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PURPOSE STATEMENT

Welcome to the Professional Learning Community at Carman-Ainsworth Community Schools. We
are pleased to have you as a member of our team, and we are confident that you will find your
employment here both intellectually challenging and truly fulfilling.

The purpose of this publication is to provide a framework and establish a baseline in terms of
expectations which will guide employees of Carman-Ainsworth Community Schools regarding the
rules, regulations, policies, and practices to be followed while carrying out your duties. Although
we all work under different contracts and expectations that are specific to the position that we hold,
this Employee Handbook provides consistent expectations for all employees and is thus applicable
to all employees of Carman-Ainsworth Community Schools.

This Handbook does not constitute a contract of employment, nor is it a comprehensive and
definitive statement of employment conditions and Board of Education Policy. Specific employment
conditions appear in other documents designed for particular sets of employees. That said, should
this Handbook conflict with applicable labor agreements, Board Policy, insurance carrier rules, etc.,
the applicable labor agreement, policy, insurance carrier rules will prevail. Otherwise, failure to
meet the expectations set forth in this Employee Handbook will result in disciplinary action
consistent with Board Policy and our respective employee collective bargaining agreements.

The procedures and practices noted herein are subject to change. Further development and
updates will be made annually or as necessary.

We are proud of our past and present success. We are certain that you will share this pride with us
and do your part to ensure our continued focus on student learning and success as a district. We
want to make your role of positively impacting students as pleasant and efficient as possible; as
such, your ideas and suggestions are always welcome.

BOARD POLICIES

Board policies can be found at www.carman.k12.mi.us/departments. Board of Education meetings
are generally held on the 15t and 3™ Tuesday of the month at 6:30 p.m. in the Board Room of the
Administration Building (any changes to the norm will be posted on our district website).



http://www.carman.k12.mi.us/departments

STATEMENTS OF PURPOSE

Vision
A Collaborative Community Working Together to Guarantee Learning for Every Student.

Mission
To ensure that students achieve at their highest academic capacity and become productive
citizens.

Beliefs
We believe that our students:
Have a right to be safe and to be respected.
Have unlimited potential.
Are empowered learners.
Will value communication, collaboration, and critical thinking.
Will use technology to create and innovate.
Will treat others as they would want to be treated.
Will embrace diversity.
Are entitled to equitable outcomes.
Will be career, college, and life ready upon graduation.
Will benefit from family and community involvement.

EQUAL OPPORTUNITY EMPLOYMENT

It is the policy of Carman-Ainsworth Community Schools to provide equal employment
opportunities to all employees and applicants for employment without regard to race, color, religion,
sex, sexual orientation, gender identity, national origin, age, disability, genetic information, marital
status, height, weight, or veteran status, in accordance with applicable federal, state, and local
laws, including the Michigan Elliott-Larsen Civil Rights Act.



DIRECTORY

Board of Education Members

Gloria Nealy, President James Johnson, Vice-President
La Cracha Handy, Treasurer Lisa Koegel, Secretary
Gary Cousins, Trustee Katina Wilborn, Trustee

Mary Margaret Gleason-Gidcumb, Trustee

(All Board Members can be contacted through the Superintendent’s Office 591-3205)

Central Administrators

Superintendent of SChOOIS ............uciiiiiiiii Gina Ryan - 591-3205
Assistant Superintendent ... Russell Parks - 591-3206
Assistant Superintendent ..............ccooiiiii Adrienne Nathan - 591-3206
Executive Director of Student Support Services................... Robert Hetherton - 591-8234
Director of Teaching and Learning ............ccoovvevviiiiieieeeeeeeeeeinnn, Detra Fields — 591-7404
Director of Early Head Start ... Michelle Pattan — 591-7242
Supervisor of Building/Grounds............ccoovviiiiiieieeeeeceeeee e, Jeff Thornton — 591-8291
Supervisor of FOod Services ........coooviiiiiiiiiiiiieeeecee e, Jennifer Yee - 591-8294
Supervisor of Transportation/Facilities ...........cccccoevvveeiiiiiiieeeennnn. Dale Covert - 591-6266
Supervisor of TeChNOoIOgy.............uuuiuiiiiiiiiiiiiiiiiiiiis Brett Stroup — 591-8247
Business Manager.............uoiieiiiiiieicee e Patricia Copes — 591-8213
Coordinator
Enrichment Programmer ... Michele Olney - 591-7238

Carman-Ainsworth High School ............cccccoiiiiii i, Charles LaClear - 591-5567
Carman-Ainsworth Middle School ...........ccccccoiiiiiiiiiee Sara Strouse - 591-6257
Atlantis SChOOI ..o Taylor Chapman - 591-6292
Dillon Elementary ... Klaire Verbeke - 591-7088
Dye Elementary..........oooviiiiiie e Laura Garrison - 591-6708
Randels Elementary ... Karri Forrest - 591-7402
Rankin Elementary ..o Chris Christensen - 591-6768



PROFESSIONAL RESPONSIBILITY

All staff members have a responsibility to make themselves familiar with, and abide by, state and
federal laws that affect their work as well as Board policies and the administrative regulations
designed to implement such policies.

Michigan Code of Educational Ethics

The Michigan Code of Educational Ethics provides principles for best practice, mindfulness, self-
reflection, and decision-making — setting the groundwork for self-regulation and self-accountability.
The establishment of this Code honors the public trust and upholds the dignity of education across
the state.

1. 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 another to
the same ethical standards.

2. 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.

3. 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.

4. Responsibility to the School Community
Promotion of positive relationships and effective interactions with all members of the school
community, while maintaining professional boundaries.

5. 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.

School Employment Legislation

There are numerous laws that are specific to school employees and their respective roles in the
district. One set of legislation that all school employees are responsible for abiding by is the School
Safety Legislation that went into effect January 1, 2006. This legislation impacts all employees of
the school district; a summary of this legislation is provided below. However, it is imperative that
all employees recognize that this summary and even this legislation is just one of many laws and
regulations that employees are responsible for being familiar with and abiding by as part of their
employment. As such, a more complete listing of various school laws and regulations can be found
at:
https://www.michigan.gov/msp/divisions/grantscommunityservices/school-safety/school-safety-

leqislation



https://www.michigan.gov/msp/divisions/grantscommunityservices/school-safety/school-safety-legislation
https://www.michigan.gov/msp/divisions/grantscommunityservices/school-safety/school-safety-legislation

SCHOOL SAFETY LEGISLATION SUMMARY
(2005 PA 129-131 and 138)
Effective January 1, 2006, the following requirements apply to local and intermediate school
districts, public school academies and non-public schools:

The district shall not employ, in any capacity, an individual who has been convicted of a listed
offense (a crime that requires registration as a sex offender).

A district may employ an individual who has been convicted of a non-listed offense felony only
if the superintendent and school board each specifically approve the employment or work
assignment in writing.

Not later than July 1, 2008, each individual who, as of January 1, 2006, is either employed full-
time or part-time or is assigned to regularly and continuously work under contract, shall be
fingerprinted for the purpose of performing a criminal history background check.

If a person who is employed in any capacity by the district, or has applied for a position, or has
had an initial criminal history check, or is regularly or continuously working under contract in a
district, shall report to the Michigan Department of Education and the school district that they
have been charged with certain crimes, within 3 business days after being arraigned for the
crime.

If the employee does not report the charge or conviction, they are guilty of an additional crime.
If the non-reported charge or conviction is a felony or listed offense, the person is guilty of a
felony. If the non-reported charge is a non-listed offense misdemeanor, the person is guilty of
a misdemeanor.

If the employee does not report the charge or conviction, the district may discharge the person
from employment or termination of their contract, following notice and the opportunity of a
hearing. If a collective bargaining agreement is in effect as of January 1, 2006, and the
agreement is not in compliance with the requirement, the district may not discharge a person
for failing to report the charge or conviction until after the expiration of that collective bargaining
agreement.

The Department of Information Technology (DIT) will work with the Department of Education
(MDE) and State Police to develop and implement an automated program that will compare the
list of Registered Educational Personnel (REP) with the conviction information database. If a
person on the REP has been convicted of a crime, the MDE is required to notify the district
indicated on the REP as the employing district. Convictions for listed offenses will require
immediate dismissal of the employee.

SUSPENSIONS/REVOCATIONS

Upon notification, the Office of Professional Preparation Services will review the criminal
conviction and initiate administrative proceedings as determined by either law or administrative
rule.

Certificate holders or those who hold State Board approval are notified of the proceedings and
their right to a hearing.

It is a criminal offense to attempt to obtain employment as a teacher using a fraudulent
certificate. Upon application for employment, each certificate should be reviewed for
authenticity. Any discrepancies should be reported to the MDE.



LISTED OFFENSE

A ‘listed offense” is a crime that requires registration as a sex offender. “Listed offense” is defined
in the Sex Offenders Registration Act. A “listed offense"” includes any of the following:

e Criminal Sexual Conduct (CSC): 1st, 2nd, 3rd, and 4th-degree.

e Assault with Intent to Commit Sexual Penetration: (Assault with intent to commit CSC 1st or

3rd degree).

e Child-Related Sexual Offenses: Enticing a child under 14, child molestation, and sexual
abuse.

e Child Sexually Abusive Material/Activity: Production, distribution, or possession of child
pornography.

e Prostitution/Solicitation Involving Minors: Pandering or soliciting a minor for prostitution.

e Indecent Exposure/Gross Indecency: Often for a third or subsequent violation or when
involving a minor.

e Kidnapping/Unlawful Imprisonment: Involving a minor.

o Attempts/Conspiracies: Attempts to commit any of the above offenses.

e Any offense under the laws of the United States, any other state, or any other country or
tribal or military law, that is substantially similar to a listed offense.

It is imperative that all school employees be aware of the School Safety Legislation and all other
applicable laws and regulations.

Personal Conduct
In the area of personal conduct, all staff members should conduct themselves in a manner that not
only reflects credit to the school system, but that sets forth a model worthy of emulation by students.

All staff members will be expected to carry out their assigned responsibilities with conscientious
concern.

Essential to the success of school operations and the instructional program are the following
specific responsibilities, which will be required of all personnel:

e Faithfulness and promptness in attendance of work.
Support and enforcement of Board Policies.
Diligence in submitting required reports promptly at the time specified.
Care and protection of school property.
Concern and attention toward their own and the school system’s legal responsibility for the
safety and welfare of students, including the need to assure that students are under
supervision at all times.

To protect the health, welfare, and safety of students, no school employee will dispense or in any
way transfer, be in possession, or under the influence of alcohol or any controlled substance while
on school premises, including school vehicles, or at any school-planned activity.



Conflict of Interest (PO 1130)

Staff members, officers, and agents shall perform their official duties in a manner free from conflict
of interest.

