
Board Policies and Guidelines
 
NOTE: Included here are some of the policies and guidlines most commonly referenced by 
staff members. All TBAISD Board Policies and Guidelines can be accessed through the TBAISD 
Website (www.tbaisd.org) under Plans & Reports. 

• Drug-Free Workplace #3122.01
• Nondiscrimination Based on Genetic Information of the Employee #3122.02
• Nondiscrimination and Equal Employment Opportunity #3122/#4122 Professional/Support
• Memorandum to Staff Members on Federal Regulations Concerning Drug Prevention #3122.01F3
• Preparedness for Toxic Hazard and Asbestos Hazard #8431
• Integrated Pest Management #8431A
• Control of Blood Borne Pathogens #8453.01
• Search and Seizure #5771
• Student Records #8330
• Fair Labor Standards Act (FLSA) #6700
• Family and Medical Leave Act #3430.01/#4430.01
• Military Leave #3437.01/#4437.01
• Privacy Protections of Self-Funded Group Health Plans #3419.01
• Harassment of Students, Staff or Applicants #5517
• Bullying and Other Aggressive Behavior Toward Students #5517.01
• Anti Harassment #3362/#4362
• Student Discipline #5600
• Student Supervision and Welfare #3213/#4213
• Video Surveillance and Electronic Monitoring #7440.01
• Staff Use of Personal Communication Devices #7530.02
• Access to District Technology Resources from Personal Communication Devices #7542
• Electronic Communications #7545
• Staff Network and Internet Acceptable Use and Safety #7540.04
• Electronic Mail #7540.05
• Wireless Communication Devices #5136
• Personal Internet Account Privacy - Staff #7540.08
• Conflict of Interest #1130
• Conference Attendance Days/Expenses #3440 & #3441
• Purchasing #6320
• Use of Credit/Debit Cards #6423
• Expenditures of Funds for ISDs #6680
• Criminal History Record Check #3121
• Dispensing Medication to Students #5330 Guideline
• Volunteers #3120.09
• Grant Funds #6110
• Criminal Justice Information Security (Non-Criminal Justice Agency) #8321

http:3437.01/#4437.01
http:3430.01/#4430.01
http:www.tbaisd.org


Drug-Free Workplace #3122.01 - Policy 
The Board of Education believes that quality education is not possible in an environment affected by drugs. It will 
seek, therefore, to establish and maintain an education setting which is not tainted by the use or evidence of use of 
any controlled substance. 
The board shall not permit the manufacture, possession, use, distribution, or dispensing of any controlled substance, 
including alcohol, by any member of the District’s professional staff at any time while on District property 
or while involved in any District-related activity or event. Any staff member who violates this policy shall be subject 
to disciplinary action in accordance with District guidelines and the terms of collective bargaining agreements. 
The Superintendent shall establish administrative guidelines that will best ensure compliance with the intent of this 
policy and that will provide for appropriate disciplinary actions if and when needed. 
P.L. 101-226 

Nondiscrimination Based on Genetic Information of the Employee #3122.02 

The Board of Education does not discriminate against any employee or applicant for employment with respect to 
hiring, compensation, terms, conditions, or privileges of employment based on genetic information. 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. Retaliation against an applicant or employee for engaging in protected activity is prohibited. 
The Board shall only acquire and/or disclose genetic information of an employee or applicant for employment as 
provided by Federal law and regulation. 
The Superintendent shall appoint a compliance officer whose responsibility it will be to ensure that Federal 
regulations are complied with and that any inquires or complaints are dealt with promptly in accordance with law. S/ 
He shall also ensure that proper notice of nondiscrimination for Title II of the Genetic Information Nondiscrimination 
Act of 2008 is provided to staff members. 
29 C.F.R. Part 1635 
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act 
Adopted 8/3/10 



Nondiscrimination and Equal Employment Opportunity #3122 & #4122- Professional/Support Staff 
The Board of Education does not discriminate on the basis of race, color, national origin, sex, (including sexual 
orientation and transgender identity), disability, age, religion, height, weight, marital or family status, military 
status, ancestry, genetic information or any other legally protected category, (collectively, "Protected Classes"), in its 
programs and activities, including employment opportunities. 
District Compliance Officers 
The Board designates the following individuals to serve as the District’s "Compliance Officers" (also known as "Civil 
Rights Coordinator") (hereinafter referred to as the "COs"). 
Director of Human Resources 
231-922-6200 
1101 Red Drive, Traverse City, MI 49696 
The names, titles, and contact information of these individuals will be published annually in the staff handbooks 
and/or on the School District's web site. 

The COs are responsible for coordinating the District's efforts to comply with applicable Federal and State laws and 
regulations, including the District's duty to address in a prompt and equitable manner any inquiries or complaints 
regarding discrimination, retaliation or denial of equal access. The COs shall also verify that proper notice of 
nondiscrimination for Title II, of the Americans with Disabilities Act (as amended), Title VI and Title VII of the Civil 
Rights Act of 1964, Title IX of the Education Amendment Act of 1972, and Section 504 of the Rehabilitation Act of 
1973 (as amended), and the Age Discrimination in Employment Act of 1975 is provided to staff members, and the 
general public. Any sections of the District's collective bargaining agreements dealing with hiring, promotion, and 
tenure need to contain a statement of nondiscrimination similar to that in the Board's statement above. In addition, 
any gender-specific terms should be eliminated from such contracts. A copy of each of the Acts and regulations on 
which this notice is based may be found in the CO’s office. 

Reports and Complaints of Unlawful Discrimination and Retaliation 

Employees are encouraged to promptly report incidents of unlawful discrimination and/or retaliation to 
an administrator, supervisor, or other District-level official so that the Board may address the conduct. Any 
administrator, supervisor, or other District-level employee or official who receives such a complaint shall file it with 
the CO within two (2) school days. 

Employees who believe they have been unlawfully discriminated/retaliated against are entitled to utilize the 
complaint process set forth below. Initiating a complaint, whether formally or informally, will not adversely affect 
the complaining individual's employment. While there are no time limits for initiating complaints 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 witnesses are available. 

The COs will be available during regular school/work hours to discuss concerns related to unlawful discrimination/ 
retaliation. COs shall accept complaints of unlawful discrimination/retaliation directly from any member of the 
School 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 CO 
will begin either an informal or formal process (depending on the request of the person alleging the discrimination/ 
retaliation or the nature of the alleged discrimination/retaliation), or the CO will designate a specific individual to 
conduct such a process. The CO will provide a copy of this policy to any person who files a complaint. In the case 
of a formal complaint, the CO will prepare recommendations for the Superintendent or oversee the preparation 
of such recommendations by a designee. All members of the School District community must report incidents of 
discrimination/retaliation that are reported to them to the CO within two (2) business days of learning of the incident/ 
conduct. 

Any Board employee who directly observes unlawful discrimination/retaliation is obligated, in accordance with this 
policy, to report such observations to one of the COs within two (2) business days. Additionally, any Board employee 
who observes an act of unlawful discrimination/retaliation is expected to intervene to stop the misconduct, unless 
circumstances make such an intervention dangerous, in which case the staff member should immediately notify 
other Board employees and/or local law enforcement officials, as necessary, to stop the misconduct. Thereafter, the 
CO or designee must contact the employee within two (2) business days to advise him/her of the Board's intent to 
investigate the alleged wrongdoing. 



Investigation and Complaint Procedure (See Form 3122 F2) 
Any employee who believes that s/he has been subjected to unlawful discrimination or retaliation may seek reso
lution of his/her complaint through the procedures described below. The formal complaint procedures involve an 
investigation of the individual’s claims and a process for rendering a decision regarding whether the charges are 
substantiated. Due to the sensitivity surrounding complaints of unlawful discrimination 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. 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 
procedures set forth below are not intended to interfere with the rights of any individual to pursue a complaint of 
unlawful discrimination 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 quickly stop inappropriate behavior and facilitate resolution 
through an informal means, if possible. The informal complaint procedure is provided as a less formal option for 
an employee who believes s/he has been unlawfully discriminated or retaliated against. 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 parties (the alleged target of the discrimination/retaliation and individual(s) alleged to have 
engaged in the discrimination) agree to participate in it. 

Employees who believe that they have been unlawfully discriminated/ retaliated against may proceed immediately 
to 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 in
volving a District employee or any other adult member of the School District community against a student will be 
formally investigated. 

As an initial course of action, if an individual feels that s/he is being unlawfully discriminated/retaliated against and 
s/he is able and feels safe doing so, the individual should tell or otherwise inform the person who engaged in the al
legedly discriminatory/retaliatory conduct that it is inappropriate and must stop. The complaining individual should 
address the alleged misconduct as soon after it occurs as possible. The COs are available to support and counsel 
individuals when taking this initial step or to intervene on behalf of the individual if requested to do so. An indi
vidual who is uncomfortable or unwilling to inform the person who allegedly engaged in the unlawful misconduct 
of his/her concerns is not prohibited from otherwise filing an informal or a formal complaint. In addition, with regard 
to certain types of unlawful discrimination, such as sexual discrimination, the CO may advise against the use of the 
informal complaint process. 

An individual who believes s/he has been unlawfully discriminated/retaliated against may make an informal com
plaint, either orally or in writing: (1) to a building administrator; (2) directly to one of the COs; and/or (3) to the 
Superintendent or other District-level employee. 

All informal complaints must be reported to one of the COs who will either facilitate an informal resolution as de
scribed below, or appoint another individual to facilitate an informal resolution. 

The School District's informal complaint procedure is designed to provide employees who believe they are being un
lawfully discriminated/retaliated against with a range of options aimed at bringing about a prompt resolution of their 
concerns. Depending upon the nature of the complaint and the wishes of the individual claiming unlawful discrimi
nation/retaliation, informal resolution may involve, but not be limited to, one or more of the following: 
A. Advising the individual about how to communicate his/her concern to the person who allegedly engaged in the 
discriminatory/retaliatory behavior. 
B. Distributing a copy of Policy 3122 – Non-Discrimination as a reminder to the individuals in the school building or 
office where the individual whose behavior is being questioned works. 
C. If both parties agree, the CO may arrange and facilitate a meeting between the individual claiming discrimination/ 
retaliation and the individual accused of engaging in the misconduct to work out a mutual resolution. 



While there are no set time limits within which an informal complaint must be resolved, the CO or designee will 
exercise his/her authority to attempt to resolve all informal complaints within fifteen (15) business days of receiving 
the informal complaint. Parties who are dissatisfied with the results of the informal complaint process may proceed 
to file a formal complaint. And, as stated above, parties may request that the informal process be terminated at any 
time to move to the formal complaint process. All materials generated as part of the informal complaint process will 
be retained by the COs in accordance with the Board's records retention policy. (See Policy 8310) 

Formal Complaint Procedure 

If a complaint is not resolved through the informal complaint process, if one of the parties requested that the informal 
complaint process be terminated to move to the formal complaint process, or if the individual elects to file a formal 
complaint initially, the formal complaint process shall be implemented. 

An individual who believes s/he has been subjected to unlawful discrimination/retaliation (hereinafter referred to 
as the "Complainant"), may file a formal complaint, either orally or in writing, with a Principal, the CO, Superinten
dent, or other District-level employee. Due to the sensitivity surrounding complaints of unlawful discrimination and 
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. If a Complainant informs a Principal, 
Superintendent, or other District-level employee, either orally or in writing, about any complaint of discrimination 
or retaliation, that employee must report such information to the CO within two (2) business days. Throughout the 
course of the process, the CO should keep the parties informed of the status of the investigation and the decision-
making process. 

All formal complaints must include the following information to the extent it is available: the identity of the individ
ual believed to have engaged in, or be engaging in; the discriminatory/retaliatory conduct; a detailed description of 
the facts upon which the complaint is based; a list of potential witnesses; and the resolution sought by the Complain
ant. 

If the Complainant is unwilling or unable to provide a written statement including the information set forth above, 
the CO shall ask for such details in an oral interview. Thereafter, the CO 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 CO will consider whether any action should be taken in the investigatory 
phase to protect the Complainant from further discrimination or retaliation, including, but not limited to, a change 
of work assignment or schedule for the Complainant and/or the person who allegedly engaged in the misconduct. 
In making such a determination, the CO should consult the Complainant to assess his/her agreement to the pro
posed action. If the Complainant is unwilling to consent to the proposed change, the CO may still take whatever 
actions s/he deem appropriate in consultation with the Superintendent. Within two (2) business days of receiving the 
complaint, the CO or designee will initiate a formal investigation to determine whether the Complainant has been 
subjected to unlawful discrimination/retaliation. 

Simultaneously, the CO will inform the individual alleged to have engaged in the discriminatory or retaliatory 
conduct (hereinafter referred to as the "Respondent"), that a 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 Policy 3122 - Non-Discrimination. The Respondent must also be informed of the opportunity 
to submit a written response to the complaint within five (5) business days. Although certain cases may require ad
ditional time, the CO or a designee will attempt to complete an investigation into the allegations of discrimination/ 
retaliation within fifteen (15) business days of receiving the formal complaint. The investigation will include: 
A.interviews with the Complainant; 
B.interviews with the Respondent; 
C.interviews with any other witnesses who may reasonably be expected to have any information relevant to the al
legations; 
D. 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 CO or the designee shall prepare and deliver a written report to the Su
perintendent that summarizes the evidence gathered during the investigation and provide recommendations based 
on the evidence and the definition of unlawful discrimination/retaliation as provided in Board policy and State and 
Federal law as to whether the Complainant has been subjected to unlawful discrimination/retaliation. The CO's 
recommendations must be based upon the totality of the circumstances. In determining if discrimination or retalia
tion occurred, a preponderance of evidence standard will be used. Absent extenuating circumstances, within five (5) 
business days of receiving the report of the CO or the designee, the Superintendent must either issue a final decision 
regarding whether the charges have been substantiated or request further investigation. A copy of the Superinten
dent'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. 
If the Superintendent determines the Complainant was subjected to unlawful discrimination/retaliation, she/he must 
identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the discrimination/retali
ation. The corrective action should be reasonable, timely, age-appropriate and effective, and tailored to the specific 
situation. The decision of the Superintendent shall be final. The Board reserves the right to investigate and resolve a 
complaint or report of unlawful discrimination/retaliation regardless of whether the employee alleging the miscon
duct 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 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 or the filing of a 
court case. Use of this internal complaint procedure is not a prerequisite to the pursuit of other remedies. 

Privacy/Confidentiality 
The School District will employ all reasonable efforts to protect the rights of the Complainant, the Respondent(s), 
and the witnesses as much as possible, consistent with the Board’s legal obligations to investigate, to take appropri
ate action, and to conform with any discovery or disclosure obligations. All records generated under the terms of this 
policy shall be maintained as confidential to the extent permitted by law. Confidentiality, however, cannot be guar
anteed. All Complainants proceeding through the formal investigation process will be advised that their identities 
may be disclosed to the Respondent(s). During the course of a formal investigation, the CO or designee will instruct 
each person who is interviewed about the importance of maintaining confidentiality. Any individual who is inter
viewed as part of an investigation is expected not to disclose to third parties any information that s/he learns and/or 
provides during the course of the investigation. All public records created as a part of an investigation of a complaint 
of discrimination/retaliation will be maintained by the CO in accordance with the Board's records retention policy. 

Sanctions and Monitoring 
The Board shall vigorously enforce its prohibitions against unlawful discrimination by taking appropriate action 
reasonably calculated to stop and prevent further misconduct. While observing the principles of due process, a vio
lation of this policy may result in disciplinary action up to and including the discharge of an employee. All disciplin
ary 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. In those cases where unlawful discrimination/retaliation is not 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 reme
dial action has been taken against an employee, all subsequent sanctions imposed by the Board and/or Superinten
dent shall be reasonably calculated to end such conduct, prevent its recurrence, and remedy its effect. 

Retaliation 
Retaliation against a person who makes a report or files a complaint alleging unlawful discrimination/retaliation, or 
participates as a witness in an investigation is prohibited. Specifically, the Board will not retaliate against, coerce, 
intimidate, threaten 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 charge, testified, assisted or participated 
in any manner in an investigation, proceeding, or hearing under those laws, 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. 



Education and Training 

In support of this policy, the Board promotes preventative educational measures to create greater awareness of 
unlawful discriminatory practices. The Superintendent or designee shall provide appropriate information to all 
members of the School 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 discrimination in general, will be age and content appropriate. 
Revised 9/2/14 



Memorandum to Staff Members on Federal Regulations Concerning Drug Prevention #3122.01 F3 

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 includes 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 District is concerned about any staff member who is a victim of alcohol or drug abuse and will 
facilitate the process by which s/he receives help through programs and services available in the 
community. A staff member should contact his/her supervisor or the Superintendent’s office whenever 
such help is needed. 

Preparedness for Toxic Hazard and Asbestos Hazard #8431 - Policy 
The Board of Education is concerned for the safety of the students and staff members and will attempt to comply with 
all Federal and State statutes and regulations to protect them from hazards that may result from industrial accidents 
beyond the control of school officials or from the presence of asbestos materials used in previous construction. 
TOXIC HAZARDS 
These hazards exist in chemicals, pesticides, and other substances used in the school setting such as in laboratories, 

science classrooms, kitchens, and in the cleaning of rooms and equipment.
 
The Board will appoint an employee to serve as Toxic Hazard Preparedness (THP) Officer. The THP Officer will be 

responsible for the following:
 
A. Hazard Determination 
Identification of potential sources of toxic hazards in cooperation with material suppliers, who shall supply the Toxic 
Hazard Preparedness Officer with Material Safety Data Sheets (MSDSs). The Board will rely on MSDSs from material 
suppliers to meet hazard determination requirements. 
B. Labeling 
Ensuring that all incoming materials are properly labeled with the identity of the chemical, the hazard warning, and 
the name and address of the manufacturer or responsible party, and that any containers to which the materials are 
transferred are also properly labeled. 
C. Material Safety Data Sheets 
Maintaining a current file of MSDSs for all hazardous materials present on District property. The MSDS files will 
be kept at the custodial office of each facility.  MSDSs will be available for review to all employees. Copies will 
be available upon request to the Toxic Hazard Preparedness Officer. Posters identifying the person responsible for 
monitoring MSDSs and where MSDSs are located at facility staff rooms. Posters notifying employees when new 
MSDSs are received will be located in the same location. The Toxic Hazard Preparedness Officer shall contact the 
supplier, in writing, if a required MSDS is not received, and promptly procure the MSDS before releasing the material 
for use. If s/he is unable to obtain an MSDS from a supplier, s/he should contact MIOSHA’s Occupational 
Health Division (OHD) or General Industry Safety Division (GISD) for assistance in obtaining the MSDS. 
D. Multi-Employer Work Sites - Informing Contractors 
Informing contractors and their employees of any hazardous substances to which they may be exposed; measures 
to be employed to control or eliminate exposure; container and pipe labeling system used on-site; and where 
applicable MSDSs can be reviewed or obtained. Whenever District employees may potentially be exposed to 
hazards brought on site by contractors, the THP Officer will obtain information from the contractor pertaining to 
chemicals brought on-site, and measures that should be taken to control or eliminate exposure to chemicals. 



 
 

E. Employee Information and Training
 
Providing information to and conducting a training program for all District employees on such topics as detection 

of hazards, explanation of the health hazards to which they could be exposed in their work environment, and 

the District’s plan for communication, labeling. Records of each employee’s hazardous communication training 

should be maintained and all new employees should receive training regarding any hazardous chemicals they may 

potentially come in contact with as part of their job.
 
The information should include: 

1. regulations of MIOSHA’s hazardous communication standard;
 
2. all operations in employee’s work area where hazardous chemicals are present;
 
3. location and availability of written hazardous communication program (i.e. the policy), the list of hazardous 

chemicals and the MSDSs. 

Training should include: 

1. techniques used to detect presence or release of hazardous chemicals in work area;
 
2. physical and health hazard of hazardous chemicals;
 
3. the measures the employee should take to protect themselves from these hazards;
 
4. details of the hazardous communication program including an explanation of labeling system and MSDSs and 

how employees can obtain and use hazard information.
 
Employees shall also be informed of: 

1. the employer’s anti-discrimination/discharge policy for employees accessing hazard information;
 
2. how the employee can contact OHD or GISD for assistance in obtaining an MSDS if s/he is unable to obtain the 

MSDS from the employer.
 
F. Hazardous nonroutine tasks (optional) - before an employee is required to start a nonroutine task (e.g. 

enter confined space) the employee will be given information about the hazards of the area or procedure including 

specific chemical hazards, protection or safety measures the employee can take to lessen hazard, and measures the 

company has taken to eliminate or control hazard. 

Any staff member or contractor who applies pesticides on District property shall meet the requirements of AG 

8431A in addition to requirements established by the State. S/He shall provide written notification each year, prior 

to any application, to all parents and staff members:
 
A. that a pesticide is to be applied; 

B. the type of pesticide and its potential side effects; 

C. the location of the application; 

D. the date of the application.
 
In fulfilling these responsibilities, the THP Officer may enlist the aid of county and municipal authorities and, if 

possible, the owners or operators of identified potential sources of toxic hazard.
 
ASBESTOS 
In its efforts to comply with Asbestos Hazard Emergency Response Act (AHERA), Michigan Occupational Safety and 
Health Act (MIOSHA), and the Asbestos Abatement Contractors Licensing Act, the Board recognizes its responsibility 
to: 
A. inspect all District buildings for the existence of asbestos or asbestos-containing materials; 
B. take appropriate actions, in accordance with State law and EPA regulations, based on the inspections; 
C. establish a program for dealing with friable asbestos, if found; 
D. maintain a program of periodic surveillance and inspection of facilities or equipment containing asbestos; 
E. comply with EPA regulations governing the transportation and disposal of asbestos and asbestos-containing 
materials. 
The Superintendent shall appoint a person to develop and implement the District’s Asbestos-Management Program 
which will ensure proper compliance with Federal and State laws and the appropriate instruction of staff and 
students. 
The Superintendent shall also ensure that, when conducting asbestos abatement projects, each contractor employed 
by the District is licensed pursuant to the Asbestos Abatement Contractors Licensing Act. 
Nothing in this policy should be construed in any way as an assumption of liability by the Board for any death, 
injury, or illness that is the consequence of an accident or equipment failure or negligent act, or a deliberate act 
beyond the control of the Board or its officers and employees. 
The District may provide, however, legal representation and indemnification against civil liability with regard to 
claims or actions resulting from or arising out of negligence or alleged negligence of those persons responsible for 
inspecting, monitoring, removing, treating asbestos or material containing asbestos, or supervising these activities, 
provided the employee was performing the duties while in the course of his/her employment or while acting within 
the scope of his/her authority. The District reserves the right to deny representation and indemnification in those 
circumstances wherein the employee’s actions demonstrate gross negligence or willful and wanton misconduct. 
This policy may apply to work performed by authorized employees prior to the date of its adoption. Revised 5/05 



 
 

 
 

 
 

 
  

 
   

   
 

 
   

Integrated Pest Management #8431A - Policy 

Integrated Pest Management (IPM) is a pest management system that utilizes all suitable techniques in a total pest 
management system with the intent of preventing pests from reaching unacceptable levels or to reduce an existing 
population to an acceptable level. An emphasis is placed on manipulation of the pest environment to the point that 
it will not support a pest population. 
Michigan law requires that certain conditions must be met prior to making a pesticide application (other than 
sanitizers, germicides, disinfectants, or anti-microbial agents) in schools, public buildings, or health care facilities. 
These conditions include: 

A. the pesticide applicator must have attended an approve IPM program; 
B. there must be an IPM plan in place for the building. 

This IPM plan is intended to reduce the incidence of pest infestation while also reducing the need for chemical 
pesticide applications. It is also intended to satisfy the requirement for having an IPM plan in place for the building. 
Note: In a situation where there are multiple buildings, the plan will include a site description and evaluation for 
EACH building. 
Key Terms 
Certified 
Applicator: A person authorized by the State to use and supervise the use of a restricted use pesticide. 
Commercial 
Applicator: A person or entity that holds themselves out to the public as being in the business of applying  

pesticides 
General Use 
Pesticide: A pesticide that may be purchased by an individual who is not required to be a certified applicator.  

A pesticide product that is NOT general-use is a restricted-use product. 
Pest: An unwanted insect, rodent, nematode, fungus, weed, or other form of terrestrial or aquatic plant or 

animal life, or virus, bacteria, or other microorganism. 
Pesticide: A substance or mixture of substances intended for preventing, destroying, repelling, of mitigating  

pests or intended for use as a plant regulator, defoliant, or desiccant. Note that products such as  
Weed-and-Feed, Roundup, or Raid are pesticides. 
Ready-to-Use 
Pesticide: A pesticide which is applied directly from its original container consistent with label directions, 

such as an aerosol insecticide or rodent bait box, which does not require mixing or loading prior to 
application. 

