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CREATING A POSITION
The Board of Education recognizes the need to establish positions which, when filled by competent, qualified support staff, will assist the District in achieving the education goals set by the Board.  The District employs only U.S. Citizens and others lawfully authorized to work in the United States.

The Superintendent shall verify all new employees and substitutes right to work in the United States according to the Federal Immigration Reform and Control Act of 1986.

The Board reserves the right to fix and prescribe the duties to be performed by all personnel:

A.
to create new positions;

B.
to specify the number of persons within each job category;

C.
set the initial salary for a new position.

In the exercise of its authority to create new positions, the Board shall give primary consideration to:

A.
the number of students enrolled;

B.
the special needs of the District;

C.
the special needs of the students;

D.
the operational services of the District, and
               E.  the job description and certification required to hold the position.

The Board may create a new position or increase the number of support staff in an existing position.
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The Board shall seek the advice of its administrative staff in creating a new support position or increasing the number of support staff in an existing position, but the Board reserves the right to act unilaterally.

The Board shall, upon the advice of the Superintendent, consider the advisability of creating a new support position or of increasing the number of support staff in an existing position.

The Board delegates the right to fix and prescribe the duties of support staff to the Superintendent.

Immigration Reform and Control Act of 1986

Rev.11/2/98

GUIDELINES – 4111

PRIVATE 
CREATING  A POSITIONtc  \l 1 "CREATING  A POSITION"
The Board of Education has reserved the right in its discretion to create new positions and specify the number of employees in each category.  In compliance with that policy, the Board has adopted the following guidelines for the creation of a District position:

A.
A job description will be prepared for each new position being considered.

B.
Each new position will be presented to the Board by the Superintendent with a recommendation for approval.

C.
No person may be employed to fill the position until Board approval is obtained.

PRIVATE 
GUIDELINES – 4111.01tc  \l 2 "GUIDELINES – 4111.01"
PRIVATE 
VERIFICATION OF EMPLOYMENT ELIGIBILITYtc  \l 1 "VERIFICATION OF EMPLOYMENT ELIGIBILITY"
In order to comply with Federal law, the following verification of employment eligibility procedures will apply:

Completion of Form I-9:

The following individuals do not need to complete Form I-9:

A.
Those who are employed by a contractor providing contract services.

B.
Those who are independent  contractors.

The Superintendent is also responsible for re-verifying employment eligibility of employees whose employment eligibility documents carry an expiration date.

PRIVATE 
Acceptable Documents for Verifying Employment Eligibilitytc  \l 3 "Acceptable Documents for Verifying Employment Eligibility"
All employees will need to provide a document or documents that establish identity and employment eligibility.  The following are acceptable documents:

Documents that establish identity and employment eligibility:

A.
United States passport

B.
Certificate of United States Citizenship (INS Form N-560 or N-561)

C.
Certificate of Naturalization (INS Form N-550 or N-570)

D.
Unexpired foreign passport which:

1.
contains an unexpired stamp which reads “Processed for I-551.”  Temporary Evidence of Lawful Admission for permanent residence.

2.
has attached thereto a Form-I-94 bearing the same name as the passport and contains an employment authorization stamp, so long as the period of endorsement has not yet expired and the proposed employment is not in conflict with any restrictions or limitations identified on the Form I-94.

E.
Alien Registration Receipt Card (INS Form I-151) or Resident Alien Card (INS Form I-551), provided that it contains a photograph of the bearer.

F.
Temporary Resident Card (INS Form I-688).

G.
Employment authorization card (INS Form I-688A).

Documents that establish identity:

A.
State-issued driver’s license or state-issued identification card containing a photograph.  If the driver’s license or identification card does not contain a photograph, identifying information should be included; such as, name, date of birth, sex, height, color of eyes and address.

B.
School identification card with a photograph.

C.
Voter’s registration card.

D.
United States Military card or draft record.

E.
Identification card issued by Federal, State or local government agencies.

F.
Military dependent’s identification card.

G.
Native American tribal documents.

H.
United States Coast Guard Merchant Mariner Card.

I.
Driver’s license issued by a Canadian government authority.

     for individuals who are unable to produce any of the documents listed above:

J.
school record or report card

K.
clinic doctor or hospital record

L.
day care or nursery school record

Documents that establish eligibility:

A.
Social Security number card, other than one which has printed on its face, “not valid for employment purposes.”

NOTE:  This must be a card issued by the Social Security Administration; a facsimile (such as a metal or plastic reproduction that people can buy) is not acceptable.

B.
An original or certified copy of a birth certificate issued by a state, county or municipal authority bearing an official seal.

C.
Unexpired INS employment authorization.

D.
Unexpired re-entry permit (INS Form I-237).

E.
Unexpired Refugee Travel Document (INS Form I-571).

F.
Certification of Birth issued by the Department of State (Form FS-545).

G.
Certification of Birth Abroad issued by the Department of State (Form DS-1350).

H.
United States Citizen Identification card (INS Form I-197).

I.
Native American tribal document.

J.
Identification Card for use of Resident Citizen in the United States (INS Form I-179).

Retention of Employment Eligibility Verification Form (Form I-9):
The Superintendent must retain Form I-9 for three (3) years or for one (1) year past the end of the employment of the individual, whichever is longer.  Such forms will be retained in a separate file and shall be considered to be confidential and used only for employment eligibility verification purposes.

PRIVATE 
Preparation of Documents for Inspectiontc  \l 4 "Preparation of Documents for Inspection"
U.S. Immigration and Naturalization Service (INS) or Department of Labor (DOL) Officers are required to give employers three (3) days advance notice before an inspection.  They will assemble the I-9 forms in preparation for the inspection.  Failure to provide the I-9 forms could result in civil money penalties for each employee for whom the form was not completed, retained or presented.

PRIVATE 
Retention of Employee Identification and Social Security Numbertc  \l 4 "Retention of Employee Identification and Social Security Number"
The District will retain a photocopy of either the employee’s driver’s license or passport showing the employee’s identity and valid social security number.

P.L. 99-603

Immigration Reform and Control Act  of 1968
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RECRUITMENT AND EMPLOYMENT OF SUPPORT STAFF
The Board of Education recognizes that it is vital to the successful operation of the District that positions created by the Board be filled with highly qualified and competent personnel.

The Board shall approve the employment, and also, when not covered by the terms of a negotiated collective bargaining agreement, fix the compensation and establish the term of employment for each support staff member employed by this District.

Such approval shall be given only to those candidates for employment recommended by the Superintendent.

When any recommended candidate has been rejected by the Board, the Superintendent shall make a substitute recommendation.

All applications for employment shall be referred to the Superintendent.

Relatives of Board members may be employed by the Board, provided a member of the Board does not participate in any way in the discussion or vote on the employment when conflict of interest is involved.

Any support staff member's misstatement of fact material to qualifications for employment or the determination of salary shall be considered by this Board to constitute grounds for dismissal.

The employment of support staff members prior to approval by the Board is authorized when their employment is required to maintain continuity in District operations.  Employment shall be recommended to the Board at the next regular meeting.

When appropriate, no candidate for employment as a support staff member shall receive recommendation for such employment without having offered visual evidence of proper certification or that application for such certification is in process.

The Superintendent shall prepare procedures for the recruitment and selection of all support staff.

PRIVATE 
Identity and Employment Statustc  \l 1 "Identity and Employment Status"
All potential employees of the District shall verify their identity and employment status to the Superintendent.  All potential employees are subject to background and misconduct checks as provided by law.

The Superintendent shall maintain a file on all of the District’s employees hired, proving that each employee has verified his or her identity, employment status, U.S. citizenship, or legal alien status to the Superintendent’s satisfaction.  Evidence to be used to verify identity, employment status, U.S. citizenship, or legal alien status should include at least two of the following documents, one of which contains a current photo of the employee:  U.S. birth certificate, social security card, and a current driver’s license; a state or military identification card; or one of the following:  U.S. passport, certificate of U.S. citizenship, certificate of naturalization, unexpired foreign passport, or resident alien card.
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PRIVATE 
Non-Discriminationtc  \l 2 "Non-Discrimination"
The Board shall not discriminate in its policies and practices with respect to compensation, terms or conditions of employment because of such individual’s race, color, religion, sex, national origin, height, weight, age, marital status, political belief, disability, or handicap which does not impair an individual’s ability to perform adequately in that individual’s particular position or activity.

The Superintendent shall have in place all appropriate procedures relative to the Americans with Disabilities Act.  This statement of non-discrimination shall be published and disseminated to all students, parents, guardians, employees, applicants and the public in a manner determined by the Superintendent.  

PRIVATE 
Title I Compliancetc  \l 2 "Title I Compliance"
The Superintendent shall insure that the District is in compliance with the provisions of Title I, the No Child Left Behind Act.  Manuals and handbooks shall comply with federal law as to the qualifications for instructional personnel.  Notice of professional qualifications shall be provided to parents/guardians of students in Title I schools and staffing pattern reviews as required by law shall be conducted annually as required by law.

LEGAL REF:  42 USCA §1981 et seq. (Civil Rights Act); 42 USCA 2000e-8, 200e-12;

 44 USCA 3501 et seq.; 42 USCA 12117 (The Equal Employment Opportunities Act);

42 USCA §2000e, et seq.  (Title VII of the Civil Rights Act); 20 USCA §1681; 34 CFR § 106.8; 34 CFR § 106.9 (Title IX of the Education Amendments); 42 USCA 12116 (The Americans with Disabilities Act); MCL 37.1101-1607 (Person’s with Disabilities Civil Rights Act); 37.2101-2804 (Elliott-Larsen Civil Rights Act); 20 USCA§6311(h)(6)(A) (No Child Left Behind Act)

The Superintendent shall prepare procedures for the recruitment  and selection of all professional staff.

The Superintendent will ensure that all employee manuals or handbooks are in compliance with federal law and include:

(
The education and experience required of all new instructional employees;

(
Any credentials that current instructional employees must acquire;

(
A timetable for the satisfaction of any new requirements;

(
The consequences for employees who fail to comply.  

All employees are to be advised of the revisions of the handbooks or manuals and of any implications for existing personnel.

 M.C.L.A. 37.2101 et seq., 257.305

Rev.11/2/98

Rev 2/3/03

GUIDELINES – 4120

PRIVATE 
SELECTION OF SUPPORT STAFFtc  \l 1 "SELECTION OF SUPPORT STAFF"
The following guidelines are established for the interviewing and screening of employee candidates:

A.
Where specific openings exist in positions that could afford present employees an opportunity to be upgraded, such notice shall be posted in the schools of this District.

B.
Applications are to be made in writing to the Superintendent’s office.

C.
Checking of credentials may include direct telephone calls to immediate supervisors of the person being considered.

D.
Applicants may be granted an interview if their credentials indicate they meet the criteria for the position.

E.
Terms of employment shall be made known to the candidate at the time of the interview.

In selecting personnel to fill established positions,, the Superintendent shall be responsible for selecting the person best qualified to fill each position in accordance with position specifications established by the Board.

PRIVATE 
4120 F1tc  \l 1 "4120 F1"
PRIVATE 
NEW EMPLOYEE ORIENTATION CHECKLISTtc  \l 2 "NEW EMPLOYEE ORIENTATION CHECKLIST"
Please go over the following checklist with your new employee on the first day of the job.  Check off the items as completed, sign this form and return it to the 





 within 
 working days.

Employee


Department

Position: 








___  Take employee on a tour of the school and/or other facilities and particularly the area(s) where s/he will be working.

__  Introduce employee to all those working in the immediate area and to others with whom the employee may have to work.

__  Review the job description and explain how fulfilling the responsibilities are important to the District.

__  Explain probationary period, if applicable.

__  “Open-Door Policy.”

__  Review all Board policies and District guidelines in appropriate sections (2000, 3000 or 4000, 5000, etc.)

__  Describe evaluation process.

__  Explain procedure for reporting hours worked.

__  Explain pay periods, paydays and how paycheck is received.

__  Make sure employee’s questions are adequately answered.

__  Help the employee feel welcome and at ease with the new work environment.

__  Inform the employee who to contact with questions about job duties and/or company policies.

__  Explain appropriate attire.

Supervisor



Date

PRIVATE 
GUIDELINES – 4120Ctc  \l 2 "GUIDELINES – 4120C"
PRIVATE 
PRE-EMPLOYMENT INTERVIEW QUESTIONStc  \l 1 "PRE-EMPLOYMENT INTERVIEW QUESTIONS"
Asking an applicant questions prohibited by the Equal employment Opportunity Act during pre-employment interviews could open the door for a job candidate to take legal action against the District.  The following guideline outlines the questions that are appropriate and those that should be avoided.

YOU CANNOT ASK:
A.
any question that would indicate race or color;

B.
any question that would indicate gender, unless job-related;

C.
applicant’s religion or religious customs and holidays; recommendations from  church officials;

D.
if applicant, spouse or parents are native-born or naturalized:  date of citizenship or for other proof of citizenship before hiring:  proof of citizenship required on I-9 form;

E.
marital status before hiring, the number and age of children, who cares for them and if applicant plans to have more;

F.
to see military service records, about military service with any country other than U.S.;

G.
nationality, racial or religious affiliation of school attended;

H.
how foreign language ability was acquired;

I.
inquiries about arrests (as contrasted with convictions) except pending charges (see below at F,(;

J.
listing of all clubs to which the applicant belongs or has belongs;

K.
that a candidate provide a photograph before hiring or that one be taken during an interview;

L.
height and weight or physical/mental characteristics which do not relate directly to the job specifications (see AG 3211);

M.
whether applicant lives with a disabled individual (whether related or not);

N.
whether applicant plans to marry or plans to have a family;

O.
whether applicant has any military obligations.

YOU CAN ASK:
A.
for applicant’s current and previous address; phone number;

B.
whether applicant is eighteen (18) years of age or older;

C.
whether the applicant is lawfully authorized to work in the United States;

D.
if applicant has served in the U.S. armed forces including branch of service and rank attained; job-related experience acquired in the military;

E.
academic, professional or vocational school attended, language skills such as reading and writing, foreign languages, grades, degrees, majors, etc.