The maintenance of unusually high standards of honesty, integrity, impartiality, and professional
conduct by district Board members, employees, officers, and agents is essential to ensure the
proper performance of school business as well as to earn and keep public confidence in the district.

To accomplish this, the Board of Education has adopted the following guidelines which apply to all
district employees, officers, agents, and Board members to assure that conflicts of interest do not
occur. These guidelines are not intended to be all inclusive, nor to substitute for good judgment on
the part of all employees, officers, agents, and Board members.

No employee, officer, agent, or Board member shall engage in or have a financial or other
interest, directly or indirectly, in any activity that conflicts or raises a reasonable question of
conflict with the employee’s officer’s, agents, or Board member duties and responsibilities
in the school system. When a staff member determines the possibility of a personal interest
conflict exists, the staff member should, prior to the matter being considered by the Board
or administration, disclose the staff member’s interest (such disclosure shall become a
matter of record in the minutes of the Board).

No staff member, officer, agent, or Board member shall use their position to benefit either
themself or any other individual or agency apart from the total interest of the district.

If the financial interest pertains to a proposed contract with the district, the following
requirements must be met.

o The staff member, officer, agent, or Board member shall disclose the direct financial
interest in the contract to the Board with such disclosure made a part of the official
Board minutes. If the direct financial interest amounts to $250 or more or five percent
(5%) or more of the contract cost to the district, the staff member, officer, agent, or
Board member shall make the disclosure in one of two ways:
= In writing, to the Board president at least seven (7) days prior to the meeting at

which the vote on the contract will be taken. The disclosure shall be made public

in the same manner as the Board's notices of its public meetings. (See Bylaw

0165.1)

= By announcement at a meeting at least seven (7) days prior to the meeting at

which a vote on the contract is to be taken. The staff member, officer, agent, or

Board member must use this method of disclosure if their financial interest

amounts to $5,000 or more.
Employees, officers, agents, and Board members shall not engage in business, private
practice of their profession, the rendering of services, or the sale of goods of any type where
advantage is taken of any professional relationship the employee, officer, agent, or Board
member may have with any student, client, or parents of such students or clients in the
course of the employee’s officer’s, agents, or Board member’s employment or professional
relationship with the district. Included, by way of illustration rather than limitation are the
following:

o The provision of any private lessons or services for a fee.

o The use, sale, or improper divulging of any privileged information about a student or
client gained in the course of the employee’s, officer’s, agent’s, or Board member’s
employment or professional relationship with the district through access to district
records.



o The referral of any student or client for lessons or services to any private business or
professional practitioner if there is any expectation of reciprocal referrals, sharing of
fees, or other remuneration for such referrals.

o The requirement of students or clients to purchase any private goods or services
provided by an employee, officer, agent, or Board member or any business or
professional practitioner with whom any employee, officer, agent, or Board member
has a financial relationship, as a condition of receiving any grades, credits,
promotions, approvals, or recommendations.

e Employees, officers, agents, and Board members shall not make use of materials,
equipment, or facilities of the district in private practice. Examples would be the use of
facilities before, during, or after regular business hours for service to private practice clients,
or the checking out of items from an instructional materials center for private practice.

Should exceptions to this policy be necessary to provide services to students or clients of the
district, all such exceptions will be made known to the employee's supervisor and will be disclosed
to the Superintendent before entering any private relationship.

Employees, officers, agents, and Board members found to be in violation of this conflict of interest
policy will be subject to disciplinary action up to and including termination, as permitted by
applicable Board policy.

Staff Ethics
An effective educational program requires integrity, high ideals, and human understanding. To
maintain and promote these essentials, the Board of Education expects all professional staff
members to maintain high standards in their working relationships, and in the performance of their
professional duties, too:
e Recognize basic dignities of all individuals with whom they interact in the performance of
duties.
Represent accurately their qualifications.
e Exercise due care to protect the mental and physical safety of students, colleagues, and
subordinates.
e Seek and apply the knowledge and skills appropriate to assigned responsibilities.
e Keep in confidence legally confidential information as they may secure.
Ensure that their actions or those of another on their behalf are not made with specific intent
of advancing private economic interests.
e Avoid accepting anything of value offered by another for the purpose of influencing
judgment.
e Refrain from using position or public property or permitting another person to use an
employee's position or public property for partisan political or religious purposes. This will in
no way limit constitutionally or legally protected rights as a citizen.

In keeping with the ethical responsibilities of the professional staff, the Board of Education requires
that staff do not engage in any romantic or sexual relationship of any kind with students of this
district, regardless of their age. Professional staff should not provide alcohol, drugs, cigarettes, or
any other contraband to a student.



Code of Ethics
Members of the Carman-Ainsworth Community Schools organization shall:
1. Act with honesty and integrity by avoiding conflicts of interest between what is in the
best interest of the district and what could result in personal gain for themselves and
accepting improper personal benefits as a result of their position with the district.

2. Comply with all applicable laws, rules, and regulations of federal, state, and local
governments.

3. Act in good faith, responsibly, with due care, competence, and diligence and without
misrepresenting material facts or allowing independent judgment to be compromised.

4. Perform employment or district volunteer responsibilities with a view to providing full,

fair, accurate, timely, and understandable information, whether in reports and other
documents or in other public communications made to the public.

5. Respect the confidentiality of information acquired in the course of work and refrain
from using such information for personal advantage or disclosing such information
except when authorized or otherwise legally obligated to disclose such information.

6. Actively promote ethical behavior and refuse to tolerate unethical behavior among
peers in the work environment.

7. Responsibly use and control district assets and resources employed by or entrusted
to them.

8. Not taking part in activities that could jeopardize the exemplary reputation of the

district or its employees.

Performance-Enhancing Drugs/Compounds

The Board of Education recognizes that the use of dietary supplements that contain performance-
enhancing compounds and/or performance-enhancing drugs poses a serious health risk to
students.

Accordingly, no staff member, volunteer, or contractor shall knowingly sell, market, distribute, or
promote the use of a dietary supplement that contains a performance-enhancing compound or a
performance-enhancing drug (e.g., anabolic steroids) to a student with whom the staff member,
volunteer, or contractor has contact as a part of their duties. Furthermore, the staff member,
volunteer, or contractor shall not endorse or suggest the ingestion, intranasal application, or
inhalation of a dietary supplement that contains a performance-enhancing compound or a
performance-enhancing drug by a student with whom they have contact as part of their duties.

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:
e Refrain from making public utterances about private associations if such remarks are likely
to violate community standards of propriety.
e Avoid conduct and associations outside the school, which, if known, could have an adverse
or harmful effect upon the school community.
e Do not give job time to outside activities when there is no valid reason to be excused from
assigned duties.
e Do not use school property or school time to solicit or accept customers for private
enterprises, without written administrative permission.
e Refrain from expressions that would disrupt harmony among co-workers or interfere with
the maintenance of discipline by school officials.
¢ Do not engage in political activities during assigned hours of employment.
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¢ Do not conduct unapproved solicitations on school property.
e Do not reveal confidential information to which you were privy at school.

Confidentiality

Student records, discipline and personal difficulties must be held in the strictest confidence.
Employees are not to discuss the student, their problems or the employee’s opinions of the student
with others, especially to other students or their parents. Such discussions must only take place
with appropriate school personnel. It is the expectation of the district to always adhere to
confidentiality laws and regulations including the Family Educational Right to Privacy Act (FERPA)
and the Health Insurance Portability and Accountability Act of 1996 (HIPAA) requirements. As such,
employees should never share students’ educational record information and/or health and
medication information with employees unless permissible under these guidelines. Furthermore,
such information should never be shared in the presence of students.

Specific language regarding FERPA and HIPAA can be found at these respective websites:
https://www.ed.gov/search?search api fulltext=FERPA and http://www.hhs.gov/ocr/privacy/.

When the district receives in trust from the public agency information identified to be confidential
(whether such information is confidential by Michigan Compiled Laws Annotated, common law,
privilege, case law or federal law), the district will maintain the confidentiality of said information to
the maximum extent permitted by law.

Employees must not divulge confidential information contained in the records and files of the
district, except to other employees who may need such information in connection with their duties
and to authorized parties in accordance with proper departmental procedures.

Neither the district nor its employees shall permit the release of the social security number of an
employee, student, or other individual except as authorized by law (PO 8350). Documents
containing social security numbers shall be restricted to those employees who have a need to know
that information or a need to access those documents. WWhen documents containing social security
numbers are no longer needed, they shall be shredded by an employee who has authorized access
to such records.

Freedom of Information Act (FOIA) requests shall only be responded to in accordance with the
district’s policy. Such requests will be handled by the Assistant Superintendent for Business and
Operations.

If an employee is approached to provide information inappropriately, the employee must refuse to
release the requested information in accordance with applicable procedures and should refer the
requester to the employee’s immediate supervisor.

Any employee who inappropriately releases information, or uses confidential information for
personal reasons, will be disciplined in accordance with established policies and procedures.

This policy applies only to identified confidential information received from a public agency.
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To prohibit the unauthorized disclosure of information identified as confidential by a sending public
agency, the Board may seek to obtain court protection by:

e Denying requests for release of such information absent subpoena or court order.

e Pursuing motions to quash or protective orders to prohibit unauthorized disclosure.

When possible, the Board will attempt to notify the sending public agency of the request for release
of such information prior to complying with the request.

Student Accident/lliness
In the event of a student accident or illness, staff members shall:
e |f properly trained, administer first aid.
e Report the accident to the appropriate administrator.
e Complete and submit a Student Accident Report Form to the Business Office.

School personnel will not diagnose illness or administer medication of any kind except in
accordance with PO 5330.

Records are to be kept on all injuries which occur while students are on school property, in school
buildings, on the way to or from school, or at school-sponsored activities.

A copy of the Student Accident Report Form is to be filed with the carrier of the district’s liability
insurance when requested.

Each principal shall prepare in-building procedures for dealing with iliness at school, which ensure
prompt attention to the student and proper communication with the parents.

The Board of Education shall not be responsible for the diagnosis and treatment of student iliness.
The administration of prescribed medication and/or medically-prescribed treatments to a student
during school hours will be permitted only when failure to do so would jeopardize the health of the
student, the student would not be able to attend school if the medication or treatment were not
made available during school hours, or the student is disabled and requires medication to benefit
from the student's educational program.

The Board shall permit the administration by staff of any medication requiring a delivery method
other than oral ingestion when both the medication and the procedure are prescribed by a
practitioner and the delivery is under the supervision of a licensed nurse, provided that the staff
member has completed any necessary training and that staff member voluntarily agrees to deliver
the medication. No staff member, other than a health care professional, may be required to
administer medications that are administered by means other than oral ingestion.