Registered 
Applicator: A classification of applicators authorized by the State to apply pesticides as a scheduled and  

required work assignment. Most often, this is a staff employee. Requires supervision by a certified 
applicator, unless applying only general use pesticides. 
Administration 
Communication – Sighting Log 
Proper implementation of an IPM program requires careful administration. It is important for the building manager 
and administrative staff to communicate with the pesticide applicator(s) to ensure full implementation of the IPM 
program. To meet this goal, a Pest Sighting Log and recordkeeping data will be used as part of the communication 
process. The building manager will ensure that pest sightings are recorded in the log. 
Applicator Credentials 
A person who applies a pesticide (other than a sanitizer, germicide, disinfectant, or anti-microbial agent) in schools, 

public buildings, or health care facilities MUST have attended an approved IPM training session.
 
Pesticide applicators that conduct applications for hire (i.e., an outside contractor) must be licensed and certified. 

However, staff members who have attended an approved IPM training session may use a general-use ready-to-use 

product without being certified. Note that staff members who use a pesticide product that is NOT ready-to-use must 

be certified. This includes items such as granular Weed-and-Feed or any product that must be mixed prior to use.
 
A staff member of this facility who has attended an approved IPM training session can apply a general-use ready-to
use pesticide. However, whenever possible, pesticide applications should be conducted by the person responsible 

for pest control in this facility.
 



 
 

 
  

      
      

 

 

 

 
 
  
   
  
  

Pesticide Applications 
Pesticide applications for non-emergency situations shall be conducted by an appropriately licensed applicator who 
has attended an approved IPM training program and shall be made in accordance with this IPM plan. Applications 
must be made in accordance with the pesticide labeling. The applicator shall use personal protective equipment 
that is appropriate relative to the potential exposure. Minimum personal protective equipment for applications 
using products that are not ready-to-use includes long pants, protective footwear, gloves that are impervious to the 
pesticide being applied, and long-sleeve clothing. Short-sleeve clothing may be worn if wash water or waterless soap 
is immediately available and it is not prohibited by the pesticide label. 
Pesticide Application Records 
Records shall be maintained on forms provided by the building manager. Records shall contain: 

A. 	 site address and the location of the areas or room(s) where pesticides are applied; 
B. 	 the date of service; 
C. 	 the target pest(s); 
D. 	 an inspection report, including the number of pests found or reported (this information may be found in the 

sighting log), and the conditions conducive to pest infestation; 
E. 	 pest management recommendations made by the applicator, such as structural or habitat modification;  

F. 	 structural or habitat modifications or other measures that were initiated as a part of the IPM program; 
G. 	 the name, concentration and quantity of pesticide(s) used; 

H. 	 the name of the applicator; 
I. 	 the method and rate of application. 

Pesticide Use In and Around Schools 
This section contains information regarding parental notification and applications of insecticides, fungicides, and 
herbicides made in and around school property. 
A. Notification 
Within thirty (30) days of the beginning of each school year, the primary administrator for the school district or his/ 
her designee, shall provide written notification to parents (or guardians) of children attending the school of their 
right to be informed before any pesticide application is made to the school property. The notice shall be on a form 
containing statements that pesticides may periodically be applied to school property and that parents (or guardians) 
have a right to request prior notification of such pesticide applications. The form will also state that in the case of an 
emergency, pesticides may be applied without prior notice, but that those parents who request notification will be 
notified of the emergency application after it occurs. 

The school district or his/her designee, shall provide an annual notification satisfying all of the following 
requirements: 

1. 	 be in writing 
2. 	 specifying two (2) methods by which advance notice of the application of a pesticide will be given 

at least forty-eight (48) hours before the application 
a. The first method shall be by posting at the entrances to the school or day care center.  
Subject to subdivision. 
b. The second method shall be one (1) of the following: 

1.) Posting in a public, common area of the school or day care center, other than an entrance. 
2.) E-mail 
3.) A telephone call by which direct contact is made with a parent or guardian of a student of the school or child 
under the care of the day care center or a message is recorded on an answering machine. 
4.) Providing students of the school or children under the care of the day care center with a written notice to be 
delivered to their parents or guardians. 
5.) Posting on the school’s or day care center’s website. 
Written notification to parents (or guardian) of children attending the school of their right to be informed before any 
pesticide application to school property. The notice shall be on a form containing statements that pesticides may 
periodically be applied to school property and that parents (or guardians) have a right to request prior notification 
of such pesticide applications. The form will also state that in the case of an emergency, pesticides may be applied 
without prior notice, but that those parents who request notification will be notified of the emergency application 
after it occurs. 
The notification requirements do not apply to common cleaners such as germicides and disinfectants. Notification 
requirements do not apply to bait or gel pesticide formulation. 



Prior notification shall contain the following information: 
1. the approximate location of the application 
2. the scheduled day or date of application 
3. the type of pesticide to be applied 
4. the method of application 
5. the target pest  

Prior notification shall be provided to those parents who request the notification by one (1) of the following means:
 
1. written notice mailed not less than three (3) days before the application 

2. written notice sent home with the child 

3. during months when school is not in regular session, a message notification system such as voice mail may 

be used that parents can access at least one (1) day before the application. If this method is used, parents must be 

advised of the phone number where the information may be obtained. 

B. Use of insecticides, fungicides, and herbicides. 
1. Liquid spray or aerosol insecticide applications shall not be made in a room of a school building unless the room 
will remain unoccupied for at least four (4) hours UNLESS the product label requires a longer re-entry period. 
2. Liquid spray pesticides used for turf or ornamental applications may not be made on school grounds within 100 
feet of occupied classrooms during normal school class hours or when persons are using the treatment area. 
3. The pesticide applicator shall notify the school’s building manager of any re-entry periods that are required by the 
product label. 
IPM Program Evaluation 
The program shall be evaluated on a continual basis to determine the program’s effectiveness and the need for 
program modification. 
Posting 
When making an application of pesticides, other than a general-use ready-to-use pesticide, the applicator shall place 
the appropriate signs or markers at the primary point or points of entry. It is the responsibility of the building manager 
(or his/her designated representative) to ensure that the appropriate signs are posted. 
A. Indoor Insecticide Applications 
The primary point or points of entry must be posted. If multiple rooms or common areas such – as a cafeteria are 
treated, the main entry areas to the facility should be posted. If treatment was applied to a limited area (such as a 
single classroom), then the classroom can be posted. Postings shall remain posted at least forty-eight (48) hours after 
the most recent application of insecticide. Posting signs will be in compliance with Regulation 637, Rule 11(4). Signs 
shall be at least two and one-half (2 ½) inches square and shall depict a house surrounding by a cloud. The date 
shall be placed on the sign. See the rule for additional details on sign requirements. 
B. Ornamental or Turf Applications 
The primary point or points of entry must be posted. Postings shall remain at least twenty-four (24) hours. Postings 
will be in compliance with Regulation 637, Rule 11(2). Signs shall be at least four (4) inches high by five (5) inches 
wide and shall depict a picture of an adult and child walking a dog on a leash. The illustration shall depict, using a 
diagonal line across the circle, that this action is prohibited. See the rule for additional details on sign requirements. 
Pest Management Strategy and Pest Biology 
Strategy 
IPM involves use of available methods or strategies to control pests including sanitation, exclusion, reservoir 
reduction, harborage reduction, and population reduction. These terms are defined below: 
A. Sanitation refers to a reduction of the food and water resources that are attractive to pests. By minimizing the 
resource of food and water available to the pests, we can greatly reduce the number of pests without the application 
of pesticides. 
B. Exclusion refers to the use of caulk, mortar, screens or similar materials that can reduce or eliminate the entry of 
pests into the building. 
C. Reservoir reduction refers to techniques such as removing a pest attraction feature such as a dumpster or mowing 
a weed field that provides harborage to mice. 
D. Harborage reduction refers to elimination of habitat that provides a home (or harborage) to pests. For example, 
cleaning old equipment from a storage room will reduce harborage for mice. 
E. Population reduction refers to means of control such as mechanical traps, use of repellents, or use of toxicants to 
drive away or kill pests. Chemical or biological pesticides may be utilized to reduce pest populations. 
When considering what methods to utilize for pest control, the building manager shall consider the impact of human 
health and environment. 



Pest Biology Information 
The method used for control shall take into consideration the relationship between pest biology and pest 
management methods, giving due consideration to the impact on human health and the environment. When 
chemical controls are necessary, this program will attempt to use products that are least toxic to human health an the 
environment, while remaining effective in control of the target pest(s). 
Some common pests and pest control measures are described below. It is important to identify the pest prior to 
implementing controls. 
A. Pavement Ants 
Ants commonly invade buildings through cracks in cement slab floors and exterior walls. Exclusion through sealing 
of the cracks is an effective means of control. Exterior perimeter treatments may also provide effective control. If ants 
still invade the building, baits are an effective means of control. 
B. German Cockroaches 
Roaches can carry germs and disease. They prefer areas of high humidity and nearby food. They prefer harborage 
where they can fit closely. Sanitation and reduction of harborage are important in reducing the incidence of roach 
infestation. Glue boards may be used to detect the presence of roaches. Where roaches are found, baits can be an 
effective means of control. Crack and crevice or void treatments may also be used. 
C. Mice 
Mice may enter buildings to seek shelter. Exclusion and reservoir reduction are effective means of control. Keep 
weedy fields mowed. Move dumpsters away from the building. Clean the area of any debris that offers harborage. 
Use exclusion methods such as screens, caulk, and door sweeps. To eliminate mice present in the building, it is 
preferable to use mechanical methods such as traps or glue boards. Baits can be an effective tool, but should be used 
only with extreme caution and should NEVER be used in areas accessible to students. </ 
D. Head Lice 
Head Lice do not survive for more than a few hours when away from a host. Due to the biology of lice, insecticidal 
treatments to the school are NOT effective and should NOT be done. Instead, parents should be informed about the 
pest biology and given instruction for effective control measures on hosts (children) and garments such as hats that 
may be shared between students. 
E. Flies and Gnats 
There are many types of flies and gnats. Proper identification is important to determine the best type of pest control. 
Proper sanitation can provide effective control for most flies and gnats. Garbage containers should be closed and 
kept an appropriate distance from the buildings. Insecticides may be appropriate for reducing large populations of 
adult flies, but sanitation is the preferred means of control. 
F.  Other Pests 
Other pests such as yellow jackets, hornets, and carpenter ants may occur. In all cases, the relationship between the 
pest biology and effective control measures must be considered. 
Site Evaluation 
Each school building is identified. Each building has areas identified in writing and with the attached map. The site 
evaluation includes recommended types of inspection and monitoring schedules. 
A. Kitchens, Break Rooms, Cafeteria, and Home Education Room 

Visual inspection with a particular emphasis on cockroach and rodent infestations. Look for droppings, gnawing, 

harborage, or unsanitary conditions. Monitoring devices such as glue boards may be used. Recommended to 

monitor on a weekly basis during periods when school is in session and bi-weekly during periods when not in 

session. 

B. Bathrooms, Locker Rooms, Store Rooms, and Closets
 
Visual inspection. Bathrooms and locker rooms may be attractive to roaches. Look for droppings. Recommended 

to monitor on a weekly basis during periods when school is in session and bi-weekly during periods when not in 

session. 

C. Classrooms and Hallway 

Visual inspection. Recommended to monitor on a weekly basis during periods when school is in session and bi
weekly during periods when not in session. 

D. Boiler Room and Maintenance Area 

Visual inspection. Monitor for rodents with glue boards or traps. Monitor on bi-weekly basis.  

E. Exterior Area 

Monitor periodically. Look for entry points into the building. Look for area that can serve as a reservoir for pests as 

weedy areas or accumulations of debris. 

M.C.L.A. 324.8301 et. seq.
 
A.C. 285.637.1 et. seq.
 
A.C. 285.636.1 et. seq.
 
Approved 8/4/03
 



   
 
   
  
   
  
   
  
  
  

Control of Blood Borne Pathogens #8453.01 
The Board of Education seeks to protect those staff members who may be exposed to blood pathogens and other 

potentially infectious materials in their performance of assigned duties.
 
The Superintendent shall implement administrative guidelines which will:
 

A. identify those categories of employees whose duties create a reasonable anticipation of exposure to blood 
and other infectious materials; 
B. provide for inoculation of the Hepatitis B vaccine at no cost to the staff member and in accordance with  
Federally-mandated scheduling; 
C. ensure proper training in the universal precautions against exposure and/or contamination including the  
provision of appropriate protective supplies and equipment; 
D. establish appropriate procedures for the reporting, evaluation, and follow-up to any and all incidents of 
exposure; 
E. provide for record-keeping of all of the above which complies with both Federal and State laws; 
F. develop an exposure control plan. 

20 CFR 1910.1030 
Adopted 9/1/92 



Search And Seizure #5771 
The Board of Education has charged school authorities with the responsibility of safeguarding the safety and well-be
ing of the students in their care. In the discharge of that responsibility, school authorities may search school property 
such as lockers used by students or the person or property, including vehicles, of a student, in accordance with the 
following policy. 
School Property: The Board acknowledges the need for in-school storage of student possessions and shall pro
vide storage places, including desks and lockers, for that purpose. Where locks are provided for such places, stu
dents may lock them against incursion by other students, but in no such places shall students have an expectation 
of privacy as to prevent examination by a school official. The Board directs the building supervisors to conduct a 
regular inspection at least annually of all such storage places. In the course of any search, student’s privacy rights 
will be respected regarding any items that are not illegal or against Board policy.  The Board also authorizes the use 
of canines, trained in detecting the presence of drugs, when the Superintendent has reasonable suspicion that illegal 
drugs may be present in a school. This means of detection shall be used only to determine the presence of drugs in 
locker areas and other places in the school where such substances could be concealed. Canine detection must be 
conducted in collaboration with law enforcement authorities or other certified organizations and is not to be used to 
search students unless either a warrant or parental permission has been obtained prior to the search. 
Student Person and Possessions: The Board recognizes that the privacy of students or his/her belongings may 
not be violated by unreasonable search and seizure and directs that no student be searched without reasonable 
suspicion or in an unreasonable manner. The extent of the search will be governed by the seriousness of the alleged 
infraction, the student’s age, and the student’s disciplinary history.  This authorization to search shall also apply to 
all situations in which the student is under the jurisdiction of the Board. Administrators are authorized to arrange for 
the use of a breath-test instrument, according to the Superintendent’s guidelines, for the purpose of determining if a 
student has consumed an alcoholic beverage. It is not necessary for the test to determine blood-alcohol level, since 
the Board has established a zero tolerance for alcohol use. Except as provided below, a request for the search of a 
student or a student’s possessions will be directed to the building supervisor. S/He shall attempt to obtain the freely-
offered consent of the student to the inspection; however, provided there is reasonable suspicion, s/he may conduct 
the search without such consent. Whenever possible, a search will be conducted by the building supervisor in the 
presence of the student and a staff member other than the building supervisor. A search prompted by the reasonable 
belief that health and safety are immediately threatened will be conducted with as much speed and dispatch as may 
be required to protect persons and property.  Search of a student’s person or intimate personal belongings shall be 
conducted by a person of the student’s gender, in the presence of another staff member of the same gender, and only 
in exceptional circumstances when the health or safety of the student or of others is immediately threatened.  The 
building supervisor shall be responsible for the prompt recording in writing of each student search, including the 
reasons for the search; information received that established the need for the search and the name of informant, if 
any; the persons present when the search was conducted; any substances or objects found; and the disposition made 
of them; and any subsequent action taken. The building supervisor shall be responsible for the custody, control, and 
disposition of any illegal or dangerous substance or object taken from a student. 
Revised 2/6/01 



Student Records #8330 Policy
 

In order to provide appropriate educational services and programming, the Board of Education must collect, retain, 
and use information about individual students. Simultaneously, the Board recognizes the need to safeguard student's 
privacy and restrict access to student’s personally identifiable information. 

Student "personally identifiable information" ("PII") includes, but is not limited to: the student's name; the name of the 
student's parent or other family members; the address of the student or student's family; a personal identifier, such 
as the student's social security number, student number, or biometric record; other indirect identifiers, such as the 
student's date of birth, place of birth, and mother's maiden name; other information that, alone or in combination, 
is linked or linkable to a specific student that would allow a reasonable person in the school community, who does 
not have personal knowledge of the relevant circumstances, to identify the student with reasonable certainty; or 
information requested by a person who the District reasonably believes knows the identity of the student to whom 
the education record relates. 

The Board of Education is responsible for maintaining records of all students attending schools in this District. Only 
records mandated by the State or Federal government and/or necessary and relevant to the function of the School 
District or specifically permitted by this Board will be compiled by Board employees. The Board hereby authorizes 
collection of the following student records, in addition to the membership record required by law: 
A. observations and ratings of individual students by professional staff members acting within their sphere of 
competency 
B. samples of student work 
C. information obtained from professionally acceptable standard instruments of measurement such as: 
1. interest inventories and aptitude tests, 
2. vocational preference inventories, 
3. achievement tests, 
4. standardized intelligence tests, 
D. authenticated information provided by a parent or eligible student concerning achievements and other school 
activities which the parent or student wants to make a part of the record 
E. verified reports of serious or recurrent behavior patterns 
F.  rank in class and academic honors earned 
G. psychological tests 
H. attendance records 
I. health records  

custodial arrangements 

In all cases, permitted, narrative information in student records shall be objectively-based on the personal 
observation or knowledge of the originator.  Student records shall be available only to students and their parents, 
eligible students, and designated school officials who have a legitimate educational interest in the information, or to 
other individuals or organizations as permitted by law. The term "parents" includes legal guardians or other persons 
standing in loco parentis (such as a grandparent or stepparent with whom the child lives, or a person who is legally 
responsible for the welfare of the child). The term "eligible student" refers to a student who is eighteen (18) years of 
age or older or a student of any age who is enrolled in a postsecondary institution. 

In situations in which a student has both a custodial and a noncustodial parent, both shall have access to the 
student's educational records unless stipulated otherwise by court order. In the case of eligible students, parents 
will be allowed access to the records without the student's consent, provided the student is considered a dependent 
under section 152 of the Internal Revenue Code. A school official is a person employed by the Board as an 
administrator, supervisor, teacher/instructor (including substitutes), or support staff member (including health or 
medical staff and law enforcement unit personnel); and a person serving on the Board. The Board further designates 
the following individuals and entities as "school officials" for the purpose of FERPA: 
A. persons or companies with whom the Board has contracted to perform a specific task (such as an attorney, 
auditor, insurance representative, or medical consultant); 
B. contractors, consultants, volunteers or other parties to whom the Board has outsourced a service or function 
otherwise performed by the Board employees (e.g. a therapist, authorized information technology (IT) staff, and 
approved online educational service providers). 



The above-identified outside parties must (a) perform institutional services or functions for which the Board would 
otherwise use its employees, (b) be under the direct control of the Board with respect to the use and maintenance of 
education records, and (c) be subject to the requirements of 34 C.F.R. 99.33(a) governing the use and re-disclosure of 
PII from education records. 

Finally, a parent or student serving on an official committee, such as a disciplinary or grievance committee, or assist
ing another school official in performing his/her tasks (including volunteers) is also considered a "school official" for 
purposes of FERPA provided s/he meets the above-referenced criteria applicable to other outside parties. 

"Legitimate educational interest" shall be defined as a "direct or delegated responsibility for helping the student 
achieve one (1) or more of the educational goals of the District" or if the record is necessary in order for the school 
official to perform an administrative, supervisory or instructional task or to perform a service or benefit for the stu
dent or the student’s family. The Board directs that reasonable and appropriate methods (including but not limited to 
physical and/or technological access controls) are utilized to control access to student records and to make certain 
that school officials obtain access to only those education records in which they have legitimate educational interest. 

The Board authorizes the administration to: 
A. forward student records, including any suspension and expulsion action against the student, on request to a 
school or school district in which a student of this District seeks or intends to enroll upon condition that the student’s 
parents be notified of the transfer, receive a copy of the record if desired, and have an opportunity for a hearing to 
challenge the content of the record; 
B. provide "personally-identifiable" information to appropriate parties, including parents of an eligible student, 
whose knowledge of the information is necessary to protect the health or safety of the student or other individuals, if 
there is an articulable and significant threat to the health or safety of a student or other individuals, considering the 
totality of the circumstances; 
C. report a crime committed by a child with or without a disability to appropriate authorities and, with respect to re
porting a crime committed by a student with a disability, to transmit copies of the student’s special education records 
and disciplinary records including any suspension and expulsion action against the student to the authorities and 
school officials for their consideration; 
D. release de-identified records and information in accordance with Federal regulations; 
E. disclose personally identifiable information from education records, without consent, to organizations conduct
ing studies "for, or on behalf of" the District for purposes of developing, validating or administering predictive tests, 
administering student aid programs, or improving instruction; 
Information disclosed under this exception must be protected so that students and parents cannot be personally iden
tified by anyone other than representative of the organization conducting the study, and must be destroyed when no 
longer needed for the study. In order to release information under this provision, the District will enter into a written 
agreement with the recipient organization that specifies the purpose of the study. (See Form 8330 F14.) Further, the 
following personally identifiable information will not be disclosed to any entity: a student or his/her family member’s 
social security number(s); religion; political party affiliation; voting history; or biometric information. 
While the disclosure of personally identifiable information (other than social security numbers, religion, political 
party affiliation, voting record, or biometric information) is allowed under this exception, it is recommended that de
identified information be used whenever possible. This reduces the risk of unauthorized disclosure. 
F. disclose personally identifiable information from education records without consent, to authorized representatives 
of the Comptroller General, the Attorney General, and the Secretary of Education, as well as state and local educa
tional authorities. The disclosed records must be used to audit or evaluate a federal or state supported education pro
gram, or to enforce or comply with Federal requirements related to those education programs. A written agreement 
between the parties is required under this exception. (See Form 8330 F16) The District will verify that the authorized 
representative complies with FERPA regulations. 
G. request each person or party requesting access to a student's record to abide by the Federal regulations concern
ing the disclosure of information. 
The Board will comply with a legitimate request for access to a student's records within a reasonable period of time 
but not more than forty-five (45) days after receiving the request or within such shorter period as may be appli
cable to students with disabilities. Upon the request of the viewer, a record shall be reproduced, unless said record 
is copyrighted, and the viewer may be charged a fee equivalent to the cost of handling and reproduction. Based 
upon reasonable requests, viewers of education records will receive explanation and interpretation of the records. 
The Board shall maintain a record of those persons to whom information about a student has been disclosed. Such 
disclosure records will indicate the student, person viewing the record, information disclosed, date of disclosure, and 
date parental/eligible student consent was obtained (if required). 



 

 
 

Only "directory information" regarding a student shall be released to any person or party, other than the student or 
his/her parent, without the written consent of the parent; or, if the student is an eligible student, the written consent 
of the student, except those persons or parties stipulated by the Board policy and administrative guidelines and/or 
those specified in the law. 

The Board shall exempt from disclosure directory information, as requested for the purpose of surveys, marketing, 
or solicitation, unless the Board determines that the use is consistent with the educational mission of the Board and 
beneficial to the affected students. The Board may take steps to ensure that directory information disclosed shall not 
be used, rented, or sold for the purpose of surveys, marketing, or solicitations. Before disclosing the directory infor
mation, the Board may require the requester to execute an affidavit stating that directory information provided shall 
not be used, rented, or sold for the purpose of surveys, marketing, or solicitation. 

DIRECTORY INFORMATION 
Each year the Superintendent shall provide public notice to students and their parents of the District's intent to make 
available, upon request, certain information known as "directory information." The Board designates as student "di
rectory information": 
A. a student's name; 
B. address; 
C. telephone number; 
D. date and place of birth; 
E. major field of study; 
F.  participation in officially recognized activities and sports; 
G. dates of attendance; 
H. date of graduation; 
I. awards received; 
J. honor rolls; 
K. scholarships; 
L. telephone numbers for inclusion in school or PTO directories; 
M. school photographs or videos of students participating in school activities, events or programs; 

The Board designates school-assigned e-mail accounts as "directory information" for the limited purpose of facilitat
ing students’ registration for access to various online educational services, including mobile applications/apps that 
will be utilized by the student for educational purposes and for inclusion in internal e-mail address books. School-
assigned e-mail accounts shall not be released as directory information beyond this/these limited purpose(s) and to 
any person or entity but the specific online educational service provider and internal users of the District's Education 
Technology.  Parents and eligible students may refuse to allow the District to disclose any or all of such "directory 
information" upon written notification to the District. 

Armed Forces Recruiting 
The Board shall provide United States Armed Forces recruiters with at least the same access to the high school 
campus and to student directory information (names, addresses, and telephone listings of secondary students) as is 
provided to other entities offering educational or employment opportunities to those students. "Armed forces of the 
United States" means the armed forces of the United States and their reserve components and the United States Coast 
Guard. 

