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DISCLAIMER

All employees of Plymouth-Canton Community Schools not covered by a
current union contract or individual written contract are considered “at will”.

This phrase refers to the fact that the District retains the right to terminate

employment of “at will” employees at any time, with or without cause or
notice. No written or oral statement issued by the District or by any
employee or agent of the District can affect such employees’ status as an “at
will” employee.



Introduction/Purpose

We would like to welcome you to Plymouth-Canton Community Schools. We are delighted
to have you added to our family of employees. We believe that you are an important asset
in helping us to accomplish our vision, mission and commitment for all of our students as
they Learn, Prepare and Thrive. You will contribute to this by performing your job duties in
a positive, efficient, productive, and professional manner and by working cooperatively
with other employees to achieve our common goals.

The staff of the Human Resource division of (P-CCS) developed this Employee Handbook as
a guide designed to provide information necessary to perform your duties as a P-CCS
employee. Employees should be aware of the expectations that the employer holds for them.

The handbook will provide information about the organizational structure, policies, and
practices of the District. It is not to be considered all-inclusive, but is to be used as a
guide. When employees have questions regarding the contents, they are directed to
request information from their supervisor and/or Human Resources.

Information in this handbook does not supersede or replace any contractual

commitment made by the District or applicable State and/or Federal laws as
they apply to the District.

The handbook is available on the District Website:
https://www.pccsk12.com/about-pccs/departments/human-resources

The policies in this manual are intended for all employees of the Plymouth-Canton
Community Schools. The District reserves the rights to revise, change, or terminate
policies or procedures at any time, with or without notice, except as provided for in
collective bargaining agreements or individual contracts.



PART ONE: Employee Guidelines

I. Employment

A. Equal Employment Opportunity - Board Policy 3120-4120

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. Further, pursuant to
the Administrative Rules Governing the Certification of Michigan
Teachers, the Board requires that anyone employed as a professional
staff member with instructional responsibilities in an elementary or
secondary school in this District hold a certificate, permit, or
vocational authorization valid for the positions to which s/he is
assigned, and that the individual meets the established criteria to be
highly qualified in his/her assignment.

Any applicant or employee seeking a position who believes that
he/she has not been treated fairly should report a claim of
discrimination to Human Resources. A representative from Human
Resources will review the complaint and confer with the
employee’s supervisor regarding how the complaint will be
investigated. Af the completion of the investigation, Human
Resources will attempt to resolve the matter and decide what, if
any, disciplinary actions will be taken.

B. Non-Discrimination Statement

The Board of Education shall comply with all Federal and State laws
and regulations with regard to prohibitions against discrimination,
including but not limited to the following: Title II, Title IV, Title VI, Title
VII of the Civil Rights Act of 1964; Title IX of the Education
Amendments of 1972; Section 504 of the Rehabilitation Act of 1973;
the Age Discrimination Act of 1975; the Americans with Disabilities
Act of 1990 and its implementing regulations, the Individuals with
Disabilities in Education Act (IDEA) and its implementing regulations;
the Michigan Mandatory Special Education Act; and the Revised
Administrative Rules for Special Education. Plymouth-Canton
Community School District is committed to a policy of
non-discrimination because of gender, religion, race, color, national
origin or ancestry, disability, age, marital status, and/or any other
legally protected characteristics in employment, education or any
program or activity for which the Board of Education is responsible
and/or for which the Board of Education receives financial
assistance from the U.S. Department of Education.



The District's Director of School Culture and Climate and Chief
Human Resources Officer are responsible for coordinating
disability-related compliance. If any individual believes that he or
she has been discriminated against or believes that the District or
an employee of the District has inadequately applied the principles
and/or regulations of any Federal or State law or regulation, a
complaint should be directed to the following coordinators:

Director of School Culture and Climate
454 South Harvey Street
Plymouth, MI 48170

Chief Human Resources Officer
454 South Harvey Street
Plymouth, MI 48170

Compliance@pccsk12.com
734-416-2700

All complaints will be handled in accordance with Board Policy and
Administrative Guidelines.

C. Recruitment/Hiring
A hiring selection process has been developed for hiring staff with
qualities that enhance and support achievement for all students.
All hiring will be conducted through a process that is consistent
and fair. Staffing and hiring programs will be outlined in a hiring
manual to be distributed to all supervisors who have the
responsibility to hire or oversee a hiring process. All hiring
programs will comply with the applicable provisions of the
collective bargaining agreements. All job postings are listed and
updated regularly on the district website.

D. Professional Development
The Superintendent and/or designee, in consultation with
building administrators and members of the staff, shall develop
programs of in-service education and training. The programs shall
be designed to promote confinuous improvement in on-the-job
performance of district staff, and to support the mission, values, and
goals of the district.



E. Evaluation of Employees
The Superintendent and/or designee shall establish and maintain
systeml(s) of performance evaluation for all employees which shall
ensure prompt, appropriate action in response to weakness as well
as appropriate recognition of exemplary performance. Such
system(s) may solicit and include input from stakeholders and
colleagues who have had sufficient direct contact with an employee
to be able to make a substantial contribution. Such system(s) shall
include objective data when possible and appropriate and comply
with all applicable legal requirements.

F. Termination of Employment

This handbook does not constitute an employment contract between
the school district and its employees. The provisions contained in
this handbook supersede any and all contrary representations that
may have been made either by the school district or you. No
employee, supervisor, or other person, except the Superintendent or
designee in writing signed by said, has the authority to enter into
any employment agreement on behalf of the school district for any
specified period of time, pursuant to any particular conditions or to
make any agreement contrary to the terms expressed in this
handbook. Unless provided for through a specific bargaining
agreement, the school district is an af will employer. This means that
the employment relationship is for an indefinite period of time and
can be terminated at any time, with or without cause and with or
without notice, except where otherwise stated in an employment
confract.

Some examples of the most common circumstances under which
employment may be terminated:

a) Resignation: employment termination initiated by an employee
who chooses to leave the District voluntarily. It is customary to
submit a letter of resignation at least two weeks in advance of the

termination date.

b) Discharge: employment termination initiated by the District.

You may be terminated from employment for reasons including, but
not limited to, poor performance, misconduct, excessive absences,

tardiness, discrimination, harassment, or other violations of Board
policies.

c) Job Abandonment: an employee who fails to report to work for

three (3) consecutive days without reporting to his or her supervisor
may be terminated due to abandonment of the job.



d) At-Will Employment: Employees not employed under a collective

bargaining agreement or written individual contract may be
terminated for any reason at any time.

Upon termination of her/his employment, an employee must return all District property -
keys, ID cards, equipment, manuals, etc.

II. Employment Status

A. At-Will Employment

All employees of P-CCS, except for those named in a collective bargaining agreement or
individual contract, are considered “at-will” employees. This means that the employee is free
to resign his/her employment at any time, for any reason, and the District retains that same
right to terminate his/her employment for any reason and at any time. No individual
supervisor, manager or officer can make a contrary agreement, except for the
Superintendent, and even then, such an agreement must be set forth in a

written employment contract with the employee, signed by the Superintendent.

B. Contractual Employment/Probationary Period

Employees named in a collective bargaining agreement serve a probationary period for the
purpose of assessing the employee's performance prior to becoming a continuing
contractual employee. Consult your collective bargaining agreement for the duration and
conditions of your probationary period.