Child Abuse or Neglect
Michigan Child Protection Law requires professional staff members to report to the proper legal
authorities any sign of child abuse or neglect. Support staff members are to report to the principal
or their supervisor. All suspected cases are to be reported even if documentation is not available.
The proper reporting procedure is to:

1. Immediately make an oral report to the State of Michigan, Department of Health and Human

Services, 1-855-444-3911.
2. Inform building principal or immediate supervisor of the report.
3. Within 72 hours after making an oral report by telephone, the reporting person shall file a
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written report. A copy of the report must also be filed in the Main Office but must not be
included in the student’s CA-60.

The law provides protection for the reporting staff member.

Reports of child abuse/neglect may include, but are not limited to, physical abuse and neglect,
sexual abuse, and/or emotional maltreatment. Physical abuse is the non-accidental, physical injury
of a child; physical neglect is the failure to provide proper parental care, support medical attention,
and education for a child; sexual abuse is any indecent sexual activity in the family; and emotional
maltreatment is failure to provide warmth, attention, supervision, and/or normal living experiences
for a child.

ANTI-HARASSMENT

General Policy Statement

It is the policy of the Board of Education to maintain an education and work environment that is
free from all forms of unlawful harassment, including sexual harassment. This commitment applies
to all district operations, programs, and activities. All students, administrators, teachers, staff, and
all other school personnel share responsibility for avoiding, discouraging, and reporting any form
of unlawful harassment. This policy applies to unlawful conduct occurring on school property, or at
another location if such conduct occurs during an activity sponsored by the Board.

The Board will vigorously enforce its prohibition against discriminatory harassment based on race,
color, national origin, sex (including sexual orientation and transgender identity), disability, age
(except as authorized by law), religion, height, weight, marital or family status, military status
ancestry, or genetic information (collectively, "Protected Classes") that are protected by federal
civil rights laws (hereinafter referred to as unlawful harassment), and encourages those within the
district community as well as third parties, who feel aggrieved to seek assistance to rectify such
problems. The Board will investigate all allegations of harassment and in those cases where
unlawful harassment is substantiated, the Board will take immediate steps to end the harassment,
prevent its recurrence, and remedy its effects. Individuals who are found to have engaged in
unlawful harassment will be subject to appropriate disciplinary action.

For purposes of this policy, "district community" means students, administrators, and professional
and support staff, as well as Board members, agents, volunteers, contractors, or other persons
subject to the control and supervision of the Board.

For purposes of this policy, "third parties" include, but are not limited to, guests and/or visitors on
district property (e.qg., visiting speakers, participants on opposing athletic teams, parents), vendors
doing business with, or seeking to do business with, the Board, and other individuals who come in
contact with members of the district community at school-related events/activities (whether on or
off district property).

Other Violations of the Anti-Harassment Policy
The Board will also take immediate steps to impose disciplinary action on individuals engaging in
any of the following prohibited acts:
A. Retaliating against a person who has made a report or filed a complaint alleging unlawful
harassment, or who has participated as a witness in a harassment investigation.
B. Filing a malicious or knowingly false report or complaint of unlawful harassment.
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C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of
harassment, when responsibility for reporting and/or investigating unlawful harassment
charges comprises part of one's supervisory duties.

Definitions

Bullying - Bullying rises to the level of unlawful harassment when one person or group
systematically and chronically inflict physical hurt or psychological distress on one person or group
of students or employees and that the bullying is based upon one or more Protected Classes, that
is, characteristics that are protected by federal civil rights laws. It is defined as any unwanted and
repeated written, verbal, or physical behavior, including any threatening, insulting, or dehumanizing
gesture, by an adult or student, that is severe or pervasive enough to create an intimidating, hostile,
or offensive educational or work environment; cause discomfort or humiliation; or unreasonably
interfere with the individual's school or work performance or participation; and may involve:
Teasing

Threats

Intimidation

Stalking

Cyber stalking

Cyber bullying

Physical violence

Theft

Sexual, religious, or racial harassment

Public humiliation

Destruction of property

ReTIEMMUOWR

Harassment - Any threatening, insulting, or dehumanizing gesture, use of technology, or written,
verbal or physical conduct directed against a student or school employee that:
A. Places a student or school employee in reasonable fear of harm to their person or
damage to their property.
B. Has the effect of substantially interfering with a student's educational performance,
opportunities, or benefits, or an employee's work performance.
C. Has the effect of substantially disrupting the orderly operation of a school.

Sexual Harassment - Pursuant to Title VIl of the Civil Rights Act of 1964 and Title IX of the
Educational Amendments of 1972, sexual harassment is defined as, 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 implicitly or explicitly a term or condition of
an individual's employment, or status in a class, educational program, or activity.
B. Submission or rejection of such conduct by an individual is used as the basis for
employment or educational decisions affecting such individual.
C. Such conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working, and/or
learning environment; or of interfering with one's ability to participate in or benefit from a
class or an educational program or activity.

Sexual harassment may involve the behavior of a person of either gender against a person of the
same or opposite gender.
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Prohibited acts that constitute sexual harassment may take a variety of forms. Examples of the
kinds of conduct that may constitute sexual harassment include, but are not limited to:

A. Unwelcome sexual propositions, invitations, solicitations, and flirtations.

B. Unwanted physical and/or sexual contact.

C. Threats or insinuations that a person's employment, wages, academic grade, promotion,
classroom work or assignments, academic status, participation in athletics or extra-
curricular programs or events, or other conditions of employment or education may be
adversely affected by not submitting to sexual advances.

D. Unwelcome verbal expressions of a sexual nature, including graphic sexual
commentaries about a person's body, dress, appearance, or sexual activities; the
unwelcome use of sexually degrading language, jokes or innuendoes; unwelcome
suggestive or insulting sounds or whistles; obscene telephone calls.

Sexually suggestive objects, pictures, videotapes, audio recordings or literature, placed

in the work or educational environment, which may embarrass or offend individuals.

Unwelcome and inappropriate touching, patting, or pinching; obscene gestures.

Asking about, or telling about, sexual fantasies, sexual preferences, or sexual activities.

Speculations about a person's sexual activities or sexual history, or remarks about one's

own sexual activities or sexual history.

I.  Giving unwelcome personal gifts such as lingerie that suggest the desire for a romantic
relationship.

J. Leering or staring at someone in a sexual way, such as staring at a person's breasts,
buttocks, or groin.

K. A pattern of conduct, which can be subtle in nature, has sexual overtones and is intended
to create or has the effect of creating discomfort and/or humiliation to another.

m

IEm

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Sex-based or
gender-based conduct must be sufficiently severe, pervasive, and persistent such that it adversely
affects, limits, or denies an individual's employment or education, or such that it creates a hostile
or abusive employment or educational environment.

NOTE: Sexual conduct/relationships with students by district employees or any other adult
member of the school district community is prohibited, and any staff member or other
school authority who engages in sexual conduct with a student may also be guilty of the
criminal charge of "sexual battery”. The issue of consent is irrelevant regarding such
criminal charge and/or with respect to the application of this policy to district employees or
other adult members of the district community.

Race/Color Harassment

Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is
based upon an individual's race or color and when the conduct has the purpose or effect of
interfering with the individual's work or educational performance; of creating an intimidating, hostile,
or offensive working, and/or learning environment; or of interfering with one's ability to participate
in or benefit from a class or an educational program or activity. Such harassment may occur where
conduct is directed at the characteristics of a person's race or color, such as racial slurs, nicknames
implying stereotypes, epithets, and/or negative references relative to racial customs.

Religious (Creed) Harassment

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is
based upon an individual's religion or creed and when the conduct has the purpose or effect of
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interfering with the individual's work or educational performance; of creating an intimidating, hostile,
or offensive working and/or learning environment; or of interfering with one's ability to participate in
or benefit from a class or an educational program or activity. Such harassment may occur where
conduct is directed at the characteristics of a person's religious tradition, clothing, or surnames,
and/or involves religious slurs.

National Origin/Ancestry Harassment

Prohibited national origin/ancestry harassment occurs when unwelcome physical, verbal, or
nonverbal conduct is based upon an individual's national origin or ancestry and when the conduct
has the purpose or effect of interfering with the individual's work or educational performance; of
creating an intimidating, hostile, or offensive working and/or learning environment; or of interfering
with one's ability to participate in or benefit from a class or an educational program or activity. Such
harassment may occur where conduct is directed at the characteristics of a person's national origin
or ancestry, such as negative comments regarding customs, manner of speaking, language,
surnames, or ethnic slurs.

Disability Harassment

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is
based upon an individual's disability and when the conduct has the purpose or effect of interfering
with the individual's work or educational performance; of creating an intimidating, hostile, or
offensive working and/or learning environment; or of interfering with one's ability to participate in or
benefit from a class or an educational program or activity. Such harassment may occur where
conduct is directed at the characteristics of a person's disabling condition, such as negative
comments about speech patterns, movement, physical impairments or defects/appearances, or
the like. Such harassment may further occur where conduct is directed at or pertains to a person's
genetic information.

Reports and Complaints of Harassing Conduct

Members of the district community, which includes all staff, and third parties are encouraged to
promptly report incidents of harassing conduct to an administrator, supervisor or other district
official so that the Board may address the conduct before it becomes severe, pervasive, or
persistent. Any administrator, supervisor, or other district official who receives such a complaint
shall file it with the district’s Anti-Harassment Compliance Officer within two (2) days of receiving
the report of harassment.

Members of the district community or third parties who believe they have been unlawfully harassed
by another member of the district community or a third party are entitled to utilize the Board's
complaint process that is set forth below. Initiating a complaint, whether formally or informally, will
not adversely affect the complaining individual's employment or participation in educational or
extra-curricular programs. While there are no time limits for initiating complaints of harassment
under this policy, individuals should make every effort to file a complaint as soon as possible after
the conduct occurs while the facts are known and potential withesses are available.

If, during an investigation of alleged bullying, aggressive behavior and/or harassment in
accordance with PO 5517.01 — Bullying and Other Aggressive Behavior Toward Students, the
principal believes that the reported misconduct may have created a hostile work environment and
may have constituted unlawful discriminatory harassment based on a Protected Class, the principal
shall report the act of bullying, aggressive behavior and/or harassment to one of the Anti-
Harassment Compliance Officers who shall investigate the allegation in accordance with this policy.
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While the Compliance Officer investigates the allegation, the principal shall suspend their PO
5517.01 investigation to await the Compliance Officer's written report. The Compliance Officer shall
keep the principal informed of the status of the investigation and provide them with a copy of the
resulting written report (1662 F1).

Anti-Harassment Compliance Officers
The Board designates the following individuals to serve as "Anti-Harassment Compliance Officers"
for the district. They are hereinafter referred to as the "Compliance Officers".

Mr. Russell Parks Mr. Robert Hetherton

Assistant Superintendent of Business  Executive Director of Student Support
& Operations Services

810-591-3206 810-591-8234

G-3475 W. Court Street G-3475 W. Court Street

Flint, Ml 48532 Flint, Ml 48532

Dr. Adrienne Nathan

Assistant Superintendent of Curriculum
& Instruction

810-591-3206

G-3475 W. Court Street

Flint, Ml 48532

The names, titles, and contact information of these individuals will be published annually in the
parent and staff handbooks and on the district's web site.