If a student or the parent or legal guardian of a student submits a signed, written request to the Board that indicates 
that the student or the parent or legal guardian does not want the student’s directory information to be accessible to 
official recruiting representatives, then the officials of the school shall not allow that access to the student’s directory 
information. The Board shall ensure that students and parents and guardians are notified of the provisions of the op
portunity to deny release of directory information. 

Public notice shall be given regarding the right to refuse disclosure of any or all "directory information" including to 
the armed forces of the United States and the service academies of the armed forces of the United States. 

A fee, not to exceed the actual costs incurred by the high school, for copying and mailing student directory informa
tion under this section, may be charged an official recruiting representative. 



 

Directory information received under armed services authorization request shall be used only to provide information 
to students concerning educational and career opportunities available in the armed forces of the United States or the 
service academies of the armed forces of the United States. An official recruiting representative who receives student 
directory information under this section shall not release that information to a person who is not involved in recruit
ing students for the armed forces of the United States or the service academies of the armed forces of the United 
States. Annually the Board will notify male students age eighteen (18) or older that they are required to register for 
the selective service. 

Requests to the District records officer shall be presented on a standardized form developed by the armed forces 
of the United States requesting access to a high school campus and a time for the access. Requests should bear the 
signature of the ranking recruiting officer of the armed service making the request. 

Whenever consent of the parent(s)/eligible student is required for the inspection and/or release of a student's educa
tion records or for the release of "directory information", either parent may provide such consent unless stipulated 
otherwise by court order. If the student is under the guardianship of an institution, the Superintendent shall appoint a 
person who has no conflicting interest to provide such written consent. 

The Board may disclose "directory information" on former students without student or parental consent, unless the 
parent or eligible student previously submitted a request that such information not be disclosed without their prior 
written consent. The Board shall not permit the collection, disclosure, or use of personal information collected from 
students for the purpose of marketing or for selling that information (or otherwise providing that information to others 
for that purpose). 

The Board may establish online access for the parents or the eligible student to the student’s confidential academic 
and attendance record. To authorize such access, the parents or the eligible student must sign a release (see Form 
8330 F10). This release shall remind the parents or eligible student that the account and confidential information 
about the student is only as secure as they keep their account information. Neither the District nor its employees will 
be held responsible for any breach of this policy by the parent/eligible student or any unauthorized party. 

The Superintendent shall prepare administrative guidelines to ensure that students and parents are adequately in
formed each year regarding their rights to: 
A. inspect and review the student's education records; 
B. request amendments if the record is inaccurate, misleading, or otherwise in violation of the student's rights; 
C. consent to disclosures of personally-identifiable information contained in the student's education records, except 
to unauthorized disclosures allowed by the law; 
D. challenge the Board’s noncompliance with a parent’s request to amend the records through a hearing; 
E. file a complaint with the United States Department of Education; 
F.  obtain a copy of the Board’s policy and administrative guidelines on student records. 

The Superintendent shall also develop procedural guidelines for: 
A. the proper storage and retention of records including a list of the type and location of records; 
B. informing Board employees of the Federal and State laws concerning student records. 

The Board authorizes the use of the microfilm process or electromagnetic processes of reproduction for the record
ing, filing, maintaining, and preserving of records. No liability shall attach to any member, officer, or employee of 
this District specifically as a consequence of permitting access or furnishing student records in accordance with this 
policy and regulations. Any entity receiving personally identifiable information pursuant to a study, audit, evaluation 
or enforcement/compliance activity must comply with all FERPA regulations. Further, such an entity must enter into a 
written contract with the Board of Education delineating its responsibilities in safeguarding the disclosed information. 
Specifically, the entity must demonstrate the existence of a sound data security plan or data stewardship program, 
and must also provide assurances that the personally identifiable information will not be redisclosed without prior 
authorization from the Board. Further, the entity conducting the study, audit, evaluation or enforcement/compliance 
activity is required to destroy the disclosed information once it is no longer needed or when the timeframe for the 
activity has ended, as specified in its written agreement with the Board of Education. See Form 8330 F14 and Form 
8330 F16 for additional contract requirements. 
Revised 12/2/14 



Student Records #8330 Policy (continued) 

The Board authorizes the administration to: 
A. forward student records, including any suspension and expulsion action against the student, on request to a 
school or school district in which a student of this District seeks or intends to enroll upon condition that the student’s 
parents be notified of the transfer, receive a copy of the record if desired, and have an opportunity for a hearing to 
challenge the content of the record; 
B. provide “personally-identifiable” information to appropriate parties, including parents of an eligible student, 
whose knowledge of the information is necessary to protect the health or safety of the student or other individuals, if 
there is an articulable and significant threat to the health or safety of a student or other individuals, considering the 
totality of the circumstances; 
C. report a crime committed by a child with or without a disability to appropriate authorities and to transmit copies 
of the student’s special education records and disciplinary records including any suspension and expulsion action 
against the student to the authorities and school officials for their consideration; 
D. release de-identified records and information in accordance with Federal regulations; 
E. disclose personally identifiable information from education records, without consent, to organizations conduct
ing studies “for, or on behalf of” the District for purposes of developing, validating or administering predictive tests, 
administering student aid programs, or improving instruction; 
Information disclosed under this exception must be protected so that students and parents cannot be personally iden
tified by anyone other than representative of the organization conducting the study, and must be destroyed when no 
longer needed for the study. In order to release information under this provision, the District will enter into a written 
agreement with the recipient organization that specifies the purpose of the study. (See Form 8330 F14.) While the 
disclosure of personally identifiable information without consent is allowed under this exception, it is recommended 
that whenever possible the administration either release de-identified information or remove the students’ names and 
social security identification numbers to reduce the risk of unauthorized disclosure of personally identifiable infor
mation. 
F.  request each person or party requesting access to a student’s record to abide by the Federal regulations concern
ing the disclosure of information. 
The Board will comply with a legitimate request for access to a student’s records within a reasonable period of time 
but not more than forty-five (45) days after receiving the request or within such shorter period as may be applicable 
to students with disabilities. Upon the request of the viewer, a record shall be reproduced, unless said record is 
copyrighted, and the viewer may be charged a fee equivalent to the cost of handling and reproduction. Based upon 
reasonable request, viewers of education records will receive explanation and interpretation of the records. 
The Board shall maintain a record of those persons to whom information about a student has been disclosed. Such 
disclosure records will indicate the student, person viewing the record, information disclosed, date of disclosure, and 
date parental/eligible student consent was obtained (if required). 
Only “directory information” regarding a student shall be released to any person or party, other than the student or 
his/her parent, without the written consent of the parent; or, if the student is an eligible student, the written consent 
of the student, except those persons or parties stipulated by the Board’s policy and administrative guidelines and/or 
those specified in the law. 
The Board shall exempt from disclosure directory information, as requested for the purpose of surveys, marketing, 
or solicitation, unless the Board determines that the use is consistent with the educational mission of the Board and 
beneficial to the affected students. The Board may take steps to ensure that directory information disclosed shall 
not be used, rented, or sold for the purpose of surveys, marketing, or solicitations. Before disclosing the directory 
information, the Board may require the requester to execute an affidavit stating that directory information provided 
shall not be used, rented, or sold for the purpose of surveys, marketing, or solicitation. 
DIRECTORY INFORMATION 
Each year the Superintendent shall provide public notice to students and their parents of its intent to make available, 

upon request, certain information known as “directory information”. The Board designates as student “directory 

information”: a student’s name; address; major field of study; participation in officially recognized activities and 

sports; height and weight, if a member of an athletic team; dates of attendance; date of graduation; awards received; 

honor society and scholarships; or school photographs or videos of students participation in school activities, events, 

or programs.
 
Parents and eligible students may refuse to allow the District to disclose any or all of such “directory information” 

upon written notification to the District within ten (10) days after receipt of the District’s public notice.
 



Student Records #8330 Policy (continued) 

Armed Forces Recruiting 
The Board shall provide United States Armed Forces recruiters with at least the same access to the high school 
campus and to student directory information (names, addresses, and telephone listings of secondary students) as is 
provided to other entities offering educational or employment opportunities to those students. “Armed forces of the 
United States” means the armed forces of the United States and their reserve components and the United States coast 
guard. 
If a student or the parent or legal guardian of a student submits a signed, written request to the Board that indicates 
that the student or the parent or legal guardian does not want the student’s directory information to be accessible to 
official recruiting representatives, then the officials of the school shall not allow that access to the student’s directory 
information. The Board shall ensure that students and parents and guardians are notified of the provisions of the 
opportunity to deny release of directory information. 
Public notice shall be given regarding right to refuse disclosure of any or all “directory information” including in the 
armed forces of the United States and the service academies of the armed forces of the United States. 
A fee, not to exceed the actual costs incurred by the high school, for copying and mailing student directory 
information under this section, may be charged an official recruiting representative. 
Directory information received under armed services authorization request shall be used only to provide information 
to students concerning educational and career opportunities available in the armed forces of the United States or 
the service academies of the armed forces of the United States. An official recruiting representative who receives 
student directory information under this section shall not release that information to a person who is not involved 
in recruiting students for the armed forces of the United States or the service academies of the armed forces of the 
United States. 
Annually the Board will notify male students age eighteen (18) or older that they are required to register for the 
selective service. 
Request to the District records officer shall be presented on a standardized form developed by the armed forces 
of the United States requesting access to a high school campus and a time for the access. Request should bear the 
signature of the ranking recruiting officer of the armed service making the request. 
Whenever consent of the parent(s)/eligible student is required for the inspection and/or release of a student’s 
education records or for the release of directory information, either parent may provide such consent unless 
stipulated otherwise by court order. If the student is under the guardianship of an institution, the Superintendent 
shall appoint a person who has no conflicting interest to provide such written consent, unless the parent or eligible 
student previously submitted a request that such information not be disclosed without their prior written consent. 
The Board may disclose “directory information” on former students without student or parental consent. 
The Board shall not permit the collection, disclosure, or use of personal information collected from students for 
the purpose of marketing or for selling that information (or otherwise providing that information to others for that 
purpose. 
The Board may establish online access for the parents or the eligible student to the student’s confidential academic 
and attendance record. To authorize such access, the parents or the eligible student must sign a release (see Form 
8330 F10). This release shall remind the parents or eligible student that the account and confidential information 
about the student is only as secure as they keep their account information. Neither the District nor its employees will 
be held responsible for any breech of this policy by the parent/eligible student or any unauthorized party. 
The Superintendent shall prepare administrative guidelines to ensure that students and parents are adequately 
informed each year regarding their rights to: 
A. inspect and review the student’s education records; 
B. request amendments if the record is inaccurate, misleading, or otherwise in violation of the student’s rights; 
C. consent to disclosures of personally identifiable information contained in the student’s education records, except 
to unauthorized disclosures allowed by the law; 
D. challenge the Board’s noncompliance with a parent’s request to amend the records through a hearing; 
E. file a complaint with the United States Department of Education; 
F.  obtain a copy of the Board’s policy and administrative guidelines on student records. 
The Superintendent shall also develop procedural guidelines for: 
A. the proper storage and retention of records including a list of the type and location of records; 
B. informing Board employees of the Federal and State laws concerning student records. 



 

Student Records #8330 Policy (continued) 
The Board authorizes the use of the microfilm process or electromagnetic processes of reproduction for the 

recording, filing, maintaining and preserving of records.
 
No liability shall attach to any member, officer, or employee of this District specifically as a consequence of 

permitting access or furnishing student records in accordance with this policy and regulations.
 
M.C.L.A. 380.1135 
Letter, April 6, 2004 Jeremy Hughes, Deputy Supt. Department of Education 
34 C.F.R. Part 99, 2002 
Section 444 of subpart of part C of the General Education Provisions Act 
Title IV of Public Law 90-247 
20 U.S.C. 1232f through 1232i (FERPA) 
20 U.S.C. 1400 et seq., Individuals with Disabilities Education Improvement Act 
20 U.S.C. 7165(b) 
26 U.S.C. 152 
20 U.S.C. 7908 
Revised 4/5/11 

Fair Labor Standards Act (FLSA) #6700 
It is the Board of Education’s policy to comply with the provisions of the Fair Labor Standards Act (FLSA) and its 
implementing regulations. The Board will pay at least the minimum wage required by the FLSA to all covered, non
exempt employees. Non-exempt employees are hourly employees, or salaried employees who do not qualify for a 
professional, administrative, computer or executive exemption under the FLSA. Teachers are generally exempt, even 
if they are paid on an hourly basis. 
Non-exempt employees who work more than forty (40) hours in a given work week will receive overtime pay in 
accordance with the FLSA for all hours worked in excess of forty (40). 
Non-exempt employees who work overtime without prior approval from the Superintendent or a supervisor may be 
subject to disciplinary action up to and including termination. 
The work week is established as (Day/time) to (Day/time). 
To the extent that an employee’s individual contract or collective bargaining agreement provides for greater benefits 
than mandated by the FLSA, the contract or bargaining agreement will be honored. 
Notwithstanding the fact that exempt school employees continue to meet the salary basis requirements and are not 
disqualified from exemption even if the employee’s pay is reduced or the employee is placed on a leave without pay 
for absences for personal reasons or because of illness or injury of less than one (1) work-day because accrued leave 
is not used for specific reasons, the Board reserves the right to make deductions from the pay of otherwise exempt 
employees under the following circumstances: 
A. 	 the employee is absent from work for one (1) or more full days for personal reasons other than sickness or 

disability 
B. 	 the employee is absent from work for one (1) or more full days due to sickness or disability if the deduction is 

made in accordance with a bona fide plan, policy or practice of providing compensation for salary lost due to 
illness 

C. to offset amounts employees receive as jury or witness fees, or for military pay 
D. 	for unpaid disciplinary suspensions of one (1) or more full days imposed in good faith for workplace conduct 

rule infractions 
E. for penalties imposed in good faith for infractions of safety rules of major significance 
The Board shall also not be required to pay the full salary in the initial or terminal week of employment, or for weeks 
in which an exempt employee takes unpaid leave under the Family & Medical Leave Act. 
The Board recognizes that with limited legally permissible exceptions, no deductions should be taken from the 
salaries of exempt employees. If an exempt employee believes that an improper deduction has been made to his/ 
her salary, the employee should immediately report this information to the Superintendent, Business Manager or his/ 
her immediate supervisor. Reports of improper deductions will be promptly investigated. If it is determined that an 
improper deduction has occurred, the employee will be promptly reimbursed for any improper deduction made, and 
the Board will make a good faith commitment to avoid any recurrence of the error. Information regarding the Fair 
Labor Standards Act may be found on the U.S. Department of Labor’s website : www.dol.gov. 
This policy is intended to comply with and explain the employees’ rights under the Fair Labor Standards Act. To 
the extent there is any conflict, or the policy exceeds the statutory requirements, the statute and its implementing 
regulations prevail. 
29 U.S.C. 201 et seq.; 29 C.F.R. Part 541 
Adopted 11/1/05 

http:www.dol.gov


Family and Medical Leaves of Absence #3430.01 & #4430.01 

In accordance with Federal law, the Board of Education shall provide up to twelve (12) weeks of unpaid FMLA leave 
in any twelve (12) month period to eligible professional staff members for the following reasons: 
A-1. the birth of a child and/or the care of a newborn child within one (1) year of the child’s birth 
B-1. the placement of a child with the staff member by way of adoption or foster care and/or to care for the 
child within one (1) year of the child’s arrival 
C-1. the staff member is needed to care for a spouse, parent or dependent child if such individual has a serious 
health condition, or 
D-1. the staff member’s own serious health condition prevents him/her from performing the functions of his/her 
position 
Employee Entitlement to Service Member FMLA 
Leave Entitlement 
Service member FMLA provides eligible employees unpaid leave for one, or for a combination, of the following 
reasons: 
A-2. A “qualifying exigency” arising out of a covered family member’s (spouse, son, daughter, or parent) 
covered active duty or call to covered active duty in the United States Armed Forces including the National Guard 
and Reserves. Qualifying exigencies, as defined by Federal regulations, include: 1) short-notice deployment; 2) 
military events and related activities; 3) childcare and school activities; 4) financial and legal arrangements; 5) 
counseling; 6) rest and recuperation; 7) post-deployment activities; and 8) additional activities not encompassed in 
the other categories, but agreed to by the employer and employee. (See AG 3430.01C). Covered active duty means 
deployment with the Armed Forces to a foreign country. 
B-2. To care for a covered family member, including next of kin as provided in the statute, who has incurred an 
injury or illness or aggravation of a pre-existing illness or injury while in the line of duty while on covered active 
duty in the United States Armed Forces, including the National Guard and Reserves, provided that such injury or 
illness may render the family member medically unfit to perform duties of the member’s office, grade, rank, or rating. 
Covered active duty means deployment with the Armed Forces to a foreign country. This leave is also available 
to care for veterans of the United States Armed Forces, including the National Guard and Reserves, provided the 
veteran was a service member at any time within the five (5) years prior to the start of the treatment, recuperation or 
therapy. 
Duration of Service Member FMLA 
A. When leave is due to a “Qualifying Exigency”: An eligible employee may take up to twelve (12) work 
weeks of leave during any twelve (12) month period. Such leave shall be counted with regular FMLA leave time in 
calculating the twelve (12) weeks of allowable leave. 
B. When leave is to care for an injured or ill service member: An eligible employee may take up to twenty-six 
(26) work weeks of leave during a single twelve (12) month period to care for the service member who is undergoing 
medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness. This is a one time benefit per service member. Leave to care for 
an injured or ill service member, when combined with other FMLA-qualifying leave, may not exceed twenty-six (26) 
weeks in a single twelve (12) month period. 
C. Service Member FMLA runs concurrent with other leave entitlements provided under Federal, State, and 
local law. 
General FMLA Provisions 
Professional staff members are “eligible” if they have worked for the Board for at least twelve (12) months, and for at 
least 1,250 hours over the twelve (12) months prior to the leave request. Service time may be aggregated when the 
break in service is less than seven (7) years for military obligation or subject to recall under a collective bargaining 
agreement. All full-time professional staff members are deemed to meet the 1,250 hour requirement. 
Twelve (12) month period for determining hours worked and use of leave is defined as a rolling year. 
For Service Member FMLA leave, the use of the twenty-six (26) weeks of leave will be measured forward from the 
first date on which the employee takes leave. 
Serious health condition is defined as an illness, injury, impairment, or physical or mental condition that involves: 
A. inpatient care, including any period of incapacity or any subsequent treatment in connection with such 
inpatient care; or 
B. continuing treatment by a healthcare provider, including: 
1. a period of incapacity of more than three (3) consecutive full calendar days and any subsequent treatment 
or period of incapacity relating to the same condition, that also involves either in person treatment two (2) or more 
times by a healthcare provider within thirty (30) days of the first date of incapacity absent extenuating circumstances 
beyond the employee’s control, or in person treatment by a healthcare provider on at least one (1) occasion which 
results in a regimen of continuing treatment under the supervision of a healthcare provider; The first visit to the 
healthcare provider must occur within seven (7) days of the first date of incapacity. 



2. any incapacity due to pregnancy or for prenatal care; 
3. any period of incapacity or treatment for such incapacity due to a chronic serious health condition; 
4. a period of incapacity which is permanent or long-term due to a condition for which treatment may not be 
effective; 
5. any period of absence to receive multiple treatments by a healthcare provider either for restorative surgery 
after an accident or other injury, or for a condition that would likely result in a period of incapacity of more than 
three (3) consecutive days in the absence of medical intervention or treatment, such as cancer (chemotherapy, 
radiation, etc.), severe arthritis (physical therapy), kidney disease (dialysis); 
C. conditions for which cosmetic treatment are administered are not “serious health conditions” unless inpatient 
hospital care is required or complications develop. Ordinarily, unless complications arise, the common cold, the flu, 
ear aches, upset stomachs, minor ulcers, headaches other than migraines, routine dental or orthodontia problems, 
periodontal disease, etc., are conditions that do not meet this definition and do not qualify for FMLA leave. 
Whenever the leave is foreseeable, the staff member shall provide the Superintendent with thirty (30) days notice. If 
there is insufficient time to provide such notice because of unforeseeable events, the staff member shall provide such 
notice as soon as possible and practical, generally not later than the next business day after the employee realizes the 
need for leave. Failure to follow the leave notice requirements may result in delay of obtaining the leave. Employees 
will still be required to comply with the absence reporting procedures at their buildings. 
When planning medical treatment, the staff member must consult with the Superintendent and make a reasonable 
effort to schedule the leave so as not to unduly disrupt the regular operation of the District, subject to the approval of 
the healthcare provider. 
The Board shall require the staff member to substitute any of his/her earned or accrued paid vacation leave, personal 
leave or family leave (per the applicable collective bargaining agreement) for unpaid FMLA leave provided for the 
birth, adoption or foster care placement of a child, or qualifying exigency for a Service Member Family Leave (see 
A-1, B-1, and A-2 on page one). 
The Board shall require the staff member to substitute any of his/her earned or accrued paid vacation, personal 
leave or sick leave (per the applicable collective bargaining agreement) for unpaid FMLA leave provided for the 
staff member’s own serious health condition or to care for a spouse, parent or dependent child with a serious health 
condition (see C-1 and D-1 on page one and B-2 on page two). 
If the staff member has not earned or accrued adequate paid leave to encompass the entire twelve (12) or twenty-
six (26) week period of FMLA leave, any additional weeks of leave to which the staff member is entitled to shall be 
unpaid. Whenever a staff member uses paid leave for a qualifying leave under this policy, such leave will count 
towards the maximum allowable leave, the paid leave, and FMLA/Service Member Family leave to which the staff 
member is entitled will run concurrently. 
The Superintendent may allow a staff member to take FMLA leave intermittently or on a reduced-leave schedule 
for the birth, adoption or foster care placement of a child (see A-1 and B-1 on page one). A staff member may take 
FMLA leave on an intermittent or reduced-leave schedule when medically necessary for his/her own serious health 
condition or to care for a spouse, parent or dependent child with a serious health condition (see C-1 and D-1 on page 
one). The taking of such leave results in the total reduction of the twelve (12) weeks only by the amount of leave 
actually taken. 
If the intermittent or reduced-leave schedule is foreseeable based on planned medical treatment, the Superintendent 
may require the staff member to transfer temporarily to an available alternative position which better accommodates 
recurring periods of leave. The alternative position shall have equivalent pay and benefits but not necessarily 
equivalent duties. Instructional staff members (i.e. individuals whose principal function is to teach and instruct 
students in a class, a small group, or an individual setting) who request intermittent leave or a reduced-leave schedule 
which would exceed twenty percent (20%) of the total number of working days over the period of anticipated leave 
must elect either to: 
A. take leave for a period or periods of a particular duration, not greater than the duration of the planned 
treatment; or 
B. transfer temporarily to an available alternative position offered by the Superintendent for which the 
instructional staff member is qualified, and that has equivalent pay and benefits and that better accommodates the 
recurring periods of leave than the staff member’s regular position. 
The Superintendent will notify the staff member when the District intends to designate leave as FMLA-qualifying. 
Such notice may be given orally or in writing. When verbal notice is given, it will be followed by written notice 
within ten (10) business days. In the case of intermittent or reduced-leave schedule leave, only one (1) such notice is 
required unless the circumstances regarding the leave have changed. If the Superintendent does not have sufficient 
information about the reason for an employee’s use of paid leave, the Superintendent may inquire further to ascertain 
whether the paid leave is FMLA-qualifying. Once the Superintendent learns that a paid leave is for an FMLA leave-
qualifying reason, the Superintendent will promptly notify the staff member that the paid leave will count toward the 
staff member’s twelve (12) week FMLA-leave entitlement. 



In cases in which the Board employs both spouses, the total amount of FMLA leave is twelve (12) weeks for the 

couple, except when the leave is due to the serious health condition of either spouse or a child, or twenty-six (26) 

weeks of FMLA leave for Service Member Leave.  When FMLA leave is taken for the staff member’s own serious 

health condition or to care for a spouse, parent or dependent child with a serious health condition (see C-1 and D-1 

on page one), the staff member must provide medical certification from the healthcare provider of the eligible staff 

member or his/her immediate family member). When the staff member requests qualifying Service Member Leave, s/
 
he must provide certification of a qualifying exigency or of the service member’s serious illness.
 
