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Welcome to Partner Solutions! 

 

 

Dear Friend, 

 

I want to welcome you as an employee of Partner Solutions. We are happy that you 

have chosen to be part of our team. 

 

At Partner Solutions, our mission is to provide high quality educational and 

business management services to a wide array of Public-School Academies, Day 

Care Centers, Autism Centers, and other businesses. We guide all that Partner 

Solutions does towards the completion of this mission with the Partner Principles, 

and our Employee Handbook is no exception.  

 

At Partner Solutions, We are a Team with integrity, dedicated to being highly 

collaborative and having fun. We believe in Building Relationships by being 

positive, helpful and supportive. We are Problem Solvers who take initiative, 

seek to understand, ask questions, and take risks. We get the Work Done by 

being results-oriented, responsible, self-sufficient and adaptive. Lastly, We Value 

Innovation and encourage new ideas in order to continuously improve.  

 

The following manual is an outline for the framework of the relationship between 

Partner Solutions and its employees. We hope that you find it fair, supportive, and 

in alignment with our Partner Principles. Should you have any questions on the 

Handbook policies or procedures, or should you believe that a situation or issue in 

the course of your employment is not governed by this Handbook or its appendices, 

please feel free to contact our Human Resources office to receive guidance or to 

schedule a meeting to discuss further. 

 

Sincerely, 

 

 

 

 

Carlie Lockwood 

President, Partner Solutions   
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COVID-19 Policy 

 

The Company aims to protect its workforce from COVID-19 by enacting all 

appropriate prevention efforts.  The Company is continually monitoring guidance 

from local, state, and federal health officials and implementing steps as required  

 

All employees must comply with any specific prevention procedures outlined by their 

Building Leader.  Such requirements may include, but are not limited to 

appropriately wearing facial coverings, gloves or PPE as outlined by their Supervisor, 

cleaning workstations and shared equipment, completing health questionnaires 

honestly, adhering to signs and floor markings, social distancing, hand-washing, 

using hand sanitizer, following quarantine/isolation recommendations, etc.  

   

Employees who require leave because of their own COVID-19 diagnosis/symptoms, 

or because they have had close contact or live with an individual with a COVID-19 

diagnosis, must speak to their Supervisor to determine their leave options.  At no 

time, should an employee come to work when they have been advised to quarantine 

or isolate.  Any violation of the COVID-19 prevention procedures outlined by their 

Building Leader may result in discipline, up to and including termination.   

 

Employees understand that the Company has taken enhanced health and safety 

measures to protect them, but an inherent risk of exposure to COVID-19 still exists 

where people are present. COVID-19 is an extremely contagious disease that can lead 

to severe illness and death. When working on-site, employees assume the risks 

related to exposure to COVID-19 and release the Company and Client from any and 

all liability for harm which may occur due to an exposure to COVID-19 on-site.  
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DISCLAIMER 
 

This Employee Handbook (“Handbook”), including any amendments to this 

Handbook, is provided for an employee’s use as a ready reference and as a summary 

of Partner Solutions’ employment practices, policies, work rules, and benefits to 

promote understanding and cooperation between Partner Solutions (the “Company”) 

and its employees.  For purposes of this Handbook, “Management” shall refer to 

Partner Solutions, its President, and any other individual appointed by the 

aforementioned individuals to a management-level position.   

 

It is the responsibility of every employee to read and understand this Handbook.  If 

there are any questions, employees should contact their Human Resources 

Coordinator.  The Company welcomes input regarding these policies and procedures.  

Management will consider changes in these policies and procedures following 

recommendations from employees.  That being said, all employees must understand 

the following: 
 

● This Handbook shall not be considered to be a contract with any employee or 

employee group and shall not restrict the ability of the Company to react to 

certain situations and to use its own independent judgment in making 

decisions based on specific conditions.   

● The Company does not enter into oral agreements or understandings with any 

employee.  Accordingly, no oral statements or representations can change or 

alter the provisions of this handbook, including employment on an at-will 

basis.   