The Compliance Officers will be available during regular school/work hours to discuss concerns
related to unlawful harassment, to assist students, other members of the district community, and
third parties who seek support or advice when informing another individual about "unwelcome"
conduct, or to intercede informally on behalf of the individual in those instances where concerns
have not resulted in the filing of a formal complaint and where all parties are in agreement to
participate in an informal process.

Compliance Officers shall accept complaints of unlawful harassment directly from any member of
the district community or a visitor to the district or receive complaints that are initially filed with a
school building administrator. Upon receipt of a complaint either directly or through a school
building administrator, a Compliance Officer will begin either an informal or formal process
(depending on the request of the member of the district community alleging harassment or the
nature of the alleged harassment), or the Compliance Officer will designate a specific individual to
conduct such a process. In the case of a formal complaint, the Compliance Officer will prepare
recommendations for the Superintendent or will oversee the preparation of such recommendations
by a designee. All members of the district community must report incidents of harassment that are
reported to them to the Compliance Officer within two (2) business days of learning of the incident.

Any Board employee who directly observes unlawful harassment of a student is obligated, in
accordance with this policy, to report such observations to one of the Compliance Officers within
two (2) business days. Thereafter, the Compliance Officer or designee must contact the student, if
age eighteen (18) or older, or the student's parents if under the age of eighteen (18), within two (2)
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business days to advise them of the Board's intent to investigate the alleged misconduct, including
the obligation of the Compliance Officer or designee to conduct an investigation following all the
procedures outlined for a formal complaint.

Investigation and Complaint Procedure

Any employee or other member of the district community or third party (e.g., visitor to the district)
who believes that they have been subjected to unlawful harassment or retaliation may seek
resolution of the complaint through either the informal or formal procedures as described below.
Further, a process for investigating claims of harassment and a process for rendering a decision
regarding whether the claim of legally prohibited harassment was substantiated are set forth below.

Due to the sensitivity surrounding complaints of unlawful harassment or retaliation, timelines are
flexible for initiating the complaint process; however, individuals should make every effort to file a
complaint within thirty (30) calendar days after the conduct occurs while the facts are known and
potential withnesses are available. Once the formal complaint process is begun, the investigation
will be completed in a timely manner (ordinarily, within fifteen (15) business days of the complaint
being received).

The informal and formal procedures set forth below are not intended to interfere with the rights of
any individual to pursue a complaint of unlawful harassment or retaliation with the United States
Department of Education Office for Civil Rights or Equal Employment Opportunity Commission
("EEOC").

Informal Complaint Procedure

The goal of the informal complaint procedure is to promptly stop inappropriate behavior and to
facilitate resolution through an informal means, if possible. The informal complaint procedure is
provided as a less formal option for a student, other member of the district community, or Third
Party who alleges unlawful harassment or retaliation. This informal procedure is not required as a
precursor to the filing of a formal complaint. The informal process is only available in those
circumstances where the Complainant and the Respondent mutually agree to participate in it.

The Complainant may proceed immediately with the formal complaint process and individuals who
seek resolution through the informal procedure may request that the informal process be
terminated at any time to move to the formal complaint process.

All complaints involving a district employee, any other adult member of the district community, or a
Third Party and a student will be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe in doing so, the individual
should tell or otherwise inform the Respondent that the alleged harassing conduct is unwelcome
and must stop. The Complainant should address the allegedly harassing conduct as soon after it
occurs as possible. The Compliance Officers are available to support and counsel individuals when
taking this initial step or to intervene on behalf of the Complainant if requested to do so. A
Complainant who is uncomfortable or unwilling to directly approach the Respondent about the
allegedly inappropriate conduct may file an informal or a formal complaint. In addition, regarding
certain types of unlawful harassment, such as sexual harassment, the Compliance Officer may
advise against the use of the informal complaint process.
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A Complainant may make an informal complaint, either orally or in writing: 1) to a teacher, another
employee, or building administrator; 2) directly to one of the Compliance Officers; and/or 3) to the
Superintendent or other district-level employee.

All informal complaints must be reported to one of the Compliance Officers who will either facilitate
an informal resolution as described below or appoint another individual to facilitate an informal
resolution.

The Board's informal complaint procedure is designed to provide employees, other members of
the district community, or Third Parties who believe they are being unlawfully harassed with a range
of options designed to bring about a resolution of their concerns. Depending upon the nature of the
complaint and the wishes of the Complainant, informal resolution may involve, but not be limited
to, one or more of the following:

A. Advising the Complainant about how to communicate the unwelcome nature of the
behavior to the Respondent.

B. Distributing a copy of this policy as a reminder to the individuals in the school building
or office where the Respondent works or attends.

C. If both parties agree, the Compliance Officer may arrange and facilitate a meeting or
mediation between the Complainant and the Respondent to work out a mutual
resolution.

While there are no set time limits within which an informal complaint must be resolved, the
Compliance Officer or designee is directed to attempt to resolve all informal complaints within
fifteen (15) days of receiving the informal complaint. If the Complainant is dissatisfied with the
informal complaint process, the Complainant may proceed to file a formal complaint and as stated
above, either party may request that the informal process be terminated at any time to move to the
formal complaint process.

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, if one of the parties has
requested that the informal complaint process be terminated to move to the formal complaint
process, or the Complainant, from the outset, elects to file a formal complaint, or the Compliance
Officer determines the allegations are not appropriate for resolution through the informal
process, the formal complaint process shall be implemented.

The Complainant may file a formal complaint, either orally or in writing, with a teacher, principal,
the Compliance Officer, Superintendent, or other district official. Due to the sensitivity surrounding
complaints of unlawful harassment and retaliation, timelines are flexible for initiating the complaint
process; however, individuals should make every effort to file a formal complaint within thirty
(30) days after the conduct occurs while the facts are known and potential withesses are available.
If a Complainant informs a teacher, principal, Superintendent, or other district official, either orally
or in writing, about any complaint of harassment or retaliation, that employee must report such
information to the Compliance Officer/designee within two (2) business days.

Throughout the course of the process, the Compliance Officer should keep the
parties reasonably informed of the status of the investigation and the decision-making process.

All formal complaints must include the following information to the extent known: the identity of
the Respondent; a detailed description of the facts upon which the complaint is based (i.e., when,
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where, and what occurred); a list of potential witnesses; and the resolution sought by the
Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information
set forth above, the Compliance Officer shall ask for such details in an oral interview. Thereafter,
the Compliance Officer will prepare a written summary of the oral interview, and the Complainant
will be asked to verify the accuracy of the reported charge by signing the document.

Upon receiving a formal complaint, the Compliance Officer will consider whether any action should
be taken in the investigatory phase to protect the Complainant from further harassment or
retaliation, including, but not limited to, a change of work assignment or schedule for the
Complainant and/or the Respondent. In making such a determination, the Compliance Officer
should consult the Complainant to assess whether the individual agrees with the proposed action.
If the Complainant is unwilling to consent to the proposed change, the Compliance Officer may still
take whatever actions deemed appropriate in consultation with the Superintendent.

Within two (2) business days of receiving the complaint, the Compliance Officer or designee will
initiate a formal investigation to determine whether the Complainant has been subjected to
offensive conduct/harassment/retaliation. The principal will not conduct an investigation unless
directed to do so by the Compliance Officer.

Simultaneously, the Compliance Officer will inform the Respondent that a formal complaint has
been received. The Respondent will be informed about the nature of the allegations and provided
with a copy of any relevant policies and/or administrative guidelines, including the Board's Anti-
Harassment Policy. The Respondent must also be informed of the opportunity to submit a written
response to the formal complaint within five (5) days.

Although certain cases may require additional time, the Compliance Officer or designee will attempt
to complete an investigation into the allegations of harassment/retaliation within fifteen (15) days
of receiving the formal complaint. The investigation will include:
Interviews with the Complainant.
A. Interviews with the Respondent.
B. Interviews with any other witnesses who may reasonably be expected to have any
information relevant to the allegations.
C. Consideration of any documentation or other information presented by the Complainant,
Respondent, or any other witness that is reasonably believed to be relevant to the
allegations.

At the conclusion of the investigation, the Compliance Officer or designee shall prepare and deliver
a written report to the Superintendent that summarizes the evidence gathered during the
investigation and provide recommendations based on the evidence and the definition of unlawful
harassment as provided in Board policy and state and federal law as to whether the Respondent
engaged in unlawful harassment/retaliation of the Complainant. The Compliance Officer's
recommendations must be based upon the totality of the circumstances. In determining if
discriminatory harassment or retaliation occurred, a preponderance of evidence standard will be
used. The Compliance Officer may consult with the Board's legal counsel before finalizing the
report to the Superintendent.
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Absent extenuating circumstances, within five (5) business days of receiving the report of the
Compliance Officer or designee, the Superintendent must either issue a written decision regarding
whether the complaint of harassment has been substantiated or request further investigation. A
copy of the Superintendent's final decision will be delivered to both the Complainant and the Respondent.

If the Superintendent requests additional investigation, the Superintendent must specify the
additional information that is to be gathered, and such additional investigation must be completed
within five (5) business days. At the conclusion of the additional investigation, the Superintendent
must issue a final written decision as described above.

The decision of the Superintendent shall be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful
harassment/retaliation regardless of whether the member of the district community or Third Party
alleging the unlawful harassment/retaliation pursues the complaint. The Board also reserves the
right to have the formal complaint investigation conducted by an external person in accordance
with this policy or in such other manner as deemed appropriate by the Board or its designee.

The parties may be represented, at their own cost, at any of the above-described meetings or
hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired
by the person’s pursuit of other remedies such as the filing of a complaint with the Office for Civil
Rights, the filing of charges with local law enforcement, or the filing of a civil action in court. Use of
this internal complaint process is not a prerequisite to the pursuit of other remedies.

Privacy/Confidentiality

The district will employ all reasonable efforts to protect the rights of the Complainant, the
Respondent, and the witnesses as much as possible, consistent with the Board's legal obligations
to investigate, to take appropriate action, and to conform with any discovery or disclosure
obligations. All records generated under the terms of this policy and related administrative
guidelines shall be maintained as confidential to the extent permitted by law. Confidentiality,
however, cannot be guaranteed. Additionally, the Respondent must be provided with the
Complainant's identity.