The staff member may either:
 
A. submit the completed medical certification to the Superintendent; or 
B. direct the healthcare provider to transfer the completed medical certification directly to the 
Superintendent, which will generally require the staff member to furnish the healthcare provider with a HIPAA-
compliant authorization. 
In the event the staff member fails to provide medical certification, any leave taken by the employee will not qualify 
for FMLA Leave/Service Member Family Leave. 
When the need for FMLA leave is foreseeable and at least thirty (30) days notice has been provided, the staff member 
must provide the medical certification before the leave begins. When this is not possible, the employee must provide 
the requested certification to the Superintendent within fifteen (15) calendar days after the staff member requests 
FMLA leave unless it is not practicable under the circumstances to do so despite the staff member’s diligent and good 
faith efforts. 
Any dispute over eligibility for FMLA leave shall be discussed between the employee and Superintendent. The 
District shall be responsible for maintaining a record of those communications. 
The Board reserves the right to obtain, at its expense, the opinion of a second healthcare provider and, in the event 
of conflict, the opinion of a third healthcare provider whose decision shall be binding and final. The staff member 
may either: 
A. submit the opinion of the second healthcare provider, and the opinion of the third healthcare provider if 
applicable, to the Superintendent; or 
B. direct the second or third healthcare provider to transfer his/her opinion directly to the Superintendent, 
which will generally require the staff member to furnish the healthcare provider with a HIPAA-compliant 
authorization. 
In the event the staff member fails to provide the medical opinion of the second or third healthcare provider, if 
applicable, any leave taken by the employee will not qualify for FMLA leave. 
A staff member who takes leave for his/her own serious health condition prior to returning to work, must provide 
the Superintendent with a statement from his/her healthcare provider that s/he is able to resume work. Upon 
return from any FMLA leave, the Board will restore the staff member to his/her former position or to a position with 
equivalent employment benefits, pay and conditions of employment. During FMLA leave, the Board shall maintain 
the staff member’s current coverage under the Board’s group health insurance program on the same conditions as 
coverage would have been provided if the staff member had been continuously working during the leave period. If 
the staff member was paying all or part of the premium payments prior to going on FMLA leave, the staff member 
must continue to pay his/her share during the leave. Any leave or return from leave during the last five (5) weeks 
of an academic term shall be reviewed individually by the Superintendent to minimize disruption to the students’ 
program. Special rules under the FMLA may apply for instructional staff.  The staff member shall not accrue any sick 
leave, vacation, or other benefits during a period of unpaid FMLA leave.  The use of FMLA leave will not result in the 
loss of any employment benefit that accrued prior to the start of the staff member’s leave. 
If the staff member fails to return to work at the end of the leave for reasons other than the continuation, recurrence, 
or onset of a serious health condition of the staff member or of the staff member’s immediate family member, or for 
circumstances beyond the control of the staff member, the staff member shall reimburse the Board for the health 
insurance premiums paid by the Board during the unpaid FMLA leave period.  A staff member who fraudulently 
obtains FMLA leave is not protected by this policy’s job restoration or maintenance of health benefits provisions. 
The Superintendent shall prepare any guidelines that are appropriate for this policy and ensure that the policy is 
posted properly. In any areas where discretion is allowed in the implementation of this policy or its guidelines for 
implementation, such discretion shall be exercised in a non-discriminatory manner. Similarly situated persons shall 
be treated similarly. 
The Superintendent shall provide a copy of the policy to all staff members, and retain a record of how and when the 
policy was distributed. A notice of Rights and Obligations shall also be provided each time an employee requests 
FMLA leave or the District has sufficient information to believe that the employee may qualify for FMLA leave. 
The approval, denial and administration of leave under this policy will be governed by the Family Medical Leave 
Act of 1993, as amended, and its published regulations, as applied and interpreted by the Superintendent. 
29 U.S.C. 2601 et seq. 29 C.F.R. Part 825 P.L. 110-181, Sec. 585 – National Defense Authorization Act (January 
28, 2008) P.L. 111-84, Sec. 565 – National Defense Authorization Act (October 28, 2009) Adopted 1/4/94 Revised 



 

Military Leave #3437.01/#4437.01 Policy 

The Board of Education provides military leave, reemployment, and other rights as established by the Federal Uni
formed Services Employment and Reemployment Rights Act (USERRA) and State law. To qualify: 
A. the employee (or an appropriate officer in the uniformed service in which the employee’s military service is 

performed) gave advance written or verbal notice of his/her military duty unless excused; 

B. the cumulative length of all periods of military service with the employer do not exceed five (5) years, except as 

provided under State statute; 

C. the employee timely reports to work after the period of military service ends; 

D. the employee has not separated from service with a disqualifying or other than honorable conditions. 

The Superintendent shall post notices of employees’ right under USERRA at conspicuous locations within the Dis
trict.
 
Employees may contact the U.S. Department of Labor or the Michigan Department of Military and Veteran’s Affairs 

to obtain more information regarding their rights under these statutes.
 
This policy is intended to comply with and explain the service person’s rights under USERRA. To the extent there is 

any conflict, the USERRA, State law and their regulations prevail.
 
Additional information regarding USERRA may be found on USERRA website at https://www.dol.gov/vets/programs/
 
userra
 

38 U.S.C. 4301-4333 
M.C.L.A. 32.271 et seq. 
Adopted 11/1/05 
Revised 12/2/08 

Privacy Protections of Self-Funded Group Health Plans #3419.01 Policy 

The Board of Education provides coverage to eligible employees under self-funded group health plans. The Board 
has established the following self-funded group health plans: 
A. Medical Plan 
B. Dental Plan 
C. Vision Plan  
D. Health Flexible Spending Accounts (FSA) 
The Board acknowledges that these group health plans are required to comply with the Health Insurance Portability 
and Accountability Act (HIPAA) Privacy Rule as amended by Title I of the Genetic Information Nondiscrimination 
Act (GINA). Certain health information maintained by these group health plans is afforded significant protection by 
this Federal law. 
The Board hereby appoints Business Manager to serve as the Privacy Protection Officer of the group health plans. 
The Board delegates authority to the Privacy Protection Officer to develop and implement the internal policies and 
procedures for the group health plan(s) relating to the use and disclosure of Protected Health Information. In the 
event that the HIPAA Privacy Rule is subsequently amended, the Privacy Protection Officer is authorized to make 
necessary amendments to the internal policies and procedures. 
The Privacy Protection Officer shall develop administrative guidelines necessary to implement this policy. 
The Privacy Protection Officer shall report his/her progress to the Board upon request. 
The Board reserves the right to revoke any or all delegations set forth in this policy at any time for any reason. 
29 C.F.R. Part 1635 
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act 
Adopted 2/3/04 
Revised 8/3/10 

https://www.dol.gov/vets/programs
http:3437.01/#4437.01


Harassment of Students #5517
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 School District operations, 
programs, and activities. All students, administrators, teachers, staff, and all other school personnel share respon-
sibility 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, "Pro-
tected Classes") that are protected by Federal civil rights laws (hereinafter referred to as unlawful harassment), and 
encourages those within the School District community as well as third parties, who feel aggrieved to seek assistance 
to rectify such problems. The Board will investigate all allegations of unlawful harassment and in those cases where 
unlawful harassment is substantiated, the Board will take immediate steps to end the harassment, prevent its recur-
rence, 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, "School District community" means students, administrators, and professional and sup-
port 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 School District property (e.g., 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 School District community at school-related events/activities (whether on or off School District prop-
erty).

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 follow-
ing 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.
C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of unlawful harassment, 
when responsibility for reporting and/or investigating harassment charges comprises part of one's supervisory duties.
Definitions
Bullying
Bullying rises to the level of unlawful harassment when one or more persons systematically and chronically inflict 
physical hurt or psychological distress on one (1) or more students or employees and the bullying is based upon one 
(1) 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 dehuman-
izing 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:
A. teasing;
B. threats;
C. intimidation;
D stalking; 
E. cyberstalking;                                                                                                                               



Harassment 
Harassment means 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 his/her person or damage to his/her property; 
B. has the effect of substantially interfering with a student's educational performance, opportunities, or benefits, or an 
employee's work performance; or 
C. has the effect of substantially disrupting the orderly operation of a school. 

Sexual Harassment 
Pursuant to Title VII 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 employ
ment, 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 deci
sions 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 abil
ity 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. 

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 as
signments, 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.
 
E. Sexually suggestive objects, pictures, videotapes, audio recordings or literature, placed in the work or educational 

environment, which may embarrass or offend individuals.
 
F. Unwelcome and inappropriate touching, patting, or pinching; obscene gestures.
 
G.A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to create or has the 

effect of creating discomfort and/or humiliation to another.
 
H.Remarks speculating about a person's sexual activities or sexual history, or remarks about one's own sexual activi
ties or sexual history.
 
I. Inappropriate boundary invasions by a District employee or other adult member of the School District community 

into a student's personal space and personal life.
 
J. Verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or sex-stereotyping that does not 

involve conduct of a sexual nature.
 

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Sex-based or gender-based con
duct must be sufficiently severe, pervasive, and persistent such that it adversely affects, limits, or denies an individu
al's employment or education, or such that it creates a hostile or abusive employment or educational environment, 
or such that it is intended to, or has the effect of, denying or limiting a student's ability to participate in or benefit 
from the educational program or activities. 



NOTE: Sexual conduct/relationships with students by District employees or any other adult member of the 
School District community is prohibited, and any teacher, administrator, coach, 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 in regard to such criminal charge and/or with respect to the application 
of this policy to District employees or other adult members of the School 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 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 
Students and other members of the School District community and third parties are encouraged to promptly report 
incidents of harassing conduct to a teacher, administrator, supervisor or other District official so that the Board may 
address the conduct before it becomes severe, pervasive, or persistent. Any teacher, administrator, supervisor, or 
other District employee or official who receives such a complaint shall file it with the District's Anti-Harassment 
Compliance Officer within two (2) school days. 

Members of the School District community, which includes students, or third parties who believe they have been 
unlawfully harassed 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 witnesses are available. 



If, during an investigation of alleged bullying, aggressive behavior and/or harassment in accordance with Policy 

5517.01 – Bullying and Other Forms of Aggressive Behavior, the Principal believes that the reported misconduct may 

have created a hostile learning 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. While the 

Compliance Officer investigates the allegation, the Principal shall suspend his/her Policy 5517.01 investigation to 

await the Compliance Officer's written report. The Compliance Officer shall keep the Principal informed of the status 

of Policy 5517 investigation and provide him/her with a copy of the resulting written report.
 

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."
 
Director of Human Resources; 231-922-6200; 1101 Red Drive, Traverse City, MI 49684
 
The names, titles, and contact information of these individuals will be published annually in the parent and staff 

handbooks and/or on the School 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 student, 

other member of the School District community or third party 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 School 

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 person alleging the 

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 

School 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. Additionally, 

any Board employee who observes an act of unlawful harassment is expected to intervene to stop the harassment, 

unless circumstances make such an intervention dangerous, in which case the staff member should immediately 

notify other Board employees and/or local law enforcement officials, as necessary, to stop the harassment. 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 eighteen (18), within two (2) school days to advise s/he/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 student who believes that s/he has been subjected to unlawful harassment may seek resolution of his/her 

complaint through either the informal or formal procedures as described below. Further, a process for investigating 

claims of harassment or retaliation and a process for rendering a decision regarding whether the claim of legally 

prohibited harassment or retaliation was substantiated are set forth below.
 

Due to the sensitivity surrounding complaints of unlawful harassment or retaliation, time lines 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 witnesses 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 a student to pursue a complaint of unlawful harassment or retaliation with the 
United States Department of Education Office for Civil Rights. 



Informal Complaint Procedure 
The goal of the informal complaint procedure is to stop inappropriate behavior and to investigate and facilitate 
resolution through an informal means, if possible. The informal complaint procedure is provided as a less formal 
option for a student who believes s/he has been unlawfully harassed or retaliated against. This informal procedure is 
not required as a precursor to the filing of a formal complaint. Students who believe that they have been unlawfully 
harassed may initiate their complaint through this informal complaint process, but are not required to do so. The 
informal process is only available in those circumstances where the parties (alleged target of harassment and al
leged harasser(s)) agree to participate in the informal process. Students who believe that they have been unlawfully 
harassed or retaliated may proceed immediately to the formal complaint process and individuals who seek resolu
tion through the informal procedure may request that the informal process be terminated at any time to move to the 
formal complaint process. However, all complaints of harassment involving a District employee or any other adult 
member of the School District community against a student will be formally investigated. Similarly, any allegations of 
sexual violence will be formally investigated. 

As an initial course of action, if a student feels that s/he is being unlawfully harassed and s/he is able and feels safe 
doing so, the individual should tell or otherwise inform the harasser that the conduct is unwelcome and must stop. 
Such direct communication should not be utilized in circumstances involving sexual violence. The complain
ing individual 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 individual if requested to do so. An individual who is uncomfortable or unwilling to inform the harasser of his/ 
her complaint is not prohibited from otherwise filing an informal or a formal complaint. In addition, with regard to 
certain types of unlawful harassment, such as sexual harassment, the Compliance Officer may advise against the use 
of the informal complaint process. 

A student who believes she/he has been unlawfully harassed may make an informal complaint, either orally or in 
writing: (1) to a teacher, other employee, or building administrator in the school the student attends; (2) to the Super
intendent or other District-level employee; and/or (3) directly to one of the Compliance Officers. 

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

The School District's informal complaint procedure is designed to provide students 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 student claiming unlawful harassment, informal resolution may 
involve, but not be limited to, one or more of the following: 
A. Advising the student about how to communicate the unwelcome nature of the behavior to the alleged harasser. 
B. Distributing a copy of the anti-harassment policy as a reminder to the individuals in the school building or office 
where the individual whose behavior is being questioned works or attends. 
C. If both parties agree, the Compliance Officer may arrange and facilitate a meeting between the student claiming 
harassment and the individual accused of harassment to work out a mutual resolution. Such a meeting is not appro
priate in circumstances involving sexual violence. 

While there are no set time limits within which an informal complaint must be resolved, the Compliance Officer or 
designee will exercise his/her authority to attempt to resolve all informal complaints within fifteen (15) business days 
of receiving the informal complaint. Parties who are dissatisfied with the results of the informal complaint process 
may proceed to file a formal complaint. And, as stated above, parties may request that the informal process be termi
nated at any time to move to the formal complaint process. 

All materials generated as part of the informal complaint process will be retained by the Compliance Officers in 
accordance with the School Board's records retention policy and/or Student Records policy. (See Policy 8310 and 
Policy 8330.) 



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 if the student elects to file a 
formal complaint initially, the formal complaint process shall be implemented. 

A student who believes s/he has been subjected to offensive conduct/harassment/retaliation hereinafter referred to as 
the "Complainant," may file a formal complaint, either orally or in writing, with a teacher, principal, or other District 
employee at the student’s school, the Compliance Officer, Superintendent, or another District employee who works 
at another school or at the district level. 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 complaint within thirty (30) calendar days after the conduct occurs while the facts are known and potential 
witnesses are available. If a Complainant informs a teacher, principal, or other District employee at the student’s 
school, Superintendent, or other District employee, either orally or in writing, about any complaint of harassment or 
retaliation, that employee must report such information to the Compliance Officer or designee within two (2) busi
ness days. 

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

All formal complaints must include the following information to the extent it is available: the identity of the individu
al believed to have engaged in, or be engaging in, offensive conduct/harassment/retaliation; a detailed description of 
the facts upon which the complaint is based; a list of potential witnesses; and the resolution sought by the Complain
ant. 

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 alleged harasser. In making such a determi
nation, the Compliance Officer should consult the Complainant to assess his/her agreement to the proposed action. 
If the Complainant is unwilling to consent to the proposed change, the Compliance Officer may still take whatever 
actions s/he deem appropriate in consultation with the Superintendent. 

Within two (2) business days of receiving the complaint, the Compliance Officer or a designee will initiate a formal 
investigation to determine whether the Complainant has been subjected to offensive conduct/harassment/retaliation. 

Simultaneously, the Compliance Officer will inform the individual alleged to have engaged in the harassing or retal
iatory conduct, hereinafter referred to as the "Respondent," that a complaint has been received. The Respondent will 
be informed about the nature of the allegations and provided with a copy of any relevant 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 complaint within five (5) business days. 

Although certain cases may require additional time, the Compliance Officer or a designee will attempt to complete 
an investigation into the allegations of harassment/retaliation within fifteen (15) business days of receiving the formal 
complaint. The investigation will include: 
A. interviews with the Complainant; 
B. interviews with the Respondent; 
C. interviews with any other witnesses who may reasonably be expected to have any information relevant to the al
legations; 
D. 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 the designee shall prepare and deliver a written report to the Superintendent that summarizes 
the evidence gathered during the investigation and provides recommendations based on the evidence and the defini



At the conclusion of the investigation, the Compliance Officer or the designee shall prepare and deliver a written 
report to the Superintendent that summarizes the evidence gathered during the investigation and provides recom
mendations based on the evidence and the definition of unlawful harassment as provided in Board policy and State 
and Federal law as to whether the Complainant has been subjected to unlawful harassment. The Compliance Of
ficer's recommendations must be based upon the totality of the circumstances, including the ages and maturity levels 
of those involved. 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. Absent extenuating circumstances, within ten (10) school days of receiving the report of 
the Compliance Officer or the designee, the Superintendent must either issue a final 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 informa
tion that is to be gathered, and such additional investigation must be completed within ten (10) school days. At the 
conclusion of the additional investigation, the Superintendent shall 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 student alleging the unlawful harassment/retali
ation 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. 

Privacy/Confidentiality 
The School District will employ all reasonable efforts to protect the rights of the complainant, the individual(s) 
against whom the complaint is filed, and the witnesses as much as possible, consistent with the Board’s legal obli
gations 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 its related administrative guidelines shall be maintained as con
fidential to the extent permitted by law. Confidentiality, however, cannot be guaranteed. All Complainants proceed
ing through the formal investigation process will be advised that their identities may be disclosed to the Respondent. 

During the course of a formal investigation, the Compliance Officer or his/her designee will instruct all members 
of the School District community and third parties who are interviewed about the importance of maintaining con
fidentiality. Any individual who is interviewed as part of a harassment investigation is expected not to disclose any 
information that s/he learns or that s/he provides during the course of the investigation. All records created as a part 
of an investigation of a complaint of harassment will be maintained by the Compliance Officer in accordance with 
the Board's records retention policy. Any records that are considered student education records in accordance with 
the Family Educational Rights and Privacy Act or under Michigan’s student records law will be maintained in a man
ner consistent with the provisions of the Federal and State law. 

Sanctions and Monitoring 
The Board shall vigorously enforce its prohibitions against unlawful harassment by taking appropriate action reason
ably 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 Superinten
dent 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 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 School District community, all subsequent sanctions imposed by the Board and/ 
or Superintendent shall be reasonably calculated to end such conduct, prevent its reoccurrence, and remedy its ef
fects. 

Retaliation 
Any act of retaliation 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 is prohibited. 



Allegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct 

State law requires any school teacher or school employee who knows or suspects that a student with a disability 
who is twenty-six (26) years or younger or a student 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 county children's services agency. If, during the 
course of 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 a county children's services agency or to local law enforcement shall not terminate the Com
pliance Officer or a designee's obligation and responsibility to continue to investigate a complaint of harassment. 
While the Compliance Officer or a 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 shall provide appropriate informa
tion to all members of the School 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 information provided regarding the 
Board's policy and harassment in general, will be age and content appropriate. 

Revised 9/2/14 



Bullying and Other Aggressive Behavior Toward Students #5517.01 
It is the policy of the District to provide a safe and nurturing educational environment for all of its students. 
This policy protects all students from bullying/aggressive behavior regardless of the subject matter or motivation for 
such impermissible behavior. 
Bullying or other aggressive behavior toward a student, whether by other students, staff, or third parties, including 
Board members, parents, guests, contractors, vendors, and volunteers, is strictly prohibited. This prohibition includes 
written, physical, verbal, and psychological abuse, including hazing, gestures, comments, threats, or actions to a 
student, which cause or threaten to cause bodily harm, reasonable fear for personal safety or personal degradation. 
Demonstration of appropriate behavior, treating others with civility and respect, and refusing to tolerate harassment 
or bullying is expected of administrators, faculty, staff, and volunteers to provide positive examples for student 
behavior. 
This policy applies to all “at school” activities in the District, including activities on school property, in a school 
vehicle, and those occurring off school property if the student or employee is at any school-sponsored, school-
approved or school-related activity or function, such as field trips or athletic events where students are under the 
school’s control, or where an employee is engaged in school business. Misconduct occurring outside of school may 
also be disciplined if it interferes with the school environment. 
Notification 
Notice of this policy will be annually circulated to and posted in conspicuous locations in all school buildings and 
departments within the District and discussed with students, as well as incorporated into the teacher, student, and 
parent/guardian handbooks. State and Federal rights posters on discrimination and harassment shall also be posted 
at each building. All new hires will be required to review and sign off on this policy and the related complaint 
procedure. 
Parents or legal guardians of the alleged victim(s), as well as of the alleged aggressor(s), shall be promptly notified 
of any complaint or investigation as well as the results of the investigation to the extent consistent with student 
confidentiality requirements. A record of the time and form of notice or attempts at notice shall be kept in the 
investigation file. 
To the extent appropriate and/or legally permitted, confidentiality will be maintained during the investigation 
process. However, a proper investigation will, in some circumstances, require the disclosure of names and 
allegations. Further, the appropriate authorities may be notified, depending on the nature of the complaint and/or the 
results of the investigation. 
Implementation 
The Superintendent is responsible to implement this policy, and may develop further guidelines, not inconsistent 

with this policy.
 
This policy is not intended to and should not be interpreted to interfere with legitimate free speech rights of any 

individual. However, the District reserves the right and responsibility to maintain a safe environment for students, 

conducive to learning and other legitimate objectives of the school program.
 
Procedure 
Any student who believes s/he has been or is the victim of bullying, hazing, or other aggressive behavior should 
immediately report the situation to the Principal or assistant principal. The student may also report concerns to a 
teacher or counselor who will be responsible for notifying the appropriate administrator or Board official. Complaints 
against the building principal should be filed with the Superintendent. Complaints against the Superintendent should 
be filed with the Board President. 
Every student is encouraged, and every staff member is required, to report any situation that they believe to be 
aggressive behavior directed toward a student. Reports shall be made to those identified above. Reports may be 
made anonymously, but formal disciplinary action may not be taken solely on the basis of an anonymous report. 
The Principal (or other administrator as designated) shall promptly investigate and document all complaints about 
bullying, aggressive or other behavior that may violate this policy. The investigation must be completed as promptly 
as the circumstances permit after a report or complaint is made. 
If the investigation finds an instance of bullying or aggressive behavior has occurred, it will result in prompt and 
appropriate remedial action. This may include up to expulsion for students, up to discharge for employees, exclusion 
for parents, guests, volunteers and contractors, and removal from any official position and/or a request to resign for 
Board members. Individuals may also be referred to law enforcement or other appropriate officials. 
The individual responsible for conducting the investigation shall document all reported incidents and report 
all verified incidents of bullying, aggressive or other prohibited behavior, as well as any remedial action taken, 
including disciplinary actions and referrals, to the Superintendent. The Superintendent shall submit a compiled 
report to the Board on an annual basis. 



Non-Retaliation/False Reports 
Retaliation or false allegations against any person who reports, is thought to have reported, files a complaint, 
participates in an investigation or inquiry concerning allegations of bullying or aggressive behavior (as a witness 
or otherwise), or is the target of the bullying or aggressive behavior being investigated, is prohibited and will not 
be tolerated. Such retaliation shall be considered a serious violation of Board policy, independent of whether a 
complaint of bullying is substantiated. Suspected retaliation should be reported in the same manner as bullying/ 
aggressive behavior. 
Making intentionally false reports about bullying/aggressive behavior for the purpose of getting someone in trouble 
is similarly prohibited and will not be tolerated. Retaliation and intentionally false reports may result in disciplinary 
action as indicated above. 
Definitions 
The following definitions are provided for guidance only. If a student or other individual believes there has been 
bullying, hazing, harassment or other aggressive behavior, regardless of whether it fits a particular definition, s/he 
should report it immediately and allow the administration to determine the appropriate course of action. 
“Aggressive behavior” is defined as inappropriate conduct that is repeated enough, or serious enough, to 
negatively impact a student’s educational, physical, or emotional well-being. Such behavior includes, for example, 
bullying, hazing, stalking, intimidation, menacing, coercion, name-calling, taunting, making threats, and hitting/ 
pushing/shoving. 
“At School” is defined as in a classroom, elsewhere on school premises, on a school bus or other school related 
vehicle, or at a school-sponsored activity or event whether or not it is held on school premises. It also includes 
conduct using a telecommunications access device or telecommunications service provider that occurs off school 
premises if either owned by or under the control of the District. 
“Bullying” is defined as any gesture or written, verbal, graphic, or physical act (including electronically transmitted 
acts – i.e. internet, telephone or cell phone, personal digital assistant (PDA), or wireless hand held device) that, 
without regard to its subject matter or motivating animus, is intended or that a reasonable person would know is 
likely to harm one (1) or more students either directly or indirectly by doing any of the following: 
A. substantially interfering with educational opportunities, benefits, or programs of one (1) or more students;
 
B. adversely affecting the ability of a student to participate in or benefit from the school district’s educational 

programs or activities by placing the student in reasonable fear of physical harm or by causing substantial emotional 

distress; 

C. having an actual and substantial detrimental effect on a student’s physical or mental health; and/or
 
D. causing substantial disruption in, or substantial interference with, the orderly operation of the school.
 
Bullying can be physical, verbal, psychological, or a combination of all three. Some examples of bullying are:
 
A. Physical – hitting, kicking, spitting, pushing, pulling; taking and/or damaging personal belongings or extorting 

money, blocking or impeding student movement, unwelcome physical contact.
 