● Employees of the Company are expected to be courteous and helpful in their 

contacts with fellow employees, clients, vendors, contractors, visitors, and the 

public.  All employees may be monitored, without notice, and without 

permission, to ensure maintenance of Company reputation and level of service.   

● This Handbook supersedes and replaces any prior personnel policy statements 

and/or employee handbooks which may have been previously distributed.  This 

Handbook shall remain in effect until it is replaced, amended or revoked by 

the Company in writing. 

● No employee handbook can anticipate every circumstance or question about 

policy.  Thus, the Company retains the right to change, modify, suspend, 

interpret or cancel, in whole or in part, any of the published or unpublished 

personnel policies and procedures of the Company without advance notice, in 

its sole discretion, without having to give cause or justification or consideration 

to any employee.  This includes the right to hire, transfer, suspend or 

discharge, to relieve employees from duty, to maintain discipline, to increase 

efficiency of employees, and any other personnel policies or practices, whether 

written or oral.  The Company may introduce new administrative methods 

and/or job requirements, especially as changing needs indicate or as the 

Company may deem appropriate.   
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● The Company also has the right to unilaterally alter, modify, change or 

discontinue, without any notice, any benefit plan at any time (as permitted by 

law).  If any inconsistency exists between the Employee Handbook and any 

plan document establishing a benefit program, the terms of the plan document 

shall be operative. 

● This Employee Handbook is proprietary property of the Company.  No part of 

this Employee Handbook may be reproduced or transmitted in any form or by 

any means, electronic or mechanical, including photocopying, recording or 

information storage and retrieval system or otherwise, for any 

business/commercial venture without the express written permission of the 

Company. The information contained in this Employee Handbook is strictly 

limited to use by the Company’s employees.  Disclosure of this Employee 

Handbook to competitors is prohibited.  Making an unauthorized disclosure of 

this Employee Handbook is a serious breach of the Company’s standards of 

conduct and ethics and shall expose the disclosing party to disciplinary action 

and other liabilities as permitted under law. 
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COMPLIANCE POLICIES 

Equal Employment Opportunity 

The Company is committed to providing equal opportunity in employment, 

maintaining a diverse workforce, and prohibiting all forms of unlawful discrimination 

and harassment.   

 

All employment decisions, policies, and practices, in terms of the recruitment process 

and other conditions and privileges of employment, will comply with applicable 

federal, state and local nondiscrimination anti-discrimination laws.  The Company 

seeks, employs, promotes and compensates qualified individuals based on ability, as 

demonstrated by performance, without regard to race, color, religion, national origin, 

, ancestry, sex (including sexual orientation and gender identity), age, 

disability/handicap, genetic information, military status, or any other protected 

status under federal, state (in Michigan: marital status, familial status, height, 

weight, and misdemeanor arrest record), or local law (individually and collectively, 

“Protected Class”).   

Policy Prohibiting Discrimination and Harassment 

The Company expressly prohibits all forms of unlawful discrimination and 

harassment.  This policy governs all aspects of employment, including hiring, 

promotion, job assignment, compensation, discipline, access to benefits, training, 

termination and other aspects of employment.  The Company will not engage in or 

tolerate unlawful discrimination or any form of unlawful harassment on account of a 

person’s membership in any Protected Class, whether the person is an applicant, 

employee, volunteer, intern, vendor, or otherwise engaged with the Company.  

Discrimination or harassment of Company employees by Management, Supervisors, 

coworkers, or nonemployees who are in the workplace is absolutely prohibited.  

Unlawful interference with the ability of other employees to perform their expected 

job duties is absolutely not tolerated. 

 

The Company is committed to providing a work environment that is characterized by 

professionalism and mutual respect.  All employees must understand the aspects of 

the laws that apply to the performance of their jobs.  Any employee who experiences 

or observes a harassing or otherwise discriminatory practice, must report it to their 

Supervisor or Management according to the Complaint Procedure or Open-Door 

Policy. Violation of this policy will subject an employee to disciplinary action, up to 

and including termination of employment. 

