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Offer Letter of Employment

School Year 2021-2022
Dear 
It is our great pleasure to offer you this conditional employment letter.



· Title of Position: Assistant Principal 
· Annual Base Salary:  $ 
· Work Year: 12 months with school vacations as described below plus three weeks agreed upon scheduled vacation.  Two weeks of the accrued vacation time shall be during the summer months and the remaining accrued week shall be taken at a mutually agreeable time.  Per diem rate for 12 month employees will be calculated on 230 days 
· Start Date:  July 1, 2021
· Other:  N/A 
Your annual salary will be paid semi-monthly on the fifteenth and last day of each month beginning on your start date as listed above. This salary is subject to taxes and standard payroll deductions. 
You will be required to participate in weekly professional development activities, which may be scheduled either before or after the normal workday as well as periodic staff meetings. Additionally, there are certain duties, events, concerts and meetings that occur beyond the regular school day hours in which you will be required to participate, such as, but not limited to, community wide celebrations, student conferences, parent-teacher nights, graduation and two Saturday school wide events. The school will make every effort to provide a minimum of thirty (30) days notice regarding the above-required meetings. You will be provided a copy of the staff calendar with specific dates and times.  

The school calendar includes vacation leave in December, February (5 days) and April (5 days). In addition there is no school on the following holidays:  Martin Luther King’s Birthday, Labor Day, Thanksgiving (3 days), Veteran’s Day, Memorial Day and Independence Day. You will be provided a copy of the school calendar and will be expected to follow the school policies presently in place.
You are eligible for benefits following your first day of hire. The school offers optional group health and dental coverage, and pays up to 80 % of the premium depending on the number of years a staff member has been working fulltime at the Conservatory Lab (see Compensation Principles). Short and long term disability insurance coverage will be provided and these are 100% employer-paid benefits. The School also offers a 403(b) match, up to 5% of your salary depending on the number of years a staff member has been working fulltime at the Conservatory Lab. (see Compensation Principles). Eligible staff also will participate in Massachusetts Teachers Retirement System. 

The work that we do with and on behalf of our students is the central obligation of professional practice at the Conservatory Lab Charter School. Absences interrupt the educational process and therefore must be held to a minimum. The Principal or COO and/or designee must approve all requests for leaves, vacation days and personal days in advance. All full -time staff is granted up to four (4) personal days per year depending on the number of years a staff member has been working fulltime at the Conservatory Lab. (see Compensation Principles).  Our sick leave policy exceeds the number of paid sick days required under the enacted Massachusetts “Earned Sick Leave Law”.  All full- time employees will be granted seven (7) paid sick days per year. Unused sick leave may accumulate from year to year without limitation. Please refer to the updated unused sick leave policy in the Staff Handbook. For extended absences, arrangements shall be made in advance with the Principal and Chief Operating Officer (COO). If necessary, in the sole judgment of the Principal and COO, compensation adjustments may be made.
The Principal and/or COO will evaluate you during your employment. You serve at the pleasure of the Principal and COO and can be terminated, without notice, at any time.  You will also be required to follow the school policies as amended from time to time (a copy of the policies will be provided to you.) Also, please note that staff is expected to share the work they develop.

This offer letter is contingent on you receiving a satisfactory evaluation for the school year 2020-21. Your employment is also subject to satisfactory completion of both the required annual state CORI background check and the Massachusetts law that requires all public and private schools to obtain state and national fingerprint background check of prospective and current employees.  Any costs associated with the fingerprint background check are the responsibility of the prospective or current employee. You must be legally eligible to work in the US and will be required to complete a Form I-9.
Please return one signed copy of this letter of employment no later than 5 business days from receipt. 

Sincerely

__________________                                               _____________________
John A Chistolini                                                        
Chief Operating Officer

Date___________________  


            Date ______________ 