B. Verbal – taunting, malicious teasing, insulting, name calling, making threats.
 
C. Psychological – spreading rumors, manipulating social relationships, coercion, or engaging in social exclusion/
 
shunning, extortion, or intimidation. This may occur in a number of different ways, including but not limited to 

notes, emails, social media postings, and graffiti.
 
“Harassment” includes, but is not limited to, any act which subjects an individual or group to unwanted, abusive 

behavior of a nonverbal, verbal, written or physical nature, often on the basis of age, race, religion, color, national 

origin, marital status or disability, but may also include sexual orientation, physical characteristics (e.g., height, 

weight, complexion), cultural background, socioeconomic status, or geographic location (e.g., from rival school, 

different state, rural area, city, etc.).
 
“Intimidation/Menacing” includes, but is not limited to, any threat or act intended to: place a person in fear of 

physical injury or offensive physical contact; to substantially damage or interfere with person’s property; or to 

intentionally interfere with or block a person’s movement without good reason.
 
“Staff” includes all school employees and Board members.
 
“Third parties” include, but are not limited to, coaches, school volunteers, parents, school visitors, service 

contractors, vendors, or others engaged in District business, and others not directly subject to school control at inter-

district or intra-district athletic competitions or other school events.
 
For further definition and instances that could possibly be construed as:
 
Harassment, see Policy 5517;
 
Hazing, see Policy 5516.
 
M.C.L. 380.1310B (Matt’s Safe School Law, PA 241 of 2011)
 
Policies on Bullying, Michigan State Board of Education
 
Model Anti-Bullying Policy, Michigan State Board of Education; Adopted 2/1/05; Revised 5/1/12
 



Anti Harassment #3362/#4362 
General Policy Statement 
It is the policy of the Board of Education to maintain an education and work environment which is free from 
all forms of unlawful harassment, including sexual harassment. This commitment applies to all School 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 harassment based on sex, race, color, national origin, 
religion, disability, genetic information, or any other unlawful basis, and encourages those within the School District 
community as well as third parties, who feel aggrieved to seek assistance to rectify the 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. Individuals who are found to have engaged in unlawful harassment 
will be subject to appropriate disciplinary action. 
For purposes of this policy, “School District community” means students, administrators, teachers, staff, and all other 
school personnel, including 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 School District 
property (e.g., 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 School 
District community at school-related events/activities (whether on or off School 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 harassment, or who has 
participated as a witness in a harassment investigation. 
B. Filing a malicious or knowingly false report or complaint of harassment. 
C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of harassment, when 
responsibility for reporting and/or investigating harassment charges comprises part of one’s supervisory duties. 
Definitions 
Sexual Harassment 
Pursuant to Title VII 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.
 
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. Physical assault.
 
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. 
E. Sexually suggestive objects, pictures, videotapes, audio recordings or literature, placed in the work or educational 
environment, which may embarrass or offend individuals. 
F.  Unwelcome and inappropriate touching, patting, or pinching; obscene gestures. 
G. A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to create or has 
the effect of creating discomfort and/or humiliation to another. 
H. Remarks speculating about a person’s sexual activities or sexual history, or remarks about one’s own sexual 
activities or sexual history. 
I. In the context of employees, consensual sexual relationships where such relationship leads to favoritism of a 
subordinate employee with whom the superior is sexually involved and where such favoritism adversely affects other 
employees or otherwise creates a hostile work environment. 
J. Inappropriate boundary invasions by a District employee or other adult member of the School District community 
into a student’s personal space and personal life. 
Not all behavior with sexual connotations constitutes unlawful sexual harassment. Conduct must be sufficiently 
severe, pervasive, and persistent such that it adversely affects 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 teacher, administrator, coach, 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 in regard to such criminal charge and/or with respect to the 
application of this policy to District employees or other adult members of the School 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 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 Harassment 
Prohibited national origin harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based 
upon an individual’s national origin 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, 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 School District community and third parties are encouraged to promptly report incidents of 
harassing conduct to an administrator, supervisor or other School District official so that the Board may address the 
conduct before it becomes severe, pervasive, or persistent. 
Members of the School District community or third parties who believe they have been unlawfully harassed by 
another member of the School District community or a third party are entitled to utilize the Board’s complaint 
process. 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 witnesses are available. 
The names and titles of the Anti-Harassment Complaint Coordinators with whom complaints of sexual and other 
forms of unlawful harassment should be filed are set forth in the administrative guidelines that supplement this 
policy. The names or titles of these individuals will be published annually in the parent and staff handbooks, on the 
School District’s web site, and/or on State and Federal rights posters on discrimination posted in each building. 
The Superintendent shall establish administrative guidelines describing both a formal and an informal process for 
making a charge of harassment, a process for investigating claims of harassment, and a process for rendering a 
decision regarding whether the claim of harassment was substantiated. This policy and the administrative guidelines 
will be readily available to all members of the School District community and posted in appropriate places 
throughout the School District. 
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 Complaint Coordinators. Thereafter, the Complaint Coordinator 
must contact the student, if age eighteen (18) or older, or the student’s parents if under the age eighteen (18), 
to advise s/he/them of the Board’s intent to investigate the alleged misconduct, including the obligation of the 
Complaint Coordinator or designee to conduct an investigation following all the procedures outlined for a formal 
complaint. 
Privacy/Confidentiality 
The School District will respect the privacy of the complainant, the individual(s) against whom the complaint is 
filed, 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 its related administrative guidelines shall be maintained as confidential to the extent 
permitted by law. 
Informal Process for Addressing Complaints of Harassment 
The administrative guidelines will include an informal complaint process to provide members of the School 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. Members of the School District community or third parties who believe 
that they have been unlawfully harassed may initiate their complaint through this informal complaint process, 
but are not required to do so. The administrative guidelines will include as a requirement the prerequisite that the 
informal process is only available in those circumstances where the parties (alleged target of harassment and alleged 
harasser(s)) agree to participate in the informal process. Those members of the School District community or third 
parties who believe that they have been unlawfully harassed may proceed immediately to 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. However, all complaints of harassment involving 
a District employee or any other adult member of the School District community against a student will be formally 
investigated. 
Formal Process for Addressing Complaints of Harassment 
The administrative guidelines will also include a formal complaint process. While the formal complaint process may 
serve as the first step to resolution of a charge of unlawful harassment, it is also available in those circumstances 
when the informal complaint process fails to satisfactorily resolve a concern. Because of the need for flexibility, no 
specific time lines are established for initiating the formal complaint process; however, once the formal complaint 
process is begun, the investigation will be completed in a timely manner (ordinarily, within thirty-one (31) calendar 
days of the complaint being received). 
Members of the School District community or third parties who feel they have been unlawfully harassed should file 
a formal written complaint with the principal of their school building or with one of the Complaint Coordinators 
identified in the administrative guidelines. Oral complaints of harassment will be reduced to writing by the 
individual receiving the complaint and the Complainant will be asked to verify the accuracy of the reported charge 
by signing the document. Complaints received by a school building principal will be immediately reported to the 
appropriate Complaint Coordinator identified in the administrative guidelines. 



After a complaint is filed, the Complaint Coordinator or designee shall conduct a prompt and timely investigation. 
The investigation may include interviews of the complainant, the individual accused of engaging in harassing 
behavior, and any other witness who may reasonably be expected to have information relevant to the situation. All 
interviewed parties and witnesses will be provided an opportunity to present any evidence that they reasonably 
believe to be relevant to the situation. 
At the conclusion of the investigation the Complaint Coordinator or designee will prepare and deliver to the 
Superintendent a written report summarizing the evidence gathered during the investigation and providing his/ 
her recommendations regarding whether or not the complaint of unlawful harassment has been substantiated. The 
written report must be based on the totality of the circumstances involved in the complaint, the nature of the alleged 
conduct, the context in which the alleged conduct occurred, and the ages and maturity of the individuals involved. 
Upon review of the written report the Superintendent will either issue a final decision regarding whether or not the 
complaint of unlawful harassment was substantiated, or request that further investigation be conducted. A copy 
of Superintendent’s action will be delivered to both the Complainant and the individual accused of the harassing 
conduct. 
The decision of the Superintendent shall be final. 
The Complaint process set forth in the policy and in the administrative guidelines is not intended to interfere with the 
rights of a member of the School District community or a third party to pursue a complaint of unlawful harassment 
with the United States Department of Education, Office for Civil Rights, the Michigan Civil Rights Commission, or 
the Equal Employment Opportunity Commission. 
The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment regardless of 
whether the member of the School District community or third party alleging the harassment 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 and administrative guidelines or in such other manner as deemed appropriate by the 
Board or its designee. 
Sanctions and Monitoring 
The Board shall vigorously enforce its prohibitions against unlawful 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 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 School District 
community, all subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to 
eliminate such conduct in the future. 
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 shall provide appropriate training 
to all members of the School District community related to the implementation of this policy and its accompanying 
administrative guidelines. All training regarding the Board’s policy and administrative guidelines and harassment in 
general, will be age and content appropriate. 
Titles VI and VII of the Civil Rights Act of 1964, 42 U.S.C. 2000d et seq. 
29 U.S.C. 621 et seq. 
42 U.S.C. 2000e et seq. 
42 U.S.C. 1983 
42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act 
29 C.F.R. Part 1635 
Title IX of the Educational Amendments of 1972, 20 U.S.C. 1681 et seq. 
Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. 794 
The Americans with Disabilities Act of 1990, 42 U.S.C. 12101 et seq. 
The Handicappers’ Civil Rights Act, M.C.L.A. 37.1101 et seq. 
The Elliott-Larsen Civil Rights Act, M.C.L.A. 37.2101, et seq. 
Policies on Bullying, Michigan State Board of Education, 7-19-01 
Model Anti-bullying Policy, Michigan State Board of Education, 09-2006 
National School Boards Association Inquiry and Analysis – May 2008 
Revised 8/3/10 



 

  

Student Discipline #5600
 

The Board of Education acknowledges that conduct is closely related to learning and that an effective instructional 

program requires an orderly school environment, which is, in part, reflected in the behavior of students.
 
The Board believes that the best discipline is self-imposed and that students should learn to assume responsibility for 

their own behavior and the consequences of their actions.
 
The Board shall require each student of this District to adhere to the Code of Conduct promulgated by the 

administration and to submit to such disciplinary measures as are appropriately assigned for infraction of those rules. 

Such rules shall require that students:
 
A. conform to reasonable standards of socially-acceptable behavior; 

B. respect the person and property of others; 

C. preserve the degree of order necessary to the educational program in which they are engaged; 

D. respect the rights of others; 

E. obey constituted authority and respond to those who hold that authority.  

Data regarding disciplinary action(s) shall not be entered on a student’s record except in the case of suspension, 

which information shall be removed from the student’s permanent record before s/he leaves this District.
 
Student disciplinary problems shall be reported to the Local Districts.
 
The Superintendent shall promulgate administrative guidelines for student conduct which carry out the purposes of 

this policy and:
 
A. are not arbitrary but bear a reasonable relationship to the need to maintain a school environment conducive to 

learning; 

B. do not discriminate among students; 

C. do not demean students; 

D. do not violate any individual rights constitutionally guaranteed to students. 

The Superintendent shall designate sanctions, excluding corporal punishment, for the infractions of rules which 

shall:
 
A. relate in kind and degree to the infraction; <
 
B. help the student learn to take responsibility for his/her actions; 

C. be directed, where possible, to ameliorate any harm which may have been caused by the student’s misconduct. 

The Board shall attempt to provide, as resources permit, alternative programs and activities for disruptive students 

as a means to prevent or reduce discipline problems. In planning such programs, the Superintendent shall include 

procedures which ensure cooperation with those community agencies and organizations which can provide 

assistance to such students.
 
The Superintendent shall publish to all students the rules of this District regarding student conduct, the sanctions 

which may be imposed for breach of those rules, and the due process procedures that will be followed in 

administering the Code of Conduct.
 
A student who has been disorderly on a school vehicle may be excluded from transportation services in accordance 

with Board policies on transportation.
 
The building principal/supervisor shall have the authority to assign discipline to students, subject to District 

administrative guidelines and the student’s due process right to notice, hearing, and appeal.
 
Teachers and other employees of this Board having authority over students shall have the authority to take such 

means as may be necessary to control the disorderly conduct of students:
 
A. in all situations and in all places where such students are within the jurisdiction of this Board; 

B. when such conduct interferes with the educational program of the schools or threatens the health and safety of 

others. 

No student is to be detained after the close of the regular school day unless the student’s parent has been contacted 

and informed that the student will be detained. No student shall be refused transportation services until the parent 

has been notified. Notification to the parent is the responsibility of District personnel and should be made prior to 

the departure of school buses. If a parent cannot be contacted, the child should be detained on another day.
 



 

  

  

Student supervision and welfare #3213/#4213 - Policy 
Professional staff members because of their proximity to students are frequently confronted with situations which, if 
handled incorrectly, could result in liability to the District and personal liability to the professional staff member. It is 
the intent of the Board of Education to direct the preparation of guidelines that would minimize that possibility. 
It is the responsibility of the Superintendent to prepare administrative guidelines to ensure the maintenance of the 
following standards: 
A. Each professional staff member shall maintain a standard of care for supervision, control, and protection of stu
dents commensurate with assigned duties and responsibilities. 
B. A professional staff member should not volunteer to assume responsibility for duties s/he cannot reasonably 
perform. Such assumption carries the same responsibilities as assigned duties. 
C. A professional staff member shall provide proper instruction in the safety matters presented in assigned course 
guides. 
D. Each professional staff member shall immediately report to their immediate supervisor any accident or safety 
hazard s/he detects. 
E. Each professional staff member shall immediately report knowledge of threats of violence by students to the 
principal. 
F.  A professional staff member shall not send students on any personal errands.  
G. A professional staff member shall not associate with students, at any time in a manner which gives the 
appearance of impropriety, including, but not limited to, the creation or participation in any situation or activity 
which could be considered abusive or sexually suggestive or involve illegal substances such as tobacco, alcohol, 
or drugs. This provision should not be construed as precluding a professional staff member from associating with 
students in private for legitimate or proper reasons. However, dating, romantic and/or sexual relationships with 
students, regardless of their age and regardless of consent are absolutely prohibited, unless the staff member and 
student are legally married. 
H. If a student comes to a staff member to seek advice or to ask questions regarding a personal problem related to 
sexual behavior, substance abuse, mental or physical health, and/or family relationships, the staff member may help 
the student make contact with certified or licensed individuals in the District or community who specialize in the 
assessment, diagnosis, and treatment of the student’s problem. Under no circumstances should a staff member at
tempt, unless properly licensed and authorized to do so, to counsel, assess, diagnose, or treat the student’s problem 
or behavior. 
I. Student safety is of the utmost importance to all District staff. Carrying of students puts the students and staff in 
a potentially unsafe situation. District staff are directed not to carry students. The use of physical management will 
only be used when a student is a danger to himself/herself or others. The only exception to carrying students is in an 
emergency situation. Emergency will be defined by the language in AG 5630B - Use of Physical Force and Policy 
5630 - Corporal Punishment. For the purposes of this directive, staff may transfer students when needed for infants 
or for medically fragile students. District staff deployed to local schools may not help with any 
management situation involving the carrying of students. In order to make sure staff is properly in-services on ap
propriate physical management techniques or non-violent crisis intervention, all special education staff will take part 
in a two (2) day training followed by yearly refreshers. Special education directors can exempt staff from this require
ments as necessary. 
J. A professional staff member shall not transport students in a private vehicle without the approval of the immediate 
supervisor.  
K. A student shall not be required to perform work or services that may be detrimental to his/her health.  
L. A staff member in charge of a student activity shall not allow any student or group of students to stay overnight 
in any District facility without the written permission of the administrator in charge of the facility. Before permission 
can be granted for any overnight stay, the administrator in charge must ensure that the purpose is District-related, the 
parents have given permission, and there is adequate and appropriate chaperones for the event. 
Most information concerning a child in school, other than directory information described in Policy 8330, is confi
dential under Federal and State laws. Any staff member who shares confidential information with another person not 
authorized to receive the information may be subject to discipline or civil liability. This includes, but is not limited 
to, information concerning assessments, grades, behavior, family background, and alleged child abuse. 
Pursuant to the laws of the State, each professional staff member shall report to the proper legal authorities immedi
ately, any sign of suspected child abuse or neglect. 

Revised 8/3/04 



Video Surveillance and Electronic Monitoring - #7440.01 Policy 
The Board of Education authorizes the use of video surveillance and electronic monitoring equipment at various 
school sites throughout the District and on school buses. The video surveillance/electronic monitoring equipment 
shall be used to protect Board property and assets from theft and vandalism, through deterrence and video 
documentation. The system is not designed nor intended to protect individuals from being victims of violent 
or property crimes, nor to detect other potentially illegal and undesirable activities that may occur, although 
information may be used as evidence in such cases. 
The monitoring of actions and behavior of individuals who come onto school property is a significant factor in 
maintaining order and discipline and protecting students, staff, visitors, and school and student property. Video 
surveillance/electronic monitoring systems serve to complement other means being employed in the District to 
promote and foster a safe and secure teaching and learning environment for students and staff. The Board recognizes 
that the use of a video surveillance/electronic monitoring system does not replace the need for the ongoing vigilance 
of the school staff assigned by the building principal to monitor and supervise the school building. Rather, the video 
surveillance/electronic monitoring system serves as an appropriate and useful tool with which to augment or support 
the in-person supervision provided by staff. The building principal is responsible for verifying that due diligence is 
observed in maintaining general campus security. 
The Superintendent is responsible for approving where and when to install and operate fixed-location video 
surveillance/electronic monitoring equipment in the District. The building principals and administrators responsible 
for other facilities shall be responsible for recommending use of video surveillance/electronic monitoring. The 
determination of where and when to use video surveillance/electronic monitoring equipment will be made in a 
nondiscriminatory manner. Video surveillance/electronic monitoring equipment may be placed in common areas 
in school buildings (e.g., school hallways, entryways, the front office where students, employees and visitors are 
permitted to freely come and go, gymnasiums, cafeterias, libraries), the school parking lots and other outside areas, 
and in school buses. Except in extraordinary circumstances and with the written authorization of the Superintendent, 
video surveillance/electronic monitoring equipment shall not be used in areas where persons have a reasonable 
expectation of privacy (e.g., restrooms, locker rooms, changing areas). The Superintendent shall carefully consider 
and consult with District legal counsel before authorizing placement in, private offices (unless there is express 
consent given by the office occupant), or conference/meeting rooms, or in individual classrooms during instructional 
times. 
Any person who takes action to block, move, or alter the location and/or viewing angle of a video camera shall be 
subject to disciplinary action. 
Legible and visible signs shall be placed at the main entrance to buildings and in the areas where video surveillance/ 
electronic monitoring equipment is in use. Signs shall be reasonably designed to notify people that their actions/ 
behavior are being monitored/recorded. Additionally, the Superintendent is directed to annually notify parents and 
students via school newsletters and the Student Handbook, and staff via the Staff Handbook, of the use of video 
surveillance/electronic monitoring systems in their schools. 
Any information obtained from video surveillance/electronic monitoring systems may only be used to support the 
orderly operation of the School District’s schools and facilities, and for law enforcement purposes, and not for any 
other purposes. As such, recordings obtained through the use of video surveillance/electronic monitoring equipment 
may be used as evidence in any disciplinary proceedings, administrative proceeding or criminal proceeding, subject 
to Board policy and regulations. Further, such recordings may become a part of a student’s education record or staff 
member’s personnel file. 
Ordinarily video surveillance/electronic monitoring equipment will not be used to make an audio recording of 
conversation occurring on school grounds or property. 
The Board will not use video surveillance/electronic monitoring equipment to obtain information for the purpose of 
routine staff appraisal/evaluation or monitoring. 
Recordings of students will be treated as confidential, to the extent allowed by law. Copies of video recordings 
containing personally identifiable information about students shall not be released except as required or authorized 
by law. Parents or guardians of minor students, and students who are eighteen (18) years of age or older, who are 
charged with disciplinary violations may view relevant portions of any video recording related to the charge, upon 
written request to the building principal, provided that viewing the recording does not violate State and/or Federal 
law (i.e., the privacy rights of any other students whose images appear on the recording). Likewise, school personnel 
may view relevant portions of any video relating to any disciplinary charge against them, upon written request 
to the building principal, provided that viewing the recording does not violate State and/or Federal law (i.e., the 
privacy rights of any students whose images appear on the recording). Absent a clear legal obligation, confidential 
recordings will only be released through subpoena or court order. 



The Board shall maintain video surveillance/electronic monitoring recordings for a limited period. Any request to 
view a recording under this policy must be made within ten (10) days of the event/incident. Unless an investigation 
is being conducted, recordings shall be destroyed after thirty (30) days. If, however, action is taken by the Board/ 
administration, as a result of a formal complaint or incident, recordings shall be kept for a minimum of one (1) year 
from the date of the action taken. 
This policy does not address or cover instances where school officials record a specific event (e.g., a play, music 
performance, athletic contest, graduation, or Board meeting), or an isolated instance where a classroom is 
videotaped for educational or research purposes. Authorized videotaping for educational, instructional and/or 
research purposes is permitted and is not addressed by this policy. 
The Superintendent is directed to develop administrative guidelines to address the use of video surveillance/ 
electronic monitoring equipment in school buildings, school buses and on property owned and/or operated by the 
Board. 
Video surveillance is to be implemented in accordance with this policy and the related guidelines. The Board 
will not accept or tolerate the improper use of video surveillance/electronic monitoring equipment and will take 
appropriate action in any cases of wrongful use of this policy. 
Periodically, the Superintendent shall conduct a review to verify that this policy and its implementing guidelines are 
being adhered to, and report to the Board on the use of video surveillance/electronic monitoring equipment in the 
District. 
FERPA, 20 U.S.C. 1232g 
34 C.F.R. 99.1-99.67 
Title I of the Electronic Communication Privacy Act of 1986 
18 U.S.C. 2510-2521 
Adopted 8/3/10 

http:99.1-99.67


Staff Use of Personal Communication Devices #7530.02 - Policy 
Use of personal communication devices (“PCDs”) has become pervasive in the workplace. For purposes of this 
policy, “personal communication device” includes computers, tablets (e.g., iPads and similar devices), electronic 
readers (“e-readers”; e.g..Kindles and similar devices), cell phones (e.g., mobile/cellular telephones, smartphones 
[e.g., BlackBerry, iPhone, Android devices, Windows Mobile devices, etc.], and/or other web-enabled devices 
of any type. Whether the PCD is Board-owned and assigned to a specific employee, or personally-owned by the 
employee (regardless of whether the Board pays the employee an allowance for his/her use of the device, the Board 
reimburses the employee on a per use basis for their business-related use of his/her PCD, or the employee receives 
no remuneration for his/her use of a personally-owned PCD), the employee is responsible for using the device in a 
safe and appropriate manner. 
Safe and Appropriate Use of Personal Communication Devices, Including Cell Phones 
Using a cell phone or other PCD while operating a vehicle is strongly discouraged. Employees should plan their 
work accordingly so that calls are placed, text messages/instant messages/e-mails read and/or sent, and/or the 
Internet browsed either prior to traveling or while on rest breaks. In the interest of safety for both Board employees 
and other drivers, employees are required to comply with all applicable laws while driving (including any laws that 
prohibit texting or using a cell phone or other PCD while driving). 
Employees may not use a PCD in a way that might reasonably create in the mind of another person an impression of 
being threatened, humiliated, harassed, embarrassed or intimidated. 
Duty to Maintain Confidentiality of Student Personally Identifiable Information - Public and Student Record 
Requirements 
Employees are subject to all applicable policies and guidelines pertaining to protection of the security, integrity and 
availability of the data stored on their PCDs. 
Cellular and wireless communications, including calls, text messages, instant messages, and e-mails sent from PCDs, 
may not be secure. Therefore, employees should use discretion in relaying confidential information, particularly as it 
relates to students. 
Additionally, cellular/wireless communications, including text messages, instant messages and e-mails sent and/ 
or received by a public employee or school official using his/her PCD may constitute public records if the content 
of the message concerns District business, or an education record if the content includes personally identifiable 
information about a student. Cellular/wireless communications that are public records are subject to retention and 
disclosure, upon request, in accordance with Policy 8310 – Public Records. Cellular/wireless communications that 
are student records should be maintained pursuant to Policy 8330 – Students Records. Finally, cellular/wireless 
communications and other electronically stored information (ESI) stored on the staff member’s PCD may be subject 
to a Litigation Hold pursuant to Policy 8315 – Information Management. Staff are required to comply with District 
requests to produce copies of cellular/wireless communications in their possession that are either public records or 
education records, or that constitute ESI that is subject to a Litigation Hold. 
At the conclusion of an individual’s employment (whether through resignation, nonrenewal, or termination), the 
employee is responsible for informing the Superintendent or his/her designee of all public records, student records 
and ESI subject to a Litigation Hold that is maintained on the employee’s Board-owned PCD. The District’s IT 
department/staff will then transfer the records/ESI to an alternative storage device. 
If the employee also utilized a personally-owned PCD for work-related communications, and the device contains 
public records, students records and/or ESI subject to a Litigation Hold, the employee must transfer the records/ESI 
to the District’s custody (e.g., server, alternative storage device) prior to the conclusion of his/her employment. The 
District’s IT department/staff is available to assist in this process. Once all public records, student records and ESI 
subject to a Litigation Hold are transferred to the District’s custody, the employee is required to delete the records/ 
ESI from his/her personally-owned PCD. The employee will be required to sign a document confirming that all such 
records/information has been transferred to the District’s custody and deleted from his/her personally–owned PCD. 
If a PCD is lost, stolen hacked or otherwise subjected to unauthorized access, the employee must immediately notify 
the Superintendent so a determination can be made as to whether any public records, students records and/or ESI 
subject to a Litigation Hold has been compromised and/or lost. The Superintendent shall determine whether any 
security breach notification laws may have application to the situation. Appropriate notifications will be sent unless 
the records/information stored on the PCD was encrypted. 