C. Exempt/Non-Exempt Status

The Fair Labor Standards Act (FLSA) sets conditions under which certain employees must be
paid overtime for hours worked over 40 in one week. Employees who are covered by the
overtime provisions of the FLSA are referred to as_non-exempt. Employees who are not
covered by the FLSA overtime provisions are referred to as_exempt and include
administrators, supervisors, teachers and other positions of authority or specialized

knowledge

I1I. Employee Expectations

A. Attendances

Dependable and prompt attendance is an essential function of every position. You are

expected to report to work on time and be prepared to begin work at your scheduled start

time. You are also expected to remain productively at work through the end of your schedule
except for scheduled breaks and lunch periods. If an employee must miss work, with or

without pay, he/she must notify a supervisor and/or record the absence in the Frontline Absence
Management System. All paid time off must be taken in half or full day increments. Consult your
collective bargaining agreement or individual contract for pre-approval requirements for
absences.

Excessive absenteeism, whether excused or not, is not acceptable. Excessive absenteeism is
defined by exceeding the yearly allotted paid time off that an employee receives. Each situation of



excessive absenteeism or tardiness will be evaluated and resolved on a case-by-case basis.
Employees who are frequently tardy or absent or who fail to follow approved guidelines for
notification will be subject to discipline up to and including discharge. Non-exempt employees who
are tardy may have a reduction in pay.

B. Confidentiality

In the course of your employment, you may have access to information about the district, students,
their parents, and other employees. It is the expectation of the district that such information be kept
confidential. If you are uncertain about whether information is confidential, you are expected to check
with an administrator or supervisor before discussing it with anyone. Violations of this expectation
may result in formal discipline.

C. Conduct

The District expects responsible conduct and satisfactory work performance from all employees to
ensure a safe, efficient and pleasant working environment. Misconduct will result in discipline up fo
and including discharge.

Some conduct is so serious that if it occurs the employee may be discharged on the first offense.
Some examples of such conduct include:

a) Misrepresentation or falsification of records, employment application, fime records or other
information used or required by the District;

b) Using District information for personal use;

c) Using or being under the influence of illegal drugs or alcohol on the job, while conducting
school business, or on District property (facilities and vehicles);

d) Possessing, selling and/or using any illegal substance on the job, while conducting school
business, or on District property;

e) Possessing a weapon on the job, while conducting school business, or on District property
(facilities and vehicles);

f)  Theft of school or personal property from P-CCS property;

g) Driving a P-CCS vehicle without a valid driver’s license;

h) Obscene conduct;

i) Absence from work for three (3) consecutive workdays without notifying a supervisor and/or
the Frontline Absence Management System;

j)  Insubordination;

k) Engaging in illegal or unethical business practices;

) Engaging in serious or repeated misconduct in violation of the District's equal opportunity or
harassment policies.



D. Dress/Grooming

Employees are expected to dress and groom themselves in accordance with accepted social
and business standards. If your principal or supervisor feels your attire is out of place, you
may be asked to leave your workplace until you are properly attired and/or groomed.

E. Drug and Alcohol Use

The District will not tolerate employee use or abuse of illicit drugs or alcohol on school or
District property, or while conducting school business at any time. Any employee who is
suspected to be under the influence of drugs or alcohol while on the job will be notified and
accompanied by a supervisor to submit to a drug/alcohol test with a P-CCS designated
physician. If an employee tests positive, he/she will be escorted home. Human Resources
and the supervisor will determine the necessary disciplinary action to be followed based on
the provision in the collective bargaining agreement or individual contract. If an employee
refuses to have a test administered, such an act would be considered insubordination and
be subject to discipline.

F. Drug and Alcohol Testing
The District may require drug and alcohol testing in specific situations or as permitted by law,
or collective bargaining agreement. Testing may be required as follows:

a) Pre-Employment Testing

b) School-related vehicular collision

c) Vehicular accident on school property

d) Non-vehicular accident during company time which may lead to loss of work time

e) Reasonable suspicion of alcohol/drug use

f)  Asrequired by Department of Transportation guidelines.

G. Gifts to Employees

As employees of the District, individuals shall not accept gifts of more than token value from
students or their parents or guardians or from vendors or businesses. (Exception: gifts to
retiring or reassigned employees).



H. Personal Relationships Among Employees

The District defines a personal relationship as a connection between persons by blood,
marriage, adoption, domestic-partnership, or other personal relationship in which
objectivity might be impaired. A personal relationship to another individual employed

by the school District shall not constitute a bar to hiring, promotion, or reappointment.

No employee shall be under the direct supervision or control of someone with whom they
have a personal relationship. Employment of individuals with whom a supervisor has

a personal relationship in the same unit or department is authorized only with the prior
written approval of the Superintendent or his/her designee. In addition, employees will
not participate in roles that have the potential for influencing employment decisions,

e.g., peer review with those with whom they have a personal relationship.

I. Performance Reviews/Evaluation
The purpose of performance reviews is to promote open and honest communication
between employee and supervisor and provide the employee with formal guidance
regarding:
a) Performance in relation to his/her job,

b) Performance improvement steps, where needed, including a performance
plan, and

c) Promotional capabilities and career opportunities.
Formal performance reviews are conducted by supervisors and are done in addition to
any ongoing mentoring, supervision, and counseling provided to an employee. Unless
as otherwise covered in a collective bargaining agreement, failure to complete a

performance review will not indicate satisfactory or unsatisfactory performance.

J. Reasonable Assurance

This school district has regularly scheduled breaks, including holiday and summer, during
the fiscal year. These breaks occur when school is not in session. During these breaks the
district provides you the assurance that you will return to work in the same or similar
position at the completion of that break. Upon returning to work after the break, the district
will have validated your continuing employment. The only exception to this is if the

employee receives an official notification of layoff that will commence immediately.

K. Smoke-Free Environment

The school district is dedicated to providing a healthy, comfortable and productive
environment for staff, students, and other members of the school community. In keeping
with our intent to provide a safe and healthful work environment, and in compliance with
the Michigan Clean Indoor Air Act, smoking is prohibited in all District buildings, vehicles,

grounds, and facilities. Smoking, chewing, vaping, or other use of tobacco products of any
kind is prohibited at all times.



L. Weapon-Free Zone Policy
To provide for Dangerous Weapon and Disruption-Free Zones and to prevent emergencies,
disruptions and threats to the safety of our students, faculty, staff, families and citizens,

weapons are not allowed on District property.

The presence of a dangerous weapon on any district property owned or leased by P-CCS
constitutes an emergency as defined by the Michigan Department of Education. Pursuant
to Board Policies, students, employees, and visitors are prohibited from possessing
dangerous weapons on school grounds.

Definitions:
A “dangerous weapon” shall include a firearm (including a starter gun or pistol) or any
device which will or is designed to or may readily be converted to expel a projectile by the
action of an explosive, any destructive device or any explosive, incendiary, or poison gas
bomb, grenade, rocket having a propellant charge of more than four (4) ounces, missiles
having an explosive or incendiary charge of more than one quarter ounce, mine or similar
device; a dagger, dirk, stiletto, knife with a blade over three (3) inches in length, or pocket
knife opened by a mechanical device, an iron bar or brass knuckles or, any other weapon
as set forth in 18 USC 921. Also, any electronic device that inflicts or causes pain or suffering
is likewise considered a weapon.

IV. Accounting for Time & Payroll

A. Work Week Defined

The workweek commences on Sunday morning at 12:01 a.m. and concludes the following
Saturday evening at Midnight, except as otherwise provided by an employee's collective
bargaining agreement or individual contract.

B. Hours Worked Defined
Time off work, whether paid or unpaid, will not be used to calculate hours worked for the
purpose of computing eligibility for overtime pay.