F.
criminal convictions; any pending felony charges; any misdemeanor charge related to sexual conduct or assault or abuse of a child;

G.
personal and professional and other work references not relating to race, color, religion, gender, national origin or ancestry;

H.
professional and social organization membership as long as affiliation does not identify and is not used to discriminate on the basis of gender, race, national origin or ancestry;

I.
willingness to perform job functions;

J.
willingness to work required  work schedule and under prescribed working conditions.

AFTER HIRING, YOU MAY OBTAIN:
A.
marital status and number/age of dependents for insurance  and tax purposes;

B.
proof of age;

C.
status of citizenship (I-9 form);

D.
race, if done pursuant to required or approved affirmative action plan and maintained separately from applicant file;

E.
a copy of military discharge certificate.

PRIVATE 
GUIDELINES – 4120.04tc  \l 1 "GUIDELINES – 4120.04"
PRIVATE 
EMPLOYMENT OF SUBSTITUTE SUPPORT STAFFtc  \l 2 "EMPLOYMENT OF SUBSTITUTE SUPPORT STAFF"
The Board of Education approves the employment and fixes the compensation for each substitute staff member.

Such approval shall be given only to those candidates for employment recommended by the Superintendent.  The screening procedure shall be as follows:

A.
All applicants for substitute positions shall be made through the Office of the Superintendent.

B.
Each applicant should show evidence of good health, good character, knowledge, ability and skills to carry on the work in the area in which substitute employment is sought.

C.
Each applicant should demonstrate sufficient maturity to deal with students and other employees.

D.
Preference will be given to candidates for employment who are residents of this School District.

E.
The employment of substitute staff members prior to approval by the Board is authorized only when their employment is required to maintain continuity of services in the District.  Retroactive employment shall be recommended to the Board at the next meeting.

F.
Screening tests may be used to determine the candidate’s ability to perform the tasks for which s/he is being considered.

G.
Recommendations from former employers and others may be requested.  Such records shall be retained confidentially and for official use only.

H.
Police checks of any applicant may be made.
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VOLUNTEERS
The Board of Education recognizes that more individualization and greater personal attention to the unique needs of students are provided by volunteers.  Moreover, utilizing volunteers in the schools provides an opportunity to generate community interest in the schools and contribute to the public relations effort of the Board.  Therefore, the Board endorses the concept of utilizing community volunteers who are willing to devote time and talent to expand learning experiences.

The Superintendent or designee shall be responsible for recruiting community volunteers, reviewing their capabilities, and making appropriate placements.  S/He shall not be obligated to make use of volunteers whose abilities are not in accord with District needs.

The Superintendent or designee is to inform each volunteer that s/he:

A.
shall agree to abide by all Board policies and District guidelines while on duty as a volunteer;

B.
will be covered under the District's liability policy but the District cannot provide any type of health insurance to cover illness or accident incurred while serving as a volunteer, nor is the person eligible for workers compensation;

C.
will be asked to sign a form releasing the District of any obligation should the volunteer become ill or receive an injury as a result of his/her volunteer services.

The Superintendent or designee shall also ensure that each volunteer is properly informed of the District's appreciation for his/her time and efforts in assisting the operation of the schools.

The Superintendent may terminate the services of any volunteer whose performance is not satisfactory.

The Superintendent shall develop Administrative Guidelines to carry out this policy.

Revised 2/24/94

Amended11/2/98

GUIDELINES – 4120.08

PRIVATE 
USE OF UNPAID VOLUNTEERS 
Unpaid volunteers may be used throughout the school system for continuing service projects extending over long period or for the entire school year.

All volunteers shall be under the direct supervision of the school or department administrator and/or the teacher to whom they are assigned.  They shall not be used in an administrative or supervisory capacity.

Volunteers are essential to the mission of the District, however, the safety of our students is of paramount importance and the following guidelines must be strictly adhered to by building administrators, athletic directors and supervisors.

At the time of the adoption of Policy 4120.08, no volunteer shall be allowed to work with students of this District until complying with all of the following: 

1. The supervisor will conduct a background check at the following websites:

A. DHS (FIA) Central Registry :
www.michigan.gov (use links)
B. Sexual Offenders Database :
www.familywatchdog.us/
2. Should the volunteer’s name show up on either database, a conference with the superintendent shall be required.  However, at no time should a volunteer be allowed who has a conviction of child abuse or neglect, or a  felony conviction of harm or threatened harm.

3. If the volunteer’s name does not appear in the database, the principal or supervisor shall complete the Volunteer Form  4120.08 and submit a copy to the superintendent.

4. The superintendent could determine that a background check is advisable and require the check prior to allowing the volunteer to work with students.  Volunteers in our pre-school are required to have background checks and, per state law, so are volunteers who work regularly in our schools.  This cost would be borne by the District.
5. Volunteers who help with a school party or volunteer to chaperone a trip, would not be considered a regular volunteer.  A person who volunteers weekly or a  coach, shall be required to have a background check.
6. For purposes of enacting this policy and guidelines, the pre-school shall have immediate effect.  For all other applications, it shall take effect on January 1, 2006.
7. Should the background check laws change in the State of Michigan, these guidelines shall be changed to comply with the law.
4120.08 F1

PRIVATE 
 tc  \l 2 "MEMORANDUM OF UNDERSTANDING"
VOLUNTEERS
This is to confirm the arrangement whereby 




 agrees to serve as a 

volunteer to the District for the period beginning 



 and ending 


.
The voluntary services to be provided are 










 shall not be compensated for these services but shall be 

covered by the District’s liability insurance policy and recognize the following:  
A. shall agree to abide by all Board policies and District guidelines (nbas.org) while on duty as a volunteer;

B. the District cannot provide any type of health insurance to cover illness or accidents incurred while serving as a volunteer, nor is the person eligible for worker’s compensation;
C. by signing this form, releases the District of any obligation should the volunteer become ill or receive an injury as a result of his/her volunteer services;

D. by signing this form, is providing a self-certifying statement regarding that they have not had a criminal conviction or a substantiated Child Protective Services Record; and,
E. the Board appreciates their willingness to assist in the education of our youth.

Volunteer



Date

School District



Date

Background check completed:



(FIA)







Date

By:  Signature


(family watchdog)






Date

By:  Signature
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CRIMINAL HISTORY RECORD CHECK
To more adequately safeguard students and staff members, the Board of Education requires an inquiry into the background of each applicant the Superintendent recommends for employment on the District's support staff.

The Superintendent shall establish the necessary procedures for obtaining from the Criminal Records Division of the State Police any criminal history on the applicant maintained by the State Police.

All applicants must submit a set of fingerprints prepared by a State or local law enforcement agency as part of his/her employment application.  If this is a new application, the district will assume the costs.

Should it be necessary to employ a person in order to maintain continuity of the program prior to receipt of the  report, the Superintendent may employ the person on a provisional basis until the report is received.

All information and records obtained from such inquiries are to be considered confidential and shall not be released or disseminated to those not directly involved in evaluating the applicant's qualifications.  Violation of confidentiality is a crime with penalties up to $1000.

PA 68 of 1993, 99 of 1992

Adopted 12/16/91

Revised 10/6/93

Amended11/2/98

4121 F1

PRIVATE 
REQUEST FOR A CRIMINAL HISTORY RECORD CHECKtc  \l 2 "REQUEST FOR A CRIMINAL HISTORY RECORD CHECK"
PRIVATE 
TO:
          Criminal Records Division, Michigan State Policetc  \l 3 "TO\:
          Criminal Records Division, Michigan State Police"
FROM:   







 School District

Please submit, as quickly as possible, any information you have or may obtain concerning any serious misdemeanor or felony that has been committed by the person(s) named below.  The information is needed in order to make a final employment decision.

Enclosed is the applicant’s fingerprints and authorization and a check in the amount of $

.

We request that the applicant’s fingerprints also be used by the FBI to examine its records concerning any criminal history on the applicant.  A check is enclosed, payable to the Federal Bureau of Investigation, in the amount of $


.
Thank you for your cooperation.

Name:












Address:












Social Security Number: 





 Date of Birth:



Name:












Address: 












Social Security Number:





 Date of Birth:



Name:












Address:












Social Security Number:





 Date of Birth:
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EQUAL EMPLOYMENT OPPORTUNITY
The Board of Education shall comply with all Federal laws and regulations prohibiting discrimination and with all requirements and regulations of the U.S. Department of Education.  It is the policy of the Board that no support staff member or candidate for a position in this District on the basis of race, color, religion, national origin, creed or ancestry, age, sex, martial status, or disability shall be discriminated against, excluded from participation in, denied the benefits of, or otherwise be subjected to, discrimination in any program or activity for which the Board is responsible or for which it receives financial assistance from the U.S. Department of Education.

The Superintendent shall appoint a compliance officer whose responsibility it will be to ensure that Federal and State regulations are complied with and that any complaints are dealt with promptly in accordance with law.  S/He shall also ensure that proper notice of nondiscrimination for Title II, Title VI, and Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendment Act of 1972, Section 504 of the Rehabilitation Act of 1973, and the Age Act is provided to students, their parents, staff members, and the general public.  Any sections of the District's collectively‑bargained, negotiated agreements dealing with hiring and promotion need to contain a statement of nondiscrimination similar to that in the Board's statement above.  In addition, any gender-specific terms should be eliminated from such contracts.

PRIVATE 


tc  \l 1 ""
M.C.L.A. 37.2101 et seq.

42 USC, 1981 etc.

Rehabilitation Act of 1973, 29 U.S.C. 701 et seq.

Americans with Disabilities Act of 1990, 42 U.S.C. 12101 et seq.

Civil Rights Act of 1964, 42 U.S.C. 2000 et seq.

Age Discrimination in Employment Act of 1967, 29 U.S.C. 623 et seq.

U.S. Constitution, XIV Amendment

Revised 3/4/96

GUIDELINES – 4122

PRIVATE 
COMPLIANCE WITH SECTION 504tc  \l 2 "COMPLIANCE WITH SECTION 504"
These guidelines shall be used to ensure that the Board’s policy on non-discrimination (4122) is implemented properly and in compliance with Federal and State laws and regulations, particularly Part 104 of Section 504 of 34 CFR.  A copy of Sub-part B (104.11-38) is attached to these guidelines.  A copy of Part 104 is available in the Superintendent’s office.

Notice of the Board’s policy on non-discrimination in employment practices shall be posted throughout the District and published in any District statement regarding the availability of employment positions.

When referred to in policy and in these and other administrative guidelines, “disabled person” shall mean any person who meets the following criteria established by Federal law:

A.
has a physical or mental impairment which substantially limits one or more major life activities;

B.
has a record of such impairment; and,

C.
is regarded as having such an impairment.

Recruiting and Hiring:

No candidate for employment shall be required to answer a question regarding a disabling condition and no such candidate will be discriminated against on the basis of a disabling condition that is not directly related to the essential function of the position for which s/he has applied.  However, this stipulation does not constrain the need  to ensure that an applicant is not afflicted with a currently-contagious disease or infection which would constitute a direct threat to staff and students nor to determining if an applicant is an alcoholic or abuser of drugs.

Reasonable Accommodation:

It is essential that no discrimination occur in employment, promotion, assignment or transfer because of a disabling condition.  If the person has all of the qualifications required to properly fulfill the job responsibilities, then reasonable efforts must be made to modify the work environment or working conditions to accommodate a particular disabling condition, providing such accommodation does not seriously diminish the quality of programs or services provided by the District.

Each job descript should be carefully analyzed to:

A.
identify any environmental factors that could create a barrier for a disabled person;

B.
ensure that all essential physical, mental and intellectual qualifications have been defined and justified.

PRIVATE 
4122 F1tc  \l 1 "4122 F1"
PRIVATE 
CHECKLIST FOR COMPLIANCE WITH SECTION 504tc  \l 2 "CHECKLIST FOR COMPLIANCE WITH SECTION 504"
It is necessary that the District confirms it has completed the following procedures each year in order to be in compliance with Federal law related to disabled persons.

___  Provide written assurance of non-discrimination whenever the District receives Federal money.                    (Refer to Policies 2260, 3122 and 4122.) 

___  Designate a District employee to coordinate compliance with Section 504.  (Refer to AG 2260A.)

___  Provide grievance procedures to resolve complaints of discrimination.  (Refer to AG 2260B.)

___  Provide notice to students, parents, employees, unions and professional organizations of non-                        discrimination in admission or access to, or treatment or employment in, District programs or                       activities. Notice must specify the compliance officer.

___  Include notice of non-discrimination with the name and location of the compliance officer in all                     student handbooks.  (Refer to AG 2260A/B.)

___  Annually identify and locate all Section 504-qualified disabled children in the District’s geographic              area who are not receiving a public education.

___  Annually notify disabled students and their parents of the District’s responsibilities under Section 504.         (Refer to AG 2260C.)

___  Provide parents with the following procedural safeguards:

___  Notice of their rights (refer to AG 2260C).

___  An opportunity to review relevant records (refer to AG 8330).

___  An impartial hearing following due process

___  Notice of the right to request a hearing regarding the identification, evaluation or educational                        placement of their disabled child.  No change in placement can occur if parents have filed a                           request for a hearing and the proceedings have not been completed.

