionals. These 
employees should keep in mind, however, that benefits coverage (including health insurance) is 
available to them for the full 12-month calendar year. 

 



 

Section 4 
Work Schedules 

 
4.1 ​ Standard Work Week 
 
In City Schools, standard office hours are from 8:30 a.m. to 4:30 p.m., Monday through Friday, except 
holidays. However, because school-based operations and administrative functions may vary, City 
Schools determines hours of work to meet the operating needs of the school system. Your supervisor 
will define your specific weekly and daily work schedule, including start time, end time, lunch, and any 
breaks. All affiliated employees can refer to the negotiated agreement for their collective bargaining 
unit regarding the length of their workday. 
 
For the purposes of calculating employee benefits and pay periods, the employee work week is deemed 
to run from 12:01 a.m. on Saturday to 12 midnight on Friday. 
 
4.2 ​ Lunch Breaks 
 
Employees may take lunch breaks, the length of which are determined by negotiated agreement or job 
classification, using a staggered schedule, arranged by their supervisor, so that critical functions are not 
left understaffed during the workday. 
 
4.3 ​ Holidays 
 
City Schools observes designated legal holidays, spring break, and winter break by giving employees 
time off with pay. Each calendar year, City Schools designates certain days as official holidays and 
breaks for employees. City Schools publishes a schedule on the Payroll webpage listing the specific 
days each year.  
 
Additional holidays, such as election days, may be recognized in the negotiated agreements with 
employee organizations. Employees should refer to their collective bargaining agreements for 
information. Holidays falling on a Saturday are observed on the preceding Friday, and holidays falling 
on a Sunday are observed on the following Monday. City Schools pays employees who work on 
holidays at the holiday rate set forth in the negotiated agreements with employee organizations. 
 
4.4​ Inclement Weather and Other Emergency Closings 
 
At times, the operations of City Schools may be disrupted by emergency situations, such as natural or 
man-made disasters, public health crises, hazardous weather circumstances, or other catastrophic 
events, including but not limited to extreme temperatures, hurricanes, snow, tornadoes, earthquakes, 
tropical storms, pandemics, epidemics, power failure, lack of heat or water, fire, or flooding that can 
create unsafe situations for students, their families, and staff, either throughout the entire City of 
Baltimore or in one or more specific school communities. In emergency situations with system-wide 
impact, the CEO or designee may close, delay the opening, or dismiss early all schools and/or the 
central office. Or the CEO or designee may close, delay the opening, or dismiss early a specific school 
or schools in the event of emergency situations that affect one or more specific school communities. 
Alternatively, the CEO or designee has the authority to shift the entire system, central office, and/or 
one or more specific schools to continue educational programming and other functions, as 
appropriate, through virtual/remote operations. 
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On days when emergency situations appear to warrant the system-wide closure, delayed opening, or 
early dismissal of schools, City Schools will make every effort to notify students, families, and staff as 
soon as possible. By 5:00 a.m. or as soon thereafter as practicable, the Communications Office will 
notify families of the decision through the City Schools website, email, robocalls, text messages, social 
media, City Schools mobile app, and local media. Employees can use Employee Self-Service to sign up 
to receive automatic notification of emergency closings, via email, text, or phone by following the 
instructions set forth in Section 10.2. 
 
In emergency situations, City Schools considers individuals in certain job positions to be essential 
personnel, required to report at all times, including system-wide closures. The following personnel, 
including their equivalents assigned to operator-led schools, will always be considered essential 
personnel: Chiefs, Principals, School Police, Area Facility Supervisors, certain Transportation personnel 
(only the Director, Assistant Directors, Transportation Supervisors, and Lead Mechanics are to report) 
and all mechanical services, contract maintenance, custodial, grounds, logistics, and repair shop 
personnel.  The CEO or designee may designate additional employees as essential personnel. 
 
For system-wide closures, non-essential personnel working are not required to report to work 
in-person or virtually/remotely when all schools and offices are closed. If offices are open, they are 
required to report but may request liberal leave, if liberal leave is in effect (see below). For a 
school-specific closure, delayed opening, or early dismissal decision, the CEO or designee will 
determine reporting requirements for non-essential personnel and communicate them to affected staff 
via email and the City Schools website. The principal of the affected school also communicates 
reporting requirements to school-based staff. 
 
The CEO or designee may determine that emergency situations warrant the declaration of a liberal 
leave situation, whereby employees may use accrued leave, such as vacation and personal time, to be 
paid, unless otherwise mandated. If liberal leave is announced, employees must contact their immediate 
supervisor if they will not be reporting to work.  
 
When schools are in operation, City Schools expects employees, in consultation with their supervisors, 
to make their best effort to report to work. If employees in their best judgment deem it unsafe to travel 
to work or to remain at work during inclement weather, they may request to use vacation or personal 
leave. If employees choose not to report to work, they must inform their supervisors. If employees 
choose to leave early, they must contact their supervisors prior to departure.  
 
For more information, see Board Policy EBCD (Delayed Openings and Emergency Closings of 
Schools) and Administrative Regulation EBCD-RA (Delayed Openings and Emergency Closings of 
Schools), as well as the Prolonged State of Emergency Virtual Education Plan that City Schools has 
adopted, consistent with state law, for a state of emergency that prevents regular, in-person attendance 
at a public school for at least fourteen consecutive school days. 
 
4.5​ Telecommuting  
 
As a school system, our core business of educating students is in-person. This means that most 
employees must work in-person, and only a small group of employees at central office are eligible for 
telecommuting.  
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Telecommuting is a job assignment which allows employees to complete their assigned responsibilities 
and duties from a location other than the assigned worksite. An employee’s performance and role will 
factor into telecommuting approvals by supervisors. Therefore, there will be variability in what is 
approved for each individual employee based on what a chief and/or supervisor determines is 
appropriate to ensure high-quality work, especially suitable support for schools, and productivity. 
 
When employees are telecommuting, their alternate work location must be free of distractions, and the 
employee must be accessible by phone and/or email during the workday. Telecommuting is not used as 
a substitute for appropriate childcare, leave time, or flexible scheduling.  
 
Telecommuting agreements are submitted and approved annually. Please note that telecommuting is a 
privilege, not a right, and may be terminated at any time. For more information, see Board Policy 
GCLE (Telecommuting) and Administrative Regulation GCLE-RA (Telecommuting). 
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Section 5 
Employee Attendance and Accrual/Use of Leave 

 
During the 2025-2026 school year, City Schools is transitioning to UKG Ready as its official time and 
attendance management system. To support accurate tracking of attendance and compliance with City 
Schools rules, all employees will be required to accurately record work hours, leave, and other 
time-related activities exclusively through UKG Ready. Use of alternative systems or manual tracking 
methods is not permitted after full implementation of UKG Ready. More information on attendance 
reporting, leaves of absence, and forms to request leave can be found here. 
 
5.1​ Attendance and Punctuality 
 
City Schools finds employees’ continuous presence without absence helps to promote excellence in its 
instructional programs and achieve positive student outcomes by ensuring the uninterrupted continuity 
of education, strengthening relationships between staff and students, fostering appropriate role model 
emulation, maintaining consistent classroom discipline, and reducing coverage cost. In addition, good 
attendance helps increase operational efficiencies and high-quality and reliable services. For these 
reasons, employees are expected to come to work every day as scheduled. City Schools recognizes, 
however, that certain absences are unavoidable and may also be protected by the Maryland Healthy 
Working Families Act (“MHWFA”), as well as other federal, state, or local laws. In such cases, City 
Schools seeks to return absentees to work at the earliest time commensurate with good health, safety, 
and reasonable personal consideration and in conformance with all applicable laws.  
 
To facilitate employee well-being and comply with all applicable laws, City Schools provides certain 
categories of leave, which vary based on the collective bargaining unit with which employees are 
affiliated. An overview is available on City Schools’ website at this link, and some (but not all) of these 
categories of leave are discussed further below. City Schools will consider other leave requests, such as 
for on-the-job injury or religious holiday leave, consistent with federal, state, and local law, as well as 
negotiated agreements with employee organizations covering each collective bargaining unit.  
Additional information is available in Board Policy GBO (Absences and Procedures Used to Report 
Absences, Leaves of Absence) and Administrative Regulation GBO-RA (Absences and Procedures 
Used to Report Absences, Leaves of Absence). 
 
Unless employees are validly on leave, they are expected to be on location and ready to work at their 
designated starting time, and they should remain at work as scheduled each day. Employees who, for 
any reason, are unable to report to work must notify their supervisor before their regular starting time. 
Employees should speak directly about their absence with their supervisor or other appropriate 
designated staff member, as outlined in their school’s or department’s operational procedures. 
Supervisors should be respectful of employee privacy and not disclose the reasons that employees are 
on leave to other employees, unless the employee provides consent, or the supervisor obtains approval 
from the Office of Human Capital. 
 
5.2 ​ Sick Leave - Overview 
 
All employees receive paid sick leave. Union-affiliated employees should consult the negotiated 
agreements with their employee organizations for provisions regarding sick leave. Information about 
sick leave for unaffiliated employees is located here. Substitute teachers and temporary employees 
receive Sick and Safe Leave in accordance with the Maryland Healthy Working Families Act 
(“MHWFA”).  
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Following the designated sick leave year (which runs from the last payroll period in November through 
the last payroll period in November of the following year), employees may convert accumulated sick 
leave to cash. Payment for sick leave conversion will not be included in the employee’s regular check; 
rather, it will be issued as a separate check that will be issued no later than December 24 each year and 
will include the usual deduction for taxes and Social Security. Sick leave conversion is an automatic 
process for eligible employees; you only need to take action if you do not want to participate. If 
you do not want to receive payment, you must log into Employee Self Service during the opt-out 
window and navigate to the Sick Leave Conversion page to check the box labeled, “I do not wish to 
participate in Sick Leave Conversion.” and click the Save button. All sick leave days not converted 
to cash shall be carried forward and retained as accrued sick leave. Please see the following link for 
more information about sick leave conversion for both union-affiliated and unaffiliated staff.  
 
5.3​ Appropriate Use of Sick Leave  
 
City Schools employees are allowed to use sick leave under the following conditions:  

●​ To care for or treat the employee’s mental or physical illness, injury, or condition;  
●​ To obtain preventative medical care for the employee or the employee’s family member;  
●​ To care for a family member with a mental or physical illness, injury, or condition;  
●​ For maternity or paternity leave; or  
●​ The absence from work is necessary due to domestic violence, sexual assault or stalking 

committed against the employee or the employee’s family member and the leave is being used: 
(1) to obtain medical or mental health attention; (2) to obtain services from a victim services 
organization; (3) for legal services or proceedings; or (4) because the employee has temporarily 
relocated as a result of the domestic violence, sexual assault or stalking.  

 
For these purposes, family members include an employee’s spouse, child, parent, sibling, grandparent, 
grandchild, or legal guardian, as well as legal relationships beyond biological, adoptive, or step, 
including but not limited to foster, legal custody, and legal guardianship. Family members do not 
include aunts, uncles, nieces, nephews, cousins, or godparents. 
 
Sick leave can only be used for these specific purposes. Employees using sick leave other than for 
approved purposes may be subject to progressive discipline for leave abuse. Leave abuse includes but is 
not limited to: 

•​ Using sick leave for vacation or to extend holiday or vacation leave; 
•​ A pattern of using sick leave on Mondays and/or Fridays; 
•​ A pattern of using sick leave on significant workdays (e.g., days associated with evaluation 

components or work-related deadlines); 
•​ Failing to provide documentation when properly requested; 
•​ Failing to give appropriate notice for scheduled or foreseeable medical appointments; 
•​ Excessive absences without being on an approved leave (e.g., Family Medical Leave (“FML”)). 

 
5.4​ Lateness 
 
Employees are expected to arrive on time consistently and stay for the duration of their workday. 
Lateness occurs whenever an employee reports to their assigned work location prepared to work after 
the time designated as the start of the workday. Employees who are repeatedly late are also subject to 
progressive discipline. 
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5.5​ Attendance Monitoring 
 
An employee’s attendance record will be evaluated in its totality, including absences, lateness incidents, 
and/or leave abuse. Attendance will be monitored, analyzed, and addressed on a case-by-case basis. 
Supervisors and their designees are in the best position to heighten employees’ consciousness about 
their responsibility to maintain professional reliability, including good attendance. It is important to 
note that each case must be reviewed individually, with full consideration of the surrounding 
circumstances. The key points to controlling absenteeism are the same factors that distinguish effective 
supervision: common sense and effective communication.  
 
Employees are expected to maintain good health standards, take precautions against illness and 
accidents, and prevent minor indispositions or inconveniences from keeping them away from work. 
Employees who are sick and unable to report for work shall notify their supervisor or designee prior to 
the start of the workday or as early as possible on the first day of absence and, thereafter, daily or as 
the supervisor requires. It is important that all employees know where, when, and whom to call and 
that the responsibility for notifying the supervisor or designee rests with the employees. Supervisors 
may request that employees provide medical verification or other documentation that sick leave was 
used appropriately if used for more than three consecutive workdays. Documentation may also be 
requested to address a pattern of abuse of leave (such as repeated use of leave on Fridays or Mondays 
or to extend holiday or vacation leave). 
 
Whenever possible, an employee is expected to schedule the use of sick leave for medical 
appointments (including but not limited to wellness, surgeries, optical, dental, and mental health 
appointments) so that the appointments do not conflict with the employee’s duties. If the need to use 
sick leave for medical appointments or other purposes is foreseeable (for example, a scheduled doctor’s 
appointment), the employee must provide notice seven days prior to use. An employee must provide 
notice to their supervisor or designee by email or in writing. If an employee fails to provide required 
notice and the employee’s absence will cause a disruption to City Schools’ operations, the supervisor 
may deny a sick leave request. If the need to use sick leave is not foreseeable, an employee shall provide 
notice as soon as practicable and otherwise comply with City Schools’ notice and procedural 
requirements for requesting or reporting leave.  
 
An employee’s prolonged or repeated absence because of personal illness/accidental injury may be 
considered sufficient cause to justify the Office of Human Capital sending a letter to the employee 
informing them that they may either apply for retirement on account of disability or be recommended 
for dismissal, subject to approval by the Board. The Office of Human Capital will initiate this process 
only after consulting with the Department of Fair Practices and Compliance to assess whether City 
Schools has a duty, under law and Board Policy ACD (ADA Reasonable Accommodations) and the 
accompanying administrative regulation, to engage interactively in the reasonable accommodation 
process. For additional information, please review Board Policy GBN (Employment Cycle and 
Staffing) and Administrative Regulation GBN-RA (Procedures Guiding the Employment Cycle and 
Staffing). 
 