C. Work Day Defined

Hours of Work - will be scheduled by the employee's supervisor in accordance with the
employee’s collective bargaining agreement or individual contract. Lunch Period- If an
employee is provided an unpaid lunch period, he/she may be required to stay on the work
site only if he/she is not required to perform any work-related duties.

Break Period- If an employee is provided a paid breaktime, he/she is expected to remain
at the work site unless other arrangements have been pre-approved by the supervisor.
Lunch periods and break periods may not be taken at the start of the workday nor at the
end of the workday. Break periods may not be used to extend the lunch period.



D. Timesheets/Cards

In compliance with the Fair Labor Standards Act, P-CCS is required to maintain a record for
each nonexempt employee of actual hours worked, vacation and sick days, etc. The employee
and the supervisor must sign the timesheets/cards. Timesheets/cards are official P-CCS
documents. Completing another employee’s timesheet/card or intentionally submitting a
false timesheet/card is a serious infraction of District rules, which may result in termination

of employment. A supervisor must authorize any adjustment to a timesheet/card.

E. Overtime

Employees may be needed to work overtime. Non-exempt employees must obtain a
supervisor's approval prior to working overtime. Failure to obtain approval before working
overtime may result in discipline up to and including termination.

F. Payday
Normally, P-CCS employees are paid on the 10th and 25th of the month. In the event a

payday falls on a holiday, employees are paid on the prior business day. Paychecks are
issued in the form of direct deposit. The District offers a Tax Sheltered Annuity program for

all employees.

G. Deductions from Pay

The District has the discretion to make deductions from the salaries of employees under
certain circumstances defined by law. Generally, the District cannot make deductions from
an exempt employee’s salary for absences caused by the District or by the operating
requirements of the District. If an employee believes that an improper deduction has been
made from his/her salary, he/she must notify Human Resources immediately. The District
will review the deduction and, if appropriate, reimburse the employee for any improper
deduction that was made.

V. Employment Records

A. Personnel File/Record

The District is required to keep employment records for all employees to ensure compliance
with state and federal regulations and to maintain accurate information. The District
considers employment records to be confidential. Disclosure of employee information may
occur only after review by HumanResources. This obligation exists even after the employee
leaves the organization.

Employees must inform the P-CCS of any updates to their personnel file such as:
address, telephone number, emergency contact, marital status, number of dependents,
or military status. In addition to a general personnel file, P-CCS maintains a separate
medical file for each employee.

All current employees will be permitted to review their personnel files at reasonable times
with reasonable notice.



B. Release of Information/Reference Checks
All reference check requests should be directed to Human Resources. No one except

Human Resources personnel shall provide any information in response to reference checks.

V1. Board of Education Property

A. Use of Board Property

P-CCS will provide its employees with the necessary equipment to do their jobs. This
equipment should not be used for personal use, nor removed from District property unless
it is approved and your job specifically requires use of P-CCS equipment outside of P-CCS
property.

Employees are expected to exercise reasonable care with all P-CCS property. The District
may at any time require the return of any equipment/property provided to an employee.
Employees failing to return District equipment/property will be held personally
responsible and charged for the replacement of such equipment/property.
Employees will be held personally responsible for equipment/property that is
damaged.

The telephone lines at P-CCS must remain open for school-related business. Employees
should limit personal calls - incoming and outgoing - to those that are necessary.

B. Electronic/Voice Communications

Computers, computer files, the Electronic Mail (E-Mail) system, telephones,

Voice Mail and software furnished to employees are P-CCS property and primarily intended
for P-CCS business use only. Unless authorized to do so, employees may not use any
password other than their own, nor access any file or retrieve any stored information other
than their own, nor share their password with anyone else.

All information entered into or stored within a P-CCS computer, including E-mail or Voice
Mail, is considered District property and should contain only business-related information.
Similarly, all information removed from Email, Voice Mail or the Internet is also considered
P-CCS property. To ensure compliance with this policy, computer, E-mail, Voice Mail and
Internet usage may be monitored.

VIIL. Employee Relations

A. Open Door Policy

A critical part of the District’'s employee relations program is open communication.

A key element in good communications is an Open Door Policy that allows the District

to address employee concerns internally. The District has an Open Door Policy designed
to promote open communications and speedy resolution of problems. Through this
Open-Door Policy employees have an opportunity to openly discuss work-related problems

or concerns without fear of retaliation.



If you or any employee feels that s/he has been treated unfairly, the matter should be
brought to the attention of the immediate supervisor. There may be situations where

an employee cannot approach his/her supervisor or does not feel comfortable doing
so. In this case, the employee will meet with Human Resources.

B. Fair Treatment
The Board of Education is committed to treating all staff, students and parents in the

District fairly and impartially. The Board is committed to assuring a school and working
environment which is appropriate for institutions of learning and which assures the

safety and welfare of all. All staff, students and parents of the District have the right to a

due process procedure in the handling of their complaints against the school system.

C. Complaint Procedures
A complaint made by an employee who is a member of a bargaining unit concerning
wages, hours, or terms and conditions of employment that are covered by the collective
bargaining agreement must be processed through the grievance procedure outlined
in the Master Agreement. Complaints concerning matters not covered by a Master
Agreement should be brought to the attention of the employee's supervisor whenever
possible. If the employee is not comfortable with this approach or does not feel that his/her
complaint has been adequately resolved, the complaint should be addressed to the
Human Resource Department. If the complainant agrees, there shall be an attempt to
resolve the problem through mediation or other informal procedures. If the employee
requests, or if administration feels the complaint is of a serious nature, the following formall
procedure shall be used:

a) The complaint shall be put in writing

b) An investigation shall be conducted

c) A written report will be issued with recommended actions (if any) d) The complainant

will receive a copy of the written report

D. Investigation Procedures
Investigations will be conducted any time a complaint is received or when misconduct is
suspected.
a) An investigator shall be appointed
b) Any pertinent documents will be gathered
c) Witnesses shall be identified and interviewed
d) While confidentiality cannot be guaranteed, information obtained from the interviews
will be distributed solely on a need-to-know basis

e) Any employee who may be disciplined as a result of the investigation is entitled to
representation during the interview
f) Notes shall be taken throughout the investigation (these notes shall not be placed in
an employee's official personnel file)
g) A written report of the findings shall be prepared
h) If, as a result of the investigation, discipline is issued, the discipline shall be in writing
and shall conform to the applicable labor contract and District policies.



E. Harassment

P-CCS prohibits the harassment of any employee on the basis of race, religion, sex,

national origin, age, color, creed, height, weight, marital status, familial status, sexual
orientation, gender, gender identity, gender expression, linguistic and language difference,
political belief, socio-economic status, disability or veteran status. Harassment may be
defined as verbal or physical conduct of an illegal, discriminatory nature directed towards

an employee of P-CCS which affects an individual's employment status; is used as a basis

for employment decisions; has the purpose of interfering with an individual’s job performance;

or creates an intimidating, hostile or offensive work environment.

Employees who believe they are a victim of, or who witness acts that may constitute such
harassment, should pursue the complaint process as outlined in the Open-Door Policy
section of this Handbook. No employee who exercises his/her right to report such incidents
involving illegal harassment will be subject to retaliation.