PRIVATE 
4122 F2tc  \l 1 "4122 F2"
PRIVATE 
STAFF REQUEST FOR REASONABLE ACCOMMODATIONtc  \l 2 "STAFF REQUEST FOR REASONABLE ACCOMMODATION"
NAME 




DATE




ADDRESS




PHONE




POSITION


SUPERVISOR





DESCRIPTION OF DISABILITY 








PRIVATE 
ACCOMMODATATION REQUESTEDtc  \l 2 "ACCOMMODATATION REQUESTED"
ACCESS TO FACILITY OR PROGRAM 








JOB RESTRUCTURING/MODIFICATION 








EQUIPMENT 









OTHER 









SIGNATURE OF STAFF MEMBER

SIGNATURE OF ATTENDING PHYSICIAN
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DRUG‑FREE WORKPLACE
The Board of Education believes that quality education is not possible in an environment affected by drugs.  It will seek, therefore, to establish and maintain an educational setting which is not tainted by the use or evidence of use of any controlled substance.

The Board shall not permit the manufacture, possession, use, distribution, or dispensing of any controlled substance, including alcohol by any member of the District's supportl staff at any time while on District property or while involved in any District‑related activity or event.  Any staff member who violates this policy shall be subject to disciplinary action in accordance with District guidelines and the terms of collective bargaining agreements, is applicable.

The Superintendent shall establish administrative guidelines that will best ensure compliance with the intent of this policy and that will provide for appropriate disciplinary actions if and when needed.

Public Law 101‑226 Drug‑Free Schools and Communities Act, as amended in 1989

Revised 7/16/90

Revised 9/17/90

Amended11/2/98

4122.01 F1

PRIVATE 
CERTIFICATION REGARDING DRUG-FREE SCHOOLStc  \l 2 "CERTIFICATION REGARDING DRUG-FREE SCHOOLS"
This is to certify that the 





 School District has designed and implemented the necessary policies and administrative guidelines to comply with the requirements of Public Law 101 – (Drug Free Schools and Communities Act as amended in 1989).  The District’s program shall:

A.
emphasize the prevention of drug use;

B.
provide standards of conduct that are applicable to all staff and which clearly prohibit, at a minimum, the unlawful possession, use or distribution of illicit drugs and alcohol on school premises or as a part of any school activity;

C.
include a clear statement that disciplinary sanctions, up to and including termination and referral for prosecution, will be imposed on staff members who violate the school standards of conduct and a description of those sanctions;

D.
ensure that all staff members have been provided information about drug and alcohol counseling, rehabilitation and re-entry programs available to them and how to make contact with an appropriate program;

E.
ensure that all staff members have been given a copy of the standards of conduct regarding the unlawful possession, use or distribution of illicit drugs and alcohol by students and have been notified of the requirement that compliance with the standards of conduct is mandatory.

A biennial review of the school district’s program will be conducted to determine its effectiveness, to implement changes as needed, and to ensure that disciplinary sanctions are consistently enforced.

( )   The District has established an employee assistance program which includes guidelines for prevention,          intervention, referral, treatment and after-care.

The District shall continue a good faith effort to maintain drug-free schools through compliance with the Drug-Free Schools and Communities Act.

4122.01 F2

PRIVATE 
CERTIFICATION REGARDING A DRUG-FREE WORKPLACEtc  \l 1 "CERTIFICATION REGARDING A DRUG-FREE WORKPLACE"
The 


School District shall be able to certify that it shall provide for a drug-free workplace.  In compliance with Federal regulations and with terms of negotiated agreements, if any, the District shall:

A.
publish a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited in the District.  The statement shall specify the actions that will be taken against employees for violation of such prohibition;

B.
establish a drug-free awareness program which informs employees about:

1.
the dangers of drug abuse in the school setting;

2.
the District’s policy of maintaining a drug-free workplace;

3.
any available drug counseling, rehabilitation and employee assistance programs;

4.
the penalties that may be imposed upon employees for drug abuse violations occurring in the District;

C.
provide each employee who is to be engaged in the performance of the grant a copy of the statement required by paragraph (A) and obtain agreement that, as a condition of employment under the grant, s/he will:

1.
abide by the terms of the statement, and

2.
notify the District of any criminal drug statute conviction occurring in the District no later than five (5) days after such conviction;

D.
notify the agency within ten (10) days after receiving either notice of such a conviction from an employee or otherwise receiving actual notice of such conviction;

E.
take one of the following actions, within thirty (30) days of receiving notice, with respect to any employee who is so convicted;

1.
take appropriate personnel action against the convicted employee, up to and including termination, or

2.
require the convicted employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State or local health, law enforcement or other appropriate agency.

The District shall continue a good faith effort to maintain a drug-free workplace through implementation of the Federal regulations for the Drug-Free Workplace Act.

34 CFR Part 85, Sections 85.615 and 85.620
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ASSIGNMENT AND TRANSFER
The Board of Education believes that the careful placement of support staff within the District is vital to the utilization of qualified and competent support staff for the successful functioning of the District.

Responsibility for the assignment and transfer of support staff shall be vested in the Superintendent.

It is the desire and policy of the board to promote from within wherever it is practicable, educationally desirable and consistent with the educational needs of the community.  All openings for promotional and new positions and positions paying salary differentials shall be adequately publicized and all qualified personnel shall be given adequate opportunity to make application for such positions.

The Superintendent, with input from affected staff, will determine the most qualified and competent applicant for employment.

Amended 11/2/98

GUIDELINES – 4130

PRIVATE 
ASSIGNMENT AND TRANSFERtc  \l 1 "ASSIGNMENT AND TRANSFER"
Relocation of support staff may become necessary to meet load conditions, building or program requirements, or for other good reasons.  However, relocation shall not be made capriciously, vindictively or arbitrarily.  Transfers between buildings require the approval of the Superintendent.

A.
Involuntary Transfers

A transfer may be made for such reasons as the following:

1.
factors in the present location

2.
schools being opened or closed

3.
for the good of the District

B.
Voluntary Transfers

The following guidelines shall be followed in requesting a transfer:

1.
A written request may be made to the Superintendent at any time during the year for transfer to either a specified or an unspecified location.

2.
The principal and/or the immediate supervisor of the employee must be made aware of the request for transfer.

3.
The filing of a request for transfer shall be without prejudice to the employee, and shall not jeopardize his/her present assignment.  The request may be withdrawn at any time prior to the official confirmation that the transfer has been effected.

4.
Voluntary transfers shall be made effective at a time in the best interest of the District.
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PROMOTION/DEMOTION
It is the desire and policy of the Board to promote from within the ranks wherever it is feasible, educationally desirable and consistent with the educational needs of the community.  All openings for promotional and new positions and positions paying salary differentials shall be adequately publicized and all qualified personnel shall be given adequate opportunity to make application for such positions.

The Superintendent, with input from affected staff, will determine the most qualified and competent employees for promotion and/or demotion.

Amended 11/2/98 

PRIVATE 
GUIDELINES – 4131tc  \l 2 "GUIDELINES – 4131"
PRIVATE 
REDUCTION IN STAFFtc  \l 1 "REDUCTION IN STAFF"
If a reduction in the support staff becomes necessary, refer to the contract.
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TERMINATION AND RESIGNATION
TERMINATION
An employee may be suspended or terminated, upon a majority vote of the Board of Education, for violation of the policies of the Board or for reasons set forth in law.  In such cases, the Board shall abide by due process and such terms as may be set forth in a negotiated collective bargaining agreement.

RESIGNATION
A support staff member may resign by filing a written resignation with the Superintendent at least two weeks prior to the effective date of the resignation.

A resignation, once accepted by the superintendent, may not then be rescinded without Board approval.

Amended 11/2/98

PRIVATE 
GUIDELINES – 4140tc  \l 2 "GUIDELINES – 4140"
PRIVATE 
RESIGNATIONtc  \l 1 "RESIGNATION"
The support staff member shall recognize the obligation to faithfully fulfill the terms of his/her contract until it is dissolved by mutual consent or by due process of law.

A support staff member intending to resign shall submit a written resignation to the Superintendent as far as possible in advance of the effective date of resignation.

The Supervisor shall, whenever possible, conduct an interview with the employee to determine the reasons leading up to the resignation.

PRIVATE 
4141 F1tc  \l 2 "4141 F1"
PRIVATE 
TERMINATION/RESIGNATION FORMtc  \l 1 "TERMINATION/RESIGNATION FORM"
I am terminating my employment with the 




 Board of

Education and in consideration of 


dollars ($
) received

From said Board of Education as severance pay, I  herewith renounce and relinquish all rights

And claims which I might have for any accumulated sick leave which presently stands to my

Credit because of employment by the Board of Education.



Applicant’s Signature

Accepted by the Board of Education:

Date


Clerk


PRIVATE 
GUIDELINES – 4150tc  \l 2 "GUIDELINES – 4150"
PRIVATE 
CONDUCT ON DISTRICT PROPERTYtc  \l 1 "CONDUCT ON DISTRICT PROPERTY"
The following  guidelines apply to all support staff members, full or part time, while on District property or participating in a District-sponsored activity on or off District premises.

A.
Prohibited Conduct:  No staff member shall, either singly or in concert with others:

1.
willfully violate any policy of the Board of Education or administrative guideline of the District;

2.
physically molest, restrain, or detain or intimidate any other person who is lawfully on District premises;

3.
willfully cause physical or mental injury to any other person, or threaten to do so for the purpose of compelling or inducing such other person to act unlawfully;

4.
willfully damage or destroy property of the District or that which is under its jurisdiction, nor remove or use such property without authorization;

5.
enter or remain in any District building or facility for any unlawful purpose;

6.
refuse to leave any building, facility, or property after being required to do so by any authorized person;

7.
obstruct the free movement of persons and vehicles in any place governed by these guidelines;

8.
deliberately disrupt or prevent the peaceful and orderly conduct of classes, other District activities, or those who use District facilities;

9.
have in one’s possession any object or substance designed to inflict bodily harm;

10.
loiter in a District building or on District grounds;

11.
picket or demonstrate on District premises but conduct such activities on roadways, streets, and sidewalks dedicated to full public use and in such manner as not to bar access and egress from District property;

12.
willfully incite others to commit any of the acts described above.

B.
Application and Interpretation:

1.
The right of all support staff members to peaceful protest is recognized; however, demonstrators shall not interfere with or violate the rights of others or trespass.

2.
Support staff members shall not invite speakers to the District without prior authorization of the building principal or their supervisor.

3.
The following guidelines shall apply to those who wish to express their dissent, through picketing and other forms of demonstration.

a.
Those involved in legal picketing or demonstrating off school premises shall not harass anyone entering or leaving school premises.

b.
All materials, placards, and handouts used for the purpose of protest shall meet the test of educating the public as to the controversy and not be inflammatory or personally defaming.

C.
Penalties:  A person who violates any of the provisions of these guidelines shall be subject to the following penalties:

1.
A staff member who violates one or more of the above guidelines, as well as other guidelines and Board  policies, shall be subject to such penalties deemed appropriate by the Superintendent including loss of wages and possible dismissal.

2.
Any contractor and/or representative or visitor who violates these and other District guidelines or Board policies shall have his/her authorization to remain on school premises withdrawn and be requested to leave District premises immediately.

3.
The Superintendent or any administrator may appeal to the New Buffalo City Police for any aid which s/he deems necessary in causing the ejection of any violator of these guidelines and may request an injunction  to restrain the violation or threatened violation of such rules.

D.
Enforcement

Each supervisor and department head shall be responsible for the ensuring that each staff member under his/her supervision understands the intent as well as the content of this guideline and for its enforcement.
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PHYSICAL EXAMINATION
The Board of Education or Superintendent reserves the right to require any employee or candidate to submit to an examination in order to determine the physical and/or mental capacity to perform assigned duties.  Such examinations shall be done in accordance with the Superintendent's guidelines and/or the terms of currently valid negotiated collective bargaining agreements.

Reports of all such examinations or evaluations shall be delivered to the Superintendent, who shall protect their confidentiality.  Reports will be discussed with the employee or candidate, if  necessary, and made a part of an employee's personal record.  In the event of a report of a condition that could influence job performance, the  Superintendent shall base a non‑employment recommendation to the Board upon a conference with a physician and substantiation that the condition is directly co-related to defined job responsibilities.

The Board requires that all support staff members undergo a tuberculosis examination or show proof of test results within the previous three (3) years.

The Board is concerned for the safety of student being transported by District vehicles as well as for those who could be harmed by their unsafe operation.  Thus it requires that a drug test be made a part of the physical examination required of all bus driver applicants and the periodic examination of current drivers the Board employs or may contract for.  Such testing shall be done in compliance with the Superintendent's guidelines and the terms of any applicable negotiated agreement.

The Board shall assume any uninsured fees for required examinations.

M.C.L.A. 257.316a

A.C. Rule R325.898

Revised 8/92

Revised 11/16/92

Amended11/2/98

GUIDELINES – 4160A

PRIVATE 
PHYSICAL EXAMINATIONtc  \l 1 "PHYSICAL EXAMINATION"
A.
After the District makes a conditional offer of employment, each full-time professional staff member shall be asked to take a physical examination.

B.
The District will pay for the cost of this required, post-offer examination, when performed by a District-assigned physician.

C.
Written evidence of good physical and mental health may be required periodically by the District from a physician of the District’s choosing with the District assuming the expense of such an examination, when there is a reasonable basis to suspect that a mental or physical condition is adversely affecting performance.

Revised 1/28/94

PRIVATE 
GUIDELINES – 4160Btc  \l 2 "GUIDELINES – 4160B"
TUBERCULOSIS EXAMINATION
A.
Each support staff member of the School District shall file with the Superintendent proof of freedom from communicable tuberculosis according to law and the administrative guidelines of the Michigan Department of Public Health.