5.6​ Long-Term Sick Leave and the Family Medical Leave Act 
 
Under the Family and Medical Leave Act (“FMLA”), employees can request a leave of absence for 
personal illness due to natural causes or accidents or for illnesses in their immediate family. Under the 
FMLA, eligible employees may take up to 12 weeks of leave per 12-month period for:  
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●​ The birth of a child and to care for the newborn child within one year of birth; 
●​ The placement with the employee of a child for adoption or foster care and to care for the 

newly placed child within one year of placement; 
●​ A serious health condition that makes them unable to perform the essential functions of their 

job; 
●​ To care for their spouse, child, or parent with a serious health condition; and 
●​ Certain qualifying exigent circumstances related to the deployment of their spouse, child or 

parent who is a military service member on covered active duty.  
 

An eligible employee who is the spouse, child, parent, or next of kin of a covered servicemember with 
a serious injury or illness may take up to 26 workweeks of Family Medical Leave (“FML”) in a single 
12-month period to care for the servicemember. 
 
The 12-month period is measured backward from the date an employee uses any FML. Each time an 
employee takes FML, the remaining leave entitlement is the balance of the 12 weeks which has not 
been used during the immediately preceding 12 months. 
 
To be eligible for leave under the FMLA, an employee must have worked for City Schools for at least 
one year and for at least 1,250 hours during the prior 12 months. Special rules apply to teachers 
concerning whether they meet the 1,250 hours threshold. Leave under the FMLA is unpaid, although 
the employee may choose to use accrued vacation, sick, or personal leave during the FML in order to 
receive pay. 
 
When both parents of a newborn or newly adopted child are employees of City Schools, they are 
eligible for a combined 12 weeks of FML for care and bonding with the child. The parent who gives 
birth to the child may be eligible for additional FML time for their own serious health condition or 
recovery, up to the maximum allowable FML coverage. Similarly, the other parent may be eligible for 
additional FML time to care for their spouse if they have a serious health condition.  
 
Employees have the right to use FML in one block of time. When it is medically necessary or 
otherwise permitted, employees may take FML intermittently in separate blocks of time, or on a 
reduced schedule by working fewer hours each day or week. In cases where intermittent leave for 
licensed personnel (i.e., teachers or school-based administrators) would amount to more than 20 
percent of a period, City Schools will require the leave to be continuous for a period not greater than 
the duration of the planned treatment so as not to interrupt the flow of instruction or work.  
 
Please contact the Office of Human Capital (phone 410-396-8885 or email benefits@bcps.k12.md.us) 
for further information and appropriate forms for FML. Additional information is available on the 
Leaves page of City Schools’ website. The U.S. Department of Labor posts information on employees’ 
rights under the FMLA at this link.  Please note that several bargaining units include negotiated 
language in their contracts regarding the impact of leave on evaluation.   
 
Several of the employee organizations representing City Schools employees also offer a sick leave bank 
for qualifying employees and reasons. Please contact your employee organization for more information 
about your sick leave bank. 
 
5.7 ​ Personal Leave 
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City Schools may grant regular full-time and part-time benefits-eligible employees paid leave to attend 
personal business and emergencies. Personal time can be used to tend to urgent personal business 
that cannot be attended to on weekends or after duty hours. Personal leave must be pre-approved by 
the employee’s supervisor, and it cannot be taken before time is accrued. 
 
Union-affiliated employees should consult the negotiated agreements with their employee 
organizations, which are available at this link, for provisions regarding personal leave. Information 
about personal leave for unaffiliated employees is located here. 
 
When employees move from a 12-month position to a 10-month position, City Schools pays them in 
full for all accrued but unused personal leave at their current rate of pay. Likewise, upon separation, 
employees receive pay for accrued but unused personal leave in a lump sum at their current rate of pay.  
 
5.8 ​ Assault Leave 
 
Employees must report any assault that occurs during their employment using the workplace injury 
reporting protocols set forth in Administrative Regulation EBBB-RA (Incident Reporting, Including 
Student and Employee Injuries) and in Section 7.12 (Workers’ Compensation). If the employee 
requires emergency medical care, 911 must be called. If the situation is a non-emergency, the employee 
must report the incident to their supervisor and then must complete the Employee Incident Report 
form and take it to City Schools’ designated Medical Review Officer at Mercy Medical Clinic. If an 
employee visits a medical facility other than the Mercy Medical Clinic, they still must comply with 
Administrative Regulation EBBB-RA. Employees who are absent due to physical injury that results 
from an assault while in the scope of employment and who comply fully with the protocols and 
verification requirements, including those set forth above, shall be kept in pay status, in accordance 
with applicable law and the applicable negotiated agreement. This leave will not be charged to sick 
leave. The employee shall provide a signed statement that justifies the use of assault leave and, if 
medical attention is required, medical documentation, as described in Administrative Regulation 
EBBB-RA, which states the nature and duration of the injury. 
 
Filing assault charges with law enforcement shall not be necessary to qualify for assault leave. No 
employee shall be entitled to receive Workers’ Compensation benefits for temporary total disability 
during the time, or covering the period, that the employee is receiving their full salary for assault leave. 
These procedures are also applicable to employees injured while taking preventive action or 
intervening in a fight as set forth in state law. 
 
5.9 ​ Military Leave 
 
Employees who are members of a United States military service are entitled to leave on days during 
which they are on active duty or engaged in ordered or authorized military training. The duration of 
military leave granted will be in accordance with official military orders, with the first 15 calendar days 
of leave given with pay and subsequent leave being unpaid. Employees should also check the 
negotiated agreement for their bargaining unit concerning additional leave benefits. Employee benefits 
are continued during military leave in accordance with applicable federal and state law; employees 
taking military leave should contact the Office of Human Capital (phone 410-396-8885 or email 
benefits@bcps.k12.md.us) for further information. 
 
Employees must notify the Office of Human Capital as soon as they receive military orders and must 
submit a Request for Leave along with an official copy of military orders. Once employees receive a 
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discharge from military service or from hospitalization due to an incident related to military service, 
they must apply for reinstatement within the time period stated in the Uniformed Services 
Employment and Re-Employment Rights Act of 1994 (“USERRA”). Employees can return to the 
same position or a position with equivalent status, pay, benefits, and other employment terms that 
includes substantially equivalent skill, effort, responsibility, and authority. The Office of Human Capital 
maintains attendance records for employees on military leave. The U.S. Department of Labor posts 
additional information about USERRA at this link. 
 
5.10 ​ Bereavement Leave 
 
City Schools provides benefits-eligible employees with paid leave of up to four days in the event of the 
death of a spouse, parent, sibling, child, stepchild, mother-in-law, father-in-law, grandparent, 
grandchild, guardian, or someone who has assumed the role of a parent or a relative living in the same 
household as the employee.  In addition, some affiliated employees may have additional days of 
bereavement available to them for other relatives or individuals, depending on negotiated labor 
agreements.  
 
Employees must notify their supervisor as soon as possible when bereavement leave is necessary. 
Additional information is available on the Leaves page of City Schools’ website. 
 
5.11 ​ Leave for Court Appearances and Jury Duty 
 
City Schools provides paid leave to benefits-eligible employees summoned or subpoenaed as a witness 
or a party in a court case related to their City Schools job duties. In addition, when employees receive a 
summons or subpoena to appear in court in a case that is not related to their City Schools job duties, 
they may be granted a leave of absence for the time required for such appearance, and this leave of 
absence shall be without pay, unless paid leave is approved by the Office of Human Capital.  Any such 
court appearance must be documented with their school/department payroll contact.  
 
Benefits-eligible employees who receive a summons or subpoena to appear for jury duty will be 
granted a leave of absence without loss of pay. Official documentation verifying the dates the employee 
was required to and actually did appear in court shall be submitted upon the employee’s return. If jury 
duty does not require employees to be available during normal work hours, City Schools may require 
the employee to work either all or a portion of their regular schedule. 
 
Additional information is available in Board Policy GBO (Absences and Procedures Used to Report 
Absences, Leaves of Absence) and Administrative Regulation GBO-RA (Absences and Procedures 
Used to Report Absences, Leaves of Absence). 
 
5.12 ​ Leaves of Absence 
 
Under certain circumstances and subject to Board approval, City Schools may grant employees a leave 
of absence, with or without pay (depending on the nature of the leave). Vacation, personal, and sick 
leave do not accrue during an unpaid leave of absence, and City Schools does not pay employees for 
holidays that occur during unpaid leave.  
 
Benefits will terminate on the first of the following month after an unpaid leave of absence starts. 
Employees will be offered COBRA coverage during the unpaid leave of absence period. Upon 
employees’ return to active work status, they may re-enroll in benefits effective the first of the 
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following month of their return. For information on the amount of payment required, contact the 
Office of Human Capital (phone 410-396-8885 or email benefits@bcps.k12.md.us). 
 
An employee on an approved leave of absence due to their own illness or injury whose approved leave 
lasts more than 60 days must comply with the Return-to-Work requirements of Leaves Management. 
At the least, in no event shall such employee be eligible for reinstatement to work until: (1) Leaves 
Management has received from Mercy Medical Clinic a Release to Return to Work; and (2) Staffing has 
notified the employee of their Return-to-Work date and assignment location. 
 
Employees will have no loss of seniority as a result of a leave (except if their professional certification 
or license expires). However, being granted a leave of absence does not assure the right to return to 
work or to the same job that employees held before they left, except if the leave is taken under 
provisions of the FMLA (see Section 5.6). Employees on an approved leave of absence for less than 
three months will be eligible to return to the same position. Employees whose leaves exceed three 
months may be placed in positions for which they are qualified and that are comparable to the 
positions held prior to their leave. Such placements are made as vacancies occur and in accordance 
with the applicable negotiated agreement. If no comparable positions are available, returning 
employees will be laid off but placed at the top of the recall list. 
 
5.13 ​ Vacation 
 
Employees in regular full-time and part-time 12-month, benefits-eligible positions accrue vacation 
leave at a rate determined by a combination of length of service and, for affiliated employees, union 
affiliation. Vacation time accrues from the employee’s first day of employment. City Schools prorates 
vacation accrual for eligible regular part-time employees based on regularly budgeted hours worked per 
pay period. 
 
Employees cannot take vacation leave before it is accrued, and the supervisor must approve vacation 
time in advance. Employees can take vacation in hourly increments based on negotiated agreements or 
Board policy, and vacation pay is based on employees’ regular rate of pay at the time the leave is taken. 
If a holiday falls within the vacation period, City Schools will record the time as a holiday and will not 
charge it against employees’ vacation balance. 
 
For affiliated employees, maximum accrual amounts are determined by the applicable negotiated 
agreement. Once employees accumulate the maximum, they cannot accrue any additional vacation days 
until the vacation balance falls below the maximum allowable. 
 
When employees move from a 12-month position to a 10-month position, City Schools pays them in 
full for all accrued but unused vacation leave at their current rate of pay. Likewise, upon separation, 
employees receive pay for accrued but unused vacation in a lump sum at their current rate of pay.  
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Section 6 
Compensation & Payroll 

6.1​ Compensation 
 

Board Policy GBCA (Compensation) sets forth the Board’s compensation philosophy. The goal of City 
Schools’ compensation program is to attract potential employees of the highest quality, meet the needs 
of current employees, and retain well-performing employees and encourage them to pursue 
opportunities for career development and progression within City Schools.  
 
When hired, staff members receive information regarding their wage/salary in an offer letter from the 
Office of Human Capital. Wages/salaries for new affiliated employees are established in accordance 
with their respective negotiated agreements. The salary for each new unaffiliated employee is set by the 
Office of Human Capital based on the position and the employee’s level of experience and education. 
Staff members with questions regarding wage/salary information should contact the Office of Human 
Capital at 410-396-8885. 
 
Changes to compensation may be triggered by a staff member’s move into a new role (promotion, 
demotion, lateral transfer) or a schedule change. Affiliated employees receive wage/salary increases in 
accordance with the terms of their respective negotiated agreements. Unaffiliated employees receive 
wage/salary increases in accordance with Board Policy GBCA (Compensation). Employees who 
believe their wage/salary has been inaccurately calculated may request a salary review from the Office 
of Human Capital. 
 
6.2​ Payroll 
 
The pay period for City Schools staff is a bi-weekly pay cycle, with pay days falling on the Friday 
following completion of the cycle. The payroll schedule is available here. If you begin employment with 
City Schools on the first day of a pay cycle, you will receive your first pay in three weeks.  
 
Ten-month employees are initially set up to receive 21 pay checks during the year, with no payments 
during the summer months, while 12-month employees receive 26 pay checks. However, during the 
open enrollment period, full-time 10-month salaried employees can enroll in the pay-all-year option to 
spread their pay over the following calendar year. See https://www.baltimorecityschools.org/payroll 
for more information on the Pay All Year option. 
 
Employees are paid by paper check or direct deposit to their designated bank account. While direct 
deposit is preferred, it is not mandatory. If direct deposit is not selected, it may take 7 to 10 days for 
your check to arrive depending on the U.S. Postal Service. City Schools staff has no control as to when 
your paycheck will be delivered.  It can take several weeks to process a direct deposit request; new 
employees who elect direct deposit will generally receive at least one payment as a paper check. 
 
Please note that various deductions may come out of your paycheck. As required by law, City Schools 
will withhold Federal, State, Social Security and Medicare taxes and submit these amounts on your 
behalf to the appropriate taxation authority. Other deductions based on your union affiliation, benefits 
elections, or other legal obligations may include your contributions toward insurance premiums, 
deposits to your 403(b) tax-sheltered retirement savings account, union dues or representation fees, 
child support, or garnishments. 
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6.3​ Stipend Payments 
 

Stipends are used to pay employees for performing additional tasks outside of their typical scope of 
work for programs that directly relate to the education of students.   
 
Stipends for coaching extracurricular sports teams are included in the addendum to the Baltimore 
Teachers Union (BTU) negotiated agreement.  All staff who fulfill the responsibilities in the addendum 
are eligible to earn the stipend, except for PSASA members.  These stipends are paid for and processed 
by the Athletics Department in the Chief of Schools Office.  Other extracurricular activities may be 
added to the addendum stipend list in the future. 
 
Extra Duty Pay, the hourly rate negotiated by BTU for teachers who complete extra duty outside their 
workday, such as tutoring/running coach class, is paid at the negotiated hourly rate.  Extra duty 
programs and payments require pre-authorization through the PSTAR system. 
​  
The below chart represents the eligibility of positions for stipends or extra duty pay for performing 
additional tasks. 
 