During a formal investigation, the Compliance Officer or designee will instruct all members of the
district community and Third Parties who are interviewed about the importance of maintaining
confidentiality. Any individual who is interviewed as part of a harassment investigation is expected
not to disclose any information that is learned or provided during the investigation.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful harassment by taking
appropriate action reasonably calculated to stop the harassment and prevent further such
harassment. While observing the principles of due process, a violation of this policy may result in
disciplinary action up to and including the discharge of an employee or the suspension/expulsion
of a student. All disciplinary action will be taken in accordance with applicable State law and the
terms of the relevant collective bargaining agreement(s). When imposing discipline, the
Superintendent shall consider the totality of the circumstances involved in the matter, including the
ages and maturity levels of those involved. In those cases where unlawful harassment is not
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substantiated, the Board may consider whether the alleged conduct nevertheless warrants
discipline in accordance with other Board policies, consistent with the terms of the relevant
collective bargaining agreement(s).

Where the Board becomes aware that a prior remedial action has been taken against a member
of the district community, all subsequent sanctions imposed by the Board and/or Superintendent
shall be reasonably calculated to end such conduct, prevent its recurrence, and remedy its effects.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful
harassment/retaliation or participates as a witness in an investigation is prohibited. Neither the
Board nor any other person may intimidate, threaten, coerce or interfere with any individual
because the person opposed any act or practice made unlawful by any federal or state civil rights
law, or because that individual made a report, formal complaint, testified, assisted or participated
or refused to participate in any manner in an investigation, proceeding, or hearing under those laws
and/or this policy, or because that individual exercised, enjoyed, aided or encouraged any other
person in the exercise or enjoyment of any right granted or protected by those laws and/or this

policy.

Retaliation against a person for making a report of discrimination, filing a formal complaint, or
participating in an investigation or meeting is a serious violation of this policy that can result in
imposition of disciplinary sanctions/consequences and/or other appropriate remedies.

Formal complaints alleging retaliation may be filed according to the internal complaint process set
forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does
not constitute retaliation prohibited under this policy.

Allegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct

State law requires any staff member who knows or suspects that a child with a disability under the
age of twenty-one (21) or that a child under the age of eighteen (18) has suffered or faces a threat
of suffering a physical or mental wound, disability or condition of a nature that reasonably indicates
abuse or neglect of a child to immediately report that knowledge or suspicion to the Genesee
County Children's Services Agency. If, during a harassment investigation, the Compliance Officer
or a designee has reason to believe or suspect that the alleged conduct reasonably indicates abuse
or neglect of the Complainant, a report of such knowledge must be made in accordance with state
law and Board Policy.

Any reports made to the Genesee County Children's Services Agency or to local law enforcement
shall not terminate the Compliance Officer or a designee's obligation and responsibility to continue
to investigate a complaint of harassment. While the Compliance Officer or designee may work
cooperatively with outside agencies to conduct concurrent investigations, in no event shall the
harassment investigation be inhibited by the involvement of outside agencies without good cause
after consultation with the Superintendent.

Education and Training

In support of this Anti-Harassment Policy, the Board promotes preventative educational measures
to create greater awareness of unlawful discriminatory practices. The Superintendent or designee
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shall provide appropriate information to all members of the district community related to the
implementation of this policy and shall provide training for district students and staff where
appropriate. All training, as well as all information provided regarding the Board's policy and
harassment in general, will be age and content appropriate.

Money/Deposits

Money from any source or reason must not be kept in classrooms or taken home. All money should
be given to the bookkeeper/designee at the building daily. Money that is collected at
evening/weekend events that cannot be turned in to the bookkeeper/designee should be locked up
in a secured area. If possible, a pre-numbered receipt should be issued when money is received.

When this process seems unreasonable, staff should address concerns with their building principal
or supervisor to verify the appropriate protocol to follow.

Student Fundraising Policy & Forms
Staff must review Board of Education Policy 5830 (Student Fundraising) and use the required
forms, available on the district website, for all fundraising projects.

Steps to follow when filling out fundraising forms:

1. The Student Fundraising Activity form is to be completed and submitted to the principal for
approval prior to the fundraising activity, with a copy to the Superintendent. If the activity is
off site, the Superintendent's permission is required.

2. The Report of Fundraising form is to be completed by the staff member in charge of the
activity and submitted to the principal with a copy to the Superintendent.

3. The Student Fundraising Project/Student Participation form can be used to track individual
student sales and to fill out the Report of Fundraising form (2 above) by the staff member in
charge, depending on the type of fundraising event. This form is optional.

Purchase Orders

All purchases and financial commitments made on behalf of the district must be authorized in
advance through an approved purchase order. Staff may not obligate district funds or make
purchases without prior approval. Purchases made without an approved purchase order may not
be reimbursed.

Staff wishing to order items on behalf of the district must follow the procedures outlined below:

1. Obtain verbal approval from your supervisor prior to initiating the ordering process.

2. Complete a purchase order request, ensuring that all required ordering information is
provided. If an item is to be ordered on approval, clearly indicate “ON APPROVAL” on the
purchase order request.

3. Obtain your supervisor’s signature on the completed purchase order request.

4. Submit the signed purchase order request to the Bookkeeper or Business Office so
that a purchase order may be issued. Please allow a minimum of five (5) working days for
a check to be processed or an order to be placed.

Staff members who do not follow this procedure will be personally responsible for the
purchase.
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District Purchasing Cards
The Board of Education recognizes the value of an efficient method of payment and recordkeeping
for certain expenses.

The Board, therefore, authorizes the use of district credit cards. The authorization, handling and
use of credit cards have been established to provide convenient and efficient means to purchase
goods and services from vendors. Credit cards, however, shall not be used to circumvent the
general purchasing procedures established by state law and Board policy. The Board affirms that
credit cards shall only be used in connection with Board-approved or school-related activities and
that only those types of expenses that are for the benefit of the district and serve a valid and proper
public purpose shall be paid for by credit card. However, under no circumstances shall credit cards
be used for personal purchases or the purchase of alcoholic beverages regardless of whether the
purchase of such beverages is made in connection with a meal.

Inappropriate or illegal use of the credit card and/or failure to strictly comply with the limitations and
requirements may result in a loss of credit card privileges, disciplinary action, up to and including
termination, personal responsibility for any and all inappropriate charges, including finance charges
and interest assessed in connection with the purchase, and/or possible referral to law enforcement
authorities for prosecution.

Grading Responsibility

Teachers are required to maintain accurate and timely grades in Synergy. Grades must be updated
on a regular basis to reflect current student progress, provide meaningful feedback to students and
families, and support instructional and administrative decision-making. All major assignments,
assessments, and relevant academic indicators should be entered promptly in accordance with
school and district timelines. Consistent and up-to-date use of Synergy is an essential professional
responsibility and ensures transparency, accountability, and compliance with reporting
requirements.

Use of District Equipment

Employees are responsible for district equipment that they use or are accountable for and may be
required to make restitution for any lost, stolen or damaged equipment because of negligence on
their part. Employees should never use district equipment for personal gain. District furniture and
instructional materials are the property of the district and should remain in the respective building
for which they were purchased. Materials, furniture, equipment, etc. should never be taken off-site
unless permission is granted by the supervisor or building principal (obvious exceptions are
materials used for lesson planning during the school year).

Employees are expected to be knowledgeable and adhere to laws and regulations regarding the
use of such equipment. Examples of said laws and regulations include but are not limited to the
use of district copiers, computers, and other media equipment.

United States Copyright Law (Title 17, U.S. Code) governs the making of photocopies or other
reproductions of copyrighted materials. Unauthorized reproductions beyond the scope of fair use
and other copyright exemptions may be a violation of the law. Single copies may be made for use
in research, instruction, or preparation for teaching. Copying the whole of a work cannot be
considered fair use. The person using this equipment is liable for any infringement. In addition, any
person who, with fraudulent intent, removes or alters any notice of copyright appearing on a copy
of a copyrighted work, shall be fined not more than $2,500 [Section 506 (d)].
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Prior to using district computers, all employees must sign the “Acceptable Use Agreement,”
acknowledging receipt and understanding of the Carman-Ainsworth Community Schools
Acceptable Use Policy.

Field Trips
Field trips are wonderful opportunities to enhance the curriculum and provide students with real-

world learning experiences. However, it is always important to consider the impact that traveling
outside of the district can have on the district as a whole. To ensure that field trips run smoothly
and do not impact the regular school program or the transport of students home from school, staff
should understand that the primary function of the driver is to provide safe and efficient operation
of the bus to and from assigned destinations. Field trips requiring school bus transportation shall
not interfere with the regularly scheduled transportation of students to and from school. While the
bus driver may assist in emergencies, they are not to be considered as supervisors for field trips
or activity trips. Those requesting and approving the field trip or activity trip are responsible for
providing such approved adult supervision.

The school bus driver has the right (and is expected) to alter the route and/or return prior to or later
than the scheduled times because of inclement weather, equipment failure, or for emergency
reasons relating to transportation. Also, it may be necessary to plan food stops in advance. The
understanding, flexibility, and assistance of instructional staff when such decisions are made is
expected and appreciated.

Conference Guidelines

1. All conferences must be approved in advance by completing a Conference Request Form
and obtaining authorization from the employee’s supervisor and the Instruction Office at least
10 days prior to the conference.

2. Employees are responsible for making their own arrangements for conferences except for
group and grant-funded conferences.

3. Conference reimbursement is dependent upon building budget allocations. The percentage
of reimbursement and the time of disbursement are determined at the building level.
Conference expenditures are not guaranteed reimbursement at 100%, and some buildings
may not submit expenditures for reimbursement until the end of the school year.

4. Appropriate conference expenditures for which the district may reimburse include: registration
fees, transportation, lodging, meals (see limits below), parking fees, mileage (IRS approved
rate).

5. Inappropriate conference expenditures for which the district will not reimburse include:
alcoholic beverages, movies, laundry, medication, snacks (items purchased between meals).

6. Only expenditures for meals purchased within the time frame of the conference may be
reimbursed. Expenses incurred before the conference begins and after the conference ends
will not be reimbursed.

7. If amealis provided as part of the conference and the employee chooses to purchase that
meal elsewhere, they will not be reimbursed for that meal.

8. The district may reimburse meals up to the following limits, including tips:

Breakfast $10.00 Lunch $15.00 Dinner $20.00
Meal values cannot be combined.

9. Conference reimbursements will be made to the employee once a Report of Business
Expenses form has been completed with detailed original receipts attached, itemizing the
expenses of the conference. The Report of Business Expenses form must have an

24



appropriate account number(s) listed for reimbursement. The form must be signed by the
employee and the employee’s supervisor and forwarded to the Instruction Office for approval.
Report of Business Expenses forms must be submitted within 10 days after the conference.
Expenditures for which no receipts are attached will not be reimbursed.