B.
The statement of freedom from communicable tuberculosis shall be filed prior to the first day of the employment and every year thereafter as required.

C.
Such statement of freedom from communicable tuberculosis shall become  a part of the employee’s personnel file and shall be available for examination by Department of Public Health personnel.

D.
Expenses associated with this Administrative Guideline shall be the responsibility of the staff member.

PRIVATE 
GUIDELINES – 4160Ctc  \l 2 "GUIDELINES – 4160C"
PRIVATE 
EMERGENCY TREATMENT AND BOARD-ORDERED PHYSICAL EXAMINATIONStc  \l 1 "EMERGENCY TREATMENT AND BOARD-ORDERED PHYSICAL EXAMINATIONS"
A.
Each staff member must secure a Referral Form from the Superintendent before leaving the District on visits to the doctor.

B.
If a return/follow-up visit is necessary, the staff member will be given a Return Form with a copy to the School District.

C.
When the doctor determines that the staff member may return to work, they will advise the Personnel Office of return date and restriction, if applicable.

D.
The Superintendent will inform the insurance carrier according to the guidelines, of any Workers’ Compensation claims.

E.
If a staff member is injured on the job, the accident  must be reported immediately or within twenty-four (24) hours to the immediate supervisor who will in turn report the accident to the Superintendent.

F.
The results of all required medical examinations shall be made known to the Superintendent on a confidential basis, discussed with the candidate, and made a part of his/her personnel record, if employed.  In the event of an unsatisfactory report, the Superintendent shall base any recommendation for non-employment upon a conference with the physician and/or upon applicable Federal and State guidelines regarding the employment of the disabled.
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UNREQUESTED LEAVES OF ABSENCE
It is the policy of the Board of Education to protect the students and employees of this District from support staff members who are unable to perform essential job functions with or without accommodation.

The Board may place a support staff member on unrequested leave of absence when the staff member is unable to perform assigned duties in conformance with statute and/or the negotiated, collectively‑bargained agreement with or without accommodation.  The ADA (Americans With Disabilities Act) will be used to determine accommodations, if any.

If the Superintendent believes the staff member is unable to perform essential job functions, the support staff member will be offered the opportunity for a meeting to discuss these issues.

If a support staff member refuses to attend the meeting, the Board may order the support staff member to submit to an appropriate examination by:

A.
a physician designated and compensated by the Board;

B.
a physician or institution of the support staff member's choice;

C.
or both.

Where the physician designated by the Board disagrees with a physician designated by the support staff member, the superintendent and staff member shall agree in good faith on a third impartial physician who shall examine the support staff member and whose medical opinion shall be conclusive and binding on the issue of ability to perform assigned duties with or without accommodation.  The expenses of a third examination shall be borne by the Board.

If, as a result of such examination, the support staff member is found to be unable to perform assigned duties with or without accommodation, the support staff member may be placed on leave of absence for a reasonable time to heal or until the staff member is able to perform the essential job function, but only for a period not to exceed one (1) year.

Should a support staff member refuse to submit to the examination requested by the Board and the support staff member  has exercised his/her rights under the provisions hereinabove set forth, such refusal shall subject the support staff member to disciplinary action.

Revised 8/21/95

Amended 11/2/98
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DRUG AND ALCOHOL TESTING OF CDL LICENSE HOLDERS
Policy
In fulfilling its commitment to ensure public safety and trust, the Board of Education is committed to providing a safe educational environment and workplace for its students and employees.  Substance abuse by employees, most particularly by those who perform safety‑sensitive functions, constitutes a grave threat to their physical and mental well‑being, significantly impedes their work objectives and job performance, and interferes with their ability to maintain a safe educational environment and workplace.  The Board further believes that the safety of students while being transported to and from school or school activities is of paramount importance and is the primary responsibility of those persons who operate or maintain school vehicles.  To fulfill that responsibility, each person who operates or maintains school vehicles must be mentally and physically alert at all times while on duty.  Accordingly, it is the policy of the Board to establish and implement an alcohol and controlled substances testing program for its employees (both regular and substitute) who perform safety‑sensitive functions as mandated by the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations.

The Board directs the Superintendent or his/her designee to establish and implement an alcohol and controlled substances testing program (including the provision of educational materials and appropriate training) for its employees (both regular and substitute) who perform safety‑sensitive functions as mandated by the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations.

Consortium Agreement
In order to meet the mandates of the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations, the Board will enter into an Agreement with the Berrien, Cass, and Van Buren County Consortium for provision of the following services:

A.
alcohol and controlled substances testing for covered employees who perform safety‑sensitive functions

B.
education and training programs, which will  minimally include for supervisors:

1.
at least sixty (60) minutes of training on alcohol misuse

2.
at least an additional sixty (60) minutes of training on controlled substances use

3.
the physical, behavioral, speech, and performance indicators of probable alcohol misuse and use of controlled substances

Amended11/2/98
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C.
education and training programs for covered employees, which will minimally provide educational materials that explain the requirements of the alcohol and controlled substances testing rules, as well as the policy and procedures with respect to meeting those requirements

D.
clear and consistent communication with the medical review officer regarding all appropriate matters

E.
preparation and submission of all required reports to the designated school official, the medical review officer, and to Federal and State agencies

The Consortium Agreement is incorporated into this policy by reference, and will be renewed on a biennial basis.

Standards of Conduct
All employees, including those who perform safety‑sensitive functions, are expected to comply with the Board's Drug‑Free Schools policy and Drug‑Free Workplace policy, which, in part, strictly prohibit the possession, use, distribution, or being under the influence of illicit drugs and alcohol by all employees on school premises or as part of any school business, activity, or function.  In addition, a covered employee shall not report to duty or remain on duty requiring the performance of a safety‑sensitive function:

A.
while having an alcohol concentration of 0.04 or greater as indicated by alcohol breath test;

B.
within four (4) hours after using alcohol;

C.
while possessing alcohol or any controlled substances;

D.
while using alcohol or any controlled substances;

E.
while the use of alcohol or any controlled substances affects the employee's ability to safely perform his/her duties;

F.
while using a prescription or over‑the‑counter medication which may impair his/her physical or mental ability, without first reporting the use of such medication to the Transportation Supervisor.

Amended11/2/98
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Compliance with the standards of conduct as well as with the alcohol and controlled substances testing procedures in this policy is mandatory and shall not be construed to be voluntary.  Disciplinary sanctions, up to and including termination of employment, shall be imposed on a covered employee who violates these standards of conduct or who fails to comply with the alcohol and controlled substances testing procedures.  Failure to comply with testing procedures includes, but is not limited to:

A.
refusing to take a test;

B.
refusing to provide a specimen;

C.
refusing to sign a test consent form;

D.
refusing to refrain from ingesting alcohol or controlled substances after an accident or when requested to be tested on a reasonable suspicion basis;

E.
engaging in evasive testing actions intended to compromise the validity of the test results, including but not limited to switching or adulterating test samples.

Authorized Use of Prescription and Over‑the‑Counter Medication
Covered employees using prescription or over‑the‑counter medication are responsible for being aware of any potential effects such medications may have on their ability to safely perform their duties.  If a covered employee uses a controlled substance pursuant to a doctor's prescription, the employee must immediately inform the Transportation Supervisor of this medication, as well as the doctor's opinion as to whether the medication will adversely affect the employee's ability to perform a safety‑sensitive function.

The New Buffalo Area School District reserves its right to obtain an independent medical opinion to determine if the medication produces hazardous effects to impede the employee's ability to safely perform his/her duties.  If such a determination is made, the employee's duties may be temporarily subject to restriction or reassignment, as appropriate, during the period of medication.

Consequences for Violating Standards of Conduct

Following a determination that a covered employee has violated one (1) or more of the standards of conduct relative to alcohol and controlled substances, the covered employee shall be:

A.
immediately removed from any duty which involves the performance of a safety‑sensitive function;

B.
subject to disciplinary action, up to and including discharge;

Amended11/2/98
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C.
advised of available resources (including any employee assistance program) for evaluating and resolving problems associated with the misuse of alcohol and use of controlled substances;

D.
returned to duty involving the performance of a safety‑sensitive function only if the employee's conduct does not result in discharge and if the employee submits negative test in compliance with the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations;

E.
required to undergo return‑to‑duty testing as well as unannounced follow‑up tests after the employee's return to duty as directed by the substance abuse professional and in compliance with the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations.  Subsequent positive tests will result in further disciplinary action, including the employee's discharge.

Voluntary Requests for Alcohol or Substance Abuse Counseling/Treatment
Any covered employee who voluntarily requests alcohol or substance abuse counseling or treatment through the New Buffalo Area School District before being tested or being requested to be tested shall be referred to a substance abuse professional to determine what assistance, if any, the employee needs in resolving problems associated with alcohol misuse and/or controlled substances use.  The covered employee will not be disciplined but must:

A.
immediately be removed from all duties involving the performance of a safety‑sensitive function;

B.
immediately cease alcohol misuse and/or controlled substances use;

C.
consent to unannounced testing in compliance with the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations;

D.
comply with all other conditions of the alcohol or substance abuse counseling or treatment program.

Referral, Evaluation, and Treatment

Through the applicable employee assistance plan, covered employees will be provided with an opportunity for treatment.  The availability of such treatment, however, does not require the New Buffalo Area School District to provide or pay for rehabilitation.

Amended11/2/98

BOARD OF EDUCATION

                                             SUPPORT STAFF

NEW BUFFALO AREA PUBLIC SCHOOLS

                                  4162/page 5 of 10

Testing for Alcohol and Controlled Substances
Covered employees will be required to submit to testing for alcohol and/or controlled substances.  All alcohol and/or controlled substances testing will follow the protocols and requirements mandated by the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations.

Alcohol and/or controlled substances testing will only be administered under the following circumstances:

A.
Pre‑employment/Pre‑duty testing: Prior to employment or prior to the first time an employee performs a safety‑sensitive function, the employee shall receive from a medical review officer a controlled substances test result verified as negative.  If a pre‑employment controlled substances test is positive or the pre‑employment alcohol test result indicates an alcohol content of 0.02 or greater, the applicant will not be hired.  This testing is not required if it is determined that:

1.
the covered employee has participated in a testing program that satisfies the requirements of the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations within the previous thirty (30) days;

2.
while participating in that program, the covered employee was tested within the past six (6) months (from the date of application for employment) or participated in random controlled substances testing program for the previous twelve (12) months (from the date of application for employment);

3.
no prior employer has knowledge or records of a violation of the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations or the controlled substances use rule of another department of transportation agency with the previous six (6) months.

B.
Post‑accident testing: As soon as practicable following an accident, but no later than eight (8) hours (alcohol test) or thirty‑two (32) hours  (controlled substances tests), testing is conducted to each covered employee if the accident involved injury, loss of human life or a citation is issued for a moving traffic violation arising from the accident.  The New Buffalo Area School District will provide all covered employees with necessary post‑accident information, procedures and instructions, prior to the employee performing a safety‑sensitive function.  A covered employee who is subject to post‑accident testing shall remain readily available for such testing or shall be deemed to have refused to submit to testing.
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C.
Return‑to‑Duty testing: A covered employee shall undergo testing with a verified negative result prior to returning to duty that requires the performance of a safety‑sensitive function, any time after the employee engaged in prohibited conduct relative to  alcohol and/or controlled substances.

D.
Follow‑up testing: A covered employee identified by a substance abuse professional as needing assistance associated with alcohol misuse and/or use of controlled substances, and who has returned to duty involving the performance of a safety‑sensitive function, is subject to unannounced testing (consisting of at least six (6) tests) over the first twelve (12) months following his/her return to duty as directed by a substance abuse professional.

E.
Reasonable suspicion testing: A covered employee shall undergo testing as a result of reasonable suspicion that the employee has violated the standards of conduct relative to alcohol and/or controlled substances based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech, or body odors of the covered employee while, just before, or just after performing a safety‑sensitive function.

1.
The supervisor or person who makes the reasonable suspicion determination should not conduct the test on the employee.

2.
A written record of the observations leading to a reasonable suspicion test must be made and signed by the supervisor or person who made the observations.  This record must be made within twenty‑four (24) hours of the observed behavior or before the results of the test are released, whichever is earlier.

F.
Random testing : Each year, random testing will be used at the rate of 25% (alcohol) and 50% (controlled substances) of the average number of active covered employees subject to testing.

1.
Covered employees shall be selected for testing through use of a scientifically valid method provided by the New Buffalo Area School  District's testing facility, and each covered employee shall have an equal chance of being tested each time selections are made.
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2.
Random testing dates shall be unannounced and distributed throughout the calendar year.

3.
Each covered employee selected for random testing shall be relieved of any job responsibilities as soon as possible and shall proceed to the test site immediately.

Recordkeeping
Pursuant to the procedures articulated by the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations, the Lakeland Regional Health System will maintain all records related to the testing program in a secure location with restricted access, including:

A.
records of negative controlled substances tests and alcohol tests of less than .02 alcohol concentration must be maintained for at least one (1) year;

B.
records relating to training and the alcohol and controlled substances collection process must be maintained for two (2) years;

C.
equipment calibration documents, employee evaluations and referrals, documentation of refusals to take required tests, records of positive tests, and records indicating an alcohol level of 0.02 or greater must be kept for five (5) years;

D.
an annual summary of the results of the New Buffalo Area School District's testing program will be submitted to the U.S. Department of Transportation within the required timeframe.