Position FLSA Overtime Extracurricular
^ Stipend 

Extra Duty Pay 
(Paid Hourly) 

BTU – Teacher Chapter  Exempt Not Eligible Eligible  Eligible 
PSRP – Exempt  Exempt Not Eligible Eligible Eligible 
PSRP – Non-Exempt Non-Exempt Eligible Eligible Not Eligible 
PSASA Employees Exempt Not Eligible Not Eligible Not Eligible 
CUB – Exempt Exempt Not Eligible Eligible Not Eligible 
CUB – Non-exempt Non-Exempt Eligible Eligible Not Eligible 
Local 44 Non-Exempt Eligible Eligible Not Eligible 
FOP – Exempt Exempt Not Eligible Eligible Not Eligible 
FOP – Non-exempt Non-Exempt Eligible Eligible Not Eligible 
GSS/Unaffiliated Exempt Not Eligible Eligible Not Eligible 
Temporary Employees Non-Exempt Eligible Eligible Not Eligible 
Substitute Teachers Exempt Not Eligible Eligible Eligible 
^covered under the Addendum to the BTU negotiated agreement 
 
No employee should receive stipend payments for work performed during their regular workday. An 
eligible employee cannot work remotely without having the written authorization of the approving 
officer.  Summer activities must be paid using the Summer Payroll Process (see FSF #134 Payroll 
Summer Learning). 
 
For training on the timecard process for stipends, please contact payroll@bcps.k12.md.us. 
 
 
 
 
 
 
 
 



 

6.4 ​ Comp Time 
 
Compensatory (“comp”) time for eligible employees must be approved in advance by the supervisor.  
Please see the appropriate negotiated agreement for more information about comp time. 
 
 

Employee Group Compensatory Time 
BTU Not Eligible 
PSASA Eligible (Please refer to negotiated agreement) 
PSRP Not Eligible 
L44 Not Eligible 
CUB – Exempt Not Eligible 
CUB – Non-exempt Eligible (Please refer to negotiated agreement) 
FOP – Exempt  Not Eligible 
FOP – Non-exempt Eligible (Please refer to negotiated agreement) 
GSS/Unaffiliated Not Eligible 
Temporary Employees Not Eligible 
Substitute Teachers Not Eligible 
 

 

 



 

Section 7 
Employee Benefits 

 
City Schools provides comprehensive, competitive benefits to eligible employees and absorbs a 
substantial portion of the costs of most of these benefits. Employees pay their portion of premiums, as 
applicable, through biweekly payroll deductions. Employees are able to tailor their benefits package to 
meet their own and their families’ needs. Employees may update their benefits selections during 
benefits “open enrollment,” an annual window, typically in October to November, when employees are 
eligible to sign up for health insurance, adjust current insurance plans, or cancel their plans. This period 
is limited to a few weeks. If this period is missed, employees may have to wait until the next open 
enrollment period to make any changes, unless a qualifying event occurs (including, but not limited to, 
birth, death, adoption, marriage, divorce, and change in employment) that impacts eligibility. 
 
This section provides an overview of some of the key benefits available to City Schools employees. For 
more information, see the Benefits page on City Schools’ website, which includes a description of the 
entire benefits package. 
 
7.1 ​ Eligibility 
 
City Schools offers health, welfare, and retirement plans to eligible employees and their eligible 
dependents. All eligible permanent employees, either full-time or part-time, are entitled to enroll in the 
plans.  
 
City Schools health benefits guidelines require a dependent of an eligible employee to be one of the 
following:  

●​ A spouse as recognized by the laws of the State of Maryland;  
●​ An unmarried child of an employee until the end of the month in which the child reaches age 

26, when the child is:  
o​ A child by birth;  
o​ A legally adopted child;  
o​ A stepchild residing with the employee;  
o​ A child residing with the employee and for whom the employee has legal guardianship; 

or  
o​ A related child for whom you are economic sole support as determined by City 

Schools;  
●​ An unmarried child age 26 or older who is otherwise eligible, and who is incapable of 

self-support due to a mental or physical incapacity, as long as:  
o​ The disability is due to a mental or physical handicap which existed prior to and 

continuously since the dependent’s 19th birthday, or during a period of student 
coverage;  

o​ The child resides permanently with the employee and the employee provides 50% or 
more of the child’s financial support; 

o​ The child is currently enrolled in one of the City Schools’ plans; and  
o​ You have completed a Disability Qualification Questionnaire and it is approved by the 

health plan. You may be asked to complete the Disability Qualification Questionnaire 
again from time to time by the health plan.  
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New employees receive a Benefits Election Form, which must be completed and submitted with any 
required documentation within 30 days of their start date with City Schools. Benefits begin the first day 
of the month following the date of an employee’s hire and entry into a benefits-eligible position, 
provided City Schools receives the completed form by the designated deadline. 
 
Benefits generally end the last day of the month in which the employee separates from employment 
with City Schools. However, for BTU, PSRP, or PSASA members who have worked the full school 
year and made all premium payments, benefits may continue through the month of August. 
 
7.2 ​ Health Insurance 
 
City Schools offers medical, dental, vision, and prescription drug coverage, with a range of plans and 
options. For detailed information, refer to the Benefits page on City Schools’ website. 
 
7.3​ Life and Disability Insurance 
 
​ ​ 7.3a ​ Life and Accidental Death and Dismemberment Insurance 
 
City Schools provides life and accidental death and dismemberment insurance for employees’ 
beneficiaries in an amount as defined by negotiated agreements or as established by the CEO for 
unaffiliated employees. Employees have the option to purchase additional optional life insurance, 
with premiums deducted from their biweekly pay. For detailed information, refer to the Benefits page 
on the City Schools website.  
 
​ ​ 7.3b ​ Dependent Life Benefit 
 
For members of certain collective bargaining units and for unaffiliated employees, City Schools 
provides coverage in the event of loss of life of a spouse and children up to age 23. For detailed 
information, refer to the Benefits page on City Schools’ website. 
 
​ ​ 7.3c ​ Long- Term Disability Insurance 
 
Disability insurance replaces a portion of your income in the event you become sick or hurt and are 
unable to work for an extended period. City Schools offers two options for long-term disability 
insurance: 

•​ Plan Option A has a 180-day waiting period before benefits are paid 
•​ Plan Option B has a 90-day waiting period before benefits are paid  

 
These plans are administered through the Hartford (phone 800-538-8439). Rates are based on age and 
salary. Premiums are deducted biweekly from your paycheck. For detailed information, refer to the 
Benefits page on City Schools’ website. 
 
7.4 ​ Pension and Retirement Savings Plans 
 
City Schools employees may be covered by the City of Baltimore Employees’ Retirement System or  
the Maryland State Retirement and Pension System.  The pension benefits of each system differ based 
on a number of factors, such as eligibility, employee contribution, creditable years of service, purchased 
service, computation of annuity, disability benefits, early retirement, death benefits, and unused sick 
leave balance. 
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Employees intending to retire should contact the Office of Human Capital (phone 410-396-8885 or 
email benefits@bcps.k12.md.us) at least 90 days prior to their expected retirement date to schedule a 
retirement counseling session. For more information, consult the Retirement page on City Schools’ 
website, or contact the Office of Human Capital. 
 
City Schools also offers 403(b) supplementary retirement savings plans that provide a tax-sheltered 
method of saving for retirement. With these plans, employees defer a portion of their pre-tax salary as 
contributions to their 403(b) account, up to a maximum amount defined each year by the Internal 
Revenue Service. Contributions become taxable income when they are withdrawn from the 403(b) 
account. While there is a substantial penalty for withdrawal of funds prior to retirement, employees 
may be able to take loans from the account. 
 
Employees are able to enroll in or change salary deferral or allocation amounts for each investment 
account at any time. Refer to Employee Self Service for more information. 
 
7.5 ​ Employee Assistance Program 
 
The confidential Employee Assistance Program (“EAP”) provides regular full-time and part-time 
employees, both permanent and temporary, and their family members with a network of resources to 
address issues including bereavement, emotional health, substance abuse, marital and other relationship 
issues, physical health, terminal illness in the family, and occupational, financial, or legal concerns. 
Employees may contact the EAP service provider directly as needed, or they may be encouraged or 
required by their supervisor to seek assistance. There is no cost for the initial assessment or a number 
of follow-up visits. More information about EAP can be found here. 
 
7.6​  Employee Wellness Program  
 
A comprehensive wellness program designed for our employees, their families, and the greater school 
community to help experience better health and overall life outcomes. Wellness programming is 
offered throughout the year. More information can be found at this link, or you can email the team: 
bewell@bcps.k12.md.us. 
 
7.7​ Flexible Spending Account for Dependent Care 
 
With a flexible spending account (“FSA”), employees can pay for certain dependent care expenses (e.g., 
daycare, before- or after-school care, elder care) with money set aside from pre-tax salary deductions. 
This allows employees to lower their taxable income and thereby realize savings in federal, state, and 
local taxes. City Schools’ FSA benefit is administered through P&A Group (website www.padmin.com; 
phone 800-688-2611). 
 
7.8 ​ Dependent Child Tuition Waiver 
 
Full- and part-time employees who live outside of Baltimore City are eligible for a waiver of the out- 
of-district tuition for children enrolled in or accepted to a Baltimore City public school. Please note 
that documentation of the employee’s parent or guardian status, such as a birth certificate or court 
order, is required. More information is available on City Schools’ website at this link.  
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7.9 ​ Credit Union 
 
Employees are eligible for membership in the Municipal Employees Credit Union (“MECU”). Contact 
MECU at 410-752-8313 for information regarding membership and programs.  
 
7.10 ​ COBRA Benefits 
 
The federal Consolidated Omnibus Budget Reconciliation Act (“COBRA”) provides employees and 
their covered dependents the right to continue their group health insurance coverage under the City 
Schools health plan when a qualifying event would normally result in the loss of eligibility. Resignation, 
termination of employment, death of an employee, reduction in an employee’s hours, leave of absence, 
and divorce or legal separation are common qualifying events. 
 
Under COBRA, the employee or dependent/spouse pays the full cost of coverage at City Schools’ 
group plan rate, plus an administrative fee. City Schools provides each eligible employee and dependent 
with a written notice describing rights and obligations under COBRA. 
 
For information regarding the continuation of benefits under COBRA, contact the City Schools 
COBRA administrator, P&A Group, at 1-800-688-2611 or by visiting its website at www.padmin.com. 
Employees can view the cost of the plans at Benefits. 
 
7.11 ​ HIPAA 
 
The federal Health Insurance Portability and Accountability Act (“HIPAA”) describes how medical 
information about individuals may be used and disclosed. HIPAA considers individually identifiable 
information about employees’ past, present, or future health conditions, provision of healthcare to 
employees, and payment for their healthcare to be Protected Health Information (“PHI”). 
 
Employee benefits plans use and disclose PHI for a variety of reasons that do not require employee 
authorization. Further, the law provides that employee plans may use and disclose employees’ PHI 
without authorization to their employers, as required by law, for public health activity, health oversight 
activities, research purposes, specific government functions to avert threats to health or safety, or 
reasons related to decedents. However, employee benefits plans may require employee authorization 
(or the authorization of a personal representative, such as a custodian, guardian, or legal representative 
with power-of-attorney) for other uses and disclosures. 
 
7.12​ Workers’ Compensation 
 
Under Maryland law, City Schools provides Workers’ Compensation for qualifying workplace injuries. 
For more information, see Administrative Regulation EBBB-RA (Incident Reporting, Including 
Student and Employee Injuries).   
​​ 
PROCESS 

1.​ In the event that an employee experiences a workplace injury, immediate action must be 
taken. 

a.​ If the employee requires emergency medical care, call 911. In addition, the 
principal/supervisor or their designee must complete the Incident Reporting 
Workflow within 48 hours.  
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b.​ If the employee does not require emergency medical care, the employee must 
report the incident to their supervisor as soon as practicable. Even if the injury 
seems minor or insignificant, it must be reported. 

2.​ The employee’s supervisor must immediately complete the  Employee Incident Report 
form in both emergency and non-emergency situations. Both the employee and the 
supervisor must sign the form. The supervisor must retain a copy of the form on file for 
future reference and verification. 

3.​ The supervisor then calls ACTEC Reporting Service (877-607-8600) and submits the 
original form to ACTEC.  

a.​ The supervisor does not need to contact City Schools’ central office because 
ACTEC reports directly to the Office of Human Capital. 

b.​ If the employee indicates medical care is not necessary, the supervisor is still 
required to complete the Employee Incident Report and notify ACTEC, and the 
employee should continue working. 

4.​ If non-emergency medical care is necessary, the supervisor will direct the employee to take 
the signed Employee Incident Report to City Schools’ designated Medical Review Officer 
at Mercy Clinic (323 N. Calvert Street, Baltimore, MD, 21202; 410-332-9773). Employees 
do not need to schedule an appointment; however, they must take their signed 
Employee Incident Report with them. The clinic hours are weekdays from 8 a.m. – 4:30 
p.m. 

a.​ After visiting the Mercy Clinic, the employee must give the Discharge Instructions 
to their supervisor with the treating physician’s signature in writing in order to be 
allowed to return to work. 

b.​ If the Mercy Clinic determines certain duties cannot be performed, the supervisor 
and employee will work together to identify appropriate accommodations, so long 
as they are able to perform the essential functions of their job. The Department of 
Fair Practices and Compliance and the Office of Human Capital, as needed, 
provide support in the accommodations process, consistent with Board Policy 
ACD (ADA Reasonable Accommodations), and the accompanying administrative 
regulation. 

c.​ If the employee is going to miss more than seven days (for 10-month employees) or 
8 days (for 12-month employees), it is encouraged that they file for leave (e.g., 
FMLA) in conjunction with Workers’ Compensation. This is recommended in cases 
where an employee may not have enough sick time accumulated, but they still have 
not been cleared to return to work. 

d.​ If a suitable work assignment is not available to the employee once the employee is 
discharged, they will remain on leave. ​  

5.​ If an employee visits another medical facility (e.g., Patient First, their own doctor, or an 
emergency room facility), the employee still must report to Mercy Clinic before they may 
return to work. In addition, the employee and the employee’s supervisor must still follow 
the steps listed immediately above. 

a.​ The employee will receive and be responsible for paying any bill from any medical 
facility/provider should they elect not to disclose and provide the correct and 
accurate Workers’ Compensation claim number/Employee Incident Report to that 
provider at the time of service. If an employee is discharged from a medical 
facility/provider other than the Mercy Clinic, the employee cannot return to work 
until cleared by the Mercy Clinic.  

b.​ The supervisor must schedule a follow up appointment for the employee at the 
Mercy Clinic. After visiting the Mercy Clinic, the employee must give Discharge 
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Instructions to the supervisor with the treating physician’s signature in writing to be 
allowed to return to work and follow the steps in #4 above. 