10. Employees who do not follow these guidelines are responsible for all expenditures incurred.

Use of Video in the Classroom

Video clips or entire movies should only be shown in the classroom in compliance with copyright
laws. As a general practice, video clips and movies are only appropriate when they are directly tied
to, and enhance, the district approved curriculum. In the rare cases in which video clips or entire
movies are to be shown for other purposes, teachers must obtain prior approval from their building
principal. Whether curricular or non-curricular in nature, parents should always be notified when a
movie is shown in the classroom. Such notification should describe the reason for selecting the
movie, the official rating (i.e. G, PG-13), and any potentially controversial/sensitive issues in the
movie. Finally, the communication should explicitly provide parents with an “opt-out” and an
alternative assignment for their child if they object to the content of the movie. Each of these
guidelines are covered in the Request to Use Video Recording Prior Approval Form.

Cell Phones
Cell phones are not to be used by staff during school hours in the presence of students. Please
always use discretion.

Use of Personal Audio Devices
To maintain a safe, attentive, professional, and educational environment, the use of earbuds,
headphones, or other personal audio devices by staff is prohibited during work hours.
e General Expectation
Staff members are expected to remain fully engaged and attentive to students, families,
other staff, and their surroundings at all times. The use of earbuds or similar devices is not
permitted while supervising students, delivering instruction, moving throughout the building,
during working hours, or while performing assigned duties. Personal audio devices can
interfere with communication and work duties. Maintaining clear communication and
awareness is essential to ensuring student safety and effective school operations.
e Prohibited Use
Earbuds and personal audio devices may not be used:
o During instructional time or while supervising students in any capacity.
In hallways, cafeterias, playgrounds, or other shared student spaces.
During meetings, professional development sessions, or parent interactions.
During working hours, including while performing job duties.
In any situation where their use may compromise safety, responsiveness, or
professional communication.
e Limited Exceptions
Use of earbuds may be permitted only under the following conditions:
o Staff may use personal audio devices during scheduled breaks and meal periods,
provided they are in designated break areas and not actively working.
For approved instructional or professional purposes, with prior supervisor approval.
Limited exceptions may be granted only with prior supervisor's approval for specific
purposes (e.g., virtual meetings, approved training activities). Any approved use must
be temporary and directly related to job duties.

o O O O
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o Safety and Professional Responsibility
This policy is to ensure staff always remain fully engaged and aware of their surroundings,
including the ability to hear:
o Safety warnings, alarms, announcements, and students.
o Verbal instructions and communications from supervisors and other staff.
e Enforcement
Supervisors are responsible for enforcing this policy. Staff who do not comply will be subject
to disciplinary action.

Professional Dress Guidelines

All employees in the district are expected to dress professionally and appropriately, in accordance
with the duties and responsibilities of their specific roles. Employee attire should not disrupt the
classroom, learning environment, or office operations. All staff members are expected to present a
professional image and serve as positive role models for students in both dress and grooming.
Dress and appearance should reflect the standards of an effective and respectful learning
environment.

While defining professional attire can be somewhat subjective, the district has established
guidelines to help ensure all employees maintain a professional appearance and avoid wearing
clothing that may be deemed inappropriate. Although the majority of staff members already meet
these expectations, the following guidance is being provided to ensure clarity and consistency for
everyone.

Appropriate/Acceptable Attire
¢ Dress and casual shirts/tops.
¢ Dress and casual slacks/pants.
¢ Dress and casual shoes.
e Dresses/skirts (knee length).
e School logo apparel.

Inappropriate/Unacceptable Attire
Employees should model professional dress in a work environment.
¢ No jeans of any color (see note in exceptions list).
¢ Any clothing with holes or tears above the knee that expose skin or undergarments.
¢ Excessively loose or baggy pants.
e Backless, see-through, tight-fitting low-cut blouses, shirts that expose the midriff area, shirts
that are strapless or have spaghetti straps.
e Shirts, blouses, and tops that are not long enough to be tucked in and expose the midriff area.
e Tank tops, muscle shirts, sleeveless shirts, and athletic/fitness apparel including shirts, shorts,
and pants.
e Tight, sheer, exposing, provocative, revealing clothing, and yoga pants.
¢ Leggings should only be worn with a long shirt/top/jacket/sweater that hits below the butt.
¢ Clothing that is not neat and in clean condition.

Exceptions to the Dress Guidelines
e Due to the nature of some jobs, and during times of celebration or recognition, exceptions
may be made to the employee dress guidelines.
e Physical education teachers may dress appropriately for the day’s planned activities.
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Jeans
Jeans are not permitted in the district unless the following exceptions are met:
¢ Jeans are allowed for bus drivers, paraprofessionals, custodial staff, food service workers,
and maintenance personnel.
¢ Buildings may develop a “special dress day” that permits the wearing of jeans for special and
appropriate occasions at the discretion of the building administrator or supervisor.

Safety Relating to Employee Dress and Appearance

All school employees are required to wear a district-issued photo ID badge while on duty. Each
badge will display the employee’s photo, name, and the current year. ID badges must be worn at
all times and remain clearly visible.

For any questions regarding appropriate attire or appearance, please contact your building
administrator or supervisor.

E-mail

Much of our communication comes via e-mail, staff are expected to view email daily. Please
remember that e-mails are not for private or confidential matters. E-mails sent or received by the
Board, the district or the district's employees, are considered a public record subject to public
disclosure or inspection under the Freedom of Information Act.

Absence Reporting Procedures

Educators

The professional expectation is that if you are unable to attend work due to illness or another
unforeseen circumstance, you must login to the Red Rover Absence Management System to report
your absence at least two (2) hours prior to the established report time.

All Other Staff

If you are unable to work due to illness or unforeseen circumstances, you must notify the Absence
Reporting Line 810-591-3213 or enter your absence in EmployeeWeb at least one (1) hour prior
to your established report time. (This timeframe is a minimum expectation; certain positions in the
district may require even earlier notification which should be specified by the supervisor).

The district understands that unforeseen illness, emergencies, etc. can and will occur, but that such
instances should be exceptions to, and not the norm. Regardless of the reason for absence,
employees must report each day absent.

Chronic Absenteeism

Chronic absenteeism and tardiness are concerns recognized by the district. Excessive absences
or repeated tardiness disrupt continuity for students and staff and create challenges in maintaining
adequate daily staffing levels. Instances of chronic absenteeism or tardiness will be addressed on
an individual basis.

Hourly Employees — Electronic Timesheets and Request for Time Off
The district utilizes electronic systems for timesheets and for requesting personal, sick, and
vacation leaves.
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Electronic Timesheets
The electronic timesheet functions as a punch-in and punch-out system. Hourly employees will
receive an employee ID; the PIN will be the last four digits of their Social Security number, which
may be reset to another four-digit number. If at any time you are unable to recall your PIN, the
Human Resources department can assist you by initiating a reset request; this will require you to
reset your PIN prior to punching in.
e Employees should not punch in more than five minutes before their scheduled start or end
time without a supervisor's approval.
e Employees are also required to punch in and out during lunch.
e In the event an employee forgets to punch in or out, they should contact their supervisor so
that their timesheet can be adjusted in the system.
e If employees work more than their scheduled hours for the week, they will need to complete
an Additional Hours/Overtime Form.
e Employees must electronically submit their timesheet for supervisor approval at the end of
each week.
e Employees with multiple positions must ensure to punch in and out for each specific role.

Request for Time Off

Requests for time off will now be made directly through EmployeeWeb, eliminating the need for
paper forms. Once logged into EmployeeWeb, find the section labeled “Time Off Requests” to
submit your requests, which will be forwarded to the supervisor for approval. After approval it will
automatically go onto the timesheet and into the attendance system.

Professional Communication

Professional communication is imperative to the effective operation of any organization. As such,
school employees are often confronted with the need to communicate with various stakeholders in
the educational process such as colleagues, supervisors/administrators, students, parents,
community members, etc. In today’s technology-driven era, employees usually have access to,
and are responsible for communicating via telephone and email, in addition to traditional verbal
and written communications. As such, all employees are expected to check their mailbox/message
center, phone messages, and email messages daily. Professional courtesy suggests that
responses to such messages be timely and cordial. Priority should be given to return
communication involving parents and supervisors.

The advancement of technology has provided many new ways for individuals to communicate with
one another. These electronic communications include social networking sites, instant messaging,
text messaging, e-mailing and photo-sharing, among others. Additional methods of electronic
communication can be anticipated as the technology continues to evolve.

However, use of such technology must be approached with caution by district employees. Given
the nature of communications, there is a significant potential both for inappropriate use and for
alleged inappropriate use. To protect staff and students, the following restrictions are established:
e Electronic communications with students should be appropriate in tone, content, and
quantity. Stalking, harassment, or other unwelcome behaviors are prohibited, including any
type of sexually suggestive comments, photos, or graphics.
e Electronic communications with other employees should be appropriate in tone, content,
and quantity. Stalking, harassment, or other unwelcome behaviors are prohibited.
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The district may require the employee to produce records for review when there is reason to believe
that this policy has been violated. Records within the district's control may be reviewed periodically
to assure that this policy is being complied with. These may include Internet logs, cell phone
records, or other similar documentation.

Posting on Social Media & e-Courier
The district is always interested in sharing positive events and stories regarding the work of our
students and employees. To maintain a structure and process for the dissemination of such “news”
on social networks (Facebook, Twitter, e-Courier and blog) the following guidelines are shared:
e Email Information — Send your events, pictures, announcements etc. to
cpeter@carmanainsworth.org.
e Message the CA Facebook Page - You can also privately message the CA Facebook page
with information that you want posted. You can attach images to the messages if there are
flyers or pictures that you want to use in the update

PLC Responsibilities

The district is committed to building the overall capacity of the organization through Professional
Learning Communities (PLCs). As part of PLCs and general School Improvement efforts staff
members may be expected to work collaboratively, share best practices, develop and administer
common assessments/measures of performance specific to their role with the district. It is the
expectation that performing such duties be done in a professional and collegial manner while also
meeting the stated timelines for the completion of tasks as assigned by the building principal or
direct supervisor.
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SCHOOL SAFETY

As an employee of the Carman-Ainsworth Community Schools you must be aware of numerous
safety protocols regarding students and staff. Being proactive and aware can reduce or even
eliminate the need to implement any accident or crisis procedures, yet knowledge of such
procedures is essential for all employees.

Fire, Tornado, and Other Crisis Procedures

All employees are responsible for obtaining and having a working knowledge of all crisis
procedures (Crisis Plan, Fire, Tornado, Lock-Down, Evacuation, etc.) for any position and/or
building that they work in. Although very different based on the nature of their position/role, each
employee has a responsibility to the well-being of students, staff, and property. Employees should
gain access to crisis and other safety procedures from their direct supervisor or building
administrator.

Building Security

Keys are issued through the school office and are to be used only for the areas to which they are
assigned. All issued keys must be accounted for at all times. Building security is always of the
utmost importance. Employees are responsible for ensuring that all windows, doors, and
equipment are secured whenever they leave their assigned area, including during the school day,
after school hours, weekends, and vacations.