 

Definition of Unlawful Discrimination 

The Company’s prohibition against unlawful discrimination means that individuals 

shall not be treated differently on account of their membership in a Protected Class, 
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whether intentionally or unintentionally.  Intentional discrimination would include 

treating someone differently because of this membership. Unintentional 

discrimination may occur when a policy, practice, or rule that appears neutral is 

applied in a way that has a disproportionately more or less favorable impact on 

members of a Protected Class.  In addition, the Company will abide by federal, state 

and local prohibitions against other forms of discrimination not specifically 

mentioned here. 

 

Definition of Unlawful Harassment 

The Company’s prohibition against unlawful harassment means that individuals 

must not be subjected to any form of conduct (whether verbal, visual, or physical, both 

overt and subtle), based on membership in a Protected Class, that: has the purpose 

or effect of creating an intimidating, hostile, or offensive work environment; has the 

purpose or effect of substantially and unreasonably interfering with an individual’s 

work performance; or otherwise adversely affects an individual’s employment 

opportunities.   

 

Unlawful harassment includes, but is not limited to, the following conduct, behaviors, 

actions, and speech, when they have the effect of creating an intimidating or hostile 

environment as a result of another individual’s membership in any Protected Class:  

 

● Verbal comments, such as epithets, slurs, name-calling, innuendos, 

stereotyping, and, jokes;  

● Physical conduct, such as pranks;  

● Written or graphic material on display or circulation, including email jokes, 

photographs, messages, and offensive pictures or phrases on clothing; 

● Requiring or coercing abandonment or change in religious beliefs to obtain a 

benefit or avoid punishment related to employment;  

● Topics that could cause interruption with business operations and/or lead to 

potential violence; and 

● Other threatening, hostile, or intimidating acts. 

 

“Sexual harassment” is generally defined under both state and federal law as 

unwelcome sexual advances, requests for sexual favors, and other verbal or physical 

conduct of a sexual nature where: 

 

● Submission to such conduct is made either explicitly or implicitly as a term or 

condition of an individual’s employment; or 

● Submission to or rejection of such conduct is used as a basis for employment 

decisions; or 

● Such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work performance or creating an intimidating, hostile, abusive, or 

offensive work environment. 
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While it is not possible to list all those additional circumstances that may constitute 

sexual harassment, the following are some examples of conduct that, if unwelcome – 

regardless of the actor’s intent, may constitute sexual harassment depending on the 

totality of the circumstances, including the severity of the conduct and its 

pervasiveness: 

 

● Unwelcome sexual advances, propositions, invitations, solicitations and 

flirtations, whether they involve physical touching or not; 

● Unwelcome verbal expressions, including graphic sexual commentaries about 

a person’s body, dress, appearance, or sexual activities; the unwelcome use of 

sexually degrading language, profanity, jokes or innuendos; unwelcome 

suggestive or insulting sounds or whistles; obscene telephone calls.  

● Displaying sexually suggestive objects, pictures, graffiti, videos, posters, audio 

recordings or literature, or cartoons;  

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

● Unwelcome leering or starting at someone in a sexual way, brushing up 

against the body, sexual gestures, or suggestive or insulting comments; 

● Asking about, or telling about, sexual fantasies, sexual preference, or sexual 

activities;  

● Speculations about a person’s sexual activities or sexual history, or remarks 

about one’s own sexual activities or sexual history 

 

Sexual conduct is considered harassment only when it is “unwelcome.”  This inquiry 

often involves an assessment of whether the recipient made it known that the conduct 

was unwelcome.  Employees need to remember it is not always possible to tell 

whether jokes or suggestive comments are really ‘welcome’ to another person.  The 

best policy is to refrain from all such joking, comments or activity in the workplace 

and work-related settings.  It is also important to understand that a third party can 

be offended by jokes or comments that are overheard.   