Training
On an annual basis, all covered employees will receive educational materials that explain the requirements of the alcohol and controlled substances testing rules, as well as the Board's policy and procedures with respect to meeting those requirements.  Each covered employee shall be required to sign a statement verifying receipt of the educational materials.  The New Buffalo Area School District shall maintain the original of the signed statement.  Those materials, minimally, will include the following information:

 
A.
the identity of the designated person to answer driver questions about the materials

B.
the categories of employees who are subject to the alcohol and controlled substances testing rules
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C.
sufficient information about the safety‑sensitive functions performed by those employees to make clear what period of the work day the employee is required to be in compliance with the rules

D.
specific information about prohibited conduct

E.
the circumstances under which a covered employee will be tested for alcohol and/or controlled substances

F.
the procedures that will be used to test for the presence of alcohol and controlled substances, protect the employee and the integrity of the testing processes, safeguard the validity of the test results, and ensure that those results are attributed to the correct employee

G.
the requirement that a covered employee will submit to alcohol and controlled substances tests administered according to this policy

H.
an explanation of what constitutes a refusal to submit to an alcohol or controlled substances test and the attendant consequences

I.
the consequences for covered employees found to have violated the standards of conduct, including the requirement that the employee be removed immediately from safety‑sensitive functions and the procedures for such removal

J.
the consequences for covered employees found to have an alcohol concentration of 0.02 or greater, but less than 0.04

K.
information concerning the effects of alcohol and controlled substances use on an individual's health, work, and personal life; signs and symptoms of an alcohol or a controlled substances problem; and available methods of intervening when an alcohol or a controlled substances problem is suspected, including confrontation, referral to any employee assistance program, and/or referral to supervisory personnel

L.
information concerning additional Board policies  regarding the use or possession of alcohol or controlled substances, including any consequences for a covered employee found to have a specified alcohol or controlled substances level
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Confidentiality
Except as expressly authorized by law, neither the Consortium nor the New Buffalo Area School District shall release information regarding an employee's test results without the employee's written consent.  The Consortium's medical review officer will also communicate all information to the designated office of the New Buffalo Area School District as required by the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations.

Definitions
For purposes of this policy and any administrative regulations associated with this policy, the following definitions shall apply:

Consortium: The Berrien, Cass, and Van Buren County Consortium is an entity comprised of constituent school districts that provides alcohol or controlled substances testing as required by the Omnibus Transportation Employee Testing Act of 1991 and its promulgated regulations and that acts on behalf of the constituent school districts.

Controlled Substances: Any illegal drug and any drug that is being used illegally (e.g., a prescription drug that was not legally obtained or not used for its intended purposes or in its prescribed quantity).

Covered Employee: An employee (including a substitute) who operates or maintains a commercial motor vehicle in interstate or intrastate commerce and is subject to the commercial driver's license requirements.

Fiscal Agent: The Berrien County Intermediate School District is the fiscal agent for the Berrien, Cass, and Van Buren County Consortium.

Illegal Drug: Any drug or substance, the possession or use of which is unlawful pursuant to Federal, State, and local statute, regulation, and/or ordinance.

Omnibus Transportation Employee Testing Act of 1991: The Omnibus Transportation Employee Testing Act of 1991, as signed into law on October 28, 1991, and its promulgated regulations, and as may be amended from time to time or may be superseded or replaced by legislation having a substantially comparable purpose.

Safety‑Sensitive Function: All tasks associated with the operation or maintenance of school vehicles.

While on Duty: The time from which the covered employee begins to work or is required to be in readiness for work until the time the covered employee is relieved from work and all responsibility for performing work.
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Implementation and Compliance
Because the Board of Education, as of March 17, 1995, employs less than fifty (50) covered employees who perform safety‑sensitive functions, implementation of this policy will be effective January 1, 1996.

Legal Authority
Omnibus Transportation Employee Testing Act of 1991, 45 USC & 431 and its promulgated regulations
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SUBSTANCE ABUSE
The Board of Education recognizes alcoholism and drug abuse as treatable illnesses.  When such illnesses impair the performance of support staff, the Board recognizes a responsibility to assist in a manner recommended by an appropriate specialist in the treatment of those illnesses.

A support staff employee having an illness or other problem relating to the use of alcohol or other drugs will receive the same careful consideration and offer of assistance that is presently extended to support staff having any other illness.

The responsibility to correct unsatisfactory job performance or behavior resulting from a suspected health problem rests with the support staff member.  Failure to do so will result in appropriate corrective or disciplinary action as determined by the Board, supervisor or superintendent.

No support staff employee will have his/her job security or promotion opportunities jeopardized by his/her request for counseling or referral assistance.

Support personnel who suspect they may have an alcoholism or other drug abuse problem are encouraged to seek counseling and information on a confidential basis by contacting resources available for such service.

Rev.11/2/98

GUIDELINES – 4170

PRIVATE 
SUBSTANCE ABUSEtc  \l 1 "SUBSTANCE ABUSE"
Any staff member whose physical characteristics, appearance, behavior or breath odor suggest to a supervisor that s/he may be under the influence of alcohol shall be requested to take a breathalizer test at the local police station.  The staff member shall be taken to the station by a supervisor.  Should the staff member refuse to take such a test or should the results  of the test be positive, s/he shall be suspended by the Superintendent for conduct unbecoming a staff member and may be subject to further penalties.

Should a supervisor determine from the physical aspects, appearance or behavior of a staff member that s/he might be under the influence of drugs other than alcohol, said staff member shall be immediately taken to a local health facility for further diagnosis.  Should the staff member refuse to report or, having reported, be found to be under the influence of drugs, s/he shall be suspended by the Superintendent for conduct unbecoming a staff member, and his/her case immediately referred to the Board for disposition.
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SOCIAL SECURITY NUMBER CONFIDENTIALITY
Pursuant to both state and federal law, it is the policy of this school district to protect the confidentiality of social security numbers.  No person shall knowingly disclose, transfer, or unlawfully use the social security number of any employee, student, or other individual.

The superintendent shall establish rules and regulations to implement this policy.  The superintendent shall ensure that:

1. The confidentiality of social security numbers is maintained to the extent practicable;

2. the unlawful disclosure of social security numbers is prohibited;

3. access to information or documents containing social security numbers is limited; and,

4. documents containing social security numbers are disposed of properly.

This policy and its rules shall be published in the appropriate handbooks, manuals, and other similar documents.  The published document(s) may also be made available electronically.

Persons who violate this policy, or the rules that implement it, may be subject to disciplinary action up to and including suspension or expulsion for students and termination for employees.  In addition, those who violate the Social Security Number Privacy Act may face both criminal and civil liability.  Punishment may include jail time, up to a $1,000 fine, and accountability for civil damages.

Public Records:

Where a social security number is contained within a document subject to FOIA release, the social security number shall be omitted.

Information Collected:

Social security numbers should only be collected where required by federal or state law.  If a unique personal identifier is needed, then a substitute for the social security number shall be used such as a district-created student identification number not using the social security number.

Whenever the district collects a social security number, the district shall inform the individual of the purpose for the collection, the intended use, whether the law requires the number to be provided, and the consequences of not providing the number.

Public Display:

Social security numbers shall not be placed on identification cards, badges, time cards, employee rosters, bulletin boards, or any other materials or documents seen by others widely.
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Documents, materials, or computer screens that display social security numbers or other sensitive information shall be kept out of public view at all times.

Social security numbers shall not be required for a district employee, student, or staff member to gain access to the Internet or network.

Mailed or Transmitted Documents:

Documents containing social security numbers shall only be sent where permitted by state law. (1)

Documents containing social security numbers, that are sent through the mail, shall not reveal the number through the envelope window or otherwise be visible from outside the envelope or package.

Social security numbers shall not be sent through email unless the connection is secure or the number is encrypted. No individual shall be required to send his or her social security number through email unless the connection is secure or the number is encrypted.

Telephonic Communications:

District employees shall not disclose any social security number over the telephone or leave a voice mail message disclosing any social security number.  If a social security number must be faxed, the fax messaged shall be accompanied by a transmittal sheet which includes the district’s name, a “confidential notice” stating that the information included is intended to be privileged and confidential, and that it is only intended for the use of the individual or entity named on the transmittal sheet. (2)

Access to Social Security Numbers:

Only those persons authorized by the superintendent or building principal shall have access to social security numbers or other sensitive information.  Under no circumstances will any student have access to social security number information for either students or staff.

(1)  A social security number may be included in a mailed document where: 1) It is sent as part of an application or enrollment process initiated by the individual.  2)  It is sent to establish, confirm the status of, service, amend, or terminate an account, contract, employee, or health insurance benefit – or to confirm the accuracy of a social security number of an individual who has an account, contract, policy, or employee or health insurance benefit.  3) It is contained in a public record and is mailed in compliance with the Freedom of Information Act.  4) It is a copy of a vital record, which was recorded according to law, and is mailed to a person entitled to receive that record.  5) It is mailed by, or at the request of, an individual whose social security number appears in the document or information or his or her parent or legal guardian.

(2)  Cf.4260
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Storage and Disposal:

All documents or files that contain social security numbers or other sensitive material shall be stored in a physically secure manner.

Social security numbers shall not be stored on computers or other electronic devices that are not secured against unauthorized access.

Documents or other materials that contain social security numbers or other sensitive information shall not be thrown away in the trash; they shall be discarded or destroyed only in a manner that protects their confidentiality, such as shredding.

When erasing social security numbers or sensitive information from computers, it shall be ensured that the information is erased completely.

The superintendent shall establish regular intervals when unneeded sensitive information is disposed of properly.

Improper Disclosures:

Any individual who suspects that an improper disclosure of a social security number has been made, shall inform the superintendent.

If the superintendent suspects that an improper disclosure has been made, he/she shall contact the appropriate authorities.

Policy Availability:

All current and future district employees shall be given a copy of the above rules.  The District Privacy Policy shall be published in an employee handbook, procedural manual, or another similar document, that may be made available electronically.

Accountability:

Any person who fails to comply with the district’s privacy policy shall be subject to appropriate discipline as determined by the superintendent.

Adp 12/05
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USE OF TOBACCO BY SUPPORT STAFF
The Board of Education recognizes that the use of tobacco presents a health hazard which can have serious consequences both for the user and the nonuser and is, therefore, of concern to the Board.

For purposes of this policy, use of tobacco shall mean all uses of tobacco, including a cigar, pipe, cigarette, snuff, or any other matter or substances that contain tobacco.

In order to protect students and staff who choose not to use tobacco from an environment noxious to them, and because the Board cannot, even by indirection, condone the use of tobacco, the Board prohibits the use of tobacco by support staff in District buildings, on District grounds, on District vehicles/buses, and at any District-related event.  Failure to abide by this policy will lead to disciplinary action.

M.C.L.A. 333.12601 et seq.

Revised 8/20/93

Revised 1/94
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PRIVATE 
USE OF TOBACCO ON DISTRICT PROPERTYtc  \l 1 "USE OF TOBACCO ON DISTRICT PROPERTY"
Use of tobacco will be prohibited by staff and visitors.

Prospective staff members are to be informed of the tobacco restrictions by the 

supervisor at the time of employment.

Signs are to be posted and maintained in each District building by the administration that states, “Use of tobacco in District facilities is prohibited!”

BOARD OF EDUCATION

                                             SUPPORT STAFF

NEW BUFFALO AREA PUBLIC SCHOOLS

                                  4217/page 1 of 1


DANGEROUS WEAPONS
The Board of Education  will not tolerate the possession of weapons or any other device designed to inflict serious bodily harm by any staff member while on District property, at a school‑sponsored event, or on a school vehicle.

Any staff member found possessing a weapon or other device designed to inflict bodily harm on District premises, a school vehicle, or on property being used by the District for school purposes may be charged with a felony.  This restriction applies to staff members licensed to possess firearms unless serving as an authorized security officer.

The Superintendent shall ensure that any staff member possessing a weapon or other device designed to inflict bodily harm is reported immediately to the appropriate law enforcement agency.  The staff member shall be disciplined up to and including discharge consistent with law, due process, and any negotiated agreement.

A weapon may be brought onto District property for educational purposes or by authorized police agents (on or off duty) under controlled circumstances when authorized by the Superintendent.

Sec. 5o.  (1)  An individual licensed under this act to carry a concealed pistol, or who is exempt from licensure under section 12a(f), shall not carry a concealed pistol on the premises of any of the following: (a) A school or school property except that a parent or legal guardian of a student of the school is not precluded from carrying a concealed pistol while in a vehicle on school property, if he or she is dropping the student off at the school or picking up the child from the school.  As used in this section, “school” and “school property” mean those terms as defined in section 237a of the Michigan penal code, 193 PA 328, MCL 750.237a.
MCLA 750.237a

Revised 4/2/88

Revised 11/2/98

Revised 11/13/01

Revised 12/17/01

BOARD OF EDUCATION

                                             SUPPORT STAFF

NEW BUFFALO AREA PUBLIC SCHOOLS

                                  4220/page 1 of 1


EVALUATION OF SUPPORT STAFF
The Board of Education recognizes the importance of implementing a program of support employee evaluations for the purpose of promoting individual job performance and improving services to students.

The goals of the Board's evaluation plan for support staff are:

A.
to improve and reinforce the skills, attitudes, and abilities which enable a support employee to be effective in achieving assigned job goals;

B.
to identify and remediate weaknesses which prevent a support employee from achieving the goals of assigned duties.

The structure of the evaluation plan shall:

A.
involve support staff in the evaluation and modification of the plan itself;

B.
group support staff into position classes based upon similarities of duties, responsibilities, and qualifications; the evaluation process shall be similar for all classes of support staff;

C.
provide a procedure for:

1.
identifying and commending effective performance;

2.
assisting support staff where improvement is desired;

3.
releasing the ineffective support employee when  and assistance fail to produce effective performance.

The Superintendent shall prepare regulations for the conduct of support employee evaluations.