       

The Board prohibits employees from maintaining the following types of records and/or information on their PCDs 
cell phones: 
A. social security numbers 

B. driver’s license numbers 

C. credit and debit card information 

D. financial account numbers 

E. student personally identifiable information
 
F. information required to be kept confidential pursuant to the Americans with Disabilities Act (ADA)
 
G. personal health information as defined by the Health Insurance Portability and Accountability Act (HIPAA)
 
If an employee maintains records and/or information on a PCD cell phone that is confidential, privileged or 

otherwise protected by state and/or Federal law, the employee is required to encrypt the records and/or information.
 
It is suggested that employees lock and password protect their PCDs when not in use.
 
Employees are responsible for making sure no third parties (including family members) have access to records and/or 

information, which is maintained on a PCD in their possession that is confidential, privileged or otherwise protected 

by state and/or federal law.
 
Privacy Issues 
Except in emergency situations or as otherwise authorized by the Superintendent or as necessary to fulfill their job 
responsibilities, employees are prohibited from using PCDs to capture, record and/or transmit the words or sounds 
(i.e., audio) and/or images (i.e., pictures/video) of any student, staff member or other person in the school or while 
attending a school-related activity. Using a PCD to capture, record and/or transmit audio and/or pictures/video of an 
individual without proper consent is considered an invasion of privacy and is not permitted. 
PCDs, including but not limited to those with cameras, may not be activated or utilized at any time in any school 
situation where a reasonable expectation of personal privacy exists. These locations and circumstances include, but 
are not limited to, classrooms, gymnasiums, locker rooms, shower facilities, rest/bathrooms, and any other areas 
where students or others may change clothes or be in any stage or degree of disrobing or changing clothes. The 
Superintendent and building principals are authorized to determine other specific locations and situations where use 
of a PCD is absolutely prohibited. 
Personal Use of PCDs While at Work 
Board employees may carry PCDs cell phones with them while at work including while operating Board equipment, 
but are subject to the following restrictions: 
A. Excessive use of a PCD cell phone for personal business during work hours is considered outside the employee’s 
scope of employment and may result in disciplinary action. 
B. Employees are personally and solely responsible for the care and security of their personally-owned PCDs. The 
Board assumes no responsibility for theft, loss, or damage to, or misuse or unauthorized use of, personally-owned 
PCDs brought onto its property, or the unauthorized use of such devices. 
Potential Disciplinary Action 
Violation of this policy may constitute just cause for disciplinary action up to and including termination. Use of a 
PCD in any manner contrary to local, State or Federal laws may also result in disciplinary action up to and including 
termination. 
Adopted 2/5/13 



 

Access to District Technology Resources from Personal Communication Devices #7542 - Policy 
The Board may permit employees, students, Board members, guests, as well as, contractors, vendors, agents, to 
use their personal communication devices (“PCDs”) to wirelessly access the District’s technology resources (guest 
or business networks, servers, projectors, printers, etc.) while they are on-site at any District facility. Access to the 
business/guest network shall require authentication. 
For purposes of this policy, “personal communication device” includes computers, tablets (e.g., iPads and similar 
devices), electronic readers (“e-readers”; e.g., Kindles and similar devices), cell phone (e.g., mobile/cellular 
telephones, smartphones (e.g., BlackBerry, iPhone, etc.), and/or other web-enabled devices of any type. 
Technology Services is charged with developing (or, is directed to develop) the necessary standards for connecting 
PCDs to the District’s technology resources. The standards shall be available upon request. 
The standards shall be designed and enforced to minimize the Board’s exposure to damages, including, but not 
limited to, the loss of sensitive District data, illegal access to confidential data, damage to the District’s intellectual 
property, damage to the District’s public image, and damage to the District’s critical internal systems, from 
unauthorized use. 
The use of PCDs must be consistent with the established standards for appropriate use as defined in Policy 7540.03 
and AG 7540.03 – Student Network and Internet Acceptable Use and Safety, Policy 7540.04 and AG 7540.04 – Staff 
Network and Internet Acceptable Use and Safety, Policy 5136 and AG 5136 - Personal Communication Device, 
Policy 7530.02 - Staff Use of Communication Devices. When an individual connects to and uses the District’s 
technology resources, s/he must agree to abide by all applicable policies, administrative guidelines and laws (e.g., 
the user will be presented with a “splash screen” that will set forth the terms and conditions under which s/he will 
be able to access the District’s technology resource(s); the user will need to accept the stated terms and conditions 
before being provided with access to the specified technology resource(s)). 
In order to comply with the Children’s Internet Protection Act (“CIPA”), the Board has implemented technology 
protection measures that protect against (e.g., filter or block”) access to visual displays/depictions/materials that 
are obscene, constitute child pornography, and/or are harmful to minors. The Board also utilizes software and/ 
or hardware to monitor online activity to restrict access to child pornography and other material that is obscene, 
objectionable, inappropriate and/or harmful to minors. 
Any user who violates the established standards and/or the Board’s Acceptable Use policy, or who accesses the 
District’s technology resources without authorization may be prospectively denied access to the District’s technology 
resources. If the violation is committed by a contractor, vendor or agent of the District, the contract may be subject 
to cancellation. Further disciplinary action may be taken if the violation is committed by a student or employee. 
The owner of a PCD bears all responsibility and assumes all risk of theft, loss, or damage to, or misuse or 
unauthorized use of the device while it is on Board property. This provision applies to everyone, regardless of their 
affiliation or connection to the District. 
Adopted 8/3/10 
Revised 2/5/13 



Electronic Communications #7545 - Policy 
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 School District 
employees. Given the nature of the 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: 
A. 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. 

B. Electronic communications with other employees should be appropriate in tone, content, and quantity. Stalking, 

harassment, or other unwelcome behaviors are prohibited. 

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.
 
Questions regarding acceptable electronic communications or unwelcomed electronic communications from 

someone associated with the District should be submitted to Human Resources.
 
Adopted 8/3/10
 



Staff Network and Internet Acceptable Use and Safety #7540.04 - Policy 
Technology has fundamentally altered the ways in which information is accessed, communicated, and transferred 
in society. As a result, educators are continually adapting their means and methods of instruction, and the way they 
approach student learning, to incorporate the vast, diverse, and unique resources available through the Internet. 
The Board of Education provides staff with access to the Internet for limited educational purposes only and utilizes 
online educational services to enhance the instruction delivered to its students and to facilitate the staff’s work. 
The District’s Internet system does not serve as a public access service or a public forum, and the Board imposes 
reasonable restrictions on its use consistent with its limited educational purpose 

This policy and its related administrative guidelines and any applicable employment contracts and collective 
bargaining agreements govern the staffs’ use of the District’s computers, laptops, tablets, personal communication 
devices (as defined by Policy 7530.02), network and Internet connection and online educational services ("Education 
Technology" or "Ed-Tech"). The due process rights of all users will be respected in the event there is a suspicion of 
inappropriate use of the Education Technology. Users have no right or expectation to privacy when using the Ed-
Tech (including, but not limited to, privacy in the content of their personal files, e-mails, and records of their online 
activity while on the network and Internet). 

Staff are expected to utilize Education Technology in order to promote educational excellence in our schools by 
providing students with the opportunity to develop the resource sharing, innovation, and communication skills and 
tools that are essential to both life and work. The Board encourages the faculty to develop the appropriate skills 
necessary to effectively access, analyze, evaluate, and utilize these resources in enriching educational activities. The 
instructional use of the Internet and online educational services will be guided by the Board's policy on Instructional 
Materials. 

The Internet is a global information and communication network that brings incredible education and information 
resources to our students. The Internet connects computers and users in the District with computers and users 
worldwide. Through the Internet, students and staff can access relevant information that will enhance their learning 
and the education process. Further, the Education Technology provides students and staff with the opportunity to 
communicate with other people from throughout the world. Access to such an incredible quantity of information 
and resources brings with it, however, certain unique challenges and responsibilities. 

First, and foremost, the Board may not be able to technologically limit access to services its Education Technology 
to only those services and resources that have been authorized for the purpose of instruction, study and research 
related to the curriculum. Unlike in the past when educators and community members had the opportunity to 
review and screen materials to assess their appropriateness for supporting and enriching the curriculum according 
to adopted guidelines and reasonable selection criteria (taking into account the varied instructional needs, learning 
styles, abilities, and developmental levels of the students who would be exposed to them), access to the Internet, 
because it serves as a gateway to any publicly available file server in the world, opens classrooms and students to 
electronic information resources that may not have been screened by educators for use by students of various ages. 

Pursuant to Federal law, the Board has implemented technology protection measures, which protect against (e.g., 
filter or block) access to visual displays/depictions/materials that are obscene, constitute child pornography, and/ 
or are harmful to minors, as defined by the Children’s Internet Protection Act. At the discretion of the Board or 
Superintendent, the technology protection measures may also be configured to protect against access to other 
material considered inappropriate for students to access. The Board utilizes software and/or hardware to monitor 
online activity of staff members to restrict access to child pornography and other material that is obscene, 
objectionable, inappropriate and/or harmful to minors. 

The technology protection measures may not be disabled at any time that students may be using the Education 
Technology, if such disabling will cease to protect against access to materials that are prohibited under the Children's 
Internet Protection Act. Any staff member who attempts to disable the technology protection measures will be 
subject to disciplinary action, up to and including termination. 



Staff Network and Internet Acceptable Use and Safety #7540.04 - Policy (continued) 
The Superintendent or designee may temporarily or permanently unblock access to websites containing appropri
ate material, if access to such sites has been inappropriately blocked by the technology protection measures. The 
determination of whether material is appropriate or inappropriate shall be based on the content of the material and 
the intended use of the material, not on the protection actions of the technology protection measures. The Superin
tendent or designee may also disable the technology protection measures to enable access for bona fide research or 
other lawful purposes. 

Staff members will participate in professional development programs in accordance with the provisions of law and 
this policy. Training shall include: 
A. the safety and security of students while using e-mail, chat rooms, social media and other forms of direct elec
tronic communications; 
B. the inherent danger of students disclosing personally identifiable information online; 
C. the consequences of unauthorized access (e.g., "hacking"), cyberbullying and other unlawful or inappropriate 
activities by students or staff online; and 
D. unauthorized disclosure, use, and dissemination of personal information regarding minors. 

Furthermore, staff members shall provide instruction for their students regarding the appropriate use of technology 
and online safety and security as specified above, and staff members will monitor students’ online activities while at 
school. 

Monitoring may include, but is not necessarily limited to, visual observations of online activities during class ses
sions; or use of specific monitoring tools to review browser history and network, server, and computer logs. 

The disclosure of personally identifiable information about students online is prohibited. 

Building principals are responsible for providing training so that Internet users under their supervision are knowl
edgeable about this policy and its accompanying guidelines. The Board expects that staff members will provide 
guidance and instruction to students in the appropriate use of the Education Technology. Such training shall include, 
but not be limited to, education concerning appropriate online behavior, including interacting with other individu
als on social networking websites and in chat rooms, and cyberbullying awareness and response. All Internet users 
are required to sign a written agreement to abide by the terms and conditions of this policy and its accompanying 
guidelines. 

Staff will be assigned a school email address that they are required to utilize for all school-related electronic com
munications, including those to students and their parents and other staff members. 

With prior approval from the Superintendent, staff may direct students who have been issued school-assigned 
email accounts to use those accounts when signing-up/registering for access to various online educational services, 
including mobile applications/apps that will be utilized by the students for educational purposes under the teacher’s 
supervision. 

Staff members are responsible for good behavior when using the Board’s Education Technology just as they are 
in classrooms, school hallways, and other school premises and school sponsored events. Communications on the 
Internet are often public in nature. 

Staff members shall not access social media for personal use on the District’s network, and shall access social media 
for educational use only after submitting a plan for that educational use and securing the Principal’s approval of that 
plan in advance. 

General school rules for behavior and communication apply. The Board does not sanction any use of the Internet 
that is not authorized by or conducted strictly in compliance with this policy and its accompanying guidelines. Us
ers who disregard this policy and its accompanying guidelines may have their use privileges suspended or revoked, 
and disciplinary action taken against them. Users of the Board’s Technology are personally responsible and liable, 
both civilly and criminally, for uses of the Education Technology not authorized by this policy and its accompanying 
guidelines. 



Staff Network and Internet Acceptable Use and Safety #7540.04 - Policy (continued) 
Social Media Use 

An employee’s personal or private use of social media, such as Facebook, Twitter, MySpace, blogs, etc., may have 
unintended consequences. While the Board respects its employees' First Amendment rights, those rights do not 
include permission to post inflammatory comments that could compromise the District's mission, undermine staff 
relationships, or cause a substantial disruption to the school environment. This warning includes staff members’ 
online conduct that occurs off school property including from the employee’s private computer. Postings to social 
media should be done in a manner sensitive to the staff member’s professional responsibilities. 

In addition, Federal and State confidentiality laws forbid schools and their employees from using or disclosing 
student education records without parental consent. See Policy 8330. Education records include a wide variety of 
information; posting personally identifiable information about students is not permitted. Staff members who violate 
State and Federal confidentiality laws or privacy laws related to the disclosure of confidential employee information 
may be disciplined. 

Staff members retain rights of communication for collective bargaining purposes and union organizational activities. 

The Board designates the Superintendent or designee as the administrators responsible for initiating, implementing, 
and enforcing this policy and its accompanying guidelines as they apply to the use of the District’s Education 
Technology. 

Revised 12/2/14 

Electronic Mail #7540.05 - Policy 
The Board of Education is committed to the effective use of electronic mail (“e-mail”) by all District staff and Board 
members in the conduct of their official duties. This policy, as well as any guidelines developed pursuant to it, are 
not meant to limit or discourage the use of e-mail for conducting the official business of the District, but rather, this 
policy and any corresponding guidelines are intended to establish a framework for the proper use of e-mail as an 
official business tool. 
When available, the District’s e-mail system must be used by employees for any official District e-mail 
communications. Personal e-mail accounts on providers other than the District’s e-mail system may be blocked at 
any time due to concerns for network security, SPAM, or virus protection. Furthermore, District staff are expected to 
exercise reasonable judgment and prudence and take appropriate precautions to prevent viruses from entering the 
District’s network when opening or forwarding any e-mails or attachments to e-mails that originate from unknown 
sources. 
District staff shall not send or forward mass e-mails, even if the e-mails concern District business, without prior 
approval of the site administrator. 



Electronic Mail #7540.05 - Policy (continued) 
District staff may join list servs or other e-mail services (e.g. RSS feeds) that pertain to their responsibilities in the 
District, provided these list servs or other e-mail services do not exceed the staff member’s e-mail storage allotment. 
Staff members are required to keep their inbox and folders organized by regularly reviewing e-mail messages, 
appropriately saving e-mails that constitute a public record or student record and e-mails that are subject to a 
Litigation Hold, and purging all other e-mails that have been read. If the staff member is concerned that his/her 
e-mail storage allotment is not sufficient, s/he should contact the District’s technology coordinator (IT staff). Similarly, 
if a staff member is unsure whether s/he has adequate storage or should subscribe to a list serv or RSS feed, s/he 
should discuss the issue with his/her building principal or the District’s IT staff. 
Public Records 
The District complies with all Federal and State laws pertaining to electronic mail. Accordingly, e-mails written 
by or sent to District staff and Board members may be public records if their content concerns District business, 
or education records if their content includes personally identifiable information about a student. E-mails that are 
public records are subject to retention and disclosure, upon request, in accordance with Policy 8310 – Public 
Records. E-mails that are student records should be maintained pursuant to Policy 8330 – Student Records. Finally 
e-mails may constitute electronically stored information (“ESI”) that may be subject to a Litigation Hold pursuant to 
Policy 8315 – Information Management. 
State and Federal law exempt certain documents and information within documents from disclosure, no matter what 
their form. Therefore, certain e-mails may be exempt from disclosure or it may be necessary to redact certain content 
in the e-mails before the e–mails are released pursuant to a public records request, the request of a parent or eligible 
student to review education records, or a duly served discovery request involving ESI. 
E-mails written by or sent to District staff and Board members by means of their private e-mail account may be 
public records if the content of the e-mails concerns District business, or education records if their content includes 
personally identifiable information about a student. Consequently, staff shall comply with a District request to 
produce copies of e-mail in their possession that are either public records or education records, or that constitute ESI 
that is subject to a Litigation Hold, even if such records reside on a computer owned by an individual staff member, 
or are accessed through an e-mail account not controlled by the District. 
Retention 
Pursuant to State and Federal law, e-mails that are public records or education records, and e-mails that are subject 
to a Litigation Hold shall be retained. 
E-mail retention is the responsibility of the individual e-mail user. E-mails sent or received using the District’s e-mail 
service are retained thirty (30) days on the server. This retention is for disaster recovery and not to provide for future 
retrieval. The District does not maintain a central or distributed e-mail archive of e-mail sent and/or received. 
Unauthorized E-mail 
The Board does not authorize the use of its proprietary computers and computer network (“network”) to accept, 
transmit, or distribute unsolicited bulk e-mail sent through the Internet to network e-mail accounts. In addition, 
Internet e-mail sent, or caused to be sent, to or through the network that makes use of or contains invalid or 
forged headers, invalid or non-existent domain names, or other means of deceptive addressing will be deemed 
to be counterfeit. Any attempt to send or cause such counterfeit e-mail to be sent to or through the network is 
unauthorized. Similarly, e-mail that is relayed from any third party’s e-mail servers without the permission of that 
third party, or which employs similar techniques to hide or obscure the source of the e-mail, is also an unauthorized 
use of the network. The Board does not authorize the harvesting or collection of network e-mail addresses for the 
purposes of sending unsolicited e–mail. The Board reserves the right to take all legal and technical steps available 
to prevent unsolicited bulk e-mail or other unauthorized e-mail from entering, utilizing, or remaining within the 
network. Nothing in this policy is intended to grant any right to transmit or send e-mail to, or through, the network. 
The Board’s failure to enforce this policy in every instance in which it might have application does not amount to a 
waiver of its rights. 
Unauthorized use of the network in connection with the transmission of unsolicited bulk e-mail, including the 
transmission of counterfeit e-mail, may result in civil and criminal penalties against the sender and/or possible 
disciplinary action. 
Authorized Use and Training 
Pursuant to Policy 7540.04, staff members using the District’s e-mail system shall acknowledge their review of, and 
intent to comply with, the District’s policy on acceptable use and safety by signing and submitting the acceptable 
use policy form upon hire. 
Furthermore, staff members using the District’s e-mail system shall satisfactorily complete training, pursuant to Policy 
7540.04, regarding the proper use and retention of e-mail upon hire. 
Adopted 10/6/09 



 

Wireless Communication Devices #5136 
Students may use wireless communication devices (WCDs) before and after school, during their lunch break, in 
between classes as long as they do not create a distraction, disruption or otherwise interfere with the educational 
environment, during after school activities (e.g. extra-curricular activities), and/or at school-related functions. Use of 
WCDs, except approved laptops and PDAs, at any other time is prohibited and they must be powered completely off 
and stored out of sight. 
A “wireless communication device” is a device that emits an audible signal, vibrates, displays a message, or 
otherwise summons or delivers a communication to the possessor. The following devices are examples of WCDs: 
cellular and wireless telephones, pagers/beepers, personal digital assistants (PDAs), BlackBerrys/Smartphones, Wi-Fi
enabled or broadband access devices, two-way radios or video broadcasting devices, laptops, and other devices that 
allow a person to record and/or transmit, on either a real time or delayed basis, sound, video or still images, text, or 
other information. Students may not use WCDs on school property or at a school-sponsored activity to access and/or 
view Internet websites that are otherwise blocked to students at school. “Students may use WCDs while riding to and 
from school on a school bus or other vehicle provided by the Board or on a school bus or Board-provided vehicle 
during school-sponsored activities, at the discretion of the bus driver, classroom teacher, and/or sponsor/advisor/ 
coach. Distracting behavior that creates an unsafe environment will not be tolerated.” 
Also, during after school activities when directed by the administrator or sponsor, WCDs shall be powered 
completely off (not just placed into vibrate or silent mode) and stored out of sight. 
The requirement that WCDs must be powered completely off will not apply in the following circumstances when the 
student obtains prior approval from the building principal: 
A. The student is a member of a volunteer fire company/department, ambulance or rescue squad. 
B. The student has a special health circumstance (e.g. an ill family member, or his/her own special health 
condition). 
C. The student is using the WCD for an educational or instructional purpose (e.g. taking notes, recording a class 
lecture, writing papers) with the teacher’s permission and supervision. However, the use of any communication 
functionality of the WCD is expressly prohibited. This includes, but is not limited to, wireless Internet access, 
peer-to-peer (ad-hoc) networking, or any other method of communication with other devices or networks. In no 
circumstances shall the device be allowed to connect to the District’s network. The preceding prohibitions do not 
apply to Board-owned and issued laptops, PDAs or authorized assistive technology devices. </ 
Students are prohibited from using WCDs to capture, record or transmit the words (i.e. audio) and/or images (i.e., 
pictures/video) of any student, staff member or other person in the school or while attending a school-related activity, 
without express prior notice and explicit consent for the capture, recording or transmission of such words or images. 
Using a WCD to take or transmit audio and/or pictures/video of an individual without his/her consent is considered 
an invasion of privacy and is not permitted, unless authorized by the building principal. Students who violate this 
provision and/or use a WCD to violate the privacy rights of another person may have their WCD confiscated. 
“Sexting” is prohibited at any time on school property or at school functions. Sexting is the electronic transmission 
of sexual messages or pictures, usually through cell phone text messaging. Such conduct not only is potentially 
dangerous for the involved students, but can lead to unwanted exposure of the messages and images to others, and 
could result in criminal violations related to the transmission or possession of child pornography. Such conduct will 
be subject to discipline and possible confiscation of the WCD. 