6.​ If an employee sustains a workplace injury and is owed Workers’ Compensation, City 
Schools Payroll will coordinate payment with Sedgwick, City Schools’ Workers’ 
Compensation claims manager. Payroll will advise the supervisor on how to code the 
employee’s City Schools timecard. 

7.​ Employees who sustain injuries occurring in connection with their assigned duties and not 
as a result of their own negligence shall be eligible for leave of absence without loss of pay 
up to a maximum of one year from the date of the job-related injury, if a suitable work 
assignment is not available once the employee is discharged. The leave is subject to the 
approval of the Mercy Clinic. The employee shall submit to re-examination by the Mercy 
Clinic periodically as required. In any case where the injury requires an extended leave of 
absence, City Schools may request that the employee be considered for retirement because 
of accidental disability.  

8.​ If unsafe conditions on school grounds are believed to have contributed to the employee’s 
injury, the supervisor must report the condition(s) to the Facilities Maintenance 
Department as soon as practicable, preferably via City Schools’ online reporting system 
and the Incident Reporting Workflow. The Facilities Maintenance Department is 
responsible for coordinating any steps that are necessary to cure unsafe conditions on 
school grounds. 

 
7.13​ Legal Representation 
 
Except as prohibited by law or excluded pursuant to Board Policy GBEH (Legal Representation), in 
any legal claim or legal action brought by a claimant against an employee, as a defendant, with respect 
to an action taken by the employee, City Schools shall provide legal representation for the defense of 
the employee if: 
  

●​ The action was taken by the employee in the performance of their duties, within the scope of 
their employment or authorized duties and responsibilities, and without malice; and 

●​ City Schools determines that the employee was acting within their authorized official capacity 
in the action that gave rise to the incident. 
 

Consistent with these legal standards, City Schools shall provide legal representation for the defense of 
an employee in any  legal action brought by a parent/guardian of a student or other claimant against  
the employee, as a defendant, because of preventive action or intervention taken by the employee that 
was reasonably necessary to prevent violence on school premises or on a school-sponsored trip, 
including intervening in a fight or physical struggle that takes place in the employee’s presence, 
whether the fight is among students or other individuals. 
 
The duty to provide legal representation to the Baltimore City Board of School Commissioners 
supersedes the duty of legal representation owed to any individual employee. Thus, prior to providing 
legal representation to any individual employee in a legal action, the Office of Legal Counsel shall be 
responsible for: (a) exercising due diligence to identify any legal conflicts; and (b) taking steps to 
remedy any legal conflicts, as appropriate, such as obtaining consent to the dual representation; 
limiting the scope of the legal representation; and/or retaining outside counsel for the individual 
employee. 
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City Schools may, at its discretion and in furtherance of its educational purposes, provide legal 
representation and other legal support for employees in other circumstances as set forth in Board 
Policy GBEH (Legal Representation). All employees shall cooperate fully and honestly with the Office 
of Legal Counsel, as well as any outside counsel assigned to provide legal representation.  
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Section 8 
Licensure, Certification, Probation, and Tenure 

 
8.1​ Overview 
 
The Maryland State Department of Education (“MSDE”) standards for licensure of professional 
education personnel are intended to offer assurance that: 
 

●​ Professional public educational staff members possess the minimum essential knowledge and 
skills needed to achieve outcomes for public education declared by the State Board of 
Education; 

●​ The results of professional preparation and training are united with the instructional practices 
and outcomes expected for public education; 

●​ Local school systems seek and retain academically successful, multitalented, and diverse 
individuals; and 

●​ Licensed education personnel maintain competent practice through career-long engagement 
with their content area, research, best practice, and expert opinion. 

 
The Office of Human Capital provides and assists affected employees with resources, guidance, and 
information needed for them to meet MSDE acceptable standards of licensure. Information regarding 
MSDE licensure is available here at the City Schools website and at the MSDE website at 
www.mdcert.org. For questions, please contact the Office of Human Capital at 
humancapital@bcps.k12.md.us. 
 
8.2​ Licensed Employees - Contract Obligation 
 
City Schools requires licensed employees to sign a State of Maryland employment contract, stating the 
timeline by which either party may terminate the contractual agreement and the penalties for contract 
violation. During the contractual period, a licensed employee may not vacate an assigned position 
except in the case of an emergency, as determined by the Board. City Schools will consider employees 
who terminate their employment contract after the school year begins to have terminated their 
employment without satisfactory service. City Schools will notify MSDE regarding such employees, 
with a possible recommendation that their license be suspended.  Please refer to the Code of Maryland 
Regulations (COMAR) 13A.07.02.01 or negotiated labor agreements for further details. 
 
In addition, the Maryland State Superintendent of Schools is required to suspend or revoke the 
state-issued license of a teacher or other professional in certain circumstances involving criminal and 
other wrongdoing. For more information, see COMAR 13A.12.05.02. 
 
8.3​ Probation and Tenure 
 
City Schools will adhere to probationary periods determined by state law and any applicable negotiated 
agreements or as it establishes for those employees not otherwise covered by state law or a negotiated 
agreement. Time spent on leave of absence without pay shall not be counted as part of the 
probationary period. The Office of Human Capital will maintain records of employees who are 
probationary and the duration of their probationary period. 
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Under Maryland law, licensed employees serve a three-year probationary period prior to achieving 
tenure in accordance with the provisions of their regular contract. If licensed employees continue in 
their assignments with regular contracts, and meet performance standards, they will be granted tenure. 
 
Licensed employees who have achieved tenure in other local school system(s) in Maryland and are 
hired into licensed positions in City Schools will be tenured after one successful year of working in City 
Schools if they meet the following conditions:  

a.​ The employee’s contract is renewed after one year of probationary employment in City 
Schools.  

b.​ The employee’s final evaluation meets performance standards.  
c.​ The employee’s final evaluation in the local school system from which the employee departed is 

satisfactory or better.  
d.​ There has been no break in the employee’s service between the prior system and City Schools 

of longer than one year.  
 
The Board may extend the probationary period of the licensed employees for an additional year if the 
employee does not qualify for tenure at the end of the first year based on established performance 
evaluation criteria, and the employee demonstrates a strong potential for improvement. 
 
Employees who are tenured at the time they are granted a leave of absence by the Board will remain on 
tenure, provided the employee complies with all certification, licensure, and other applicable 
requirements. A long-term leave of absence during the probationary period delays the granting of 
tenure according to the length of the absence. 
 
Tenured employees must keep their certification or licensure valid to retain a regular contract and 
continue on tenure. Tenured employees who fail to renew certification or licensure will lose their 
tenure status. Any licensed employee who earns or loses tenure shall receive a written or electronic 
communication from the Board notifying tenure has been granted or lost, subject to such timelines as 
are set forth in the applicable negotiated agreement. 
 
For more information, see Board Policy GBN (Employment Cycle and Staffing) and Administrative 
Regulation GBN-RA (Procedures Guiding the Employment Cycle and Staffing). 
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Section 9 
Training and Professional Development 

 
City Schools recognizes that the skills and knowledge of its employees are critical to student success. 
Several programs are designed to encourage personal and professional development, improve job- 
related skills, and enhance employees’ abilities to compete for jobs within the school system. 
 
Certain compliance training is mandated for all employees or certain subsets. Funded opportunities for 
training and professional development are available based on employees’ development needs, school 
system requirements, availability of budgeted funds, and supervisor approval. 
 
9.1 ​ Tuition Reimbursement 
 
City Schools provides tuition reimbursement to encourage its regular full-time and benefits-eligible 
part-time employees to continue their education. In this program, City Schools reimburses a 
percentage of tuition costs in accordance with negotiated agreements. To be eligible, employees must 
apply for tuition reimbursement and receive written approval prior to the deadline(s) indicated on the 
tuition reimbursement application. Further information, enrollment forms, and instructions are 
available on the City Schools website Tuition Reimbursement page. 
 
9.2  ​ Training and Seminars 
 
City Schools encourages supervisors to coach employees in specific skill areas. This can be 
accomplished by teaming employees with more experienced colleagues and putting measures in place 
to help build confidence and improve job performance. 
 
City Schools provides funding for employees to attend job-related training and seminars, based on 
factors such as job requirements, employee needs, and availability of funds. 
 
Please speak with your supervisor regarding training opportunities you feel you might need. 
 
9.3 ​ Employee Evaluations 
 
Employee evaluations provide an authentic assessment of professional performance and impact, and 
they drive a cycle of employee performance management focused on continuous staff improvement in 
all roles across City Schools. All eligible City Schools employees participate in evaluation of their 
performance on an annual basis.  Board Policy GCO (Employee Evaluations) and accompanying 
regulations outline the purpose, process, roles, and responsibilities for performance evaluations of all 
eligible City Schools employees. Evaluations are managed through CHARM (City Schools’ online 
platform for employee evaluation), which supports goal setting, reflection, and feedback throughout 
the evaluation cycle.  The vision for employee evaluations is that each employee participates in a robust 
evaluation that engages and grows them through goal setting, reflection, and high-quality feedback 
grounded in objective evidence of impact. All employee evaluation experiences should reinforce 
priorities, goals, individual strengths, and opportunities for each person to grow.  
 
A comprehensive system of employee evaluations establishes the professional criteria and expectations 
that will distinguish, support, and retain high performing employees at all levels who are committed to 
increasing student success. The forms and rubrics that are part of an employee’s evaluation are aligned 
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with their job title and how they contribute to City Schools’ mission and to the success of our students. 
 
City Schools considers the steps in the employee evaluation process to be important components of 
performance management. Employees should prepare for these steps carefully and participate in them 
fully. Board Policy GCO outlines important employee responsibilities for engagement in the evaluation 
process, including: 
 
●​ Employees should take personal responsibility for performance improvement by reflecting on their 

practice, identifying areas of growth and strength, and responding to feedback they receive.  
●​ Employees are responsible for reviewing and acknowledging receipt of ratings and feedback 

received from the evaluator and/or qualified observer.  
●​ Employees share responsibility for productive and professional interactions related to the 

evaluation process.  
●​ Employees are responsible for reviewing available resources and seeking technical assistance on 

how to navigate the appropriate electronic evaluation system(s). 
 
Employee evaluation policies, regulations, guidance, and critical resources are made available 
electronically. Employee evaluations are a time-bound process, and employees share responsibility with 
City Schools to remain up to date. For more information, see Section 10.2. 
 
9.4 ​ New Teacher Induction and Mentoring 
 
City Schools offers additional support to its new educators. Teachers new to City Schools participate in 
professional development experiences during a summer institute and orientation. At the institute, City 
Schools presents information on topics such as instructional strategies, classroom management, and 
curriculum to build confidence, establish coherence, and prepare new teachers for the demands of the 
classrooms that they will lead during the school year. Some of the activities focus on establishing 
professional connections based on cooperation, team building, and collaboration. 
 
In addition, a mentoring program supports new educators in individual schools throughout the school 
year, and professional development activities supplement and reinforce the professional training of 
school-based staff. City Schools’ program complies with COMAR 13A.07.01 (Comprehensive Teacher 
Induction and Mentoring). 
 
9.5 ​ Systemic Professional Development 
 
City Schools and the BTU negotiated agreement require a maximum of 10 days to be used for 
professional development activities during the school year. These days support teachers and 
school-based educators with beginning of year readiness, content expertise, and instructional practice, 
and provide time for required course work in certain disciplines. While students do not report to 
schools on these days, teachers and other unionized 10- and 12-month staff are required to attend and 
participate in professional learning activities scheduled for the ten days. Sessions are offered in-person 
as well as through virtual and hybrid options. Regardless of session modality, staff are expected to 
come to their school or session location in-person to engage in the professional learning for the day. 
More information is available here on the City Schools website. 
 
 
9.6​ Staff Travel and Reimbursement 
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All City Schools employees must receive advance approval for out-of-town business travel, regardless 
of whether the travel will be funded using City Schools budgeted funds, grant funds, or proceeds from 
fundraising or a gift or donation from another entity. Board Policy GCIDA (Staff Travel and 
Reimbursement) and Administrative Regulation GCIDA-RA (Protocols for Approval and 
Reimbursement of Staff Travel) outline relevant protocols for approval and subsequent 
reimbursement. Local travel reimbursements are provided only in limited circumstances as authorized 
by the Chief Financial Officer (“CFO”). 
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Section 10 
Communications 

 
10.1 ​ Keeping City Schools Informed 
 
All employees must notify the Office of Human Capital of any changes in name, address, telephone 
number(s), email addresses, marital status, name and number of dependents, beneficiary designations, 
emergency contacts, or anything else that could affect administration of benefits, personnel records, or 
taxes. It is essential that City Schools have correct information on file for employees at all times in 
order to ensure timely delivery of important documents (e.g., W-2 forms and benefits information).  
 
Employees can update their personal email, phone, and address directly in Employee Self-Service. All 
other changes need to be submitted to hcis@bcps.k12.md.us with the required documentation 
attached.  
 
To change marital status, employees must complete the Personal Data Change/Correction Form and 
attach a copy of either a marriage license or divorce decree. To correct a birth date, a copy of a birth 
certificate must be submitted. When requesting a name or Social Security number change, employees 
must show a copy of the Social Security card reflecting the change. Social Security regulations require 
that any name changes be reflected on the card so that retirement and other benefit information 
remains current. In addition, employees can use this form to submit updates to reflect their chosen or 
preferred name, and in cases where the employee has gone through the legal name change process, all 
personnel records will be changed in accordance with Board Policy ACB (Sex-Based Discrimination – 
Employees and Third Parties).   
 
10.2 ​ Keeping Employees Informed 
 
City Schools is dedicated to keeping employees informed about policies and practices that affect their 
work life. Several communications vehicles are available, including the following. Please ensure that you 
use these frequently; staying up to date is a responsibility that employees share with City Schools. 
 
10.2a City Schools website & Board Policies 
 
The City Schools website is updated regularly to provide current information about the school system. 
For example, it is the first place where details of early dismissals or closings for inclement weather are 
posted. Employees can also find information on Board Policies and administrative regulations on the 
City Schools website, including the link to BoardDocs, where the most up-to-date policies and 
administrative regulations are available. The City Schools website also includes profiles and data for 
each school and program, as well as an annual database of employee salary information. 
 
City Schools also has a website section for staff, where staff members can find documents, forms, and 
information relevant to them. 
 