 

Scope of Policy 

Any unlawful harassing or discriminatory activity is unacceptable in the workplace 

itself and in all other work-related settings, including, but not limited to, business 

trips, court appearances, and business-related social events.  Thus, these prohibitions 

against unlawful discrimination and harassment apply not only to your conduct 

relative to other employees of the Company, but also with respect to the manner in 

which you interact with others who are not Company employees but with whom you 

come into contact in the course of your employment.  For example, this policy covers 

conduct toward any employee, applicant, or person providing services pursuant to a 

contract or any person who has a business, service, or professional relationship with 

the Company.  Employees have a right to respectful and non-discriminatory 

treatment from visitors to Company offices, premises, and facilities and others having 

business with the Company.   
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Reporting Responsibility 

If an Employee is subjected to unlawful discrimination or harassment, they are 

encouraged to (1) inform the perpetrator that the conduct is considered offensive and 

should stop, and/or (2) initiate the internal Complaint Procedure or Open-Door Policy 

established in this Handbook.  Employees are not required, however, to complain first 

to any Supervisor, manager, director or other person who they believe has engaged 

in or condoned the discrimination or harassment.   

 

Any employee who observes a discriminatory or harassing practice must also report 

it immediately pursuant to the Complaint Procedure or Open-Door Policy.   

Complaint Procedure 

If someone believes they may have been subjected to unlawful discrimination, 

harassment, retaliation, or otherwise subjected to any action in violation of law or a 

rule, policy, or standard contained in this Handbook, they should report the concerns 

immediately in writing to their Supervisor or any member of Management by 

describing the specific details and dates of incidents forming the basis of the 

complaint.  Any ethical violation or compliance issue should be addressed with the 

Building Leader. One cannot assume that the Company is aware of any incidents of 

unlawful conduct or policy violations.   

 

In most cases, a Supervisor is in the best position to address an area of concern.  

However, if an employee is not comfortable speaking to their Supervisor, you may 

bring your concern or complaint to your Building Leader or your Partner Solutions 

Human Resources Manager.  There is no requirement to follow any chain of command 

in reporting any concerns.  Notably, an employee or any other individual is never 

required or encouraged to report to any individual who is the source of their concerns.   

 

Nonetheless, the Company encourages individuals who believe they are being 

subjected to conduct in violation of this Handbook to promptly advise the offender 

that the behavior is unwelcome and request that it be discontinued.  Often this action 

alone will resolve the problem.  The Company recognizes, however, that an individual 

may prefer to pursue the matter through complaint procedures.  If the reporter or 

reporters are not entirely satisfied with how the complaint and/or concerns have been 

handled, they are asked to notify their Supervisor, Building Leader, or Human 

Resources Manager in writing as soon as possible.  

 

Although no fixed reporting period has been established, early reporting and 

intervention have proven to be the most effective method of resolving actual or 

perceived incidents of harassment.   
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Investigation and Corrective Action 

The Company will promptly investigate all formal and informal reports of injuries, 

accidents, and violations of law, Company rules, policies, and standards of conduct.  

The existence and nature of the complaint will be disclosed only to the extent 

necessary to make a prompt and thorough investigation or as may be necessary to 

take appropriate corrective measures.   

 

All employees are expected to fully and truthfully cooperate with Company 

investigations.  This will ensure the Company has the ability to secure the safety of 

employees, customers, and facilities, and also to properly address any violations.  

Employees who fail to provide truthful responses or who refuse to cooperate with 

Company investigations shall be subject to discipline. 

 

The Supervisor, Building Leader or Human Resources Manager receiving the 

complaint will take appropriate measures to investigate, resolve, remediate, prevent, 

or correct the situation in an expeditious manner.  Any officer, manager, Supervisor, 

employee, agent or non-employee of the Company who, after appropriate 

investigation, is found to have unlawfully discriminated, harassed, retaliated against 

an individual who engaged in protected activity, or otherwise engaged in 

inappropriate or unlawful behavior in violation of these policies will be subject to 

appropriate corrective and/or disciplinary action. Some or all of the following actions 

may be used: 

 

● (Multiple or singular) verbal reprimand(s); 

● (Multiple or singular) written reprimand(s); 

● Suspension from work (with or without pay); 

● Instituting Performance Improvement Plan(s); 

● Demotion or transfer to another position, and/or; 

● Termination of Employment or relationship with Company 

 

The discipline will depend on various factors, including but not limited to the severity 

and the frequency of the offense or other conditions surrounding the incident. 