P-CCS expressly prohibits the harassment of any employee on the basis of race, religion,
sex, national origin, age, color, creed, height, weight, marital status, familial status, sexual
orientation, gender, gender identity, gender expression, linguistic and language difference,
political belief, socio-economic status, disability, veteran status, HIV status, or any other
legally protected status.
Harassment is any unwelcome or unsolicited verbal or physical conduct that interferes with
an employee’s ability to perform his or her work, or creates a hostile, offensive or abusive
working environment based upon a legally protected status. Examples of harassing behavior
include, but are not limited to:

a) Disparaging remarks about an employee’s race, sex, national origin, color, religion,

gender, age, height, weight, sexual orientation, disability, or other protected status;

b) The making of a sexual advance or requests for sexual favors or other verbal or

physical conduct of a sexual nature by any employee to another;

c) Making submission to, or rejections of, such advances the basis for

decisions affecting the employee or a condition of continued employment;

d) The creation of an intimidating, hostile working environment by

conduct such as, but not limited to, the telling of jokes, use of innuendoes, and

the posting of materials the subject matter of which involves a legally protected status.

If you believe that you are a victim of harassment or if you witnessed acts that may

constitute harassment, you must immediately pursue the Open Door Policy as set forth

in this Handbook so that a prompt and thorough investigation may take place. Every
allegation of harassment will be thoroughly investigated. No retaliation or reprisal will be
tolerated against any individual who. in good faith, complains of, reports. or participates

in the investigation of any incident of alleged harassment.




Every allegation of harassment will be thoroughly investigated. No retaliation or reprisal
will be tolerated against any individual who, in good faith, complains of, reports, or
participates in the investigation of any incident of alleged harassment.

F. Verbal Harassment Defined

Verbal Harassment is speech or other expression that is specifically intended to create
disruption to the operation of the District. It may specifically be intended to insult an
individual, or consist of extreme or outrageous communications of acts intended to
intimidate or humiliate the person to whom it is directed. These communications may
cause severe emotional distress based on, but not limited to, race, sex, religion, color, age,
national origin, linguistic and language differences, sexual orientation, socio-economic
status or handicap, and may amount to “fighting words.” “Fighting words” are those
personally abusive words or phrases likely to provoke a violent reaction, whether or not

they actually do so. Such words include, but are not limited to, derogatory references to
race, sex, religion, color, age, national origin, linguistic and language differences, sexual

orientation, socio-economic status or handicap.

VIIIL. Safety and Security
A. Identification Cards

In an effort to maintain a safe and secure school environment, the District issues employee
identification cards, which are to be visible while at work.

B. Visitors
All visitors are required to sign in at the building office to receive a pass to enter the building.

C. Safety on the Job

The Occupational Safety and Health Act (OSHA) of 1970 stipulates “employees must comply
with standards, rules, requlations and orders issued under the Act which are applicable

to their own actions and conduct. P-CCS expects every employee to perform his or her job
in a safe and responsible manner and abide by the following safety guidelines:

a) Follow all safety rules and regulations,

b) Wear appropriate safety equipment as required,

c) Maintain equipment in good condition with appropriate safety guards in place when in
operation, and

d) Encourage fellow employees to make safety a personal habit.
The District will maintain a safe working environment. Employees are required to promptly
report any hazardous conditions that may exist to a supervisor.



D. Workplace Violence

Acts or threats of physical violence, including intimidation, harassment, and/or coercion,

will not be tolerated by the District. Acts or threats of violence include conduct that is
sufficiently severe, offensive, or intimidating to alter the employment conditions at the District
or to create a hostile, abusive or intimidating work environment for one or several employees.
Examples of conduct that may be considered threats or acts of violence include, but are not
limited to, the following:

a) Hitting or shoving an individual

b) Threatening an individual or his/her family, friends, associates or property

c) Intentional destruction or threatening to destroy P-CCS property d) Making harassing or
threatening phone calls or transmitting electronic messages have a threatening or violent
nature

e) Harassing surveillance or stalking (following or watching someone)

f) Possession of firearms or weapons

E. Accidents, Injuries, Workers Compensation

In the case of an accident or injury on the job, an employee shall be sent to a P-CCS
designated physician fo obtain first aid treatment. In accordance with OSHA regulations,
employees must notify a supervisor of a work-related injury immediately and an accident
report must be completed as soon as possible, but not more than (3) three days after an
accident. Workers Compensation is the system used to provide wage replacement (66 2/3%
of previous year’'s wages), medical and rehabilitation benefits to employees who are injured

while at work.

F. Procedures for Reporting a Workers’ Compensation Injury

The following procedures must be followed in reporting a Workers' Compensation

injury. The procedures outlined below are in compliance with the State of Michigan

Workers' Compensation Act.

a) Employees must obtain an Employee Authorization for Examination & Treatment form,
signed by a supervisor before going for medical treatment. The Employee Authorization for
Examination & Treatment form authorizes the facility to invoice the District. It is mandatory
that all injured employees needing treatment go to the District's Worker's Compensation
Medical Provider Beaumont Urgent Care (address for provider is on the authorization form)
for the first ten days from the date of injury.

b) A work injury must be reported to Human Resources within three days after the accident
has occurred. The accident report must be filled out completely and forwarded to Human
Resources.

c) If the injury requires less than 7 days off work, no compensation is paid by Workers’ Comp,
only treatment liability. According to Michigan Workers’ Comp Law, if the injury requires more
than 7 days off work, compensation begins on the 8th day. If the absence extends two weeks
or longer, on the 15th day, Workers' Compensation will be paid to the employee retroactive to
the first day off work.



PART TWO: Health & Welfare Benefits
I. Retirement Benefits
All employees of the District are enrolled into a retirement investment plan through the State
of Michigan Office of Retirement Services (ORS). Visit pickmiplan.org to learn more about the
plan options. You will receive your welcome letter from ORS with your member ID that you'll

use to register for miAccount. You will need to log into www.michigan.gov/orsmiaccount and

make your retirement election. Any questions regarding retirement should be directed to
ORS at 1-800-381-5111.

IL. Eligibility and Coverage for Insurance Programs
Eligibility for benefits and levels of coverage depends on an employee’s collective bargaining
agreement or individual contract.

A. Dependents

An employee’s child(ren) includes a natural child, legally adopted child or a child to whom the
employee or spouse is awarded legal custody. In addition to children, the term “eligible
dependent” also includes any child for whom an employee is required to provide medical
coverage under a Qualified Medical Child Support Order (QMCSO).

B. Dependent Eligibility

Dependents become eligible on the date:

a) of birth, or

b) Adoption

Eligible dependents are:

c) spouse

d) unmarried dependent child through the end of the month in which they turn 26 for health
insurance. Dental and vision insurance after age 19 the dependent child must either be a

full-time student (12 credit hours 5 months of the year) OR must live in your home and you
must claim them on your taxes. If they meet either of these they can remain on dental and
vision until the end of the calendar year they turn 25.

e) unmarried dependent child, age 19 or older, with a physical or mental impairment, not
capable of self-support

C. Coverage for Newborn and Newly Adopted Children

Newly eligible dependents (newborn or newly adopted child/ren) must be
enrolled in benefits within thirty (30) days of the date of birth, adoption or commencement
of your obligation to provide support.



I1I. Enrollment
District orientation is held for new salaried employees during which an overview of the

benefits are provided and the employee receives an Enrollment Packet. It is the sole
responsibility of the employee to enroll for benefits.

Enrollment forms must be completed and returned at the employee's second new hire

meeting. Hourly employees that work over (30) hours receive health enrollment information

as of their 90th calendar day of employment. Enrollment forms must be returned within

(10) days of receipt of the form. All other benefits for hourly employees are sent through
interschool mail after the employee passes their probationary period of employment and must
be returned within (10) days of receipt.