Propping open exterior or secured doors is strictly prohibited. All exterior and secured doors
must remain closed and locked during the school day to maintain building security. Doors may not
be propped open for convenience, deliveries, or student or staff access.

Carman-Ainsworth buildings are protected by a security alarm system. Entry into a building during
evenings, weekends, or vacation periods will activate a silent alarm and result in law enforcement
being dispatched to the building.

Seclusion and Restraint

In emergency situations, staff may need to use seclusion or restraint to protect the safety of
students and others. Staff will first utilize approved de-escalation strategies, including Ukeru
techniques, prior to seclusion and restraint. Seclusion and restraint should only be used if these
strategies are unsuccessful, and the student continues to present an imminent risk of harm to
themselves or others. The use of seclusion and restraint is always considered a last resort.

All such interventions shall be carried out in accordance with guidelines established by the
Superintendent, which shall align with the standards adopted by the State Board of Education
governing the use of student seclusion and restraint.

Training will be provided to staff as determined appropriate by the Superintendent. All training will
be conducted in compliance with State Board of Education standards.

School Closing
When it becomes necessary to cancel school, the Central Administration Office will contact the
local TV stations to have appropriate announcements made over the air.
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Staff Identification Badges

Maintaining a safe school environment requires the clear identification of authorized staff members
and the prompt recognition of unauthorized individuals within school buildings. All school
employees are required to wear a district-issued photo identification badge while on duty. The
badge shall display the employee’s photograph, name, and the current year, and must be worn at
all times in a clearly visible manner.

Staff Injury/Accident Information

Should a staff member experience an injury/accident on the job, and it is not an emergency, please
contact the building main office and complete the required Employee Accident Investigation Report.
The Human Resources Office must be contacted and provided with a copy of the report. Human
Resources will send the proper paperwork to the district’'s occupational provider so treatment can
be provided. Remember that, by law, treatment must begin with the district’'s worker compensation
health care provider. Seeking medical services from your own physician or provider may cause
you to be responsible for payment.

In case of an emergency, the employee should be sent to the emergency room.

Workers Compensation

e Allemployees of the Board are subject to the provisions of the state of Michigan’s Workers’
Compensation Act. The Workers’ Compensation Act is “an act to promote the welfare of
the people of this state, relating to the liability employers have for injuries or death
sustained by their employees providing compensation for the disability or death resulting
from occupational injuries or diseases or accidental injury to or death of employees and
method for the payment and apportionment of the same.”

e According to this Act, no compensation shall be paid until after the seventh calendar day
of injury. Compensation will be paid for the duration of the absence under the terms of the
Workers’ Compensation Act. If the injury causes absence of over two weeks, the first
seven days will also be paid for.

e An employee with unused sick days may elect to receive only Workers’” Compensation
benefits; in that case, their accrued sick leave will not be reduced.

e Payment for accrued sick days used in combination with Workers’ Compensation shall not
exceed the regularly scheduled daily wage. Charges against accrued sick days will be
made in the same ration as sick day pay is to regular daily wage.

¢ An employee who has unused sick days may choose to use them and receive their regular
daily wage. On or after the eighth calendar day of the injury, the portion of the daily wage
covered by compensation funds shall not be charged against accrued sick days. If the
employee is out of work over two weeks, the first week is also pro-rated. After all sick days
have been used the employee shall receive only Workers’ Compensation.

e Each employee is responsible for completing all Workers’ Compensation accident reports
immediately after any occupational injury and signing a certificate outlining details of the

injury.

NOTICE TO ALL EMPLOYEES

It is your responsibility to report all injuries to the Main Office promptly. Employees that are
injured on the job must complete an accident report and report to the district-assigned
occupational provider. Failure to follow these procedures may result in the inability to file
for Workers’ Compensation.

31



Bloodborne Pathogens
As a condition of employment, all employees of the district must participate in Bloodborne Pathogen

Training on an annual basis. Employees are thus responsible for following appropriate protocol
regarding the treating and handling of Bloodborne Pathogens as directed in the district-provided

training.
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CONDUSIVE WORKING ENVIRONMENT

Harassment

It is the policy of Carman-Ainsworth Community Schools (POs 1422, 3122, 4122 and 5517) to
maintain a learning and working environment that is free from harassment. No Board member, staff
member or student of this district shall be subjected to any form of harassment or intimidation.

It shall be a violation of this policy for any Board member, employee, volunteer, 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
harassment within their building or office.

Any Board member, employee, volunteer, or student who believes that their rights have been
violated under the state and federal laws, and this policy, may report such violation immediately to
their direct supervisor. If the complaint involves the direct supervisor, it shall be directed to a Civil
Rights Coordinator:

Mr. Russell Parks Mr. Robert Hetherton

Assistant Superintendent of Business Executive Director of Student Support
& Operations Services

810-591-3206 810-591-8234

G-3475 W. Court Street G-3475 W. Court Street

Flint, Ml 48532 Flint, Ml 48532

Dr. Adrienne Nathan
Assistant Superintendent of
Curriculum & Instruction

810-591-3206
G-3475 W. Court Street
Flint, MI 48532

Nondiscrimination

In compliance with Title VI of the Civil Rights Act of 1964, Title I1X of the Education Amendments of
1972, Section 504 of the Rehabilitation Act of 1973, the Age Discrimination act of 1975, and the
Americans with Disability Act of 1990, it is the policy of the Carman-Ainsworth Community Schools
that no person shall be subjected to discrimination during any program or activity or in employment,
on the basis of race, color, religion, national origin or ancestry, sex, age, height, weight, marital
status, or disability which does not impair an individual ability to perform adequately in that
individual’s particular program or activity, or employment.

Any person who believes that they have been discriminated against in violation of state and federal
law, and this policy, may report such violation immediately to:
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Mr. Russell Parks Mr. Robert Hetherton
Assistant Superintendent of Business Executive Director of Student Support

& Operations Services

810-591-3206 810-591-8234

G-3475 W. Court Street G-3475 W. Court Street
Flint, Ml 48532 Flint, MI 48532

Dr. Adrienne Nathan
Assistant Superintendent of
Curriculum & Instruction
810-591-3206

G-3475 W. Court Street
Flint, Ml 48532

To facilitate filing a claim of discrimination and to document steps in the Nondiscrimination and
Sexual Harassment Complaint Procedures, the complainant will first be asked to submit their claim
in writing.

Public Notice: Asbestos Plan Available for Review
This notice is hereby given pursuant to Section 763.93 (E) (10) and (G) (3) of the Asbestos Hazard
Emergency Response Act. (AHERA) (40 CFR Part 763) of 1986.

All citizens, parents, students, and employees are hereby notified that Carman-Ainsworth
Community Schools fully complies with above named statute, and related rules and regulations,
with respect to any asbestos-containing materials in any of the school buildings in the school
district.

Furthermore, please be advised that the school district management plan pursuant to said statute
is completed and has received final approval by the Michigan Department of Health. This plan is
available to the parties named in the above paragraph for review at the school office by
appointment only. Interested people who have questions in this regard may schedule an
appointment by contacting the Supervisor of Building and Grounds (810-591-8291). The report
may not be removed from the office. The school district may charge a reasonable cost to make
copies of the management plan.

Drug, Alcohol and Tobacco-Free Work Environment

In accordance with federal law, the Board of Education prohibits the use, possession, concealment,
or distribution of drugs by employees on school grounds, in school or school-approved vehicles, or
at any school-related event. Drugs include any alcoholic beverage, anabolic steroid, dangerous
controlled substance as defined by state statute, or substance that could be considered a "look-a-
like" controlled substance. Compliance with this policy is mandatory for all staff members. Any part-
time or full-time employee who violates this policy will be subject to disciplinary action, in
accordance with due process, up to and including termination. When appropriate or required by
law, the district will also notify law enforcement officials.

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 non-user. To protect students and employees
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who choose not to use tobacco from an environment that is noxious to them and potentially
damaging to their health, the Board prohibits the use of tobacco on district premises, in district
vehicles, and in all school buildings owned and/or operated by the district.

The Board prohibits the use or visible possession of tobacco products by staff members in district
buildings, on district property (owned or leased), on district buses, and at any district-related event.

The use, possession, or promotion of vaping devices, electronic cigarettes, or any related products
is strictly prohibited on district property, in district vehicles, and in all school buildings owned and/or
operated by the district. This policy applies to all staff at all times, regardless of the substance
contained in the device.

For purposes of this policy:

e “Tobacco products” are items made or derived from tobacco that are intended for human
consumption, including smoking, inhaling, or chewing. Major categories include cigarettes,
cigars, smokeless tobacco (snuff, dip, snus), pipe tobacco, hookah (waterpipe), roll-your-
own tobacco, and electronic nicotine delivery systems (vapes/e-cigarettes).

e "Use of a tobacco product" means any of the following:

o Carrying a lighted cigar, cigarette, pipe, or other lighted smoking device.

o Smoking, chewing, sucking, inhaling, or ingesting a tobacco product.

o Placing a tobacco product within a person's mouth.

o Using electronic cigarettes and vapor products that simulate smoking, or other
substitute forms of cigarettes, clove cigarettes or other lighted smoking devices for
burning tobacco or any other substance.

Children and Pets in the Workplace

Children and pets in the workplace can be a distraction to the work environment as well as posing
safety concerns for both the child, pet and others in the school setting. For these reasons children
and pets should not be brought to the workplace. It is also reasonable for children to briefly visit an
employee during the workday on occasion. However, it is unacceptable for a pet to be in a school
building at any time or on school property during the workday. Pets used for instructional and/or
therapeutic roles may be approved by the building administrator based on the certification of
instructional/therapeutic benefit. However, the safety and well-being of staff and students will
supersede any such instruction/therapy.
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PERSONNEL AND EMPLOYMENT

The Board of Education of Carman-Ainsworth Community Schools prohibits workplace
discrimination based on race, color, religion, sex (including pregnancy, sexual orientation, and
gender identity), national origin, age, disability, or genetic information in its programs and activities,
including employment opportunities.

Orientation

All new employees are required to attend a New Hire Orientation, during which they will receive
access to an online portal to complete their new hire packet. Employees must complete an
application, tax forms, employment verification |-9, benefits, criminal history, unprofessional
conduct release, acceptable use agreement, TB test, Hepatitis B, emergency record, and
Bloodborne Pathogen Training. In addition to the required onboarding paperwork, the district may
request additional forms, certifications, or documentation from new hires as necessary.

EmployeeWeb

EmployeeWeb is an internet module that has a seamless interface with our Human Resources
System (HRS). This provides employees with access to their basic information,
certificates/degrees, accruals/attendance, benefits, deductions, tax information and payroll history.
EmployeeWeb uses 128-bit encryption for security, which is the same security level used by banks
and financial institutions. EmployeeWeb is located on the district website under the Employees
menu. Browse to http://www.carman.k12.mi.us, click on Employees, click on the link.