Depending on the severity of certain offenses, some conduct warrants immediate 

suspension and/or termination.  The Company reserves the right, under certain 

circumstances, to terminate employment without utilization of any progressive 

discipline policy.  

Reporting Responsibility and Protection from Retaliation 

The Company encourages everyone to come forward to report a problem and improper 

or unlawful activity without fear of any repercussions.  Anyone who, in good faith, 

reports a violation to their Supervisor, the Building Leader, law enforcement, or other 

person should not fear harassment, retaliation, or any other consequence from doing 
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so. Accordingly, the Company prohibits all forms of discrimination, harassment, 

retaliation, intimidation, interference, restraint, or coercion against any person who 

engages in protected activity, including without limitation, registering a complaint in 

good faith or serving as a witness on behalf of another employee.  However, employees 

who submit false or malicious complaints, or fail to provide the truth or otherwise 

cooperate with Company investigations, shall be subject to disciplinary action and 

possible criminal prosecution. 

 

Acts of retaliation should be reported immediately and will be promptly investigated 

and addressed.  Retaliation is a serious violation.  Individuals found to have engaged 

in any form of unlawful retaliation shall be subject to disciplinary action.   

 

Should an employee or individual choose to report suspected violations of law to a 

federal, state, or local governmental official, to counsel, or through filing a 

whistleblower or anti-retaliation lawsuit/proceeding, they may disclose trade secrets 

necessary to the report, but only if they maintain the confidentiality of trade secrets 

to the greatest extent possible by utilizing the most protective measure available or 

as otherwise required by the Defend Trade Secrets Act of 2016, 18 USC 1833(b) 

(“DTSA”) (e.g., filing under seal, producing under a protective order for the court’s 

eyes only, or disclosing only in confidential conversations not open to the 

public).  Disclosure of trade secrets without taking protective measures will result in 

the loss of any immunity otherwise granted, pursuant to the DTSA, in the process of 

disclosing trade secrets through a whistleblower or anti-retaliation 

lawsuit/proceeding. 

Disability Accommodation 

The Company provides to qualified individuals with disabilities, of which the 

Company is aware, reasonable accommodations which do not impose an undue 

hardship on the Company or jeopardize the safety of other employees or their vendors.   

 

Individuals with a disability should discuss with the Building Leader what 

accommodations are needed to perform their job.  In particular, a physical, mental or 

other impairment which would interfere with someone’s ability to perform in a 

position, but which may be accommodated by, for instance, the purchase of equipment 

or devices, the provision of readers or interpreters, reassignment, or the modification 

of work schedules, the impaired individual must notify the Company of their need for 

accommodation. Under Michigan Law, applicants and employees have 182 days from 

the date they knew or should have known an accommodation was needed. If an 

applicant/individual fails to do so, their legal rights under Michigan law may be 

affected.  

 

The Company will then engage in a good-faith interactive process with the employee 

or applicant to determine what, if any, reasonable accommodation may be made for 



  Page 12
   

Employee Handbook   │August 2021 
 

the employee or applicant that would permit such an individual to perform the 

essential functions of the job.  The Company may deny provision of an 

accommodation, and is under no obligation to provide the requested accommodation 

if the request is unreasonable, creates an undue hardship on the Company, or poses 

a direct threat to the health, safety and well-being of the individual or others in the 

workplace when that threat cannot be eliminated by reasonable accommodation.   

 

Provision of unpaid leave, but not indefinite leave, may be a reasonable 

accommodation, depending on the circumstances.  Upon returning from an unpaid 

leave provided pursuant to this policy, the employee shall be entitled to return to the 

employee’s original position unless holding the position open will cause an undue 

hardship on the Company, in which case, the employee may be offered a different 

position, if there is a vacant one for which the employee is qualified. 