M.C.L.A. 380.132

Amended11/2/98
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PRIVATE 
EVALUATIONtc  \l 1 "EVALUATION"
Evaluations of the support staff members shall, when applicable, comply with provisions of a collectively-bargained, negotiated agreement.  In all cases, evaluations should meet the following conditions:

A.
Evaluations are to follow the New Buffalo Evaluation Guideline Handbook.

B.
Evaluation procedures are established and mutually agreed-upon and which ensure that the same process is used for similar positions and the confidentiality of the staff member is protected.

STRATEGY FOR EVALUATION

The following guidelines should be followed when designing an evaluation plan.  (See AG 2605 for steps of the strategy and additional guidelines.)

A.
Relevant Terms

1.
measurement – determination of the current result and/or performance

2.
assessment – comparison of the current result/performance with a desired and/or minimally acceptable level of quality

3.
observation – measurement and/or assessment while one or more aspects of the  expected result is being produced or created (performance)

4.
evaluation – value judgment about the result/performance based on the assessment

B.
Intended Outcome of the Evaluation Plan


The procedure should produce conclusions that meet the following criteria:

1.
include those characteristics of a result and/or performance that meet or exceed described standards

2.
include  those characteristics that fall below such standards

3.
are complete (no missing elements), accurate (no factual errors or unsupported inferences) and clear (understandable by all relevant parties)

4.
indicate priorities for closing important gaps between current results/performance and expected results/performance

5.
provide a judgment about the value or worth of the result and/or performance.

PRIVATE 
GUIDELINES – 4230tc  \l 2 "GUIDELINES – 4230"
PRIVATE 
OUTSIDE ACTIVITIEStc  \l 1 "OUTSIDE ACTIVITIES"
So that staff members may avoid situations in which their personal interests, activities and associations may conflict with the interests of the District, the following guidelines are provided:

A.
Avoid conduct and associations outside the school which, if known, could have an adverse or harmful effect upon the school community.

B.
Do not give job time to outside activities when there is no valid reason to be excused from assigned duties.

C.
Do not use school property or school time to solicit or accept customers for private enterprises, without written administrative permission.

D.
Do not engage in political activities during assigned hours of employment.

E.
Do not conduct unapproved solicitations on school property.

F.
Do not reveal confidential information to which you were privy at school.
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OUTSIDE ACTIVITIES OF SUPPORT STAFF
The Board of Education directs the Superintendent to promulgate the following guidelines so that employees may avoid situations in which their personal interests, activities, and associations may conflict with the interests of the District.  If such activities threaten an employee's effectiveness within the School System, the Board reserves the right to evaluate the impact of such interest, activity, or association upon the employee's responsibilities.

A.
Employees should not give work time to outside interest, activity, or association when there is not valid reason to be excused from assigned duties.

B.
Employees shall not use school property or school time to solicit or accept customers for private enterprises without written administrative permission.

C.
Employees shall not engage in business transactions on behalf of private enterprises in which s/he may profit by virtue of his/her official position or authority or benefit financially from confidential information which the employee has obtained or may obtain by reason of his/her position or authority.

D.
Employees shall not campaign on school property in behalf of any political issue or candidate for local, State, National office.

E.
Employees should avoid conduct and associations outside the school which, if known, could have an adverse or harmful effect upon the school community.

F.
Employees should refrain from expressions that would disrupt harmony among their coworkers or interfere with the maintenance of discipline by school officials.

M.C.L.A. 15.321 et seq., 15.401 et seq., 380.1805(1)

Rev.11/2/98
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PRIVATE 
PARTICIPATION IN POLITICAL ACTIVITIEStc  \l 1 "PARTICIPATION IN POLITICAL ACTIVITIES"
Dear:

It is our understanding that you are a candidate for an elective office.  In the pursuit of that goal, please be advised that the Board of Education adopted a policy addressing the issue of political activities that take place on Board-owned property.  It is the intention of the Board to regulate all non-school related activities because of their potential disruptive effect on the school program.  These regulations include political activities on all Board-owned or used property, within all school buildings and all school sponsored activities.

As the November election nears, oftentimes candidates distribute political literature at the school system’s extra-curricular activities, such as football games, etc.  Please pay particular attention to item two (B) as found on the attached policy which refers to this point.  As you can see, this regulation prohibits all distribution of literature during extra-curricular activities, but does not permit literature to be distributed at all entrances and exits to extra-curricular activities providing this distribution does not interfere with citizens entering or leaving the facility.  If you are planning any campaign activities associated with our extra-curricular activities, we would ask your cooperation in adhering to these guidelines.

Enclosed you will find a full copy of the Board of Education policy pertaining to political activities (4231A).  Please review it at your convenience.  We ask your support and cooperation in helping us implement this policy.  If you have any questions whatsoever, please feel free to contact me at 




.
We wish you the best of success in your campaign for public office.

Sincerely,
GUIDELINES – 4235

PRIVATE 
JURY DUTYtc  \l 1 "JURY DUTY"
Staff members shall report to the Superintendent when they are called for jury duty.

While on jury duty, staff members are required to report daily their schedule for the following day and must report to work when excused for a day or more or suffer loss of pay.

The time spent on jury duty will not be charged against personal leave and will count as time on the job.

Staff members must submit, to the Superintendent, a record from the courtrs of the number of days served.

PRIVATE 
GUIDELINES – 4250tc  \l 2 "GUIDELINES – 4250"
PRIVATE 
WORKING PERIODStc  \l 1 "WORKING PERIODS"
The periods of work required of the support staff members shall be clearly specified to insure the smooth and regular operation of the school district.

Where not otherwise specified in the terms of a collectively negotiated agreement, the Board reserves the right to specify the working hours for support staff members.  See Classified Handbook.

PRIVATE 
GUIDELINES – 4251tc  \l 2 "GUIDELINES – 4251"
PRIVATE 
EXTRA TIMEtc  \l 1 "EXTRA TIME"
A.
Support staff shall not work hours beyond their regular schedule until the procedure outlined below has been met.

B.
When additional work time is necessary, the immediate supervisor of the staff member shall secure approval from the Superintendent.

C.
Extra duty pay, at time and one-half the regular pay rate, shall be paid only after the completion of eight (8) hours per day of work and forty (40) hours per week of work.

D.
Extra duty pay, at time and one-half the regular pay rate, shall be paid only for hours actually worked in excess of the eight (8) hour day and forty (40) hour week and shall not be paid if the employee has used time-off with pay provisions of other policies such as emergency leave, sick leave, holiday pay, vacation pay, etc.
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SEXUAL HARASSMENT AND INTIMIDATION
It is the policy of this District to maintain a learning and working environment that is free from sexual harassment.  No Board member, staff member, or student of this District shall be subjected to any form of sexual harassment or intimidation.

It shall be a violation of this policy for any Board member, employee, or student to harass any member of the Board, staff, or student body through conduct or communications of a sexual nature as defined in this policy.

Each administrator shall be responsible for promoting, understanding, and acceptance of, and assuring compliance with, State and Federal Laws, and Board policy and procedures governing sexual harassment within his/her building or office.

Definition
Sexual harassment means unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

A.
submission to such conduct is made either explicitly or implicitly a term or condition of a person's employment or advancement or of a student's participation in school programs or activities;

B.
submission to or rejection of such conduct by a Board member, employee, or student is used as the basis for decisions affecting the employee or student;

C.
such conduct has the purpose or effect of unreasonably interfering with a Board member's, employee's, or student's performance or creating an intimidating, hostile, or offensive work or learning environment.

Sexual harassment, may include, but is not limited to, the following:

A.
verbal harassment or abuse;

B.
pressure for sexual activity;

 
C.
repeated remarks with sexual or demeaning implications;

D.
unwelcome touching;

E.
sexual jokes, posters, cartoons, etc.;

F.
suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning one's grades, safety, job, or performance of public duties.

Amended11/2/98
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Sexual Harassment and Intimidation
Any person who alleges sexual harassment by a Board member, staff member, or student in this District, may use the procedure detailed in the appropriate current negotiated agreement, faculty handbook, or student handbook, or may complain directly to his/her immediate supervisor, building principal, school counselor, District Title IX Coordinator or grievance officer.  Filing a grievance or otherwise reporting sexual harassment will not reflect upon the individual's status, nor will it affect future employment, grades, or work assignments.

The right to confidentiality, for both the accuser and the accused, will be respected consistent with the District's legal obligations and with the necessity  to investigate allegations of misconduct and to take corrective action when this conduct has occurred.

Grievance Procedure
Any Board member, employee, or student in the District who believes that s/he has been subjected to discriminatory and/or sexual harassment, insults, or intimidation shall report the incident(s), in the case of an employee, to the Superintendent, immediate supervisor, Title IX Coordinator, or grievance officer; in the case of a student, to the building principal, guidance counselor, Title IX Coordinator or grievance officer; in the case of a Board member, to the Superintendent, Title IX Coordinator, or grievance officer.

Upon the filing of a complaint, the grievance officer shall conduct a prompt and complete investigation.  The officer shall attempt to resolve the problem in an informal manner through the following steps:

A.
Interview the complainant and document the interview.

1.
Request that the complaint be put in writing, if possible.

2.
Obtain the names of witnesses who can be contacted to substantiate the charges being made and secure permission of the complainant to interview them.

B.
Interview the accused and document the interview.

1.
Re‑emphasize the Board's policy regarding insult, intimidation, and harassment without making judgments at this stage.

2.
Keep the identity of the complainant confidential, if possible.

C.
Interview all witnesses identified by the parties and document the interview.
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D.
Review the personnel files or student records/files of the complainant and the accused for any history of problems.

E.
Make a determination on the merits of the complaint.

If the investigation shows that the complaint is without merit, the following action will be taken:

1.
The investigation will be closed.

2.
The grievance officer's findings and reasons for them will be discussed with the complainant.

3.
The results of the investigation will be released to employees or students or those individuals interviewed if so desired by the accused.

4.
All references to the complaint will be removed from the accused party's personnel file.

5.
The Board's policy regarding discriminatory and/or sexual insult, intimidation, or harassment and the mechanism for complaint resolution will be reiterated to all employees or students involved in the investigation.

6.
All documentation regarding the complaint and the investigation will be maintained in a separate confidential file in the event that litigation is commenced or a charge is filed with the Equal Employment Opportunity Commission or the Michigan Department of Civil Rights.

If the investigation shows that the complaint has merit, the following action will be taken:

a.
The investigation will be closed.
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b.
The grievance officer will confer with the Board and Superintendent to determine what action is necessary to resolve the complaint and prevent recurrence.

1)
The complainant should be made whole:  in the case of an employee, for any lost earnings, employment opportunities, personnel records should be corrected; in the case of a student, lost educational opportunities; extra‑curricular opportunities, student records updated; in the case of a Board member, lost opportunities of public service, such as chair of special committees, appointments or professional development opportunities.

2)
The potential for continuing problems should be alleviated by reassignment where possible.

c.
The parties will be advised of the results of the investigation and the actions to be taken.

d.
Appropriate discipline will be imposed, as required by the strength of the evidence, the severity of the incident, and/or the position and prior record of the offender.

e.
All actions will be documented and a record placed in the offender's permanent personnel file or student discipline records.

f.
The Board's policy regarding discriminatory and/or sexual insult, intimidation or harassment and the mechanism for complaint resolution will be reiterated to all Board members, employees, or students involved in the investigation.

g.
All documentation regarding the complaint  and the investigation will be maintained in a separate confidential file in the event that litigation is commenced or a charge is filed with the Equal Employment Opportunity Commission or the Michigan Department of Civil Rights.

All complaints, interviews, and investigations will be treated with the strictest confidentiality and utmost discretion.  Only those Board members, employees, or students whose participation in the investigation of a complaint was essential to its resolution will be informed of it.

Amended11/2/98
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Sanctions
A.
A substantiated charge against a staff member in the District shall subject that staff member to disciplinary action, up to and including discharge.

B.
A substantiated charge against a student in the District shall subject that student to disciplinary action, which may include suspension or expulsion, consistent with the student discipline code.

C.
A substantiated charge against a Board member in the District shall subject that Board member to any legal and disciplinary action allowed under current law.

Notification
Notice of this policy will be circulated to all school buildings and departments within the District, and incorporated in staff, student, and parent handbooks.  Training sessions on this policy and the prevention of sexual harassment shall be held annually for all Board members, administrators, teachers, and employees of the District.  In addition, students will have available as part of their curriculum and instructional program, sessions on this policy and the prevention of student to student sexual harassment.

29 CFR 1604.11

Civil Rights Act of 1964, 42 U.S.C. 2000e‑2(a)(1)

Revised 8/94
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PRIVATE 
REPORTING SEXUAL AND OTHER FORMS OF HARASSMENTtc  \l 1 "REPORTING SEXUAL AND OTHER FORMS OF HARASSMENT"
Conduct constituting harassment may take different forms including, but not limited to, the following:

SEXUAL HARASSMENT:

A.
Verbal:

The making of written or oral innuendos, suggestive comments, jokes of a sexual nature, sexual propositions, threats, or propositions to a fellow staff member, student or other person associated with the District.

B.
Non-Verbal:

Causing the placement of sexually suggestive objects, pictures or graphic commentaries in the school environment or the making of sexually suggestive or insulting gestures, sounds, leering, whistling and the like to a fellow staff member, student or other person associated with the District.

C.
Physical Contact:

Threatening or causing unwanted touching, contact or attempts at same, including patting, pinching, pushing the body or coerced sexual intercourse with a fellow staff member, student or other person associated with the District.

GENDER/ETHNIC/RELIGIOUS/DISABILITY/HEIGHT/WEIGHT HARASSMENT

A.
Verbal:

1.
Written or oral innuendos, comments, jokes, insults, threats or disparaging remarks concerning a person’s gender, national origin, religious beliefs, etc. toward a fellow staff member, student or other person associated with the District.