A. Annual Open Enrollment

Current eligible employees may change health benefit elections or waive coverage during
the Open Enrollment period. The benefit choices made during Open Enrollment will take
effect the following September.

Employee benefit elections from the prior year will carry over into the next year automatically.

Employees may not make changes to Open Enrollment choices until the following Open
Enrollment Period unless you experience a mid-year election change event (see below).

B. Mid- Year Election Change Qualifying Events

Employees may not change health, dental and vision elections until the Open Enrollment
Period unless he/she experiences a mid-year election change event such as:

a) Employee’s legal marital status, including marriage, death of spouse, or divorce;

b) Number of eligible dependents, including birth, death, adoption, and placement for
adoption;

c) An eligible dependent who satisfies, or no longer satisfies, the eligibility requirements
for coverage due to age or similar circumstances;

d) Change in your employment status, or the employment status of eligible dependents
(e.g., loss of a job by a spouse);

e) The employee, his or her spouse, or dependent becomes entitled to, or loses entitlement
to, Medicare, Medicaid or certain other governmental group medical programs;

f) Due to a Judgment, Decree or Order (including a Qualified Medical Child Support Order,
or QMCSO) that requires the District to provide health coverage. Human Resources Fringe
Benefits Office will automatically modify an employee’s election to provide or eliminate
coverage.

The employee must complete and sign a Benefits Enroliment/Change Form (available at the
Human Resources Fringe Benefits Office) and return the form within thirty (30) days of the
change in status event. The employee will be required to provide names and any other
pertinent information requested in conjunction with the enrollment process, including, but
not limited to, proof of dependent status. Health coverage under the Plan shall be effective
retroactive to the date of marriage, birth, adoption, or placement for adoption, as applicable.



Employees are required to submit evidence substantiating the “qualifying event” that
necessitated the change. (e.g., adoption papers, judgments of divorce etc.)

C. Change in Address or Family Status

To ensure timely and accurate processing of claims, it is important that you notify the Fringe
Benefits Office promptly of any change in your address or family status - such as marriage,
divorce, birth or adoption of a child, verification of dependent status, legal guardianship,
marriage of a dependent child and death of spouse or child.

D. When Coverage Ends

In general, coverage under the health benefits plan ends on the earliest of the following dates:
a) The last day of the month in which your employment ends,

b) The last day of the month in which you are no longer an eligible employee and/or your
dependent is no longer an eligible dependent.;

E. Continuation of Coverage During A Leave of Absence

Employees on an approved leave of absence may continue coverage for 12 weeks under FMLA
or until taken off payroll, whichever is longer. Employees who do not return to work at the end of
an FMLA or military leave and are unpaid are entitled to pay for any benefit they wish to
continue for up fo (12) months. After the (12) month period the benefits that are continued will
be offered under COBRA continuation coverage.

IV. COBRA (Continuation Coverage After Employment)

Under the federal law, the Consolidated Omnibus Budget Reconciliation Act (COBRA). The
District is required to offer employees who have terminated their employment with the District
the opportunity for a temporary extension of health coverage (“COBRA coverage”) at group

rates. Please contact the Human Resources Fringe Benefits Office for details of this coverage.

V. Employee Assistance Program (EAP)

The EAP is a District provided program intended to help employees and dependents resolve
the problems that can affect work performance. The EAP provides professional counseling and
referral services, and an opportunity to confidentially discuss personal and family problems for
guidance and problem-solving help.

The types of problems include but are not limited to:
a) Marital conflict

b) Family discord

c) Financial worries

d) Emotional problems

e) Excessive stress



V1. Health Insurance Portability and Accountability Act (HIPAA)

In accordance with the Health Insurance Portability and Accountability Act (HIPAA), P-CCS

shall not, without an employee’s authorization, request an employee’s Protected Health
Information (PHI) from any covered entity as defined by the Act. PHI includes any information
that relates to an individual’s past, present, or future health condition, or treatment or payments

for health treatments.

If P-CCS requires, or you voluntarily submit to, alcohol or drug testing or a medical
examination, you are required to authorize the release of your PHI to P-CCS or provide your
PHI to P-CCS.

ments containing PHI, includin t not limited t. tors not
return to work notes, to Dawn Schaller in Human Resources.

PART THREE: Leaves of Absence
I. Holidays, Vacation, Bereavement, Religious Observances and Sick Days Please
refer to collective bargaining agreement or individual contract.

II. Leave of Absence Defined

The following absences from work must be applied for and approved by Human Resources:
« All absences taken under the Family Medical Leave Act

« All workers' compensation absences

« All unpaid absences (not referenced above)

« All paid absences due to illness (not referenced above), which exceed 5 workdays.

A. Leaves of Absence and Extensions

Employees covered by a collective bargaining agreement or individual contract may,
under the terms and conditions set forth in their contract, apply for a leave of absence.
The employee must submit a "Request for Leave of Absence Form" to Human Resources
prior to the start date of the leave and in accord with the deadlines (if any) set forth in the
collective bargaining agreement.

An employee who wishes to extend a leave of absence must submit a new
“Request for Leave of Absence Form" to Human Resources no later than two (2) weeks prior

to the expiration of the current leave or by the date specified in the employee's contract.

Requests for leaves of absence and/or extensions of a leave of absence will be evaluated
on an individual basis. Approval of the original leave of absence does not obligate the

employer to approve a request for extension of the leave.



B. Important Details Regarding Leaves

« Failure to report to work on the first day after the expiration of a leave of absence will be
considered a voluntary termination of employment.

« Unless required by applicable law or contract, employees will not accrue additional paid
time off while on an unpaid leave of absence.

«Doctor's Note Requirements for Sick Leave

In cases where an employee is required to provide medical documentation to
support an absence due to illness or injury, the following guidelines apply:
When a Doctor's Note is Required:

When an employee has demonstrated a pattern of excessive or questionable
absences, as determined by the District

When specifically requested by the District in accordance with applicable
policies, guidelines, or collective bargaining agreements

Required Information on the Doctor's Note: To be accepted, a doctor's note must
include the following:

The date of the medical appointment or evaluation.

The date(s) the employee is advised to be absent from work.

A general indication that the absence was medically necessary (diagnosis
details are not required).

The date the employee is cleared to return to work, or the date of the next
medical evaluation if a return-to-work date cannot yet be determined.

The healthcare provider's name, professional title, and contact information.
Additional Requirements:

The note must be on an official letterhead or prescription pad from the
healthcare provider's office.

Altered, illegible, or incomplete notes will not be accepted and may result in the
absence being considered unapproved.

The District reserves the right to verify the authenticity of the note or request

additional documentation as permitted by law.

Confidentiality:

All medical information provided will be handled in compliance with privacy laws

and District policy. Medical details beyond those outlined above are not required

and should not be submitted.

« All leaves of absence taken under the Family Medical Leave Act will conform to that law.
« If an employee is granted and takes an unpaid leave of absence, his/her insurance and
other benefits will cease effective the first day of the month in which the employee is on
unpaid status, except as provided by the Family Medical Leave Act, other applicable laws
or contracts.

I1I. Military Leave
An unpaid military leave of absence may be requested when an employee enters a branch
of the United States military. A military leave of absence may also be used for Reserve or

National Guard training, including monthly drill reserve sessions.



If you are called to active military duty or o Reserve or National Guard training, or if you volunteer
for the same, you

must notify your supervisor and submit copies of your military orders or drill schedules to

him or her as soon as is practicable.