10.2b Emails and newsletters 
 
The primary mode of communication between employees within City Schools is email. Employees are 
expected to routinely monitor their City Schools provided email addresses for communications from 
colleagues, supervisors, district leaders, and the Communications department, which shares important 
districtwide information with employees. 
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In addition to emergency emails (including inclement weather announcements) and other one-off 
notifications, the Communications department sends two newsletters to all employees every week: 

●​ Inside Scoop: This is a newsletter that includes timely announcements, upcoming dates and 
events, celebrations, and more. Information includes human capital related updates, 
information to share with families, major districtwide initiatives, and more. 

●​ Winning Wednesday: This is a newsletter that celebrates the successes – big and small – of our 
students, employees, and schools. Highlights include awards, classroom projects, school field 
trips, community projects, and more. Winning Wednesday is also shared via the district app. 
Any employee can submit a success to be included. 

 
10.2c City Schools app 
 
City Schools has an app available on both the Apple store and Google Play store. The app gives 
employees (and the community) instant access to important announcements, relevant information, 
celebrations, photos, and more. Download the app, click on “Schools” in the lower right-hand corner, 
click the plus sign, and subscribe to “Inside Scoop – Staff ” to receive employee-focused notifications. 
You can also subscribe to individual schools to receive school-specific notifications. 
 
10.2d Social media 
 
City Schools has an active social media presence on Facebook, X (formerly known as Twitter), 
Instagram, Threads, LinkedIn, and Next Door as a method to share important information, good 
news, upcoming events, and more with the City Schools community. A Facebook group for employees 
is also available, where staff-specific information is shared, including human capital related 
announcements, professional development information, staff celebrations, and more. We also have a 
Facebook group for trusted partners and organizations to share community resources with City 
Schools families. Spanish social media channels are also available for community members who prefer 
to receive information in Spanish.  
 
10.2e Robocalls and text messages 
 
City Schools will send text and phone call notifications to employees in specific situations, including 
emergency notifications, school closures due to inclement weather, human capital-related 
announcements, and other important communications.  
 
Employees can choose to receive these notifications on a phone number of their choice and can 
specify their preference for receiving either text messages, phone calls, or both.  
 
Follow these steps to set your notification preferences: 

1.​ Sign in to Employee Self-Service. 
2.​ On the left-hand menu, select “Employee Self-Service” and then select “Personal 

Information”. 
3.​ Under the Phone Numbers section, click “Update”. 
4.​ On the next screen, you can add, change, or delete your preferred contact numbers and select 

your communications preference for each number. 
 
10.2f Board Forums 
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The Board may hold open forums. City Schools encourages employees to attend these meetings and 
present opinions, share ideas, or voice concerns in a professional, responsible manner. 
 
10.2g Bulletin Boards 
 
City Schools uses bulletin boards at each work site to post fliers and information sheets that 
communicate a variety of general issues related to City Schools. Employees should look at the boards 
regularly. 
 
10.2h Ongoing Engagement between Supervisors and Employees 
 
To obtain the quickest and most satisfactory answers to questions and solutions to problems, 
employees should discuss job-related issues, problems, or concerns with their immediate supervisor. 
Employees may also contact the Office of Human Capital by emailing humancapital@bcps.k12.md.us 
for support. 
 
10.3​ Media Relations 
 
City Schools values the critical role played by responsible media in a democratic society to seek, 
analyze, and report information to the public about the educational programs and administration of 
the school system. News media members must always contact the Communications Office to secure 
permission to be on school property prior to sending a reporter, videographer, or photojournalist. In 
reviewing requests, City Schools reserves the right to place limits on the time, place, and/or manner of 
the news media’s access to school property. 
 
City Schools also values the privacy of employees, students, parent/guardians, and other members of 
the community, and adheres to all legal obligations regarding the protection, and appropriate 
disclosure, of student and employee information, in accordance with City Schools rules. The 
Communications Office is responsible for the dissemination of district news to news media members. 
No City Schools employee, school, or office in their role as such may issue an official statement or 
official reply to a media request by a news media member or student journalist regarding district news 
without prior approval by the Communications Office. Employees also should take care to avoid the 
inadvertent release of time-sensitive or administrative-level district news on their personal or 
professional social media accounts without a prior release or approval by the Communications Office.  
 
Under the First Amendment, City Schools employees may speak on matters of public concern when 
speaking as a citizen and otherwise adhering to all legal standards. Employees also may respond to 
requests by news media members or student journalists related to the employee’s personal business or 
non-City Schools professional business. However, such interaction shall be conducted off school 
property and during non-working hours, and the employee should ensure that it is clear they do not act 
as a spokesperson of City Schools. For more information, see Board Policy KDD (Media Relations) 
and Administrative Regulation KDD-RA (Media Relations). 
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Section 11  
Standards of Professional Conduct 

 
City Schools holds all employees to certain work rules and standards of professional conduct. 
Employees are expected to behave honestly; maintain the highest standards of responsible and ethical 
conduct; diligently fulfill their job responsibilities with the requisite skill and knowledge; adhere to all 
City Schools rules and ethical standards governing their work; and comply with all such applicable 
requirements outside of work where failure to do so would affect their fitness to perform their job. 
Under no circumstances may any employee engage in any of the following activities or behavior: 
immorality, misconduct in office (which includes knowingly failing to report suspected child abuse or 
neglect), insubordination, incompetence, or willful neglect of duty.  
 
Whenever employees face a matter that requires an ethical decision concerning their behavior, City 
Schools expects them to consider whether it might violate a City Schools rule or a professional 
standard of responsible and ethical conduct. Equally important, employees should refrain from any 
action or conduct that—  

●​ endangers or potentially threatens the health and/or safety of self or others;  
●​ undermines the employee’s professional integrity; and/or  
●​ makes them unfit to perform their assigned duties. 

 
In addition, employees must conduct their private life activities (including social media activities) in a 
manner that is not prejudicial to their effectiveness as a City Schools employee and recognize that 
criminal, dishonest, and other inappropriate activities may have an adverse impact on employment with 
City Schools. Even off duty, City Schools employees are expected to uphold the trust placed in us by 
students and families. In today’s highly political environment, private social medial posts can quickly 
become public and attract negative attention or cause harm to you, your loved ones or your school 
community.  As a best practice, keep political or personal opinions separate from your professional 
role. Avoid listing your school or job title in personal social media profiles, and do not tag City Schools 
in non-professional posts. And before posting or speaking publicly, it is worthwhile to pause and 
consider how your words may be used or perceived to push an agenda, depending on the issue. If a 
comment seems inflammatory, weigh whether posting is worth the potential costs.  
Employees should become familiar with the standards of professional conduct set forth in City 
Schools rules referenced throughout this Handbook, and they must follow them faithfully in the 
performance of their jobs and while conducting City Schools business. Employees who deviate from 
City Schools rules may be subject to corrective or disciplinary action, up to and including termination. 
Employees who have questions about City Schools’ rules and standards of professional conduct should 
speak with their supervisor or contact the Office of Human Capital. Employees should understand 
that not all inappropriate, improper, or unethical conduct may be expressly referenced in this 
Handbook. Conduct that is not expressly listed nonetheless may warrant disciplinary action. For the 
most up-to-date listing of Board policies and administrative regulations, visit the City Schools website 
at this link. 
 
11.1 ​ High-Quality, Courteous, and Respectful Work Environments, Customer Service, and 

Community Engagement 
 
City Schools expects employees to provide quality, results-focused services to students, their families, 
colleagues, and the public. All employees are expected to interact and engage with all students, their 
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families, colleagues at all levels, and members of the community professionally, respectfully, equitably, 
with the utmost integrity, and in accordance with all laws and City Schools rules regarding 
nondiscrimination, as set forth in Section 2 of this Handbook. It is equally critical that all employees 
are respectful of others’ diverse interests, viewpoints, cultures, and backgrounds. 
 
City Schools also expects all employees to extend every courtesy and assistance to all individuals with 
whom they interact while representing City Schools. Employees should practice civility in all 
interactions and seek and respect the opinions of others; create a welcoming environment for 
parents/guardians and the school community; promote engagement of parents/guardians in their 
children’s education; communicate openly and respectfully; and provide and receive feedback 
constructively and respectfully. Employees are prohibited from engaging in conduct that significantly 
undermines school activities or other City Schools operations, including verbal, written, or electronic 
communications, as well as physical acts, that are abusive, obscene, threatening, rude, humiliating, or 
disrespectful to others; bullying, harassing, or intimidating students, their families, other employees, or 
other adults; or retaliating against another employee or person for taking any action or for reporting 
any facts or information related to real or perceived improper acts.  
 
City Schools employees are reminded that we, singly and collectively, become the face of the district as 
we interact with and serve the public. How we engage with each other is equally as important and can 
strengthen our workplace relationships, improve the quality of our work product, and enhance the 
delivery of services to each other, regardless of our specific role. Customer service is both internal and 
external, and if our internal interactions are caring, respectful, and, most importantly, responsive, then 
we are better able to serve the public in the same manner and generate goodwill. Public service is a 
most honorable undertaking and those we serve, internally and externally, deserve our very best. When 
we do that on an intentional and consistent basis, we elevate positive customer service behaviors to a 
customer care reality.  
 
In addition, employees shall not be subjected to negative or disparaging comments or treatment from 
any administrator or supervisor. This is not intended to prohibit City Schools officials from responding 
to the media or addressing school communities in a manner consistent with applicable law.  Similarly, 
this is not intended to prohibit an administrator or supervisor from engaging in full and frank 
discussions with employees, so long as all interactions by all participants in these discussions shall 
adhere to ordinary standards of civility and mutual respect. 
 
For more information, see Board Policy KCA (Family and Community Engagement) and the 
accompanying regulation. The procedures and protections set forth in Section 11.17 apply to 
disclosure of improper conduct under this section. 
 
11.2​ Responsible Use of Technology 
 
Technology and technology systems provided by City Schools – including phones, email accounts, 
laptops and other computer hardware and software, and online servers and platforms – are intended to 
be used for City Schools business and education purposes, in an appropriate, professional manner, 
consistent with Board Policy EGD (Internet Safety/Acceptable Use of Technology) and 
Administrative Regulation EGD-RA (Internet Safety/Acceptable Use of Technology – Employees).  
 
Only limited personal use of City Schools technology and technology systems is permitted. Personal 
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use must in all circumstances comply with the acceptable use and conduct provisions in Board Policy 
EGD and Administrative Regulation EGD-RA, and it must not result in costs to City Schools, or 
cause legal action against or cause embarrassment to City Schools. Such use must also be appropriate 
as to duration and not interfere with the user’s duties and City Schools’ business demands. To model 
appropriate professional standards of conduct for students consistent with Board Policy JICJ (Student 
Use of Portable Electronic Communications Devices), City Schools  employees should avoid using 
their own electronic devices for personal use during instructional time or during supervision or 
chaperoning of students anywhere on school property, on a field trip, or during a school-sponsored 
activity.  
 
Employees and other users are prohibited from using City Schools technology and technology systems 
inappropriately. Examples of prohibited uses include: 

●​ Engaging in activities that do not support student learning, instruction, or support processes; 
●​ Transmitting or reproducing materials that are libelous, slanderous, or defamatory or otherwise 

violate applicable laws and regulations; 
●​ Using technology for cyber-bullying; 
●​ Mass-mailing for a purpose unrelated to City Schools (including, without limitation, spamming, 

flooding, or bombing); 
●​ Misappropriating or inappropriately disguising the identity of a user in an electronic 

communication; 
●​ Displaying, communicating, or downloading inappropriate content such as hateful, 

pornographic, obscene, lewd, racist, or sexually explicit images, text, or audio; 
●​ Connecting unauthorized technology to any part of the City Schools’ technology system; 
●​ Deliberately or carelessly performing an act that will, or is calculated to, interfere with the 

operation of City Schools’ technology system; and 
●​ Violating laws enacted, and regulations promulgated, to protect copyrighted, patented, and 

trademarked equipment, devices, data, information, and material. 

 
Additional examples are set forth in Board Policy EGD and Administrative Regulation EGD-RA. 
Employees should have no privacy expectations in the contents of their personal files and records of 
their online activity while using City Schools technologies and technology/communications systems. 
All email, equipment, and documents created, composed, stored, transmitted, and/or received using 
City Schools technology or technology/communications systems are and remain at all times the 
property of City Schools. These items are not the private property of any employee or individual, and 
no employee or individual should have any expectation of privacy when using City Schools technology 
or technology/communications systems. The Office of Information Technology (“OIT”) conducts 
monitoring and auditing activities from time to time to verify user compliance. City Schools specifically 
reserves the right to access electronic communications and files at any time, including but not limited 
to, whenever necessary for investigations into allegations of misconduct, fraud, or other wrongdoing, 
for technical maintenance purposes, to assure system security and compliance with City Schools rules, 
and any other legal or business purpose. Other than for technical maintenance and system security 
purposes, any request for such access requires written authorization from the Chief Legal Officer. 
 
As required by law, City Schools uses filtering technology to screen internet sites for offensive material 
and prohibit access, to the extent possible, to objectionable, offensive, or unsuitable content. In 
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addition, OIT may also block access to certain websites, including when their use may interfere with 
the optimal functioning of, or compromise the security of, City Schools technology systems. All 
blocking and unblocking decisions will be made by OIT and the Academics Office in compliance with 
applicable laws and the requirements of Board Policy EGD.  Employees may obtain authorization to 
temporarily override the filtering technology in order to gain access to blocked websites for bona fide 
research or other lawful purposes. 
 
Employees should monitor their City Schools email accounts regularly and respond to email messages 
appropriately and in a timely fashion. Employees should also use their City Schools-provided email 
address, rather than personal email accounts, for City Schools-related correspondence, including 
messages to parents and families. Employees will be held accountable for knowing and acting upon 
information sent via email. 
 
Employees should not download software from the Internet without permission from OIT, as this 
may constitute a violation of software license agreements and U.S. copyright law, and it may put City 
Schools’ computers and networks at risk of infection by computer viruses. Employees shall also follow 
the Office of Communications’ guidelines for responsible use of social media. 
 
11.3 ​ Professional Appearance 
 
City Schools deems a professional appearance to be important at all times. Some employees are 
required to wear uniforms based on their job function. All other employees must exercise good 
judgment and wear attire appropriate to an office or school environment. Employee attire must never 
pose a safety hazard to the employee or others in the work environment. In addition, school-based 
employees, as well as employees visiting schools, are expected to model a professional appearance for 
students and adhere to the same requirements that apply to students, which are outlined in the 
Citywide student dress code. 
 
In addition to these requirements, supervisors have the authority to determine that certain types of 
clothing are not suitable for the office. Employees should consult their supervisors if they have 
questions about appropriate business attire. Furthermore, as a display of respect for fellow employees 
and in the interest of public health, employees should meet generally accepted standards of cleanliness 
and hygiene. 
 