2.
Conducting a “campaign of silence” toward a staff member, student or other person associated with the District by refusing to have any form of social interaction with the person.

B.
Non-Verbal:

Placing objects, pictures or graphic commentaries in the school environment or making insulting or threatening gestures toward a fellow staff member, student or other person associated with the District.

Any staff member who believes that s/he is the victim of any of the above actions or has observed such actions taken by a supervisor, co-worker, student or other person associated with the District such as a vendor, contractor, volunteer or school official should promptly take the following steps:

A.
If the alleged harasser is the staff member’s supervisor, the affected employee should, as soon as possible after the incident, contact the Superintendent.

B.
If the alleged harasser is not the staff member’s supervisor, the affected staff member should, as soon as possible after the incident, contact his/her supervisor.

C.
If the harasser is a student of the District, the supervisor, if not the student’s principal, should immediately inform the student’s principal of the alleged harassment.

The staff member may make contact either by a written report or by telephone or personal visit.  During this contact, the reporting staff member should provide the name of the person(s) whom s/he believes to be responsible for the harassment and the nature of the harassing incident(s).  A written summary of each such report is to be prepared promptly by the staff member receiving the report and forwarded to the Superintendent.

Each report received by the supervisor or the Superintendent as provided above, shall be investigated in a timely and confidential manner.  While a  charge is under investigation, no information is to be released to anyone who is not involved with the investigation, except as may be required by law or in the context of a legal or administrative proceeding.  No one involved is to discuss the subject outside of the investigation.

The purpose of this provision is to:

A.
protect the confidentiality of the staff member who files a complaint;

B.
encourage the reporting of any incidents of harassment;

C.
protect the reputation of any party wrongfully charged with harassment.

Investigation of a complaint will normally include conferring with the parties involved and any name or apparent witnesses.  All staff members and others involved are to be protected from coercion, intimidation, retaliation or discrimination for filing a complaint or assisting in an investigation.

If the investigation reveals that the complaint is valid, then prompt, appropriate remedial and/or disciplinary action will be taken immediately to prevent the continuance of the harassment or its recurrence.  Any form of sexual harassment is considered a form of child abuse and the abuser must be reported immediately in accordance with AG 8462.

The District recognizes that determining whether a particular action or incident is harassment or, conversely, is reflective of a social relationship without a discriminatory or intimidating intent or effect, must be based on all of the facts in the matter.   Given the nature of this type of intimidation, the District recognizes that false accusations of harassment can have serious effects on innocent individuals.  Accordingly, all staff members are expected to act responsibly, honestly and with the utmost candor whenever they present harassment allegations or charges against fellow staff members, students or others associated with the District.

Approved 1/28/94

PRIVATE 
GUIDELINES – 4362Atc  \l 1 "GUIDELINES – 4362A"
PRIVATE 
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Threatening behavior may take different forms, including but not limited to the following:

A.
face-to-face encounters in which words are used that indicate to the staff member that his/her safety and well-being are in jeopardy

B.
any conduct or written/oral communications that include comments toward the staff member of his/her family which would imply or state explicitly that the staff member and/or his/her family may be subject to some form of physical or psychological abuse or violence

C.
written or spoken comments to a staff member which could subject him/her to blackmail or extortion

D.
written or spoken communication that would imply or explicitly state that some form of damage may be done to the staff member’s property or that of his/her family.

Any staff member who believes that s/he is the victim of any of the above actions or has observed such actions taken by a student, parent, fellow staff member, supervisor, co-worker, or other person associated with the District such as a vendor, contractor, volunteer or school official should take promptly the following steps:

A.
If the alleged threatener is the staff member’s supervisor, the affected employee should, as soon as possible after the incident, contact the Superintendent.

B.
If the alleged threatener is not the staff member’s supervisor, the affected staff member should, as soon as possible after the incident, contact his/her supervisor.

C.
If the alleged threatener is a student of the District, the supervisor, if not the student’s director, should immediately inform the student’s director of the alleged threat.

The staff member may make contact either by a written report or by telephone or personal visit.  During this contact, the reporting staff member should provide the name of the person(s) whom s/he believes to be responsible for the harassment and the nature of the harassing incident(s).  A written summary of each such report is to be prepared promptly by the staff member receiving the report and forwarded to the Superintendent.

Each report received by the supervisor or Superintendent as provided above, shall be investigated in a timely and confidential manner.  While a charge is under investigation, no information is to be released to anyone who is not involved with the investigation, except as may be required by law or in the context of a legal or administrative proceeding.  No one involved is to discuss the matter outside of the investigation.

The purpose of this provision is to:

A.
protect the confidentiality of the staff member who files a complaint;

B.
encourage the reporting of any incidents of threat;

C.
protect the reputation of any party wrongfully charged with threatening conduct.

Investigation of a complaint will normally include conferring with the parties involved and any named or apparent witnesses.  All staff members and others involved are to be protected from coercion, intimidation, retaliation, or discrimination for filing a complaint or assisting in an investigation.

If the investigation reveals that the complaint is valid, then appropriate, remedial, and/or disciplinary action will be taken immediately to prevent the continuance of the threat or its recurrence.  Discipline may include suspension and/or expulsion.

The District recognizes that determining whether a particular action or incident is a threat must be based on all of the facts in the matter.  Given the nature of this type of intimidation, the District recognizes that false accusations of threat can have serious effects on innocent individuals.  Accordingly, all staff members are expected to act responsibly, honestly and with the utmost candor whenever they present threat allegations or charges against fellow staff members, students or other associated with the District.

Approved 10/93
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Employee Name


Date of Report





Employee Position 









Date of Alleged Harassment








Location of Alleged Harassment








Name of Alleged Harasser








Position









Department or School









Description of the Incident(s)








Names of Witness, if any











Signature
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THREATENING BEHAVIOR TOWARD STAFF MEMBERS
The Board of Education believes that a staff member should be able to work in an environment free of threatening speech or actions.

Threatening behavior consisting of any words or deeds that intimidate a staff member or cause anxiety concerning his/her physical and/or psychological well-being is strictly forbidden.  Any student, parent, visitor, staff member, or agent of this Board who is found to have threatened a member of the staff will be subject to discipline and/or reported to the authorities.

The Superintendent shall implement guidelines whereby students and employees understand this policy and appropriate procedures are established for prompt and effective action on any reported incidents.

R.C. 2917.11

Adopted 2/20/95

Rev. 11/2/98
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SALARY SCHEDULES
In order to ensure periodic review of support employee financial needs and to ensure uniformity in the compensation of support job classifications, the Board of Education will review the salary schedules annually in accordance with law and with any negotiated agreements.

Being cognizant of the changing times, the Board will adjust salaries in accordance with law and at such times as it deems prudent and necessary within state and federal guidelines and negotiated agreements.

M.C.L.A. 380.1255

Amended11/2/98
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LEAVES OF ABSENCE
All support employees not otherwise covered by the terms of a currently valid negotiated collective bargaining agreement of this District shall be entitled to the leave benefits which are not less than those provided in the master agreement with the New Buffalo Educational Personnel Association.

Any employee granted a leave of absence shall be considered to have terminated all work with the District until completion of the leave.  Exceptions may be made by the Superintendent in cases where the best interests of the District might be served.  There will be no leaves of absence granted for employees to work outside the district, including self-employment with the exception of electors.

Amended11/2/98
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FAMILY LEAVES OF ABSENCE
In accord with Federal law, the Board of Education shall provide up to twelve (12) work weeks of unpaid, calendar leave to all support staff members working 1250 hours or more during any contract year for one of the following reasons:

A.
the birth or care of a child

B.
the adoption or foster care of a child

C.
the care of a spouse, son, daughter, or parent if such individual has a serious health condition

D.
a serious health condition of the staff member which disables him/her from performing the functions of his/her position.  Such a condition may be an illness, injury, impairment, or physical or mental condition that involves in‑patient care in a hospital, hospice, or residential medical facility or requires continuing treatment by a health‑care provider (M.D. or D.O.)

If the Superintendent and the staff member agree, such leave may be taken intermittently or on a reduced‑leave schedule in the event of the birth, adoption, or foster care of a child.  A staff member has the right, however, to take intermittent or reduced‑leave schedule (half days) when medically necessary to care for a spouse, child, or parent who has a serious health condition, or if the staff member has a serious health condition.  In both cases, the taking of such leave results in the total reduction of the twelve (12) weeks only by the amount of leave actually taken. 

The Superintendent may require the staff member to transfer temporarily to an alternative position at the same compensation when the intermittent or reduced-schedule leave is foreseeable and the transfer better accommodates recurring periods of leave, if the leave periods exceed twenty percent (20%) of the total number of workdays encompassing the period of anticipated leave.

Whenever the leave is necessitated by the serious health condition of the staff member or his/her family member, and is foreseeable based on planned medical treatment, the staff member shall provide the Superintendent with thirty (30) day's notice. If there is insufficient time to provide such notice because of  the need for treatment, the staff member shall provide such notice as early as practicable.  The staff member shall make reasonable efforts to schedule treatments so as not to unduly disrupt the regular operation of the District.

Amended11/2/98
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The Board shall require or the staff member may request that all accrued paid vacation leave, medical or sick leave, or personal leave be used to substitute for the family leave described in this policy.  In cases in which the District has employed both the husband and the wife, the total amount of family leave is twelve (12) weeks for the couple, except when the leave is due to the serious health condition of either the husband or the wife.

In the case of a health condition of a family member, the Superintendent is directed to obtain medical certification from the physician of the staff member or his/her family member, including:

A.
the date the serious health condition began;

B.
the probable duration;

C.
appropriate medical facts regarding the condition;

D.
a statement that the staff member is needed to care for the family member;

E.
an estimate of the amount of time needed for such care.

In the event of the staff member's own health condition, a statement from his/her physician will be required which states that the staff member is unable to perform the functions of his/her position.  Any leave or return from leave during the first or last five (5) weeks of an academic term shall be reviewed individually by the Superintendent to ensure minimal disruption to the students' program.

The Board reserves the right to obtain, at its expense, the opinion of a second health provider and, in the event of conflict, the opinion of a third health provider whose decision shall be binding and final.

The staff member shall provide the District with a statement from his/her physician that s/he is able to assume full‑time responsibilities for his/her position.

At the end of any leave described in this policy, the Board shall restore the staff member to his/her former position or to one that is equivalent in responsibility and compensation.  During a family leave, the Board shall maintain the staff  member's current coverage under the District's health insurance program, but the staff member shall not accrue any sick leave, vacation, or other benefits during the leave period.


Should the staff member elect not to return to work at the end

of the leave for reasons other than the continuation, recurrence, or onset of the health condition that gave rise to the leave or for circumstances beyond the control of the staff member, the staff member shall reimburse the District for the health insurance premiums paid by the District during the leave period.
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The Superintendent shall prepare any guidelines which are appropriate for this policy and ensure that the policy is posted properly and that each staff member receives a copy of both the policy and the guidelines.

Family and Medical Act of 1993

P.L. 103‑03 Section 107 stat. 6 (1993)

Adopted 10/6/93
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 FAMILY LEAVE
The following guidelines are the appropriate portions of Section 104 of the Family and Medical Leave Act.

A district and a private elementary or secondary school shall not be in violation of the Individuals with Disabilities Education Act (20 U.S.C. 1400 et .seq.), section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), or Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d et seq.),  solely as a result of an eligible employee of such district exercising the rights of such employee under this Title.

(b)
Intermittent Leave or Leave on a Reduced Schedule for Instructional Employees

(1)
IN GENERAL:  subject to paragraph (2), in any case in which an eligible employee employed principally in an instructional capacity by any such district requests leave under subparagraph © and (D) of policy 4430.01 that is foreseeable based on planned medical treatment and the employee would be on leave for greater than twenty percent (20%) of the total number of working days in the period during which the leave would extend, the district may require that such employee elect either –

(A)
to take leave for periods of a particular duration, not to exceed the duration of the planned medical treatment; or

(B)
to transfer temporarily to an available alternative position offered by the employer for which the employee is qualified, and that –

(i)
has equivalent pay and benefits; and

(ii)
better accommodates recurring periods of leave 

                than the regular employment position of the                          employee.

(2)
APPLICATION:  The elections described in subparagraphs 

                                   (A) and (B) of paragraph (1) shall apply only with respect 

                                   to an eligible employee who complies with policy 4430.01.

(c)                 Rules  Applicable to Periods Near the Conclusion of an 

                     Academic Term

                     The following rules shall apply with respect to periods of leave near         the conclusion of an academic term in the case of any eligible                employee employed principally in an instructional capacity by any        such district:

                             (1)     LEAVE MORE THAN FIVE (5) WEEKS PRIOR TO END OF                                  TERM


                                    If the eligible employee begins leave under policy 4430.01                                       more than five (5) weeks prior to the end of the academic                                       term, the district may require the employee to continue

                                    taking  eave until the end of such term, if –

                                    (A)   the leave is of at least three (3) weeks duration; and

                                    (B)   the return to employment would occur during the                                                    three(3) week period before the end of such term.

(2)
LEAVE LESS THAN FIVE (5) WEEKS PRIOR TO END OF TERM

     If the eligible employee begins leave under subparagraph

                              (1), (B) or (C) of policy 4430.01 during the period that   

                                commences five (5) weeks prior to the end of the academic  

                                term, the district may require the employee to continue   

                                taking leave until the end of such term, if –-

    (A)  the leave is of greater than two (2) weeks duration;                      and

    (B)  the return to employment would occur during the two                (2) week period before the end of such term.