All reemployment rights will be guaranteed under the guidelines of USERRA and applicable

state laws. Pursuant to federal law, total military leave time may not exceed five years

during your employment. Benefits will continue until the first of the month following thirty (30)
days of service. After that time, arrangements may be made to maintain insurance coverage

for up to eighteen (18) months pursuant to USERRA at an additional cost to the employee.

IV. Family and Medical Leave Act (FMLA)

A. Eligibility

Employees who have worked for the District for at least twelve (12) months and 1,250 hours
during a twelve (12) month period prior to a qualifying event may be eligible for FMLA leave.
FMLA provides up to twelve (12) weeks of job-protected leave for the following reasons:

a) The birth of a child or placement of a child for adoption or foster care;

b) To bond with a child (leave must be taken within one year of the child’s birth or placement);

c) To care for the employee’s spouse, child, or parent who has a qualifying serious
health condition;
d) For the employee’s own qualifying serious health condition that makes the employee

unable to perform the employee’s job;
e) For qualifying exigencies related to the foreign deployment of a military member who is
the employee’s spouse, child, or parent.

B. Important FMLA Information

You may take FMLA leave for up fo twelve (12) weeks in a twelve (12) month period. P-CCS
will calculate the twelve-month period by “looking back” from the date you want your leave
to begin. For example, if you want your leave to begin on May 1, P-CCS will count twelve
months back from May 1 and determine how much (if any) FMLA leave you used during
those twelve months and calculate how much (if any) FMLA leave you have remaining.

The District allows employees to continue benefit coverage for health, dental, vision, life
and AD&D, and disability coverage if the leave of absence qualifies as a family or medical
leave under the federal FMLA.

Employees are required to use their available sick days and may request to use vacation days
and personal business days during the twelve (12) week family and medical leave period.
Additionally, if an employee qualifies for FMLA and short-term disability, both leaves will run
concurrently.

C. Birth, Care or Placement of a Child
The right to family leave for the birth, care and/or placement of a child into your family for
adoption or foster care may only be taken within twelve (12) months after the date of the birth

or placement of the child. The right to leave for birth, care or placement of a child, must

conclude within twelve months from the eligible event.



In the case of unpaid leave for the birth, care or placement of a child for adoption or foster
care, intermittent leave or working a reduced number of hours is not permitted, unless both
the employee and P-CCS agree.

If both parents are employed by P-CCS, the combined leave for the birth, care and/or
placement of a child, or to care for a parent’s serious health condition, shall not exceed
twelve (12) weeks.However, each employee may use the remainder of his/her individual FMLA
leave for other allowable reasons, for example, for your own serious health condition, or for
your child’s serious health condition.

D. Notification by Employee

When the necessity of leave is foreseeable due to the expected birth or the placement of a
child, the employee must provide the District with at least thirty (30) days notice of the
employee’s intention to take leave. Where the need for leave is unforeseeable, the employee

must give notice as soon as practical. Any leave request based on a family member’s or
employee's own serious health condition must be supported by certification from a health

care provider.

E. How Benefits are Affected

Employees who return to work from family leave of absence within or on the business
day following the expiration of the twelve (12) weeks are entitled to return to their job or

an equivalent position without loss of benefits or pay.

F. Procedure
Please contact Dawn Schallerdawn.schaller@pccsk12.com for the forms to request a leave

under the FMLA. Your Human Resources Representative will answer any questions concerning
your rights and continuation of benefits under the FMLA.

G. Eligibility Voluntary Retirement Savings Plan

In compliance with the Internal Revenue Code (“IRC”) Universal Availability requirement,
Plymouth-Canton Schools offers all employees the opportunity to voluntarily save for retirement
by participating in the 403(b) and/or 457 retirement plan. All employees who receive
compensation reportable on an IRS Form W-2 are eligible to participate in the Plan. You may
participate in this Plan by establishing a 403(b) and/or 457 account with one of the Plan’s
approved vendors. Contact either payroll, or the Wage and Benefit Coordinator, for a list of
Plymouth-Canton Schools approved vendors.



Appendix: Michigan Code of Educational Ethics

STATE OF MECHIGAN
DEFARTMENT OF EDUCATION

SHEILA & ALLES
GRETCHEN mﬂﬂl- Lassim MTERE BTATE SLSPERNTERDENT
July 30, 2019
Dear Educator,

The Michigan Depariment of Education {MDOE) has approved a new Michigan Code of
Eduwcational Ethics (Code) in alignment with goal 3 of the Top 10 in 10 Strategic Fan.
Educators will begin to see the new Code reflected on their certificates in the
Michigan Online Educator Certification Systemn [MOECS] in early Auwgust and school
districts to use the Code guide to guide local ethics policies beginning during the
2019-2020 school year.

It is eszential that all individueals working with students understand how professional
decision-making can impact the safety and well-being of children, icensure, and the
culture and mission of the school.

The Code is sdapted from the Model Code of Ethics for Educabors (MCEE), which was
developed by a national panel of practicing teachers and administrators and was
wvetted across multiple organizational partners. Michigan educabors provided public
comment in January 2019 and the Code was presented to the State Board of
Education for discussion in May 2019.

For additional mformation about the Code, please contact Leah Breen at
preenll@michigan.goy. questions about MOECS, please comtact MOE-
Ed Ip@michigamn. 8

Sincerely,

Suk o

Leah C. Breen
Director
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MICHIGAN CODE OF

MICHIGAN

Educational Ethics =~ Education

@ RESPONSIBILITY TO THE PROFESSION

Trust in the educational system depends upon a level of professional conduct and responsibility that
may be higher than required by law. This entails holding one and others to the same ethical standards.

A, Demonstrates responsibility to oneself as an ethical professional by:

1.

3

3

Acknowiledging that lack of awareness, knowledge, of understanding of the Code is not, in itself, a defense
to a charge of unethical conduet;

Kriowing and upholding the procedures, policies, laws, and regulations relevant to profeisonal practice
regandiess of personal views;

Haolding oneself responsible for ethical conduct;

Monitoring and maintaining sound mental, physical, and ermotional health necessary to perform duties and
services of any professional adgnment; and taking appropriste measurey when perional or health-related
auEs may interfers with work-related duties;

Refraining from professional or personal activity that may lead to reducing one’s effectivensss within the
school commmunity;
Awoading the use of one's position for personal gain and avosding the appearance of iImpropriety; and

Taking responsibdity and credit only for work actually performed or produced, and scknowledging ihe work
and eontributions made by others

B. Fulfills the obligation to address and attempt to resolve ethical issues by:

1.

L

3
i,

5.

Confronting and taking reasonabde steps to resobee conflicts between the Code and the implicit or explicit
demands of & person or organization;

Maintaining hdelity to the Code by taking proactive steps when having reason to belleve that another
educator may be approaching or involved in an ethically compromising situation;

Heither discriminating nor retaliating against a person on the basis of having made an ethical complaint;
Meither filing nor encouraging frivolous ethical comgplainty solely to harm of retaliste:; and
Cooperating fully during ethecs investigations and procesdings.

C. Promotes and advances the profession within and beyond the school community by:

1.

Influencing and supporting decisions and sctions that positively impact teaching and learning, educational
leadership and student services;

2. Engaging in reipectiul discourse reganding issues that impact the profession;
3. Enhancing one’s professional efectiveness by staying current with ethical principles and decislons from

relevant sources including professkonal organizations;

4, Actively participating in educational and professional organizations and associations; and

Acvocating for adequate resources and facilitees (o s equitable opportunities fos all sudents.
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@ RESPONSIBILITY FOR PROFESSIONAL COMPETENCE

Commitment to the highest levels of professional and ethical practice, including demonstration of the
knowledge, skills and dispositions required for professional competence.