Supervisors must apply any dress code requirements in a way that is fair, equitable, and 
non-discriminatory. For example, employees have the right to wear their hair in any style they choose 
so long as it complies with any health/safety standards related to their job duty requirements, and 
employees also may dress in accordance with their gender identity. For more information, see Board 
Policy ACB (Sex-Based Discrimination – Employees and Third Parties) and Administrative Regulation 
ACB-RA (Reporting Incidents of Sex-Based Discrimination – Employees and Third Parties). 
 
11.4 ​ Substance Abuse and Drug-Free Workplaces 
 
City Schools is committed to providing all employees with a safe and productive work environment 
free from the effects of substance abuse or abusers. In keeping with this commitment, the following 
City Schools rules regarding the use of alcohol and controlled dangerous substances have been 
established for all employees, regardless of rank or position.  
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Any of the following actions by an employee, while working or reporting to work for City Schools, 
while conducting business for City Schools, and/or while on school property, constitutes a violation of 
City Schools rules: 

●​ The manufacture, distribution, possession, sale, or purchase of controlled dangerous 
substances;  

●​ Being under the influence of illegal drugs or alcohol or abusing other substances or being in an 
impaired condition as a result of illegal drugs or alcohol;  

●​ Working while under the influence of prescription drugs that impair performance (note that if 
employee is under medical care that requires use of such drugs, they must take sick leave as 
long as an impairing effect is present); 

●​ Soliciting or offering to obtain any controlled dangerous substance; 
●​ Transferring or storing illegal drugs or drug paraphernalia or attempting or assisting another to 

do so.  
 
For the purposes of these City Schools rules, the following definitions apply: 

●​ Controlled dangerous substance—Any substance listed in Schedules I-V of Section 21 U.S.C. § 812, 
as amended, of the Controlled Substance Act 

●​ Drug—Any chemical substance that produces physical, mental, emotional, or behavioral 
changes in the user 

●​ Drug paraphernalia—Equipment, product, or material used or intended for use in concealing an 
illegal drug or introducing into the human body an illegal drug or controlled dangerous 
substance 

●​ Illegal drug—Any drug or derivative whose use, possession, sale, transfer, attempted sale or 
transfer, manufacture or storage is illegal or regulated under any federal, state or local law or 
regulation; any drug, including but not limited to a prescription drug, used for any reason other 
than that prescribed by a physician; or inhalants used illegally 

●​ Under the influence—A state of being that affects mental or physical faculties resulting from the 
voluntary introduction into the body of an alcoholic beverage, drug, or substance of abuse 

 
Despite recent changes to Maryland law, cannabis continues to be classified as a Schedule I controlled 
substance under federal law. Thus, under the Federal Drug-Free Workplace Act, no employee may 
distribute, possess, use, or be under the influence of cannabis while on school property or during 
working hours, including while transporting students or attending school-sponsored activities.  
 
City Schools encourages employees who have a substance abuse problem to contact the Employee 
Assistance Program (“EAP”) at 855-388-4255. Any employee who becomes aware of another 
employee’s substance abuse or drug-related activity in the workplace must report the matter in 
confidence to the Office of Human Capital. Employees violating these rules will be subject to 
disciplinary action up to and including termination. For more information, see Board Policy IHAMA 
(Heroin and Opioid-Addiction Education), and the accompanying administrative regulation. Employee 
questions regarding medical cannabis should be referred to the Department of Fair Practices and 
Compliance (phone 410-396-8542 or eeo-titleixcompliance@bcps.k12.md.us). 
 
11.5 ​ Tobacco, Smoke, and Vape Free Environment 
 
City Schools requires a tobacco-, smoke-, and vape-free environment for all employees, students, and 
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visitors. City Schools prohibits the sale and use of tobacco products, vape devices, and electronic 
cigarettes on school property; during any school-sponsored activity; in any vehicle owned, leased, or 
contracted by City Schools; and within 50 feet of any City Schools playground, schoolyard, athletic 
facility, or school entrance, window, or air intake vent.  
 
The Office of Human Capital offers tobacco cessation programs, including services such as smoking 
cessation aids, counseling, educational programs, and online assistance. For more information, see 
Board Policy ADC (Smoke and Vape-Free School Environment) and Administrative-Regulation 
ADC-RA (Smoke and Vape-Free School Environment). 
 
11.6 ​ Safety 
 
City Schools commits to maintaining a safe workplace and to taking steps to prevent injuries and 
illnesses. City Schools provides information to employees about workplace safety and health issues 
through regular internal communications. All employees should obey safety rules and exercise caution 
and common sense in all work activity. In addition, employees are prohibited from any conduct that 
endangers the safety of students, employees, parents/guardians, or the public. For example, employees 
are prohibited from possessing firearms or weapons of any kind on school property or at a 
school-sponsored activity. There are certain limited exceptions to this rule for School Police officers. 
 
Timely implementation of consistent, systemwide protocols for reportable incidents occurring on 
school property or during school-sponsored activities is critical to ensuring the safety and well-being of 
students, staff, contractors, volunteers, and visitors. Administrative Regulation EBBB-RA (Incident 
Reporting, Including Student and Employee Injuries) outlines categories of reportable incidents (e.g., 
medical emergencies, schoolwide safety threats, and facility and environmental emergencies) that 
principals and supervisors or their designees must report within 48 hours using City Schools’ Incident 
Reporting Workflow, which is a secure online reporting platform that automatically notifies relevant 
offices in City Schools for appropriate follow-up.  If a City Schools student is injured while on school 
grounds, during “to or from” school travel, or at a school-sponsored activity, and the injury is a critical 
injury or an injury that requires emergency medical attention, the City Schools employee who 
witnessed the incident or who was responsible for supervising the student must report the situation to 
the principal/supervisor or designee immediately so that the principal/supervisor can file a report 
using the Incident Reporting Workflow.  
 
In the event of an incident at work that results in injury to an employee, regardless of how insignificant 
the injury may appear, immediate action must be taken as set forth above in Section 7.12 (Workers’ 
Compensation). 
 
In addition, employees who observe any hazardous or unsafe conditions should report them 
immediately to their principal/supervisor or custodian and, if possible, take action to prevent others 
from being injured, such as placing a caution sign until custodial staff arrive. If a school or office needs 
support from the Facilities Maintenance Department, the principal/supervisor will submit a work 
order that is tracked through City Schools’ Computerized Maintenance Management System 
(“CMMS”), and notify the Director of Building Maintenance & Inspections immediately if there was 
an injury due to unsafe conditions on school property, or if there was another facility or environmental 
emergency as described in Administrative Regulations EBBB-RA (Incident Reporting, Including 
Student and Employee Injuries). The Facilities Maintenance Department also will receive a copy of the 
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report made through the Incident Reporting Workflow, but work orders for all maintenance repairs 
must still be created in the CMMS.  
 
Employees who violate safety standards, cause hazardous or dangerous situations, or fail to report (or, 
where appropriate, remedy) such situations may face discipline up to and including termination. 
 
11.7 ​ Employee Identification and Visitors in the Workplace 
 
To provide for the safety and security of employees, students, and visitors to school property, City 
Schools allows only authorized persons in the workplace. City Schools employees (both permanent and 
temporary) and contractors must visibly wear their City Schools identification badge at all times while 
on school property or conducting City Schools business. Lost badges can be replaced for a nominal fee 
through the Office of Human Capital (Room 120 at the central office building on North Avenue). 
 
Visitors, including volunteers, must enter a City Schools facility through the main reception area, sign 
in at the front desk, and receive a visitor badge to wear while on school property; the badge should be 
returned when the visitor signs out at the front desk. For more information, see Board Policy KCB 
(Volunteers), Board Policy KIA (Visitors to Schools), Board Policy KIB (Sexual Offender Registry), 
and the accompanying administrative regulations, as well as City Schools’ school building entry 
management protocols. 
 
11.8​ Personal Property 
 
City Schools assumes no risk for any loss of or damage to employees’ personal property. For this 
reason, employees are encouraged to consult with their supervisor prior to bringing valuable personal 
property onto school property, especially when such items are kept in areas that are not secured behind 
locked doors. Employees who leave an item that is personal property and worth more than $500 on 
school property overnight must notify their supervisor by email. The email should include a general 
description of the item and its estimated value.  
 
Employees should contact Baltimore City’s Central Bureau of Investigation (410.396.3400 or 
https://law.baltimorecity.gov/claims) and follow the process outlined Administrative Regulation 
EBBB-RA (Incident Reporting, Including Student and Employee Injuries) for claims involving 
non-work-related personal property that is lost, stolen, or damaged on school grounds.  The employee 
should then provide any relevant documents to their principal/supervisor to be forwarded to the 
Office of Legal Counsel. 
 
In very limited circumstances, City Schools may be able to replace or repair personal property that is 
work-related and utilized for instructional or other educational purposes (e.g., course-related books, 
maps, or displays purchased by a teacher to supplement the curriculum), subject to budget limitations 
and consistent with operational needs. For incidents involving work-related personal property with a 
total value of less than $5,000, the school or department is responsible for determining the feasibility 
of any repairs or replacement. For larger incidents involving work-related personal property, City 
Schools’ Operations Office will work with schools or departments to coordinate the reporting process 
in collaboration with the City’s Office of Risk Management.  
 
If an employee’s personal vehicle is damaged by a City Schools vehicle, the employee should file a 
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claim with Baltimore City’s Central Bureau of Investigation (410.396.3400 or 
https://law.baltimorecity.gov/claims). The employee should then provide any relevant documentation 
to their principal/supervisor, who shall forward the relevant documentation to the Operations Office 
and the Office of Legal Counsel for review.  
 
11.9​ Financial Integrity, including Rules for Obligating the School System 
 
Employees are expected to exercise fiscal responsibility with and properly account for City Schools 
funds, safeguard school property, complete all required reports on a timely basis and follow program 
and financial reporting guidelines, and respond honestly to a work-related inquiry by City Schools, law 
enforcement, or other authorized investigative officials. City Schools employees must exercise due care 
and prudence when incurring expenses on behalf of City Schools and comply with all City Schools 
rules for submitting any requests for reimbursement of travel and related expenses directly related to 
official City Schools business, in accordance with Board Policy GCIDA (Staff Travel and 
Reimbursements) and its accompanying regulation.  
 
Only authorized employees may purchase supplies, equipment, or services in the name of City Schools. 
No employee whose regular duties do not include purchasing shall incur any obligation or expense on 
behalf of City Schools or bind City Schools by any agreement, promise, or representation without 
written approval. Any purchases ordered or contracts made that are contrary to these provisions and 
authorities shall be of no effect and void, and the Board shall not be bound thereby and may take 
appropriate corrective action, unless they are confirmed in writing by the Director of Procurement or 
the Chief Financial Officer in furtherance of the purposes of Board Policy DJA (Procurement 
Authority). 
 
For more information, see Board Policy DJA (Procurement Authority), Board Policy DMA (School 
Activity Funds), Board Policy GCIDA (Staff Travel and Reimbursements), and the accompanying 
administrative regulations, as well as Section 11.16 of this Handbook. 
 
11.10 ​ Code of Ethics and Conflicts of Interest 
 
City Schools cannot allow employees to pursue activities that, in its judgment, may be in conflict with 
the best interest of the school system, have the appearance of impropriety, damage the reputation of 
the district, or interfere with business or the proper performance of employees’ duties. In addition, 
employees may not accept gifts unless permitted by City Schools rules, and they must adhere to the 
City Schools practice governing secondary employment (see Section 11.11). 
 
Employees considering other business activities or any situation that might give rise to a conflict of 
interest should discuss the matter with their supervisor or the Office of Human Capital. In the event 
an employee is unsure if an activity may pose a potential conflict of interest or the appearance of a 
conflict of interest, they may also submit a request for an advisory opinion from the Board Ethics 
Panel. If it is determined that a conflict of interest exists or will arise, City Schools may require 
employees to divest the conflicting interest or resign. For more information, see Board Policy BCA 
(Code of Ethics) and Administrative Regulation BCA-RA (Conflicts of Interest and Filing of Financial 
Disclosure Statements). 
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Administrative Regulation BCA-RA lists the job titles for employees who are required to complete the 
Conflict of Interest training on an annual basis, as well as the subset of those employees who are also 
required to submit a Financial Disclosure Statement annually. These requirements must be completed 
by March 31 each year. 

 
Conflict of Interest Training: 
Click here to access Canvas and select Conflict of Interest Training  

 

Financial Disclosure Statement: 

Click here to complete your Financial Disclosure Statement  

Click here to access Blackboard and select Financial Disclosure Training for guidance on 
completing the Financial Dislcosure Statement  

 
When completing the training and Financial Disclosure Statement outside of the network, be sure to 
connect to City Schools VPN. If you have questions related to the Financial Disclosure Statement or 
Conflict of Interest training, please email financialdisclosure@bcps.k12.md.us.   
 
11.11 ​ Secondary Employment 
 
Full-time employees are expected to devote their professional time and attention to the business of 
City Schools. Employees shall disclose to their supervisor, or directly to the Board’s Ethics Panel, any 
new, secondary employment opportunities. Except as permitted by Board policy when the interest is 
disclosed or when the employment does not create a conflict of interest or appearance of conflict, an 
official may not be employed by or have a financial interest in an entity that is doing business with City 
Schools, or hold any other employment relationship that would impair the impartiality or 
independence of judgment of the employee. When appropriate, employees are expected to work with 
their supervisor to create a plan to mitigate any potential conflicts of interest related to their secondary 
employment. For more information, see Board Policy BCA (Code of Ethics) and Administrative 
Regulation BCA-RA (Conflicts of Interest and Filing of Financial Disclosure Statements). 
 
11.12 ​ Non-solicitation 
 
In an effort to prevent interference with business operations, City Schools prohibits unapproved 
solicitation and distribution on school property during working hours. For more information, see 
Board Policy KHC (Distribution of Materials) and the accompanying administrative regulation. 
 
11.13​ Fundraising, Public Gifts, and Donations 
 
City Schools welcomes donations and public gifts that enhance the educational or extracurricular 
experiences of students. Principals have ultimate responsibility for the coordination and oversight of 
fundraising activities conducted by their school or school-sponsored groups. Participation in 
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fundraising activities shall be on a voluntary basis. Adult supervision appropriate to the age of the 
students must be provided for fundraising activities involving students. Any use of instructional time 
for fundraising activities must be consistent with instructional purposes.  
 
When employees seek to implement crowdfunding or other online fundraising campaigns, they should 
consider that there are legal and financial risks, as well as benefits. Use of DonorsChoose, which is City 
Schools’ preferred platform, helps mitigate legal and financial risk and liability exposure to City 
Schools and employees. Use of other platforms is permissible; however, they are not vetted centrally by 
City Schools, and therefore, staff must carefully review any terms and conditions of service. The use of 
platforms with at least a 3-star rating on Charity Navigator is an industry standard.  
 