Wireless Communication Devices #5136 (continued) 
WCDs, including but not limited to those with cameras, may not be activated or utilized at any time in any school 
situation where a reasonable expectation of personal privacy exists. These locations and circumstances include 
but are not limited to locker rooms, shower facilities, restrooms, classrooms, and any other areas where students 
or others may change clothes or be in any stage or degree of disrobing or changing clothes. The building principal 
has authority to make determinations as to other specific locations and situations where possession of a WCD is 
absolutely prohibited. 
No expectation of confidentiality will exist in the use of WCDs on school premises/property. 
Students are prohibited from using a WCD in any way that might reasonably create in the mind of another person 
an impression of being threatened, humiliated, harassed, embarrassed or intimidated. See Policy 5517.01 – Bullying 
and Other Forms of Aggressive Behavior. 
Students are also prohibited from using a WCD to capture and/or transmit test information or any other information 
in a manner constituting fraud, theft, cheating, or academic dishonesty. Likewise, students are prohibited from using 
their WCDs to receive such information. 
Possession of a WCD by a student is a privilege that may be forfeited by any student who fails to abide by the terms 
of this policy, or otherwise engages in misuse of this privilege. 
Violations of this policy may result in disciplinary action and/or confiscation of the WCD. The building principal 
may also refer the matter to law enforcement if the violation involves an illegal activity (e.g. child pornography). 
Discipline will be imposed on an escalating scale ranging from a warning to an expulsion based on the number 
of previous violations and/or the nature of or circumstances surrounding a particular violation. If the WCD is 
confiscated, it will be released/returned to the student’s parent/guardian after the student complies with any other 
disciplinary consequences that are imposed. Any WCD confiscated by District staff will be marked in a removable 
manner with the student’s name and held in a secure location in the building’s central office until it is retrieved 
by the parent/guardian. WCDs in District custody will not be searched or otherwise tampered with unless school 
officials reasonably suspect that the search is required to discover evidence of a violation of the law or other school 
rules. Any search will be conducted in accordance with Policy 5771 – Search and Seizure. If multiple offenses 
occur, a student may lose his/her privilege to bring a WCD to school for a designated length of time or on a 
permanent basis. 
A person who discovers a student in possession of or using a WCD in violation of this policy is required to report the 
violation to the building principal. 
Students are personally and solely responsible for the care and security of their WCDs. The Board assumes no 
responsibility for theft, loss, damage, or vandalism to WCDs brought onto its property, or the unauthorized use of 
such devices. 
Parents/Guardians are advised that the best way to get in touch with their child during the school day is by calling 
the school office. 
Students may use school phones to contact parents/guardians during the school day. 
Adopted 2/3/04 
Revised 8/3/10 



    Personal Internet Account Privacy - Staff #7540.08 
The District will not: 
A. Request an employee or an applicant for employment to grant access to, allow observation of, or disclose 
information that allows access to or observation of the employee’s or applicant’s personal internet account. 
B. Discharge, discipline, fail to hire, or otherwise penalize an employee or applicant for employment for failure to 
grant access to, allow observation of, or disclose information that allows access to or observation of the employee’s 
or applicant’s personal internet account. 

The following definitions shall be used for this policy: 
A. "Access information" means user name, password, login information, or other security information that protects 
access to a personal internet account. 
B. "Personal internet account" means an account created via a bounded system established by an internet-based 
service that requires a user to input or store access information via an electronic device to view, create, utilize, or 
edit the user’s account information, profile, display, communications, or stored data. 
C. The District may: 
1. Request or require an employee to disclose access information to the district to gain access to or operate any of 
the following: 
a. An electronic communications device paid for in whole or in part by the employer. 
b. An account or service provided by the employer, obtained by virtue of the employee’s employment relationship 
with the employer, or used for the district's business purposes. 
2. Discipline or discharge an employee for transferring the proprietary or confidential information or financial data to 
an employee’s personal internet account without the district's authorization. 
3. Conduct an investigation or require an employee to cooperate in an investigation in any of the following 
circumstances: 
a. If there is specific information about activity on the employee’s personal internet account, for the purpose of 
ensuring compliance with applicable laws, regulatory requirements, or prohibitions against work-related employee 
misconduct. 
b. If the district has specific information about an unauthorized transfer of the district's proprietary information, 
confidential information, or financial data to an employee’s personal internet account. 
4. Restrict or prohibit an employee’s access to certain websites while using an electronic communications device 
paid for in whole or in part by the district or while using the district's network or resources, in accordance with State 
and Federal law. 
5. Monitor, review, or access electronic data stored on an electronic communications device paid for in whole or in 
part by the employer, or traveling through or stored on an district's network, in accordance with State and Federal 
law. 
6. Screen employees or applicants prior to hiring or to monitor or retain employee communications that is 
established under federal law or by a self-regulatory organization, as defined in section 3(a)(26) of the securities and 
exchange act of 1934, 15 USC 78c(a)(26). 
7. View, access or utilize information about an employee or applicant that can be obtained without any required 
access information or that is available in the public domain. 

Michigan Internet Privacy Protection Act, PA 478 of 2012 
M.C.L. 37.271 et seq. 

Adopted 6/18/13 



 

  
 
 
 

  

  

  
 
 

   
    
 
   
    
 
  

 
 

 
 
 

  
 
 

 
 
   

   

 
   

 
  

  
  

Conflict of Interest #1130 
Staff members shall perform their official duties in a manner free from conflict of interest. To this end: 
A. The maintenance of unusually high standards of honesty, integrity, impartiality, and professional conduct by 
School District employees 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 to assure that conflicts of inter
est do not occur. These are not intended to be all inclusive, nor to substitute for good judgment on the part of all 
employees. 

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

2. No staff member shall use his/her position to benefit either himself/herself or any other individual or  
agency apart from the total interest of the School District. 

3. If the pecuniary interest pertains to a proposed contract with the District, the following requirements 
must be met. 

The staff member shall disclose the direct pecuniary interest in the contract to the Board with such disclo 
sure made a part of the official Board minutes. If his/her direct pecuniary interest amounts to $250 or more 
or five percent (5%) or more of the contract cost to the District, the staff member shall make the disclosure  
in one of two (2) ways: 

a. 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.) 
b. 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 must use this method of disclosure if 

his/her pecuniary interest amounts to $5,000 or more.  
4. If an intermediate school district administrator has a substantial conflict of interest in a proposed 

contract, the intermediate school board shall not enter into that contract and the administrator shall not 
present that contract. As used in this subsection, “substantial conflict of interest” means a conflict of inter
est on the part of an intermediate school board member or intermediate school district administrator in 
respect to a contract with the intermediate school distinct that is of such substance as to induce action on 
his/her part to promote the contract for his/her own personal benefit. Excluded from substantial conflict are 
the situations described in M.C.L.A. 380.634 (5). 

5. Employees 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 they may have 
with any student, client, or parents of such students or clients in the course of their employment with the 
District 

Included, by way of illustration rather than limitation are the following: 
a. the provision of any private lessons or services for a fee 
b. the use, sale, or improper divulging of any privileged information about a student or client 

gained in the course of the employee’s employment or through his/her access to District records 
c. 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 
d. the requirement of student or clients to purchase any private goods or services provided by an  

employee or any business or professional practitioner with whom any employee has a financial 
relationship, as a condition of receiving any grades, credits, promotions, approvals, or recommendations 

6. Employees shall not make use of materials, equipment, or facilities of the District in private prac
tice. 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 materi
als center for private practice. 
B. Should exceptions to this policy be necessary in order 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 approved by the Superintendent 

before entering into any private relationship. 

Administrators shall not accept any money, goods, or services with a value in excess of the amount established an
nually by the State Department of Instruction ($44 within any one (1) month period as of December 31, 2004) from 

any person who does business or seeks to do business of any kind with the District.
 
M.C.L.A. 380.634, 380.1805(1)
 



Conference Attendance Days #3440 

The Board of Education may pay the expenses of professional staff members when they attend professional 
meetings approved in accordance with Board policy and in accordance with the administrative guidelines of the 
Superintendent. Any expenses paid for or reimbursed by the District for overnight or out of State travel must be 
approved by the Board or its designee prior to incurring the expense and after returning (see Form 3440A F1). No 
individual may approve his/her own travel or travel expenses. 

The Board may provide for the payment of the actual and necessary expenses, including traveling expenses, of any 
professional staff member of the District incurred in the course of performing services for the District, whether within 
or outside the District, under the direction of the Board and in accordance with the Superintendent’s administrative 
guidelines. 

Any reimbursement for other job-related expenses shall be approved by immediate supervisor. 

M.C.L.A. 380.1254, 380.621, 380.621a, 380.622 

Revised 11/1/05 

Conference Expenses #3441 - Guideline 

In-State or Out-of-State Requested Conference, Workshops
 

Mileage, plane or lease car (whichever is less) - see AG 6320I
 

Room Costs (actual w/ receipt)
 

Board @ $35.00 (actual w/ receipt)
 

Fees, Parking, Registration, Tips etc. (actual w/ receipt)
 

Banquets (actual w/receipt)
 

Out-of-State conferences or workshops will be limited to not more than ten percent (10%) of staff in any one (1) year.
 

Must use Conference Request Form submitted at least fourteen (14) days in advance. Request goes to Supervisor then 
to Assistant Superintendent for approvals. Written approval must be received prior to the conference. 

You will not be reimbursed for in-district meals purchased in the course of your normal work day. In-district confer
ence banquets, or meals purchased while attending in-district conferences will be covered. (actual w/ receipt) 

Approved 3/6/96 
Revised 7/97 



 

  

 

Purchasing #6320 Policy 
Each year the State of Michigan informs the District of the legal amount for purchases which require a formal bidding 

process of a single item.
 
It is the policy of the Board that the Superintendent seek informal price quotations on purchases in excess of $ 

10,000.
 
Purchases in a single transaction that are in excess of the dollar amount permitted by State statute shall require 

competitive bids and, whenever possible, have at least three (3) such bids for substantiation of purchase and shall 

require approval of the Board prior to purchase.
 
Competitive bids are not required for items purchased through the cooperative bulk purchasing program operated by 

the Michigan Department of Management and Budget pursuant to M.C.L.A. 18.1263.
 
Competitive bids are not required for food purchases, unless food purchased in a single transaction costs $100,000 

or more.
 
When food purchased in a single transaction exceeds $ 30,000, the Superintendent shall, whenever possible, require 

three (3) competitive price quotations.
 
Bids shall be sealed and shall be opened by the Superintendent or designee in the presence of at least one (1) 

witness. All orders or contracts should be awarded to the lowest responsible bidder, however, consideration can be 

given to:
 
A. the quality of the item(s) to be supplied; 

B. its conformity with specifications; 

C. suitability to the requirements of the District; 

D. delivery terms; 

E. past performance of the vendor.
 
The Board reserves the right to reject any and all bids.
 
The Board shall be informed of the terms and conditions of all competitive bids and shall award contracts as a 

consequence of such bids.
 
The Superintendent is authorized to purchase all items within budget allocations.
 
The Superintendent is authorized to make emergency purchases, without prior approval, of those goods and/or 

services needed to keep the schools in operation. Such purchases shall be brought to the Board’s attention at the 

next regular meeting.
 
In order to promote efficiency and economy in the operation of the District, the Board requires that the 

Superintendent or designee periodically estimate requirements for standard items or classes of items and make 

quantity purchases on a bid basis to procure the lowest cost consistent with good quality.
 
Whenever storage facilities or other conditions make it impractical to receive total delivery at any one time, the total 

quantity to be shipped but with staggered delivery dates, shall be made a part of the bid specifications.
 
Before the Superintendent or designee places a purchase order, s/he shall have the Director of Finance or Business 

Manager check as to whether the proposed purchase is subject to bid, whether sufficient funds exist in the budget, 

and whether the material might be available elsewhere in the District. All purchase orders shall be numbered 

consecutively.
 
In the interests of the economy, fairness, and efficiency in its business dealings, the Board requires that:
 
A. items commonly used in the various schools or units thereof, be standardized whenever consistency with 

educational goals can be maintained; 

B. opportunity be provided to as many responsible suppliers as possible to do business with the School District; 

C. a prompt and courteous reception, insofar as conditions permit, be given to all who call on legitimate business 

matters; 

D. where the requisitioner has recommended a supplier, the Superintendent or designee may make alternate 

suggestions to the requisitioner if, in his/her judgment, better service, delivery, economy, or utility can be achieved 

by changing the proposed order; 

E. upon the placement of a purchase order, the Director of Finance or Business Manager shall commit the 

expenditure against a specific line item to guard against the creation of liabilities in excess of appropriations. 

The Superintendent shall determine the amount of purchase and type of purchase which shall be allowed without 

a properly signed purchase order. Employees may be held personally responsible for anything purchased without a 

properly signed purchase order or authorization.
 
The Board may acquire equipment as defined in law by lease, by installment payments, by entering into lease-

purchase agreements, or by lease with an option to purchase, provided the contract sets forth the terms of such a 

purchase.
 



Addendum Purchasing Policy Applicable to Michigan Works! Division 
The District’s Michigan Works! Division competitive procurement process shall consist of the following procedures: 
A. Prior approval from the State of Michigan Department of Labor and Economic Development through the 
Northwest Michigan Council of Governments must be obtained for procurement of equipment and capital 
improvements in excess of $25,000. 
B. The invitation for bids will define the goods or services needed and include a clear and accurate description of 
the technical requirements for each item to be procured. 
1. Such description shall not, in competitive procurements, contain features which unduly restrict competition.
2. The description may include a statement of the qualitative nature of the goods or services and specific features,
essential product characteristics, or minimum acceptable standards to which they must conform. 
C.   Invitations for bids shall be publicly advertised. 
1. The invitation for bids shall define the time and place the sealed bids will be publicly opened.
2. The invitation for bids will include any requirements the bidder must fulfill and the factors used in evaluating a
bid or proposal. 
D.  Solicited bids or proposals will be evaluated with respect to price, technical requirements, bidder qualifications, 
and benefit to the soliciting program. 
E.  An effort will be made to obtain bids or proposals from small and minority firms and women owned businesses 
by using the following websites to recruit appropriate businesses. 
1. Michigan Economic Development Corporation website http://www.michiganbusiness.org/#home-intro

2. Minority Business Development Agency of the U.S. Department of Commerce https://www.mbda.gov/

3. The Federal government’s Central Contractor Registration website 
https://business.usa.gov/tools/central-contractor-registration-ccr

M.C.L.A. 380.623a, 380.1267, 380.1274 et seq. 

Revised 8/3/10 

https://business.usa.gov/tools/central-contractor
http:http://www.mbda.gov
http://www.michiganbusiness.org/#home-intro


 
 
 
 
  
  
 
  
 
  
  
 

 
 
 
 

 
 

 
  
  
  
 
  
 
  
   
  
 
  
 
   

 
  

Use of Credit/Debit Cards #6423 Guideline 

The Board of Education recognizes the convenience and efficiency afforded by the use of District credit and/or debit 
cards. Such cards, however, shall not be used in order to circumvent the general purchasing procedures established 
by State law and Board policy. As such, employees are required to abide by the following guidelines when using a 
District credit/debit card. 
A. All credit/debit cards issued to and in the name of the T.B.A. Intermediate School District shall be held and su
pervised by the Superintendent or his/her designee. 
B. Board member(s) and administrative staff may use credit/debit cards only in connection with Board-approved or 
school-related activities and in accordance with established, pre-approved single purchase limits, 
monthly spending limits, funds availability, and the appropriation of a particular building or department budget, 
grant provision, or student activity purpose clause. 
C. Subject to the discretion of the Board and the approval of the Director of Finance, credit/debit cards may be used 
for eligible goods and services including: 

1. 	 transportation reservations and expenses; 
2. 	 conference registrations; 
3. 	 hotel reservation guarantees and expenses; 
4. 	 reasonable meal expenses (both in-town and out-of-town), including a maximum gratuity of 

fifteen percent (15%), but excluding alcoholic beverages, since the purchase of such 
beverages clearly fails to serve a valid and proper public purpose; 

5. 	 purchases from vendors who do not accept purchase orders or vouchers, with prior approval 
from the supervisor; 

6. 	 safety and security reasons in connection with a student field trip, competition, and/or 
other activity or event, if monies are budgeted and deposited with the Business Office in 
advance; 

7. 	 other purchases approved by the supervisor on a case-by-case basis. 

D. Credit/Debit cards shall not be used for personal purchases or expenditures not allowed under this guideline. In 
particular, credit/debit cards shall not be used for expenses that are not incurred in connection with Board-approved 
or school-related activities, are not for the benefit of the District, and do not serve a valid and proper public purpose. 
Use of credit/debit cards in an unauthorized or illegal manner may result in revocation of credit/debit card privi
leges, disciplinary action and/or, where appropriate, may require the user to pay any and all inappropriate charges, 
including finance charges and interest assessed in connection with the purchase.  
E. Employees requiring the use of District credit/debit cards shall request (in writing) such cards from the Director of 
Finance/supervisor. 
F.  Each request for use of a District credit/debit card shall contain the following: 

1. date needed 
2. date to be returned 
3. purpose 
4. authorization 

G. 	The District is a nonprofit political subdivision of the State of Michigan. Tax exemption forms shall be utilized  
and are available online or at the Business Office. 

H. When using a District credit/debit card, employees shall: 
1. 	 Inform merchant that the purchase is for “official School District business” and is not 

subject to State or local sales tax. However, if the merchant fails to waive the tax, the 
employee shall pay it. For large purchases where the merchant refuses to waive the tax, 
the employee shall present a tax exemption form. 

2. 	 Maintain credit/debit cards in a secure fashion and prevent unauthorized charges to the 
account. 

3. 	 Maintain sufficient documentation of all purchases, including, but not limited to, charge 
receipts, original cash register slip or other detailed receipt, and invoices. 

4. 	 Provide documentation of all purchases to the supervisor in a timely manner to ensure  
prompt payment. 

5. 	 Immediately notify his/her immediate supervisor and the Business Office if the card is lost 
or stolen. 



  
  

  

  
  

 
  
  
 
   
    
   
   
  
   
   
  

 
  
  
 
  
   
 
  
  
 
 
 

 
 
    

 
   
   
  
   
   
   
  
   
  
   

 
  
  
  
 
  
  
   
  
   

6. 	 Refrain from allowing anyone else to use the credit/debit card or account number. 
7. 	 Refrain from splitting the costs of an invoice or purchase in order to circumvent the credit/ 

debit card process and established, pre-approved single purchase limits, monthly spending 
limits, and/or funds availability.  

8. 	 When using the card for over-the-counter purchases: 
a. 	 Identify the purchase needed and determine funds availability.  
b. 	 Determine if the purchase amount is within his/her pre-approved single purchase limit. If  
       yes, proceed to the next step. If no, check with his/her supervisor for details on how to proceed. 
c. 	 Provide the merchant with the District card and inform the merchant that the purchase is  for 
“official School District business” and is not, subject to State or local sales tax. If the merchant 

refuses to waive the sales tax, the employee shall pay it. 
d. 	 Retain receipts, including cash register receipt and credit/debit card charge slip. 
e. 	 Give receipt and supporting documentation to the supervisor.  

I. 	 When using a District card for telephone orders: 
1. 	Identify the purchase needed and determine funds availability. 
2. 	Determine if the purchase amount is within his/her pre-approved single purchase limit. If yes, proceed to  
  the next step. If no, check with his/her supervisor for details on how to proceed.  

3. 	Contact the merchant and place the order. 
4. 	Provide the merchant with the District card and inform the merchant that the purchase is for “official  
 School District business” and is not subject to State or local sales tax. If the merchant refuses to waive  
the sales tax, the employee shall pay it. 

5. 	Provide merchant with all pertinent information, including the name of the Cardholder, shipping address,  
etc. 

6. 	 Upon arrival of merchandise, inspect and verify order accuracy, quality, and price and retain shipping 
     documents and receipts received with the merchandise. 
7.  Give all related documents to the supervisor, but retain copies of invoices and receipts for two (2) years. 

J. 	 When using a District card for Internet orders: 
1. 	 Identify the purchase needed and determine funds availability. 
2. 	 Determine if the purchase amount is within his/her pre-approved single purchase limit. If yes, 

proceed to the next step. If no, check with his/her supervisor for details on how to proceed. 
3. 	 Locate the merchant’s website and place the order. 

4. 	 In purchasing goods and/or services, enter card number and expiration date only if the site indi 
cates it is using secure software for collection of data. Indicate that the purchase is tax exempt if 
the website does not automatically recognize that the purchase is tax exempt. 
5. 	 Provide all pertinent information to supplier, including the name of the Cardholder, 

shipping address, etc. Note: employee shall print out the electronic confirmation and 
include it with the transaction documentation, particularly when downloading a product 
from the internet. 

6. 	 Upon arrival of merchandise, employee(s) shall inspect and verify order accuracy, quality, 
and price and retain shipping documentation received with merchandise. 

7. 	 Give all related documents to the supervisor, but retain copies of the order and 
confirmation for two (2) years. 

K. After use, District credit/debit cards are to be returned to the T.B.A. Intermediate School District along with 
appropriate receipt copies of all charges within one (1) business day upon completion of any approved use unless 
otherwise authorized by supervisor. 

1. 	 Employees, when possible, shall include an original cash register slip or other detailed receipt 
(i.e., a receipt from a restaurant itemizing all purchases made), in addition to the receipt copy of 
all charges. In addition, employees shall include, shipping documents and receipts received with 
the merchandise. 

2. 	 Employees shall specify on the back of the receipt the following information: 
a. 	 a brief description of the school-related purpose of the purchase 
b. 	 the names and affiliation of each attendee if a purchase is made on behalf of a group of 

individuals 
c. 	 verification that family members or other individuals having no school-related purpose for 

their attendance paid their own expenses 



     
     
     
     

       

 
  
 
  

 
 
  
   
   
  
 
  

 
 

 

 

  
  
       
  
       

 
 
 
 

L.Failure to return District credit/debit cards and/or receipts within the above-referenced time period may result in 
the suspension of credit/debit card privileges and/or charges being deemed unrelated or unsubstantiated.  

1. 	 Employees shall be responsible for any and all unrelated or unsubstantiated purchases and shall be 
required to make full reimbursement to the District within thirty (30) business days. 

2. 	 If an employee(s) reimburses the District for an unsupported purchase, it shall be documented in the 
monthly credit/debit card reconciliation. 

M. The Business Office will keep a record/activity log of all credit/debit card uses and review and approve all 
purchases to verify that the expenses are incurred in connection with Board-approved or school-related activities, 
are for the benefit of the District, and serve a valid and proper public purpose prior to disbursing public funds for 
payment of such expenses. 

1. 	 Any and all reviews and approvals must be evidenced by the supervisor’s initials and/or signature. 
2. 	 In addition to evidencing review and approval of the purchase, the supervisor should immediately 

send all questionable items to the employee purchasing the item for explanation. These 
explanations shall be approved by the employee’s immediate supervisor and the Business Office 
prior to the payment of such expenses. If an employee reimburses the District for a questionable 
purchase, it shall be documented in the monthly credit/debit card reconciliation. 

3. 	 Upon review and approval, all appropriate documentation shall be forwarded to the Business 
Office. 

N. 	 Upon receipt of the appropriate documentation, credit/debit card expenditures will be paid through the 
Business Office. 

O. 	 The Business Office will monitor the credit/debit card account(s) and reconcile all credit/debit card accounts 
on a monthly basis. 

P. 	 If the employee is terminated or resigns, then s/he must return the credit/debit card and remain responsible 
for any inappropriate use. 

Revised 2/05 

Expenditures of Funds for Intermediate School Districts #6680 - Policy 

Intermediate School District funds or other public funds under the control of the intermediate school district may not 
be used for purchasing the following: 

A. alcoholic beverages 
B. jewelry 
C. gifts 
D. fees for golf 
E. any item the purchase or possession of which is illegal 

Public funds may be used for purchasing the following for the recognition of an employee, volunteer, or student, if 
the value of the purchase does not exceed $100 per recipient: 

A. 	 plaque 
B. 	 medal 
C. 	 trophy 
D. other awards 

The $100 monetary threshold amount is adjusted for inflation each year and announced by the Department of Edu
cation on or before December 15 of each year. 
M.C.L.A. 380.634 
Revised 5/05 



 
 

Criminal History Record Check #3121 - Policy 
Before the District hires any employee (full or part-time) or allows any individual under contract to continuously and 
regularly work in the schools, a criminal history records check shall be conducted in accordance with State law. 
“Under contract” shall apply to individuals, as well as owners and employees of entities, who contract directly 
with the District to provide food, custodial, transportation, counseling or administrative services on more than an 
intermittent or sporadic basis. It shall also apply to individuals or entities providing instructional services to students 
or related auxiliary services to special education students. 
Individuals or entities that contract to provide continuous and regular services with the schools shall submit the 
results of the required criminal history records check to the District for review and approval. 
Should it be necessary to employ a person or contract for a person to maintain continuity of the program prior to 
receipt of the criminal history report, the Superintendent may contract on a provisional basis until the report is 
received. Any such provisional hire requires that: 
A. 	 the record check has been requested; 
B. 	 the applicant has signed a disclosure of all convictions and acknowledges that employment may be terminated 

if there are discrepancies; and 
C. 	 the hiring occurs during the school year or not more than thirty (30) days before the beginning of the school 
      year. 
Such an inquiry shall also be made for substitute teachers who may be employed or contracted for by the District. 
For substitute teachers currently working in another district, public school academy or non-public school in the 
State, the Superintendent may use a report received from the State Police by such school to confirm, that the 
individual has no criminal history. Absent such confirmation, a criminal history record check shall be performed. 
Individuals working in multiple districts may authorize the release of a prior criminal history records check with 
another district in lieu of an additional check for either direct employment or working regularly and consistently 
under contract in the schools. 
Individuals who previously received a statutorily required criminal background check and who have been 
continuously employed by a school district, intermediate school district, public school academy or non-public 
school within the State, with no separation, may have their previous record check sent to the District in lieu of 
submitting to a new criminal background check. If this method is used, the Superintendent must confirm that 
the record belongs to that individual and whether there have been any additional convictions by processing the 
individual’s name, sex and date of birth through the Internet Criminal History Access Tool (ICHAT). 
“No separation,” for purposes of the preceding paragraph, means a lay off or leave of absence of less than twelve 
(12) months with the same employer; or the employee transfers without a break in service to another school district, 
intermediate school district, public school academy or non-public school within the State. 
All criminal history record check reports received from the State Police or produced by the State Police and received 
by the District from another proper source, will be maintained in the individual’s personnel record. 
When the District receives a report that shows an individual has been convicted of a listed offense under state 
statutes or any felony, the Superintendent shall take steps to verify that information using public records, in 
accordance with the procedures provided by the State Department of Education. 
Verified convictions may result in termination of employment or rejection of an application. The District will not hire 
or continue to employ any individual, either directly or as a contracted employee to work regularly and continuously 
in the schools, who has been convicted of a “listed” offense as defined in M.C.L.A. 28.722. The District will not hire 
or continue to employ any individual, either directly or as a contracted employee to work regularly and continuously 
in the schools, who has been convicted of any felony unless both the Superintendent and the Board provide written 
approval. 