A. Demonstrates commitment to high standards of practice through:

L
F

Incorporating into one’s practice state and national standards, including those specific to one's discipline;

Using the Michigan Code of Educational Ethics and other ethics codes unigue to one’s discipline to guide
and frame educational decision-making;

3. Advocating lor equitable educational opportunities for all students;
4, Accepting the responsibilities, performing duties and providing services commesponding to the area of

5

fi,

certifhcation, icensure, and training of one’s position;

Reflecting upon and assessing one’s professional skills, content knowledge, and competency an an ongoing
basis: and

Committing o ongoing professional learning.

B. Demonstrates responsible use of data, materials, research and assessment by:

Appropriately recognizing others” work by citing data or materials from published, unpublished, or electronic
sources when disseminating information;

Lising developmentally appropriate assessments for the purposes for which they ane intended and for which
they hawve been validated to guide educational decisions;

3, Conducting research in an ethical and responsible manner with appropriate permission and supervision;
4, Seeking and uwsing evidence, instructional data, research, and professional knowledge to inform practice;

f,

Creating, maintaining, disseminating, storing, retaining and disposing of records and data relating 1o one’s
reseanch and practice, in accordance with district policy, state and federal laws; and

Using data, data sources, or findings accurately and reliably.

C. Acts in the best interest of all students by:

Increasing students’ access to the curmculum, activities, and resources in onder to provide a quality and
equitable sducational experience;
Working to engage the school community to close achievement, opportunity, and attainment gaps; and

Protecting students from any practice that hanms or has the potential to harm students.
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RESPONSIBILITY TO STUDENTS

A primary obligation to treat students with dignity and respect, including promoting the health, safety
and well-being of students by establishing and maintaining appropriate verbal, physical, emotional
and social boundaries.

A. Respects the rights and dignity of students by:

I T

- Respecting students by taking into account their age, gender, culture, setting, and sodoeconomic context;
Interacting with students with transparency and in appropriate settings;

Communicating with students in a clear, respectful, and culturally sensitive manner;
Taking into account how appearance and dress can affect one's interactions and relationships with students;
Considering the implication of accepting gifts from o giving gifts to students;

Engaging in physical contact with students only when there is a clearly defined purpose that benefits the
student and continually keeps the safety and well-being of the student in mind;

Avolding multiple relationships with students which might impair objectivity and increase the risk of harm
to student keaming ar well-being or decrease educator effectivenass;

Acknowledging that there are no circumstances that allow for engagement in romantic or sexual
relationships with students; and

Considering the ramifications of entering into an adult relationship of any kind with a former student,
including but not kmited to, any potential harm to the former student, public perception, and the possible
impact on the educator's career. The profissional educator endures that the adult relationship was not
started while the former student was in schoal,

B. Demonstrates an ethic of care through:

1.

3

Secking to understand students’ educational, academic, personal, and social needs as well as students’
values, beliefs, and cultural backgroundis);

Respecting the dignity, worth, and uniqueness of each individual student including, but not kmited
b, actual and perceived gender, gender expression, gender identity, civil status, family status, sexual
orlentation, religion, age, disability, race, athndcity, socio-economic status, and culture; and
Establishing and maintaining an emdronment that promaotes the emotional, intellectual, physical, and
sexual safety of all students.

C. Maintains student trust and confidentiality when interacting with students in a
developmentally appropriate manner and within appropriate limits by:

1.

2

1

Respecting the privacy of students and the need to hold in confidence certain forms of student
communication, documents, or information obtained in the course of professional practice;

Upholding parents'/guardians’ legal rights, as well as any legal requirements to reveal information related to
legitimate concerns for the well-being of a student; and

Protecting the confidentiality of student records and releasing personal data in accordance with prescribed
state and federal Laws and bocal policies.
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) RESPONSIBILITY TO THE SCHOOL COMMUNITY

Promotion of positive relationships and effective interactions with all members of the school
community, while maintaining professional boundaries.

A. Promotes effective and appropriate relationships with parents/guardians by:

1. Communicating with parents/guardians in a timely and respectful manner that represents the students’ best
invterests;

2. Demonstrating a commitment to equality, equity, and inclusion as well as respecting and acoommodating
diversity among members of the school community;

3. Considering the implication of accepting gifts from or giving gifts to parents/guardians; and
4. Maintaining appropriate confidentliality with respect to student information disclosed by or to
parents/guardians unless required by law.

B. Promotes effective and appropriate relationships with colleagues by:
1. Respecting colleagues as fellow professionals and maintaining civility when differences arise;
2. Resolving conflicts, whenever possible, privately, and respectfully and in accondance with distrct policy;
3. Keeping student safety, education, and health paramount by maintaining and sharing educational records
appropriately and cbjectively in accordance with local policies and state and federal kaws;

4. Collaborating with colleagues in a manner that supports academic achleverment and related goals that
promote the best interests of students;

5. Enhancing the professional growth and development of new educators by supporting effective held
experienoes, mentoring or induction activities acrods the career continuum;

6. Ensuring that educators who are assigned to participate as mentors for new educatons, cooperating
teachers, or other leadership positions are prepaned and supervised to assume these roles;

7. Ensuring that educators ane assigned to positions in accordance with their credentials, preparation, and
expefience in order 1o maximize students’ opportunities and achievement; and

8. ‘Working to ensune & work place environment that is frée from harassment,

C. Promotes effective and appropriate relationships with the community and other
stakeholders by:

1. Advocating for policies and laws that the educator supports a3 promoting the education and well-being of
students and families;

2. Collaborating with community agencies, organizations, and indhviduals in order to advance students’ best
interests without regard to personal reward or remuneration; amnd

3. Maintaining the highest professional standands of accuracy, honesty, and appropriate disclosure of
information wien representing the schoal or district within the community and in public communications.
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D. Promotes effective and appropriate relationships with employers by:
1. Using property, facilities, materials, and resources in accordance with local policies and state and federal
Lavwrs;

2. Respecting intellectual property ownership rights when sharing materials (e.g, original lesson plans, district
level curricula, syllabi, grade books, etc):

3, Exhibiting personal and professional conduct that is in the best intenest of the organization, learming
commumity, school commundty, and profession; and

4. Considering the implications of offering or accepting gifits and/or preferential treatrment by vendors or an
individual in 2 position of professional influence or power.

E. Understands the problematic nature of multiple relationships by:

1. Comsidering the risks that multiple relationships might impair objectivity and increase the: Bkelibood of harm
to students’ learning and well-being or diminish educator effectiveness;

2. Consbdering the risks and benefits of a professional relationship with someone with whom the educator has
had a past personal relationship and vice versa;

3. Considering the implications and possible ramifications of engaging in a personal or professional
relationship with parents and guardians, student teachers, colleagues, and supervisors; and

4. Enswring that professional responsibilities to paraprofessionals, student teachers or interms do not interfere
with responsibilities to students, their learning, and well-being.
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€) RESPONSIBLE AND ETHICAL USE OF TECHNOLOGY

Consideration of the impact of consuming, creating, distributing and communicating information

through all technologies. Vigilance to ensure that appropriate boundaries of time, place, and role are
maintained when using electronic communication,

A. Uses technology in a responsible manner by:

1. Using social media responsibly, iransparently, and prirmarily for purposes of teaching and leaming per school
and district policy. The professional educator considers the ramifications of using sodal media and direct
commimnication via technology on one’s Interactions with students, colleagues, and the general public:

2. Staying abreast of cumment trends and uses of school technology;
3. Promoting the benefits of and clarifying the limitations of various appropriate technological applications
with colleagues, appropriate school personnel, parents, and community memisers;

4, Knowing how to access, document, and use proprietary materials and understanding how to recognize and
prevent plagiarism by students and educators;

5 Understanding and abiding by the district’s policy on the use of techinology and communication;

6. Recognizing that some electronic communications are records under the Freedom of Information Act
(FOUA) and state public access laws and should consider the implications of sharing sensitive information
electronically either via professional or personal devices/accounts; and

7. Exevcising prudence in maintaining separate and professional virtual profiles, keeping perional and
professkonal lives distinct.