Fundraising activities must comply with City Schools rules and support established school and school 
system priorities. All accepted donations and public gifts become the property of City Schools, and 
they are to be recorded as assets of City Schools in accordance with existing procedures regarding 
inventory. For more information, see Board Policy KCD (Fundraising, Public Gifts, and Donations) 
and Administrative Regulation KCD-RA (Fundraising, Public Gifts, and Donations). Questions can be 
directed to donations@bcps.k12.md.us.  
 
11.14 ​ Ethical Conduct with Students 
 
All employees must maintain the highest professional and ethical standards in promoting respectful 
relationships with students that are conducive to an effective and safe learning environment. City 
Schools expects that employees act as role models for students at all times, whether on or off school 
property, and whether during or outside of school hours. Employees must establish appropriate 
personal boundaries with students and must not engage in any behavior that could reasonably lead to 
even the appearance of impropriety. In addition, employees are required to engage in responsible use 
of technology in all their interactions with City Schools students, including e-mail, social media, text 
messages, messaging apps, and other electronic communications, as detailed in Section 11.2. 
  
As explained in further detail in Board Policy GBEBB (Staff Conduct with Students), Board Policy JLF 
(Child Abuse and Neglect), and the accompanying administrative regulations, City Schools prohibits 
employees from engaging in child abuse or neglect, sexual misconduct, or any other type of improper 
fraternization/behavior with students, including romantic and/or sexual relationships, regardless of the 
student’s age, regardless of whether the student or the employee is the initiator of the behavior, and 
regardless of whether the student welcomes or reciprocates the attention. In addition, employees shall 
not entertain City Schools students, socialize with students, spend an excessive amount of time with 
students in such a manner as to reasonably create the impression to the student, other students, their 
parents/guardians, or the public that sexual misconduct or any other improper fraternization/behavior 
is occurring.  
 
The examples of “do nots” below are listed in Board Policy GBEBB. They are intended to be 
illustrative and non-exhaustive.  

●​ Do not discriminate against City Schools students or treat them unfairly or inequitably based 
on their actual or perceived personal characteristics, as described further in Section 2 of this 
Handbook. 

●​ Do not bully, harass, or intimidate City Schools students. 
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●​ Do not engage in inappropriate physical interactions with students,1 such as: 
o​ Tickling a student or any type of massage given by or to a student; 
o​ Kicking a student’s desk, throwing objects, or any other action that would physically or 

emotionally intimidate students; 
o​ Hitting, pulling, or grabbing a student, a student’s clothing, or a student’s backpack; 
o​ Utilizing corporal punishment, or other inappropriate student disciplinary practices, such as 

shaking, slapping, shoving, pinching, ostracizing, or withholding food, light, or medical 
care; forcing the student to eat food they do not want; withholding bathroom privileges, 
excessive time out, excessive exercising, or locking the student out of the classroom or 
school; 

o​ Utilizing physical restraints, exclusion, or seclusion of students, except in very limited 
circumstances set forth in Board Policy JKA (Behavioral Interventions and Student 
Discipline) and accompanying administrative regulations; and 

o​ Sending offensive or sexually explicit pictures, notes, cartoons, or jokes. 
●​ Do not engage in inappropriate verbal interactions with students, such as: 

o​ Name-calling or using profanity; 
o​ Excessive yelling; 
o​ Discussing intimate details of one’s personal life; 
o​ Encouraging students to keep secrets from other adults; 
o​ Sexual or offensive humor; 
o​ Shaming, belittling, or derogatory remarks about a student, including negative comments 

about the student’s physique, body development, dress, family, or academic achievement; 
and 

o​ Harsh language that may threaten, degrade, or humiliate children. 
●​ Do not meet with a student one-on-one in a room with the door locked or the lights off. 
●​ Do not introduce, view, or distribute pornography on school property or at any City Schools 

activity. 
●​ Do not have one-on-one interactions with City Schools students through social media, email, 

text messages, messaging apps, or other electronic communication about subjects not directly 
related to instruction or your City Schools work responsibilities. In addition, staff must obtain 
approval from the student’s parent/guardian or a school administrator before commencing any 
such work-related electronic communications. Communication with students via temporary or 
anonymous messaging apps is prohibited, as is any use of technology in staff interactions with 
students that would otherwise violate Board Policy EGD and the accompanying administrative 
regulations. 

●​ Do not use personal email accounts, social media networking sites, text messages, messaging 
apps, or other electronic communications to socialize or become “friends” with students. 

●​ Do not knowingly grant students access to any portion of the employee’s personal social 
networking website or webpage that is not accessible to the general public or which includes 
discussion of the employee’s private life that would be inappropriate to discuss with a student 
at school. 

1 Please note that certain physical touches may be appropriate in particular circumstances, such as a pat 
on the back or shoulder, handshakes, high fives, or holding the hand of younger children to guide or 
escort them. 
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●​ Do not arrange to meet with a student alone in non-work settings (e.g., library, store, coffee 
shop) without prior approval from the student’s parent/guardian and a school administrator. If 
possible, staff should arrange for a second adult to be present. 

●​ Do not transport a student alone in a staff member’s personal or City Schools issued vehicle 
without written permission from a parent/guardian and a school administrator. If possible, 
staff should arrange for a second adult to accompany the driver and the student. 

●​ Do not allow students to drive a staff member’s personal or City Schools issued vehicle. 
●​ Do not give gifts or provide money to an individual student without prior approval from a 

school administrator. 
●​ Do not send students on personal errands. 
●​ Do not sponsor parties for students outside of school unless as part of an extracurricular or 

other school-based activity that is appropriately supervised by additional staff members. 
●​ Do not associate or participate with students in any setting or activity that involves the use of 

alcohol, tobacco, or drugs. 
●​ Do not allow any student, without cause, to engage in behavior that would not be tolerated if 

done by other students. 
 
Engagement by employees in any of these prohibited activities may result in the initiation of 
disciplinary action by City Schools up to and including, but not limited to: (1) termination of 
employment, (2) loss of certification, and/or (3) the notification of law enforcement officials and/or 
Child Protective Services. 
 
11.15​ Progressive and Corrective Action 
 
City Schools is committed to fair and consistent treatment of employees in a disciplinary process that 
is both corrective and progressive. In other words, the action taken in response to a violation of City 
Schools rules and standards of professional conduct set forth in this Handbook typically increases in 
seriousness until the infraction or violation is corrected or such action requires more significant 
disciplinary action.  
 
City Schools is not obligated to use any specific level of progressive discipline for employee 
misconduct. Rather, the specific facts of each situation determine which disciplinary actions will be 
appropriate. In making the determination as to the appropriate level of disciplinary action for 
employee misconduct, consideration of mitigating factors (such as an employee’s long history of good 
service with a clean record or an indication of less culpability on the part of the employee) or 
aggravating factors (such as placing others at risk of serious injury, demonstrating intentional 
wrongdoing, or indifference to the effect of an action or the outcome on others) may be considered.  
 
As explained in more detail in Section 11.16 of this Handbook, serious infractions may result in 
suspension or termination, even for a first-time offense, or repeated offenses, depending on the 
circumstances. This may be the case even when the infraction violates a standard of conduct that is not 
specifically enumerated in writing but involves common-sense application of governing principles or 
criminal law. Furthermore, if an employee faces criminal prosecution for certain acts of misconduct, 
the criminal proceedings may have consequences for the employee’s continued employment with City 
Schools in accordance with applicable law. For more information, see Board Policy GBN 
(Employment Cycle and Staffing) and Administrative Regulation GBN-RA (Procedures Guiding the 
Employment Cycle and Staffing). 
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11.16​ Serious Misconduct 
 
City Schools considers certain misconduct to be serious. In instances in which employees are found to 
have engaged in such conduct, corrective action will be taken, up to and including termination of 
employment. This action may not necessarily be preceded by a warning. 
 
The following actions may constitute serious misconduct and, thus, may provide grounds for 
immediate termination. Please note that this list is intended to be illustrative and non-exhaustive. 

●​ Misconduct with students, as set forth in Section 11.14 of this Handbook and explained in 
more detail in Board Policy GBEBB  

●​ Knowingly failing to report child abuse or neglect 
●​ Insubordination or other disrespectful conduct, including the use of profane or abusive 

language, verbal abuse, issuing threats of violence, fighting, refusal to perform assigned duties, 
or refusal to carry out directions issued by management (see Section 11.1) 

●​ Possession, distribution, sale, transfer, or use of alcohol or controlled dangerous substances 
(see Section 11.4) 

●​ Committing or attempting to commit deliberate damage to school property; negligence or 
improper conduct leading to damage of school property or property owned by students, 
parents/guardians and families, employees, or other City Schools stakeholders 

●​ Unauthorized possession or disclosure of confidential or privileged information relating to 
employees, students, or families, or to the business of City Schools (see Section 3.1) 

●​ Misrepresentation of City Schools to a student, parent/guardian, family member, or other 
member or prospective member of the City Schools community, the general public, or 
another employee 

●​ Misuse of school property, advocating or taking part in seizure or theft of school property, or 
trespassing on school property 

●​ Dishonesty, violation of City Schools rules regarding financial integrity (see Section 11.9), 
theft, or unauthorized removal or possession of school property 

●​ Failure to observe established safety rules (see Section 11.6), participation in activities that 
could endanger the safety of others or damage the property or inventory of City Schools 

●​ Failure to respond honestly to a work-related inquiry by City Schools, law enforcement, or 
other authorized investigative officials 

●​ Violation of City Schools rules regarding smoke, tobacco, and vape free environments (see 
Section 11.5) 

●​ Violation of City Schools rules regarding grading and test integrity, as set forth in more detail 
in Board Policy IKA (Grading and Reporting), Board Policy ILA (Test Integrity), and the 
accompanying administrative regulations 

●​ Obtaining employment on the basis of false or misleading information (e.g., personal work 
history, skills, or training); falsifying time sheets, attendance, or other City Schools records 

●​ Excessive absences and/or latenesses or being absent from work without proper notice or 
authority (see Section 5) 

●​ Violation of City Schools rules regarding fair and equitable treatment, as set forth in Section 2 
of this Handbook 

●​ Unauthorized use of City Schools technology, technology systems, or other school 
system-owned equipment for purposes other than business 

 

http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UJ3P7D8562
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8GWSGF70C7D5
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=9DLM2F57CFF3


 

●​ Violation of personnel practices 
●​ Unsatisfactory performance or conduct 

 
City Schools also may subject employees to corrective action, up to and including termination of 
employment, for engaging in other practices inconsistent with ordinary, reasonable, and 
common-sense standards of professional conduct necessary for the mutual welfare of the school 
system and its employees. 
 
An employee may be placed on administrative leave for any suspicion of inappropriate behavior by the 
employee, pending an investigation into allegations of serious misconduct. Cases are reviewed by the 
Office of Human Capital on an individual basis, and the key factor is whether the employee’s 
continued presence on the job poses a potential threat to students or employees, to the investigation of 
the allegedly inappropriate conduct, or to perpetuation of the allegedly inappropriate conduct (e.g., if 
the allegation is of financial malfeasance and the person handles City Schools funds). In accordance 
with Board Policy JLF (Child Abuse and Neglect) and the accompanying administrative regulation, a 
City Schools employee who is the subject of allegations of child abuse or neglect will be placed on 
administrative leave, unless there is significant, credible information that another course of action is 
warranted. When employees are placed on administrative leave, steps will be taken to limit their access 
to City Schools email and other technology. Administrative leave shall be with pay unless the employee 
is incarcerated or has been afforded due process, consistent with applicable law. For more information, 
see Board Policy GBN (Employment Cycle and Staffing) and Administrative Regulation GBN-RA 
(Procedures Guiding the Employment Cycle and Staffing). 
 
11.17 ​ Reporting Illegal or Inappropriate Activity, Including Financial Impropriety, and 

Whistleblower Protection 
 
All employees are strongly encouraged to report immediately any and all instances of suspected or 
known illegal or inappropriate activity, including but not limited to financial impropriety and any of the 
other infractions listed in this Handbook. Prompt reporting affords City Schools a reasonable 
opportunity to correct the activity, policy, or practice.  
 
To express concern about or report suspected illegal or inappropriate activity on the part of a City 
Schools employee, any individual can: 

●​ Call the City Schools Staff Investigations Unit at 443-642-4935. 
●​ Call the Fraud and Misconduct Hotline anonymously at 443-642-4935 or 800-679-0185. 
●​ Submit a report online. The service is anonymous, safe, reliable, convenient, and available 24 

hours a day. 
  
Sometimes, a colleague, parent/guardian, student, or another community stakeholder may share a 
concern with you about suspected illegal or inappropriate activity on the part of a City Schools 
employee. If you are not sure that the concern will be promptly reported, you are strongly encouraged 
to make a direct report yourself using one of the reporting options listed above. For additional 
information, see the Staff Investigations page on City Schools website, Board Policy EAB (Disclosure 
of Financial Impropriety and Improper Conduct - Whistleblower Policy), and the accompanying 
administrative regulation. In addition, there are also mandatory reporting requirements for certain 
types of staff misconduct, such as suspected child abuse, see Board Policy JLF (Child Abuse and 
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Neglect), or alleged discrimination or harassment, as detailed elsewhere in this Handbook and in 
applicable City Schools rules.  
 
To the extent possible, the confidentiality of the whistleblower will be maintained. However, the 
whistleblower’s identity may have to be disclosed to conduct a thorough investigation, to comply with 
the law, and to provide accused individuals their legal rights of defense.  
 
An individual who makes a protected disclosure (or who cooperates or participates in inquiries, 
investigations, a hearing, or court action), in accordance with Board Policy EAB, shall not be subjected 
to harassment, disciplinary action, or any acts of reprisal or retaliation as a result of such participation. 
Employees may not directly or indirectly use or attempt to use the official authority or influence of 
their position or office to interfere with the right of an individual to provide information in accordance 
with Board Policy EAB, or intentionally engage in acts of retaliation against an individual as a result of 
their providing, or attempting to provide, a protected disclosure. Anyone who retaliates, interferes, 
restrains, coerces, intimidates, harasses, or discriminates against a whistleblower, or an individual who 
cooperates or participates in the process, is subject to discipline up to and including termination of 
employment.  
 