Criminal History Record Check #3121 - Policy (continued) 
The District must report as directed by and to the State Department of Education the verified information regarding 
conviction for any listed offense or conviction for any felony and the action taken by the District with regard to such 
conviction. Such report shall be filed within sixty (60) days or receipt of the original report of the conviction. 
The Superintendent shall establish the necessary procedures for obtaining from the Criminal Records Division of the 
State Police any criminal history on the applicant maintained by the State Police. In addition, the Superintendent 
shall request the State Police to obtain a criminal history records check from the Federal Bureau of Investigation. 
An applicant or employee must submit, at no expense to the District, a set of fingerprints prepared by an entity 
approved by the Michigan State Police as part of his/her employment application or as required by State law for 
continued employment. 
Confidentiality 
All information and records obtained from such criminal background inquiries and disclosures are to be considered 
confidential and shall not be released or disseminated to those not directly involved in evaluating the applicant’s 
qualifications. Records involving misdemeanor convictions for sexual or physical abuse or any felony are not subject 
to these restrictions. Violation of confidentiality is considered a misdemeanor with fines up to $10,000. 
Any notification received from the Michigan Department of Education or Michigan State Police regarding District 
employees with criminal convictions shall be exempt from disclosure under the Freedom of Information Act (FOIA) 
for the first fifteen (15) days until the accuracy of the information can be verified. Thereafter, only information about 
felony convictions or misdemeanor convictions involving physical or sexual abuse may be disclosed in reference to 
a Freedom of Information Act request. 
Criminal history reports may be released with the written authorization of the individual. 
Records may also be released, in accordance with statute, upon the request of a school district, intermediate school 
district, public school academy or non-public school when the individual is an applicant for employment at such 
school and there has been no separation from service, as defined in this policy and by statute. 
M.C.L.A. 380.1230 et. seq., 380.1535, 380.1535a, 380.1809, 28.722 
Revised 12/2/08 



  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Dispensing Medication to Students #5330 
The Board of Education shall not be responsible for the diagnosis and treatment of student illnesses. The 
administration of prescribed medications 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 his/her educational program. If the student is in need of 
prescription pain medication after surgery or injury, it is preferred that they recover at home until this medication is 
no longer needed during school hours. 

For the purposes of this policy, "physician" shall include MD, DO, or licensed professional such as a nurse 
practitioner or physician assistant working under the direction of a physician. 

For the purposes of this policy, "medication" shall include all medicines including those prescribed by a physician 
and any non-prescribed (over-the-counter, OTC) drugs, preparations, and/or remedies. "Treatment" refers both to the 
manner in which a medication is administered, and it could also indicate a health-care procedure which requires 
special training, such as catheterization or tube feedings. 

Before any medication (scheduled prescription medicine, as needed, or OTC) or treatment may be administered to 
any student during school hours, or on a field trip, the Board shall require a written authorization from the student’s 
physician which includes written authorization from the parent/guardian. In addition, the Board shall require written 
authorization for any self-administered medication. 

Nurses or trained school personnel may apply topical school stocked ointments, skin protectants, and wound 
cleansers for minor medical concerns identified by the registered nurse on an as needed basis to students with no 
documented allergy to the products, without obtaining a medication authorization form. The school stocked supplies 
include: 

A. Saline 
B. Dermoplast Pain Relieving Spray 
C. Triple Antibiotic Ointment 
D. Lip Guard 
E. Hydrocortisone Cream 
F. Burn Cream/Gel 
G. Antifungal Cream 
H. Hydrogen Peroxide 
I. Vitamin A&D Ointment 
J. Zinc Oxide Skin Protectant 
K. Petroleum Gel 
L. Hand Sanitizer 
M. Liquid Bandage 
N. Sunblock 
O. Aquaphor 
P. Eucerin Cream 
Q. Deodorant 
R. Toothpaste 
S. Epsom Salt 

The total responsibility for obtaining physician authorization for dispensing or administering any medication or 
treatment shall rest solely with the parent/guardian of that student. In addition, the parent/guardian or care provider 
must notify school staff of changes in all medications their student receives and provide medications to the school 
in a timely manner.  The registered nurse is responsible to oversee implementation of physician authorizations for 
medications and/or treatments in a timely manner. The registered nurse will educate and train staff annually and/ 
or as needed, based on changes in physician authorizations. Only authorized medication in its original container, 
labeled with date, student name, and exact dose will be administered. Medications may be transferred from 
original container to labeled pill box by trained staff and administered according to physician authorization. OTC 
medications in their original container will be administered as prescribed by the physician. Pill box dispensers may 
be used providing they are labeled with student name, medication, dose, administration time, and description of the 
medication. 



  

  

  

 

Dispensing Medication to Students #5330 continued 
Trained staff members are to administer medication or treatments only in the presence of another trained staff 
member, except in the case of an emergency that threatens the life and/or health of the student. Registered nurses are 
exempt from this requirement, except for insulin administration. 

All medications shall be kept in a double-locked storage case in the classroom, with the exception of emergency 
medications (i.e., Diastat, inhaler, Epi-Pen, and Versed), which may be kept in the student’s backpack if it is 
determined that there is no risk for any other student to access the medication. 

The Board shall permit the administration of any medication requiring intravenous or intramuscular injection or the 
insertion of a device into the body when both the medication and the treatment are authorized by the physician and 
the staff member has completed any necessary training as provided by a TBAISD registered nurse. 

Students who may require administration of an emergency medication may have such medication, identified as 
aforenoted, stored in the front office and administered in accord with this policy. 

Students may possess and self-administer an Epi-Pen for allergic reactions or a metered dose or dry powder inhaler 
for relief of asthma, or before exercise to prevent the onset of asthma symptoms. This may occur while at school, 
on school-sponsored transportation, or at any school-sponsored activity in accordance with the Superintendent’s 
guidelines, if the following conditions are met: 

A. There is written authorization from the student’s physician or other health care provider and the 
student’s parents/guardian to possess and use the inhaler. 

B. The registered nurse has received a signed copy of the medication or treatment authorization forms 
from the physician, including written permission from parent/guardian. 

C. A written emergency care plan prepared by a TBAISD registered nurse in collaboration with the 
physician and parent/guardian. The plan shall contain specific instructions regarding the student’s needs including 
actions in the event of an emergency. 
School staff will not administer psychoactive medications on an as needed basis. 

The Superintendent shall prepare administrative guidelines to ensure the proper implementation of this policy. 

Revised 6/16/15 



 

Volunteers #3120.09 
The Board of Education recognizes that certain programs and activities can be enhanced through the use of 
volunteers who have particular knowledge or skills that will be helpful to members of the professional staff 
responsible for the conduct of those programs and activities. 
The Superintendent shall be responsible for recruiting community volunteers, reviewing their capabilities, and 
making appropriate placements. S/He shall not be obligated to make use of volunteers whose abilities are not in 
accord with District needs. 
Any volunteer who works with or has access to students shall be screened through the Internet sites for the Sex 
Offenders Registry (SOR) list, the Internet Criminal History Access Tool (ICHAT) criminal history records check and 
the Offender Tracking Information System (OTIS) prior to being allowed to participate in any activity or program. 
The Superintendent is to inform each volunteer that s/he: 
A. shall agree to abide by all Board policies and District guidelines while on duty as a volunteer including signing, 

if appropriate, the District’s Network and Internet Access Agreement Forms; 

B. will be covered under the District’s liability policy but the District cannot provide any type of health 

insurance to cover illness or accident incurred while serving as a volunteer, nor is the person eligible for workers 

compensation; 

C. will be asked to sign a form releasing the District of any obligation should the volunteer become ill or receive an 

injury as a result of his/her volunteer services. 

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



Grant Funds #6110 
It is the objective of the Board of Education to provide equal educational opportunities for all students within the 
District. Government agencies, as well as foundations, businesses, and individuals, periodically offer both human 
and material resources to the District that would benefit students and the educational program. Therefore, it is 
the intent of the Board to consider grant proposals and applications for their potential to enhance educational 
opportunities, the educational environment, and the physical and mental growth for each student. 
The Superintendent shall review new Federal education legislation and prepare proposals for programs s/he deems 
would be of aid to the students of this District. The Superintendent shall approve each such proposal prior to its 
submission, and the Board shall approve all grants resulting from such proposals. 
The Board regards available Federal funds of aid to local school districts and communities as a public trust. It forbids 
the use of Federal monies for partisan political activities and for any use that would not be in accord with Federal 
guidelines on discrimination. 
No Federal funds received by the District shall be used (1) to develop or distribute materials, or operate programs 
or courses of instruction directed at youth, that are designed to promote or encourage sexual activity, whether 
homosexual or heterosexual; (2) to distribute or to aid in the distribution by any organization of legally obscene 
materials to minors on school grounds; (3) to provide sex education or HIV-prevention education in schools unless 
that instruction is age appropriate and includes the health benefits of abstinence; or (4) to operate a program of 
contraceptive distribution in schools. 

Grant Administration 
A. The administration of grants will adhere to all applicable Federal, State, and grantor rules and regulations as well 
as District policies and administrative guidelines. 
B. The Superintendent is responsible for the efficient and effective administration of grant awards through the ap
plication of sound management practices. 
C. The Superintendent is responsible for administering grant funds in a manner consistent with underlying agree
ments, program objectives, and the terms and conditions of the grant award. 
D. The District, in recognition of its unique combination of staff, facilities, and experience, shall employ the organi
zational and management strategies necessary to assure proper and efficient administration of grant awards. 
E. All Federal funds received by the District will be used in accordance with the applicable Federal law. The Super
intendent shall require that each draw of Federal monies is as close as administratively feasible to the related pro
gram expenditures and that, when restricted, such monies are used to supplement programs and funding and not to 
supplant or replace existing programming or current funding. 
The Superintendent or designee is authorized to sign related documents for grant administration, including docu
ments required for submittal of grant proposals.Program reports including but not limited to audit, site visits and final 
reports shall be submitted to the Superintendent or designee for review and distribution to appropriate parties. 
Fiscal Management 
The financial management of grant funds shall be in compliance with all applicable Federal, State, and grantor rules, 

regulations, and assurances as well as District policies and administrative guidelines.
 
The Superintendent or designee shall provide for the following:
 
A. Accurate, current, and complete disclosure of the financial results of each Federally-sponsored project in 
accordance with the reporting requirements of the grant. 
B. Effective control over and accountability for all funds, property, and other assets in their use solely for authorized 
purposes. 
C. Recordkeeping and written procedures as may be required by Federal, State, and grantor rules and regulations 
pertaining to the grant award and accountability, including such provisions as may be applicable as cost sharing and 
matching requirements, budget revisions, audit requirements, reasonableness, allocability, and allowability of costs, 
procurement, property management and disposition, and payment/repayment requirements. 
D. Insurance coverage for real property and equipment, if applicable, equivalent to such property owned by the 
District. 
Compliance Supplement for Single Audits of State and Local Governments 
20 U.S.C. 7906 
Revised 2/5/13 



  

Criminal Justice Information Security (Non-Criminal Justice Agency) #8321 
The District is required by State law to have the Michigan State Police (MSP) obtain both a State and a Federal 
Bureau of Investigation (FBI) criminal history record information (CHRI) background check report for all employees 
of the District and contractors, vendors and their employees who work on a regular and continuous basis in the 
District. To assure the security, confidentiality, and integrity of the CHRI background check information received 
from the MSP/FBI, the following standards are established: 
A. Sanctions for Non-Compliance
 
Employees who fail to comply with this policy and any guidelines issued to implement this policy will be subject 

to discipline for such violations. Discipline will range from counseling and retraining to discharge, based on the 

nature and severity of the violation. All violations will be recorded in writing, with the corrective action taken. The 

Superintendent shall review, approve, sign and date all such corrective actions.
 
B. Local Agency Security Officer (LASO)
 
The Director of Human Resources shall be designated as the District’s Security Officer and shall be responsible for 

overall implementation of this policy and for data and system security. This shall include:
 
1. ensuring that personnel security screening procedures are being followed as set forth in this policy;
 
2. ensuring that approved and appropriate security measures are in place and working as expected;
 
3. supporting policy compliance and instituting the incident response reporting procedures;
 
4. ensuring that the Michigan State Police are promptly informed of any security incidents involving the abuse or 

breach of the system and/or access to criminal justice information;
 
5. to the extent applicable, identifying and documenting how District equipment is connected to the Michigan State 

Police system;
 
6. to the extent applicable, identify who is using the Michigan State Police approved hardware, software and 

firmware, and ensuring that no unauthorized individuals have access to these items.
 

The District’s LASO shall be designated on the appropriate form as prescribed and maintained by the Michigan State 
Police. 

C. Agency User Agreements
 
The District shall enter into any User Agreement required, and future amendments, by the Michigan State Police 

necessary to access the required CHRI on applicants, volunteers, and all other statutorily required individuals, such 

as contractors and vendors and their employees assigned to the District. The LASO shall be responsible for the 

District’s compliance with the terms of any such User Agreement.
 
D. Personnel Security
 
All individuals that have access to any criminal justice information shall be subject to the following standards:
 
1. Background Checks - A Michigan (or state of residency if other than Michigan) and a national fingerprint-based 

criminal history record check shall be conducted within thirty (30) days of assignment to a position with direct 

access to criminal justice information or with direct responsibility to configure and maintain computer systems and 

networks with direct access to criminal justice information.
 
a. A felony conviction of any kind will disqualify an individual for access to criminal justice information.
 
b. If any other results/records are returned, the individual shall not be granted access until the LASO reviews and 

determines access is appropriate. This includes, but is not limited to, any record which indicates the individual may 

be a fugitive or shows arrests without convictions. Such approval shall be recorded in writing, signed, dated and 

maintained with the individual’s file.
 
c. Support personnel, contractors, vendors and custodial workers with access to physically secure locations or 

controlled areas (during criminal justice information processing) are subject to the same clearance standards as other 

individuals with access, unless they are escorted by authorized personnel at all times when in these locations or 

areas.
 
2. Subsequent Arrest/Conviction - If an individual granted access to criminal justice information is subsequently 

arrested and/or convicted, access shall be suspended immediately until the matter is reviewed by the LASO to 

determine if continued access is appropriate. Such determination shall be recorded in writing, signed, dated and 

maintained with the individual’s file. In the event that the LASO has the arrest/conviction, the Superintendent (if not 

the designated LASO) shall make the determination.
 



  

Criminal Justice Information Security (Non-Criminal Justice Agency) #8321 continued 
3. Public Interest Denial - If the LASO determines that access to criminal justice information by any individual would 
not be in the public interest, access shall be denied whether that person is seeking access or has previously been 
granted access. Such decision and reasons shall be in writing, signed, dated and maintained in the individual’s file. 
4. Approval for Access - All requests for access to criminal justice information shall be as specified and approved by 
the LASO. Any such designee must be an employee of the District. 
5. Termination of Employment/Access - Upon termination of employment, all access to criminal justice information 
shall be terminated for that individual, and steps taken to assure security of such information and any systems at the 
District to access such information. 
6. Transfer/Re-assignment - When an individual who has been granted access to criminal justice information has 
been transferred or re-assigned to other duties, the LASO shall determine whether continued access is necessary and 
appropriate. If not, s/he shall take such steps as necessary to block further access to such information. 
7. Contractors and Vendors1 – Prior to granting access to criminal justice information to a contractor or vendor, 
identification must be verified via a Michigan (or state of residency if other than Michigan) or national fingerprint-
based criminal history record check. A felony conviction of any kind, as well as any outstanding arrest warrant, 
will disqualify a contractor or vendor for access to criminal justice information. A contractor or vendor with 
misdemeanor offense(s) may be granted access if the LASO determines the nature or severity of the misdemeanor 
offense(s) does not warrant disqualification. If any other results/records are returned, the individual shall not be 
granted access until the LASO reviews and determines access is appropriate. 

1 For purposes of Section D.(7.), contractors and vendors are individuals who act on behalf of the District, work on a 
regular or continuous basis in the District, and are involved in the hiring process of District employees. For example, 
this might be a third-party provided manager or support staff person working in the personnel department. It does 
not authorize third party contractors or vendors to directly perform the criminal background checks in lieu of the 
District, or to access criminal justice information for the contractor's or vendor's own review. 
E. Media Protection 
Access to electronic and physical media in all forms, which contains criminal history background information 
provided by the Michigan State Police through the statutory record check process, is restricted to authorized 
individuals only. Only individuals involved in the hiring process of District employees, including contractors and 
vendors who act on behalf of, and work on a regular and continuous basis in, the District, shall be authorized to 
access electronic and physical media containing CHRI. 
1. Media Storage and Access – All electronic and physical media shall be stored in a physically secure location or 
controlled area, such as locked office, locked cabinet or other similarly secure area(s) which can only be accessed 
by authorized individuals. If such security cannot be reasonably provided, then all electronic CHRI background data 
shall be encrypted. 
2. Media Transport –Electronic and physical media shall be protected when being transported outside of a controlled 
area. Only authorized individuals shall transport the media. It shall be directly delivered to the intended person or 
destination and shall remain in the physical control and custody of the authorized individual at all times during 
transport. Access shall only be allowed to an authorized individual. To the extent possible, electronic media (e.g., 
hard drives and removable storage devices such as disks, tapes, flash drives and memory cards) shall be either 
encrypted and/or be password protected during the transport process. 
3. Media Disposal/Sanitization – When the CHRI background check is no longer needed, the media upon which it is 
stored shall either be destroyed or sanitized. The LASO and the Superintendent shall approve in writing the media to 
be affected. This record shall be maintained by the LASO for a period of at least five (5) years. 
a. Electronic Media - Sanitization of the media and deletion of the data shall be accomplished by either overwriting 
at least three (3) times or by degaussing, prior to disposal or reuse of the media. If the media is inoperable or will not 
be reused, it shall be destroyed by shredding, cutting, or other suitable method to assure that any data will not be 
retrievable. 
b. Physical Media – Disposal of documents, images or other type of physical record of the criminal history 
information shall be cross-cut shredded or incinerated. Physical security of the documents and their information 
shall be maintained during the process by authorized individuals. Documents may not be placed in a waste basket 
or burn bag for unauthorized individuals to later collect and dispose of. 

All disposal/sanitization shall be either conducted or witnessed by authorized personnel to assure that there is no 
misappropriation of, or unauthorized access to, the data to be deleted. Written documentation of the steps taken 
to sanitize or destroy the media shall be maintained for ten (10) years, and must include the date as well as the 
signatures of the person(s) performing and/or witnessing the process. (See also, AG 8321.) 



Criminal Justice Information Security (Non-Criminal Justice Agency) #8321 continued 

F. CHRI Background Check Consent and Documentation 
All individuals requested to complete a fingerprint-based CHRI background check must have given written consent-
properly signed and dated—at time of application and be notified fingerprints will be used to check the criminal 
history records of the FBI, prior to completing a fingerprint-based CHRI background check. The Livescan form (RI
030) will satisfy this requirement and must be retained. Individuals subject to a fingerprint-based CHRI background 
check shall be provided the opportunity to complete or challenge the accuracy of the individual's criminal history 
record. 

Some type of documentation identifying the position for which a fingerprint-based CHRI background check has 
been obtained must be retained for every CHRI background check conducted, such as an offer letter, job posting 
indicating successful candidate, Board minutes of approved hiring for particular position, etc. 
G. Controlled Area 
All CHRI obtained from the Michigan State Police pursuant to the statutorily required background checks shall be 
maintained in a controlled area, which shall be a designated office, room, area or lockable storage container. The 
following security precautions will apply to the controlled area: 
1. Limited unauthorized personnel access to the area during times that criminal justice information is being 
processed or viewed. 
2. The controlled area shall be locked at all times when not in use or attended by an authorized individual. 
3. Information systems devices (e.g., computer screens) and physical documents, when in use, shall be positioned to 
prevent unauthorized individuals from being able to access or view them. 
4. Encryption shall be used for electronic storage of criminal justice information. (See AG 8321) 
H. Passwords (Standard Authentication)2 
All authorized individuals with access to computer or systems where processing is conducted or containing criminal 
justice information must have a unique password to gain access. This password shall not be used for any other 
account to which the individual has access and shall comply with the following attributes and standards. 
1. at least eight (8) characters long on all systems 
2. not be a proper name or a word found in the dictionary 
3. not be the same as the user identification 
4. not be displayed when entered into the system (must use feature to hide password as typed) 
5. not be transmitted in the clear outside of the secure location used for criminal justice information storage and 
retrieval 
6. must expire and be changed every ninety (90) days 
7. renewed password cannot be the same as any prior ten (10) passwords used (See also, AG 8321) 
I. Security Awareness Training 

All individuals who are authorized by the District to have access to criminal justice information or to systems 
which store criminal justice information shall have basic security awareness training within six (6) months of initial 
assignment/authorization and every two (2) years thereafter. The training shall, to the extent possible, be received 
through the Michigan State Police or a program approved by the Michigan State Police. At a minimum, the training 
shall comply with the standards established by the U.S. Department of Justice and Federal Bureau of Investigation for 
Criminal Justice Information Services. (See AG 8321.) 

2Applicable to districts that maintain CHRI within an electronic system of records, such as an electronic database, 
filing system, record keeping software, spreadsheets, etc. Not applicable if CHRI kept solely via e-mail and/or paper 
copies. 



Criminal Justice Information Security (Non-Criminal Justice Agency) #8321 continued 

J. Secondary Dissemination of Information
 
If criminal history background information received from the Michigan State Police is released to another authorized 

agency under the sharing provision designated by The Revised School Code, a log of such releases shall be main
tained and kept current indicating:
 
1. the date of release;
 
2. record disseminated;
 
3. method of sharing;
 
4. agency personnel that shared the CHRI;
 
5. the agency to which the information was released;
 
6. whether an authorization was obtained.
 
A log entry need not be kept if the receiving agency/entity is part of the primary information exchange agreements 

between the District and the Michigan State Police.
 

If CHRI is received from another District or outside agency, an Internet Criminal History Access Tool (ICHAT) back
ground check shall be performed to ensure the CHRI is based on personal identifying information, including the 
individual's name, sex, and date of birth, at a minimum. 

K. Audit Retention 
The District shall retain audit records (position description, consent, and CHRI for both applicants that are hired and 
those that are not) for at least 365 days. Audit records must continue to be maintained until it is determined they are 
no longer needed for administrative, legal, audit, or other operational purposes. This includes, for example, retention 
and availability of audit records subject to Freedom of Information Act (FOIA) requests, subpoena, litigation hold and 
law enforcement actions. 

Revised 9/2/14 



Forms 

- Annual Notification to Parents Regarding Student Records #8330 F9 
- Request That Directory Information Not Be Released #8330 F13 
- Memorandum to Parents Regarding School Board Policy on Drug-Free Schools
 #5530 F2 

- Memorandum to Staff Members on Federal Regulations Concerning Drug 
Prevention #3122.01 F3 

- Acknowledgment of Information Concerning Toxic Hazards #8431 F4 
- Waiver of Vaccination for Hepatitis B #8453.01 F1 
- Training Record #8453.01 F2 
- Vaccination Request #8453.01 F4 
- Annual Notification to Parents Regarding Student Records and Specific Events/
 Activities #8330 F9 
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