B. Ensures students’ safety and well-being when using technology by:

1. Being vigilant in identifying, addressing and reporting (when appropriate and in accordance with local
district, state, and federal policy) inappropriate and lllegal materialsimages in electronkc or other formms;

2. Respecting the privacy of students’ presence on social media unless given consent 10 view such information
of if there Is a possibility of evidence of a risk of hammn to the student or others; and

3, Monitoring to the extent practical and appropriately reparting information concerming possible
cyberbullying incidents and their potential impact on the student leaming environment.
C. Maintains confidentiality in the use of technology by:

1. Taking appropriate and reasonable measures to maintain confidentiality of student information and
educational records stored or transmitted throwgh the use of electronkc or computer technology;

2. Understanding the intent of Federal Educational Righis to Privacy Act (FERPA] and how it applies to sharing
electronic student records; and

3. Enswring that the rights of third parties, inclheding the right of privacy, ame not violated via the use of
technologies,
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D. Promotes the appropriate use of technology in educational settings by:

1. Advocating for equal acoess to technology for all students, especially those historically underserved;

2 Promating the benefits of and clarifying the limitations of variows appropriate technological applications
with colleagues, appropriate school personned, parents, and community members; and

3. Promating technological applications (a) that are appropriate for students’individual needs, (b) that students
understand how to wse and (<] that assist and enhance the teaching and learning process.
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GLOSSARY

Boundaries:

The werbal, physical, emotional and social distances that an educator must maintain in order to ensure strectune,
security, and predictability in an educational environment. Most often, the boundaries that are transgressed relate
to robe, time and place. By respecting contracted roles, appropriate working hours, and the location of the leaming
enmvironment, secure boundaries are in place for all members of the schooling community,

District/School District:

Thiis is often referred o 83 & local education agency.” A district” in this document is defined a3 a public board of
education of ather public authority legally constituted within a State for either administrative control or direction
of, or to perform a service function for, public elementary schools or secondary schools in a city, county, township,
school district, or other paolitical subdivision of a State, or for & combination of school districts or counties that is
recognized in a State as an administrative agency for its public elementary schools or secondary schools. This can
include charter schools, magnet schools, wirtual magnet schools, regional educational school districts, or other
entities falling under the definition above.

Culture:
The customary beliefs, social forms, and materal traits of a racial, religious, or socal group, including the
characteristic features of everyday existence shared by people in a place or time .

Educator:

Educators are the target audience for the MCEE, and are defined as licensed educators. These include
paraprofessionals, teachers, teacher leaders, student support personnel and administrators, However, others who
interact with students who are not under the ausplces of an education-related licensing organization such as
coaches, school secretaries, custodians or other school staff are encouraged to adopt or adapt this Model Code of
Educator Ethics. S5ee a separate definition for “professional educator”

Ethic of Care:
Responding with compassion to the needs of students.

Ethical Decision-Making Model:
A framework wlilized by educators to guide decision-making which incledes professional dispositions; applicable
Lavews, statutes, and policies; the Model Code of Educator Ethics; and other guidelines that have been adopted and
endorsed by educational organizations.

Fiduciary relationship:
A fiduciary relationship is one in which a person justifiably places confidence in another whose aid, advice, or
protection is assumed, Inherent in such fiduciary relationships is an imbalance of power. Educators have a unique

responsibility, as the relationship between student and teacher differs from other professional/client relationships
(&g, attorneys, physiclans, clergyl Educators are entrusted with the safety and welfare of students during and after
schoal howrs and serve “in leto parentis”

Implicit or Explicit Demands of an Organization:
Implicit dermands are oftén subjective or implied and reflect the culture of the schooling emdronment. Explicit
demands are clearly articulated through mandates, policies, or statutes.
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Thie imipadrmaent of kearming or any potential action which may bead to physical, emotional, psychological, sexual, or
intellectual damage to a student or a member of the school community.

Learning Community:

A grouwp of educaton who work with ane another to achieve the shared goals of their school and engage in
collaborative professonal leaming to strengthen practice and increase student results.

Multiple Relationships:

Muttiple relationships oocur when the educator is in a professional mole with one of more members of the school
cormmunity and also has a personal relationshdp with that person or a member of that person’s famdhy. Multiple
redationships hawe the potential to impair objectivity, competence, or effectivensss In performing his of her
functions as an educatos.

New Educators:

Mew educators inclhede individuals in an educator preparation program or neswly employed in the sducation
profession, including paraprofessonals, teachers, administrators, and student sapport personmel,

Professional educator:

A licenaed educator who demonstrates the highest standands of ethical and professionally competent practice and
is pommitied to advancing the interests, achsevement and well-being of students. The prafessional educator is alse
committed to supporting the school community and the education profession.

Proprietary materials:
Materials that are protected from unauthorized use by cogyright or ather forms of intellectual property rghts.

Safe environments/Safety and well-being:
A schood setting which promaotes the well-being of all memibers of the school community and |s characterized by
the absence of physical, psychological, sesual or emational harm

School Community:

Thiis term wsually reffers to those stakeholders invested in the welfare of a school and its community, A school
eormrmunity inchudes school sdministrators, leachers, school stal members, tudents, their parents and families,
school board memiers and other community members,

Sensitive Information:
Thils inchudes but is not limited to student iInformation and educational records, including medical or counseling
reconds,

Student:
A learmer attending a P-12 schaal

Technology:
Tools, systems, applications and processes that can include, but are not Bmited to, electronic commaunications
nietwaorks such as the internet and electrondc devices such as compaters, laptops, phones and other hardware/

software that deliver text, sudio; images, animaticn, and streaming video

Transparency:
Oypenness and accountability with respect 1o one’s behaviors, actions and communications as an educator,
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unit leaders of all revisions and will make reasonable effort to inform all employees of the revisions.
However, P-CCS cannot assume responsibility for the updating of your personal copy of the handbook. The
handbook is not a legal document and does not constitute a contract. As educational and working
environments change and P-CCS responds to these conditions, P-CCS reserves the right to change the
working conditions without consulting any one and without anyone’s agreement. This handbook is neither
a promise of benefits nor a guarantee of employment and is not meant to amend, supplement, or delete
from existing collective bargaining agreements. In the case of a difference between what is stated in the
handbook and the governing policies, legal plan documents, or collective bargaining agreements on
which it is based, the governing policies, legal plan documents, as collective bargaining agreements will
govern. For your convenience, an electronic copy of the handbook is available on the P-CCS website.
Questions concerning the handbook should be addressed to your supervisor and/or a Human Resources
representative. P-CCS, in its sole discretion, reserves the right to amend or change policies and benefit
plans.

Employee Signature: Date: Employee

Name (Please Print):

cc: Personnel File