This will bring up the login page, where you will enter your work email and password. This should
take you to the Welcome Screen where you will see the different areas of your employee record.
Click on the “Log Out” button when you are ready to exit the program.

Personnel Files

You have a right to examine your personnel file or to obtain a copy of your file upon a written
request to the Office of Human Resources. If you wish to examine your file, you may do so during
normal office hours by calling and pre-arranging a time. All procedures, including payment for
copies, are in accordance with the Bullard-Plawecki Right to Know Act.

Taxes

Questions regarding income tax withholding or W-2s should be directed to the Payroll Department
in the Business Office. If you want to make a change in your tax withholding, the forms are located
on the district website under the Employees menu, then Forms & Links-Employee, then Payroll,
then click on the link to the appropriate tax form.

Retirement

As an employee of the district, you are a member of the Michigan Public School Employees
Retirement System (MPSERS). If you need more information about any retirement plan feature or
program, please contact the Office of Retirement Services (ORS) 1-800-381-5111 or 517-322-
5103. Information is also available on the ORS website at https://www.michigan.gov/orsschools.

403(b) Retirement Plan

As an employee of Carman-Ainsworth Community Schools, you are permitted to participate in a
403(b)-tax deferred retirement program if you contribute at least $200 annually. In this plan, you
can make pre-tax contributions for retirement savings. To obtain more information, including
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information about how to participate, and about the savings products made available under the
plan, contact the Business Office.

Neither your employer nor the investment providers offering savings products under the plan can
provide you with tax or legal advice.

Benefits — Medical/Dental/Vision/Life Insurance
Employees who qualify for benefits and have questions regarding their benefits can contact the
Benefits Department in the Business Office 591-3207 or MESSA at 1-888-888-4167.

Flexible Spending Accounts (FSA)
Carman-Ainsworth Community Schools offers flexible spending accounts to employees who work
regularly at least 25 hours per week. There are two plans:

1. Health (health, dental and vision) care expenses.

2. Dependent care expenses.

FSAs are designed to allow employees to set aside a portion of their salaries in a pretax
reimbursement account to pay for health care expenses that are not paid by a health, dental, or
vision plan and dependent care expenses. To obtain more information, including information about
how to participate, contact the Business Office.

Family Medical Leave Act (FMLA) Of 1993

FMLA requires covered employers to provide up to a total of 12 weeks of job-protected leave to
“eligible” employees for certain family and medical reasons. Employees are eligible if they have
worked for a covered employer for at least one year, and for 1,250 hours over the previous 12
months. Application for such a leave should be submitted to the Human Resources Office by the
employee and must be done in a timely fashion. FMLA leaves shall run concurrently with any other
leave paid or unpaid granted by the district. The following link provides additional information
regarding FMLA, http://www.dol.gov/agencies/whd/fmla.

Nondiscrimination Based on Genetic Information of the Employee

The Board of Education prohibits discrimination based on genetic information in all aspects of
employment, including hiring, firing, compensation, job assignments, promotions, layoffs, training,
fringe benefits, or any other terms, conditions, or privileges of employment. The Board also does
not limit, segregate, or classify employees in any way that would deprive or tend to deprive them
of employment opportunities or otherwise adversely affect the status of an employee as an
employee, based on genetic information. Harassment of a person because of their genetic
information is also prohibited. Likewise, retaliation against an applicant or employee for engaging
in protected activity is prohibited.

In accordance with the Genetic Information Nondiscrimination Act (GINA), the Board shall not
request, require or purchase genetic information of employees, their family members or applicants
for employment. Further, in compliance with GINA, employees are directed not to provide any
genetic information, including the individual’'s family medical history, in response to necessary
requests for medical information, with the exception that family medical history may be acquired as
part of the certification process for FMLA leave, when an employee is asking for leave to care for
an immediate family member with a serious health condition. Applicants for employment are
directed not to provide any genetic information, including the individual’s family medical history, in
response to requests for medical information as part of the district’s application process.

37


http://www.dol.gov/agencies/whd/fmla/

"Genetic information," as defined by GINA, means information about: (a) an individual's genetic
tests; (b) the genetic tests of that individual’s family members; (c) the manifestation of disease or
disorder in family members of the individual (i.e., family medical history); (d) an individual’s request
for, or receipt of, genetic services, or the participation in clinical research that includes genetic
services by the individual or a family member of the individual; or (e) the genetic information of a
fetus carried by an individual or a pregnant woman who is a family member of the individual and
the genetic information of an embryo legally held by an individual or family member using assistive
reproductive technology.

If the district either legally and/or inadvertently receives genetic information about an employee or
applicant for employment from the employee, applicant for employment or a medical provider it
shall be treated as a confidential medical record in accordance with law.

The Superintendent shall appoint a compliance officer who shall be responsible for overseeing the
district's compliance with federal regulations and promptly dealing with any inquiries or complaints.
They shall also verify that proper notice of nondiscrimination for Title Il of the Genetic Information
Nondiscrimination Act of 2008 is provided to staff members, and that all district requests for health-
related information (e.g., to support an employee’s request for reasonable accommodation under
the ADA or a request for sick leave) is accompanied by a written warning that directs the employee
or health care provider not to collect or provide genetic information. The warning shall read as
follows:

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and
other entities covered by GINA Title Il, including the Board of Education, from requesting
or requiring genetic information of an individual or family member of the individual, except
as specifically allowed by law. To comply with this law, do not provide any genetic
information when responding to this request for medical information (unless the request
pertains to a request for FMLA leave for purposes of caring for an immediate family
member with a serious health condition). "Genetic information," as defined by GINA,
includes an individual’s family medical history, the results of an individual’s or family
member’s genetic test, the fact that an individual or an individual’s family member sought
or received genetic services or participated in clinical research that includes genetic
services, and genetic information of a fetus carried by an individual or an individual’s
family member or an embryo lawfully held by an individual or family member receiving
assistive reproductive services.

Termination of Employment

Upon termination of employment with the district, employees are required to provide written
notification to the Human Resources Office. Such notification must specify the reason for
termination and the effective date.
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WHO DO | CONTACT?

Accounts Payable

Address Change

Annuities

Assessment/Testing
AYP/Education YES! Requirements
Bank Deposits

Benefit Authorization

Benefit Questions

Board of Education Information
Breaking News

Community Education

Help Desk

Conference Requests

Courier

District Curriculum Committee
E-mail

Employee Web

Evaluations

Extended Sick Leave

Field Trips (Field Study Requests)
Final Salary Affidavits

FOIA

Homeless Liaison

Instructional Materials

Insurance Claims-Lost or Stolen Property
Job Postings

Mentor/Mentee

Mileage Reimbursement

New Hire Packets

Parent Appeals

Payroll/Direct Deposits/Taxes/W2's
Petty Cash

PIC #

Professional Development

Public Relations/Social Media
Pupil Accounting

Stephanie Smith

Bonnie Crist/Kelly Dekoski
Shaunise Darden-Emery
Katherine Hamadeh
Katherine Hamadeh

Ricky Johnson

Kelly Dekoski

Stephanie Smith

Emily Aldridge

Jennifer Coon

Jennifer Coon

Nicholas McBride

Bonnie Crist

Jennifer Coon

Runisha Conway
Nicholas McBride

Bonnie Crist/Kelly Dekoski
Kelly Dekoski

Bonnie Crist/Kelly Dekoski
Runisha Conway

Kelly Dekoski

Jennifer Coon

Runisha Conway

Runisha Conway

Ricky Johnson

Kelly Dekoski

Runisha Conway

Runisha Conway

Bonnie Crist/Kelly Dekoski
Emily Aldridge

Shaunise Darden-Emery
Ricky Johnson

Kelly Dekoski

Runisha Conway

Chloe Peter

Runisha Conway
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3212/8241
8212
5491
5491
8282
8241
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3208
3208
8211
3212
3208
3206
8211
3212/8241
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3212/8241
3206
8241
3208
3206
3206
8282
8241
3206
3206
3212/8241
3205
8212
8282
8241
3206
8250
3206



WHO DO | CONTACT?
(continued)

Purchase Order Processing Stephanie Smith
Retirement Kelly Dekoski

Salary Adjustments Kelly Dekoski
Scholarships Runisha Conway

School of Choice Programs Runisha Conway

State & Federal Grant Accounting/Reporting Patricia Copes

Student Discipline Emily Aldridge

Student Residency Runisha Conway

Student Teachers Runisha Conway

Student Transcripts/Records Terry Tynes

Substitute Calls/Packets Bonnie Crist
Superintendent’s Contact Emily Aldridge

Teacher Certification Kelly Dekoski

Time Off Requests Bonnie Crist/Kelly Dekoski
TSC/IEPC Entries Bonnie Crist

Verbal Verifications of Employment Bonnie Crist/Kelly Dekoski
Worker Compensation Kelly Dekoski
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3207
8212
8241
3206
3206
8213
3205
3206
3206
3600
3212
3205
8241
3212/8241
3212
3212/8241
8241



	Board of Education Members
	Central Administrators
	Coordinator
	Principals
	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 another to the same ethical standards.
	2. 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.
	3. 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.
	4. Responsibility to the School Community
	Promotion of positive relationships and effective interactions with all members of the school community, while maintaining professional boundaries.
	5. 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.
	School Employment Legislation
	SCHOOL SAFETY LEGISLATION SUMMARY
	Effective January 1, 2006, the following requirements apply to local and intermediate school districts, public school academies and non-public schools:
	A “listed offense” is a crime that requires registration as a sex offender. “Listed offense” is defined in the Sex Offenders Registration Act. A “listed offense" includes any of the following:

	 Criminal Sexual Conduct (CSC): 1st, 2nd, 3rd, and 4th-degree.
	 Assault with Intent to Commit Sexual Penetration: (Assault with intent to commit CSC 1st or 3rd degree).
	 Child-Related Sexual Offenses: Enticing a child under 14, child molestation, and sexual abuse.
	 Child Sexually Abusive Material/Activity: Production, distribution, or possession of child pornography.
	 Prostitution/Solicitation Involving Minors: Pandering or soliciting a minor for prostitution.
	 Indecent Exposure/Gross Indecency: Often for a third or subsequent violation or when involving a minor.
	 Kidnapping/Unlawful Imprisonment: Involving a minor.
	 Faithfulness and promptness in attendance of work.
	Confidentiality
	Student Accident/Illness
	1. Immediately make an oral report to the State of Michigan, Department of Health and Human Services, 1-855-444-3911.
	2. Inform building principal or immediate supervisor of the report.
	3. Within 72 hours after making an oral report by telephone, the reporting person shall file a written report. A copy of the report must also be filed in the Main Office but must not be included in the student’s CA-60.
	School Closing
	Flexible Spending Accounts (FSA)