An employee who intentionally files a false report of wrongdoing will be subject to disciplinary action. 
Employees must exercise sound judgment to avoid baseless allegations. Under no circumstances shall 
any employee attempt to independently investigate, negotiate, or otherwise resolve alleged financial 
improprieties or improper conduct. All concerns about improper activity will be reviewed and 
investigated, as appropriate, by the City Schools Department of Fair Practices and Compliance, and in 
some cases, reporting to law enforcement may be required. All employees are expected to cooperate 
with any internal or external investigations of employee misconduct. 
 
In addition to City Schools’ reporting options identified above, the Maryland Center for School Safety 
maintains an anonymous and free reporting system available to students, teachers, school employees, 
parents, and the general public to report any school or student safety concerns. And the U.S. 
Department of Education’s Office of Inspector General Hotline also is available for anyone who 
knows of or suspects fraud, waste, abuse, mismanagement, or violations of laws and regulations 
involving U.S. Department of Education funds or programs. This includes allegations of suspected 
wrongdoing by Department employees, contractors, grantees, schools and school officials, persons in 
positions of trust involving Department funds or programs, collection agencies, recipients of student 
financial assistance, or lending institutions.  
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Section 12 
Separation from Employment 

 
The Office of Human Capital is responsible for determining whether to accept a non-licensed 
employee’s resignation or recommend to the Board that it approve a licensed employee’s request to be 
released from their contract. The Office of Human Capital, in collaboration with the Payroll 
Department, is also responsible for processing accepted resignations and approved employee requests 
to be released from their contract. The Office of Human Capital will notify the Maryland State 
Department of Education and follow appropriate state procedures for any licensed employees who do 
not submit resignations in writing within the timelines set forth by state law.  
 
All resignations or requests to be released from contract should be in writing and shall be submitted to 
the Office of Human Capital at least two weeks prior to the effective date of withdrawal from service 
via submitting this form. Employees are expected to inform their appropriate supervisor when 
submitting their resignation. 
 
The annual deadline for licensed educational employees to resign shall be in accordance with applicable 
state law. In the case of licensed employees, a resignation submitted after July 15 and without 30 days’ 
written notice prior to the next school year could result in a recommendation for suspension of the 
license and loss of severance benefits. For more details regarding teacher contract obligations, please 
refer to Section 8.2. 
 
When employees resign or are dismissed from employment by City Schools, they must return all 
school property—including files, records, keys, identification cards, parking permits, and information 
technology equipment—prior to their final day of employment. They must also meet any outstanding 
financial obligations. In addition, upon their separation from City Schools employment, steps will be 
taken to limit employees’ access to City Schools email and other technology.   
 
Usually, City Schools pays employees all accrued vested benefits due at termination. Departing 
employees can elect to continue some benefits (such as health insurance) at their own expense. City 
Schools notifies the employees of the benefits that may be continued and of the terms, conditions, and 
limitations that apply. 
 
As part of the resignation and/or retirement request process, employees complete an exit survey. City 
Schools collects this information to gather employees’ insight on how the experience of working for 
City Schools could be improved. 
 
A former City Schools employee or official may not assist or represent any entity for compensation in 
any case, controversy, dispute, contract, or other specific matter involving City Schools, if that case, 
controversy, dispute, contract, or other specific matter is one in which the former employee or official 
significantly participated as an employee or official. 
 
For more information, see Board Policy GBN (Employment Cycle and Staffing) and Administrative 
Regulation GBN-RA (Procedures Guiding the Employment Cycle and Staffing), as well as Board 
Policy BCA (Code of Ethics). 
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Baltimore City Public Schools 
Notice of Nondiscrimination 

 
Baltimore City Public Schools (“City Schools”) does not discriminate in its employment, programs, and activities based on 
actual or perceived personal characteristics, including race, ethnicity, color, ancestry, national origin, nationality, religion, sex, 
sexual orientation, gender, gender identity, gender expression, marital status, pregnancy or parenting status, family structure, 
ability (cognitive, social/emotional, and physical), veteran status, genetic information, age, immigration or citizenship status, 
socioeconomic status, language, or any other legally or constitutionally protected attributes or affiliations. Discrimination 
undermines our community’s long-standing efforts to create, foster, and promote equity and inclusion for all. Some 
examples of discrimination include acts of hate, violence, harassment, bullying, or retaliation. For more information, see 
Baltimore City Board of School Commissioners Policies JBA (Nondiscrimination – Students), JBB (Sex-Based 
Discrimination – Students), JICK (Bullying, Harassment, or Intimidation of Students), ACA (Nondiscrimination – 
Employees and Third Parties), ACB (Sexual Harassment – Employees and Third Parties), ACD (ADA Reasonable 
Accommodations), and ADA (Equity), and the accompanying City Schools Administrative Regulations. City Schools also 
provides equal access to the Boy and Girl Scouts and other designated youth groups. 
 
For inquiries about these nondiscrimination policies, please contact: 
 
Director of Fair Practices and Compliance; Title IX Coordinator 
200 E. North Avenue, Room 208​
Baltimore, MD 21202​
Phone: 410-396-8542​
Fax: 410-396-2955​
Email: eeo-titleixcompliance@bcps.k12.md.us 
 
OR 
 
Coordinator – Section 504​
Special Education and Student Supports​
200 E. North Avenue, Room 210​
Baltimore, MD 21202​
Phone: 443-462-4247​
Email: 504support@bcps.k12.md.us 
 
If you believe that you have experienced discrimination in City Schools’ employment, programs, and/or activities, or if you 
are requesting a reasonable accommodation, please use one of these forms, as appropriate, which also include filing 
instructions: 
●​ Student Discrimination Reporting Form 
●​ Student Bullying, Harassment, or Intimidation Reporting Form 
●​ Equal Employment Opportunity Complaint Form 
●​ Reasonable Accommodations Request Form 
 
Discrimination complaints also may be filed with other agencies, such as:  
●​ U.S. Equal Employment Opportunity Commission, Baltimore Field Office, City Crescent Bldg., 10 S. Howard 

Street, Third Floor, Baltimore, MD 21201, 1-800-669-4000, 1-800-669-6820 (TTY); or  
●​ U.S. Department of Education, Office for Civil Rights, Lyndon Baines Johnson Dept. of Education Bldg., 400 

Maryland Avenue, SW, Washington, DC 20202-1100, 1-800-421-3481, 1-800-877-8339 (TDD), OCR@ed.gov, 
or www2.ed.gov/about/offices/list/ocr/complaintintro.html. 

 
This notice of nondiscrimination is available, upon request, in languages other than English and an alternate format under 
the Americans with Disabilities Act, by contacting the City Schools Communications Office, 200 E. North Avenue, Room 
317, Baltimore, MD 21202, communications@bcps.k12.md.us, 410-545-1870.  
 
Any updates to this notice will be published on www. baltimorecityschools.org/page/notice-of-nondiscrimination. 
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APPENDIX 
 

This appendix compiles key links and documents referenced throughout the City Schools Employee 
Handbook. 
 
●​ Benefits webpage 
●​ Board Ethics Panel 
●​ Board Policies and Administrative Regulations 

o​ ACA (Nondiscrimination – Employees and Third Parties) 
▪​ ACA-RA (Reporting Discrimination – Employees and Third Parties) 

o​ ACB (Sex-Based Discrimination – Employees and Third Parties) 
▪​ ACB-RA (Reporting Incidents of Sex-Based Discrimination – Employees and 

Third Parties) 
o​ ACD (ADA Reasonable Accommodations) 

▪​ ACD-RA (Requesting Reasonable Accommodations) 
o​ ACH (Nursing Parents) 

▪​ ACH-RA (Access to Nursing Facilities) 
o​ ADA (Equity) 
o​ ADC (Smoke and Vape-Free School Environment)  

▪​ ADC-RA (Smoke and Vape-Free School Environment). 
o​ BCA (Code of Ethics)  

▪​ BCA-RA (Conflicts of Interest and Filing Financial Disclosure Statements) 
o​ DJA (Procurement Authority) 
o​ DMA (School Activity Funds) 
o​ EAB (Disclosure of Financial Impropriety and Improper Conduct - Whistleblower Policy) 
o​ EBBB (Incident Reporting) 

▪​ EBBB-RA (Incident Reporting, Including Student and Employee Injuries) 
o​ EBCD (Delayed Openings and Emergency Closings of Schools) 

▪​ EBCD-RA (Delayed Openings and Emergency Closings of Schools) 
o​ EGAD (Intellectual Property)  
o​ EGD (Internet Safety/Acceptable Use of Technology)  

▪​ EGD-RA (Internet Safety/Acceptable Use of Technology – Employees) 
o​ EHB (Data/Records Retention Program)  
o​ GBCA (Compensation) 
o​ GBEBA (Staff Fraternization) 
o​ GBEBB (Staff Conduct with Students) 
o​ GBEG (Nepotism) 

▪​ GBEG-RA (Nepotism) 
o​ GBEH (Legal Representation) 
o​ GBI (Employee Participation in Political Activities)  

▪​ GBI-RA (Employee Participation in Political Activities)  
o​ GBM (Temporary Employment) 

▪​ GBM-RA (Temporary Employment) 
o​ GBN (Employment Cycle and Staffing) 

▪​ GBN-RA (Procedures Guiding the Employment Cycle and Staffing) 
o​ GBO (Absences and Procedures Used to Report Absences, Leaves of Absence)  

▪​ GBO-RA (Absences and Procedures Used to Report Absences, Leaves of Absence) 
o​ GCIDA (Staff Travel and Reimbursements) 

 

https://www.baltimorecityschools.org/o/inside/page/2024-employee-health-benefits-information
https://www.baltimorecityschools.org/ethics-panel
https://www.baltimorecityschools.org/board-policies
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=ACUMEN57AA7A
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=ACUMMK58B9E4
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=933RPG6EF4D4
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHP97D6795
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHP97D6795
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5K9G4EDD95
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AD5KAG4F4E0A
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BW5PSF65DFE5
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BW5PTU663846
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BLQTCN76BED4
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AVYQQM69C84E
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AVYQR569E8E4
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHPA7D67A5
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8YFRCQ6D4388
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHQ47D69C5
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8MHQ98682DA8
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AXQTZE75F9F6
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=C29UM87CA300
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=C29UVH7DE6D3
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8V6NRK60B1FA
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8YCK444FBE53
https://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BUTKCN5134BF
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8QSUYD7E52C1
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8QSUZR7E8645
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=9QCTDD590C16
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AZRUKZ6FA000
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8FEJSX4EA6AE
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UJ3P7D8562
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=87UHQB7D6CC8
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=8C7RN56EB0C7
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=BXXSPS71A17D
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AZRTYZ6CA392
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=AZRU4A6D13BD
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B5ERNX5EE828
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B5ES3U5F4F3C
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3MT757142
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3RP75F1D9
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3S47617FD
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=B4L3SU76462C
http://go.boarddocs.com/mabe/bcpss/Board.nsf/goto?open&id=CDEVYZ82F69F


 

o​ GCLE (Telecommuting) 
▪​ GCLE-RA (Telecommuting) 

o​ GCO (Employee Evaluations) 
o​ IHAMA (Heroin and Opioid-Addiction Education) 
o​ IKA (Grading and Reporting) 
o​ ILA (Test Integrity) 
o​ JKA (Behavioral Interventions and Student Discipline) 
o​ JLF (Child Abuse and Neglect) 
o​ JRA (Maintenance and Release of Student Records) 
o​ KCA (Family and Community Engagement) 
o​ KCB (Volunteers)  
o​ KCD (Fundraising, Public Gifts, and Donations) 

▪​ KCD-RA (Fundraising, Public Gifts, and Donations) 
o​ KDA (Access to Public Records) 
o​ KDD (Media Relations) 

▪​ KDD-RA (Media Relations) 
o​ KHC (Distribution of Materials) 
o​ KIA (Visitors to Schools) 
o​ KIB (Sexual Offender Registry) 
o​ LCA (Conducting Research and Surveys, and Data Sharing) 

●​ Citywide student dress code 
●​ Chosen/Preferred Name & Gender Update Form 
●​ Employee Assistance Program (scroll down for information) 

o​ https://www.guidanceresources.com 
▪​ Website & App Instructions 

●​ Employee Incident Report 
●​ Employee Wellness Program (Be Well) 
●​ Employee Self-Service 
●​ Flexible Spending Accounts 
●​ Leaves of Absence webpage 
●​ Licensure webpage 
●​ Maryland Center for School Safety anonymous tipline 
●​ Negotiated agreements with employee organizations 
●​ Payroll webpage 
●​ Pensions 

o​ City of Baltimore Employees’ Retirement System  
o​ Maryland State Retirement and Pension System 

●​ Personal Data Change/Correction Form 
●​ Professional Learning webpage 
●​ Retirement webpage  
●​ Self-Reporting Criminal Arrests link 
●​ Social Media Guidelines webpage 
●​ Staff Investigations webpage 
●​ Tuition Reimbursement webpage  
●​ Unaffiliated Staff Supplement 
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	●​PRIORITY I: City Schools will ensure effective, relevant, and rigorous instruction is designed to engage and prepare students to be independent, creative, and compassionate leaders. 
	●​PRIORITY II: City Schools will actively recruit, retain, and support qualified educators, administrators, and staff who are prepared to accelerate the personal growth and academic excellence of each student. 
	●​PRIORITY III: City Schools will have high-quality, modernized facilities and resources that support the success of students, educators, administrators, and staff. 
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	●​The action was taken by the employee in the performance of their duties, within the scope of their employment or authorized duties and responsibilities, and without malice; and 
	●​City Schools determines that the employee was acting within their authorized official capacity in the action that gave rise to the incident. 
	 
	Consistent with these legal standards, City Schools shall provide legal representation for the defense of an employee in any  legal action brought by a parent/guardian of a student or other claimant against  the employee, as a defendant, because of preventive action or intervention taken by the employee that was reasonably necessary to prevent violence on school premises or on a school-sponsored trip, including intervening in a fight or physical struggle that takes place in the employee’s presence, whether the fight is among students or other individuals. 
	 
	The duty to provide legal representation to the Baltimore City Board of School Commissioners supersedes the duty of legal representation owed to any individual employee. Thus, prior to providing legal representation to any individual employee in a legal action, the Office of Legal Counsel shall be responsible for: (a) exercising due diligence to identify any legal conflicts; and (b) taking steps to remedy any legal conflicts, as appropriate, such as obtaining consent to the dual representation; limiting the scope of the legal representation; and/or retaining outside counsel for the individual employee. 
	 
	City Schools may, at its discretion and in furtherance of its educational purposes, provide legal representation and other legal support for employees in other circumstances as set forth in Board Policy GBEH (Legal Representation). All employees shall cooperate fully and honestly with the Office of Legal Counsel, as well as any outside counsel assigned to provide legal representation.  
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