                                    (3)     LEAVE LESS THAN THREE (3) WEEKS PRIOR TO END OF TERM

     If the eligible employee begins leave under subparagraph         (A), (B) or (C) of policy 4430.01 during the period that             commences three (3) weeks prior to the end of the academic     term and the duration of the leave is greater than five (5)       working days, the district may require the employee to               continue to take leave until the end of such term.

(d)
RESTORATION TO EQUIVALENT EMPLOYMENT POSITION

For purposes of determinations under section 104(a)(1)(B) (relating to the restoration of an eligible employee to an equivalent position), in the case of a district or a private elementary or secondary school, such determination shall be made on the basis of established school board policies and practices, and collectively-bargained agreements

(e)
REDUCTION OF THE AMOUNT OF LIABILITY

If a district or a private elementary or secondary school that has violated this title proves to the satisfaction of the court that the district or department had reasonable grounds for believing that the underlying act or omission was not a violation of this title, such court may, in the discretion of the court, reduce the amount of the liability provided for under section 107(a)(1)(A) to the amount and interest determined under clauses (i) and (ii), respectively, of such section.

Approved 10/93
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FAMILY LEAVE REQUEST FORMtc  \l 1 "FAMILY LEAVE REQUEST FORM"
Name




Date




School

Number of Days Requested




Date(s) of Leave:  Beginning


through





Type of Leave (check one):


_____  serious personal health condition


_____  serious health condition of family member


_____  child birth


_____  adoption or foster care of a child

I understand the policy of the Board regarding family leave and agree to abide by its provisions.


( )       Copy attached.

Employee’s Signature





Date

Supervisor’s Signature





Date

Superintendent’s Approval




Date

PRIVATE 
STATEMENT OF THE EMPLOYEE’S HEALTH-CARE PROVIDERtc  \l 1 "STATEMENT OF THE EMPLOYEE’S HEALTH-CARE PROVIDER"
1.  Date the health condition began 




.
2.  Probable duration of the condition




.
3.  Medical facts related to the condition:








4.  The employee named above is needed to care for the indicated family member.

5.  The employee will need to provide care for the family member for a period of 



.


Physician’s Name



Address



Date(s) Consulted

THIS FORM SHALL NOT BE CONSTRUED TO WAIVE THE PHYSICIAN-PATIENT PRIVILEGE.

PRIVATE 
GUIDELINES – 4431tc  \l 1 "GUIDELINES – 4431"
PRIVATE 
UNCOMPENSATED LEAVEtc  \l 2 "UNCOMPENSATED LEAVE"
The District reserves the right to specify the conditions under which uncompensated leave may be taken within the terms of a valid agreement currently in force with a recognized bargaining unit.

A.
Purpose

      Uncompensated leave may be taken for the following purposes:

1.
special work assignment

2.
public service commitment

3.
restoration of health

B.
Eligibility

      Uncompensated leave may be granted to any regularly-employed support          staff member.

C.
Application

1.
Request for uncompensated leave shall be made to the Superintendent at least four (4) weeks in advance of the desired start date and must be accompanied by a physician’s statement when the cause is medical.

2.
Special consideration will be given to emergencies.

3.
All applications are subject to final approval by the Board.

D.
Commitment of the Staff Member

A leave of absence shall be used essentially and primarily for the purposes stated by the support staff member in the application for which the leave is granted.  Any alteration of plans or purposes by the support staff member without the written approval of the Board shall be considered as a termination of the support staff member’s contract by the support staff member.

The support staff member granted an uncompensated leave shall inform the Superintendent within five (5) days of the scheduled return date as to his/her intentions.

Upon return from leave for health reasons, the support staff member will furnish a physician’s certificate stating that s/he is able to resume normal duties.

E.
Commitment of the District

At the expiration of the uncompensated leave, the support staff member shall be offered a position for which s/he is qualified.

Time on uncompensated leave shall not count as time on the job.

PRIVATE 
GUIDELINES – 4432tc  \l 1 "GUIDELINES – 4432"
PRIVATE 
SICK LEAVEtc  \l 2 "SICK LEAVE"
See Classified Handbook.

Verification of Sick Leave

The filing of any willfully false statement concerning the cause or duration of an absence shall be considered by the Board as grounds for suspension or dismissal.

Eligibility for Sick Leave

A sick leave shall commence when the staff member reports the absence.

No day of absence shall be considered to be a sick leave day if, on that day, the support staff member has engaged in or prepared for other gainful employment, has participated in a concerted work stoppage, or has engaged in any activity which would raise doubts regarding the validity of the sick leave request.

Records of Sick Leave

The personnel records shall show the attendance of each staff member and such days as that staff member may be absent shall be recorded with the reason for such absence noted.  A record shall be made of the unused sick leave days accumulated by each staff member.

4432 F1

PRIVATE 
LEAVE REQUEST FORMtc  \l 1 "LEAVE REQUEST FORM"
Name



Date





School 

Number of Days Requested




Date(s) of Leave:  Beginning

through






Type of Leave (check one):

      ____    Illness or injury of employee, spouse or child

      ____    Exposure to contagious disease until quarantine is lifted or danger removed.

      ____   Death of father, father-in-law, mother, mother-in-law, spouse, child, ward, grandchild, or a

                 person who lives continuously with the employee as a member of his/her immediate family.

      ____  Death of sister, brother, sister-in-law, brother-in-law, aunt, uncle, grandparent, step-parent

                or step-child -- 

 days maximum.  Additional days may be granted

                by the Superintendent.

      ____  Illness due to pregnancy.

      ____  Serious illness in the employee’s immediate family which includes father, mother or a person who                       lives continuously with the employee as a member of his/her immediate family – until the crisis has                     passed.  When the employee is the caretaker of another individual and their presence is necessary as                 certified by the ill person’s attending physician, the Superintendent may grant sick leave. 

      ____  adoption -- 

 weeks for infants up to two (2) years of age

I attest that the leave requested and that the use of the leave is in keeping with the 







Master Agreement.

Employee’s Signature





Date

Principal’s Recommendation




Date

Superintendent’s Approval




Date

If medical attention was required, complete the following:

Physician’s Name



Date(s) Consulted

Address

THIS FORM SHALL NOT BE CONSTRUED TO WAIVE THE PHYSICIAN – PATIENT PRIVILEGE.

PRIVATE 
GUIDELINES – 4435tc  \l 1 "GUIDELINES – 4435"
PRIVATE 
PERSONAL LEAVEtc  \l 2 "PERSONAL LEAVE"
See Classified Handbook.

PRIVATE 
GUIDELINES – 4436tc  \l 1 "GUIDELINES – 4436"
PRIVATE 
MILITARY LEAVEtc  \l 2 "MILITARY LEAVE"
Requests or military leave shall be made to the Superintendent at least four (4) weeks in advance of impending military service.

For purposes of seniority and placement on the salary schedule, a maximum of three (3) years of absence in the Armed Services of the United States or the auxiliaries thereof shall be counted as service to the District.

Each support staff member must notify the Board of his/her intention to resume employment within ninety (90) days of his/her release or discharge and shall present to the Board evidence of an honorable discharge or a discharge under honorable conditions.

Requests for training leave may be made by those who are members of the State or National Guard, Naval Militia, U.S. Army, Naval, Air Force , Marine Reserve, other organizations affiliated with the reserves or by order of the Governor of Michigan.

All support staff members shall make every effort to schedule his/her period of training  when school is not in session.  If the period of training occurs during a school session, the support staff member shall provide the Superintendent with  the name of his/her supervisor in the reserves or the militia so that arrangements may be discussed as to the alternatives available if necessary in order to request a change in the service date.

Revised 9/94
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PRIVATE 
PERSONAL LEAVE FORMtc  \l 1 "PERSONAL LEAVE FORM"
Name



Date




School


Number of Days Requested


Date(s) of Personal Leave:  Beginning

through





Type of Personal Leave (check one):

___   wedding of employee or employee’s parent, sibling or child

___   graduation of employee or family member.  Employee’s college and/or university registration

___   spouse or child leaving for military service

___   taking child to and/or from college

___   religious holiday

___   court subpoena

___   business, financial or legal affairs.  Such reasons do not include shopping, family vacations, church-             related activities (except recognized religious holidays), university study, moving, job seeking or items          of a similar nature

___   death of a close friend, distant relative or neighbor

___   accidents or catastrophes involving the property of the employee

___   automobile accident, hazardous driving conditions

___   religious convention to which the employee is a delegate

___   other -   please state: 







Employee’s Signature





Date

Principal’s Recommendation




Date

Superintendent’s Approval




Date

PRIVATE 
GUIDELINES – 4438tc  \l 1 "GUIDELINES – 4438"
PRIVATE 
VACATIONtc  \l 2 "VACATION"
Administrative guidelines should be followed when utilizing vacation.  See Classified Handbook.

A.
Compensatory time will not be used as the basis for an increase in the vacation allowances.

B.
Requests for the use of vacation allowance must be approved, in advance, by the immediate supervisor of the staff member requesting such vacation.

C.
Vacations must be taken within one (1) year of the time earned.

D.
Vacations will be granted only at times of the year when they will not interfere with the normal operation of the school.

E.
 The immediate supervisor shall approve such request only if the absence will not interfere with the normal work schedule of the District.

F.
A staff member who anticipates termination may take accrued vacation prior to the termination date with proper approval of the Superintendent.

PRIVATE 
GUIDELINES - 4439tc  \l 1 "GUIDELINES - 4439"
PRIVATE 
HOLIDAYStc  \l 2 "HOLIDAYS"
The School District shall observe the following holidays according to the schedule below:

A.
Independence Day – July 4th
B.
Labor Day – First Monday in September

C.
Thanksgiving Day – Fourth Thursday in November

D.
Thanksgiving Friday – Day after Thanksgiving

E.
Christmas Day – December 25th
F.
New Year’s Day – January 1st
G.
Great Americans’ Day

      H.
Good Friday – ½ Day on Friday

I.
Memorial Day – Last Monday in May

On one-half (1/2) day holidays, all staff members, regardless of regular work schedule, will report at their regular time.

PRIVATE 
GUIDELINES – 4440Atc  \l 1 "GUIDELINES – 4440A"
PRIVATE 
TRAVEL/CONFERENCE EXPENSEStc  \l 2 "TRAVEL/CONFERENCE EXPENSES"
The following guidelines are  established for the utilization of District funds for travel/conference expenses:

A.
Each request for travel or conference funds should detail the reasons for the expenditures and should not be labeled in broad general terms.  Such requests require approval of the Superintendent.

B.
Under normal conditions, staff members traveling on official business shall provide themselves with sufficient funds of their own for ordinary expenses.

C.
Travel should be the most direct and economical route.

D.
All persons authorized to travel on official business should keep a memorandum and receipts of expenditures properly chargeable to the Board.

E.
In all instances of travel reimbursement, full itemization of expenditures is required.

F.
Staff members traveling on District business should be expected to exercise the same care in incurring expenses that they would in traveling on personal business.  Excessive and unnecessary travel will not be approved nor reimbursed.

The following limitations shall apply to expense accounts submitted for payment for travel outside the territorial limits of the School District.

A.
Lodging:  Single rate for a room or one-half (1/2) of the rate for a double room if two (2) persons from the District are traveling together.

B.
Receipts for Lodging:  Receipts for lodging must accompany payment request.

C.
Transportation:  The lesser of the following:

1.
The rate of reimbursement for mileage travel shall be the Internal Revenue  Service (IRS) rate allowable for business travel.

2.
tourist rate air fare

D.
Receipts for Transportation:  Receipts for transportation including tolls, fuel and parking must accompany payment request.

E.
Receipts for Meals:  Receipts for meals must accompany payment request.

F.
Miscellaneous  Expense:  Those expenses that can be properly detailed such as parking, telephone calls, bellhop tips and conference registration, etc.

G.
Any exceptions from the above allowable expenses must be approved in advance by the Superintendent or the expense will not be allowed.

PRIVATE 
GUIDELINES – 4440Btc  \l 1 "GUIDELINES – 4440B"
PRIVATE 
USE OF PRIVATE CAR FOR SCHOOL BUSINESStc  \l 2 "USE OF PRIVATE CAR FOR SCHOOL BUSINESS"
The District has established the following means for providing reimbursement for the use of privately owned vehicles used in the performance of assigned duties.

A.
All support staff will be assigned to a school or office which becomes the home station.  It will be the responsibility of each individual to provide  his/her own transportation  from his/her residence to his/her assigned station and to any  other assigned spot to attend meetings for administrative or training purposes.

B.
When an individual’s duties require his/her presence at other stations or places within or out of the District, reimbursement for travel may be requested.  Such requests will be approved when the travel is scheduled or authorized by the Superintendent.

C.
Regularly scheduled travel will be authorized when requisitioned in compliance with a printed schedule; e.g.:  special support staff members are required to go from school to school on a regular schedule.

D.
Sporadic or emergency travel will be authorized when made in connection with an assignment.

E.
Payments for authorized travel will be made provided itemized daily records are submitted on the proper forms.  Persons who travel are advised to keep a daily log of their required business trips.
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UNAUTHORIZED WORK STOPPAGE
The Board of Education is obligated and committed to provide certain basic services to students residing in the School Districts under its jurisdiction and as contracted.  Therefore, if the schools are open and students are in attendance, those basic services will be provided.

Recognizing the fact that a District, for various reasons, could experience an unauthorized work stoppage, the Board remains committed to providing educational and related services to the schools and will fulfill its obligations to operate the schools when possible.

Support personnel who fail to perform their normal duties when so required as part of a concerted unauthorized work stoppage will be subject to loss of pay and fringe benefits, including paid insurance coverage, as well as disciplinary measures in accordance with the laws of the State. 

M.C.L.A. 423.201 et seq

Amended11/2/98