 

Disabilities arising from pregnancy or pregnancy-related illness are treated the same 

as any other illness that prevents an employee from working.  However, requests for 

time off associated with pregnancy and/or childbirth that are not related to medical 

disabilities and are instead normal elements of newborn parenting (such as bonding 

and child care) will be considered in the same manner as other requests for leave 

under the Family and Medical Leave Act, unless otherwise required by applicable 

state law.   

 

This policy is neither exhaustive nor exclusive. The Company is committed to taking 

all other actions necessary to ensure equal employment opportunity for persons with 

disabilities in accordance with the Americans with Disabilities Act and all other 

applicable federal, state, and local laws. 

Health and Safety  

The Company is committed to providing safe and healthy work environments for all 

employees.  The Company is committed to ensuring guidelines from the federal 

Occupational Safety and Health Administration (OSHA) and the state Michigan 

Occupational Safety and Health Administration (MiOSHA), as well as local agencies 

are enforced to keep employees healthy and safe throughout employment.  

Religious Accommodation 

With regard to an employee’s sincerely held religious observances, practices, and 

beliefs, of which the Company is aware, the Company endeavors to provide 

reasonable accommodations which do not impose an undue hardship on the Company.  

For example, the Company will attempt to accommodate employee requests for 

unpaid time off or an adjusted schedule to observe religious holidays and prayer.  As 

a religious accommodation, the Company may also consider exceptions to its 

expectations for dress and attire. 
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Requests for religious accommodations must be made in writing to the Building 

Leader.  In addition, employees requesting unpaid time off from work for the 

observance of religious holidays must provide notice and state that the request is 

based on a sincerely held religious belief.  Unused, accrued PTO may also be used to 

receive pay for religious observances.   

Employment Eligibility Verification 

The Company does not discriminate against applicants or employees based on 

citizenship or national origin.  In compliance with the Immigration and Nationality 

Act of 1965, as amended, the Company is committed to employing only individuals 

authorized to work in the United States.  Accordingly, all employees must accurately 

complete and sign Section 1 of the Form I-9 upon acceptance of position with 

Company and within 3 days of starting work, promptly provide supportive 

documentation required for the Company to complete Section 2.  Depending on the 

circumstances surrounding the authorization of an employee to work in the United 

States, re-verification by submitting an updated Form I-9 with supportive 

documentation may be required.  

 

All employees have an obligation to disclose promptly to the Company any known or 

suspected violation of this policy, including, but not limited to, knowledge that a Form 

I-9 contains false information.  Violation of this policy, whether by providing false 

information or failing to disclose promptly a known or suspected violation, may result 

in discipline up to and including termination. 

Diversity Statement 

Valuing diversity is a critical success factor for all Company programs. Diversity 

includes race, ethnicity, disabilities, sexual orientation, sex, gender or transgender 

status, religion, culture, function, hierarchy, physical ability, physical appearance, 

language, lifestyles, and geographical origin.  The Company values and supports 

diversity within staff, families, and the community.  It is mandatory that all Company 

employees demonstrate the ability to promote the acceptance of peoples’ differences.  

It is also a necessary part of service delivery for all staff to be culturally aware and 

to competently provide services in a way that is adaptive to the respective needs and 

experiences that our customers/clients represent.  

Workplace Violence Prevention 

The Company is committed to providing a safe and secure environment for its 

employees, vendors, visitors, and people it serves.  Accordingly, employees shall not 

commit acts of violence or make threats of violence against co-workers, Management, 

Supervisors, visitors, service providers, or other persons.  An act or threat of violence 

incorporates an action, words, or other behavior which expresses a present or future 

intent to injure, intimidate, abuse, or inflict fear upon a person and/or damage 
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property.  Violence also includes the use of weapons, items, objects or substances in 

a way that can result in injury or great bodily harm.  For example, pushing, choking, 

fighting, threats or intimidating acts of violence against any employee, employee 

vehicles or other personal property or Company property is forbidden.  Threatening, 

intimidating, coercing, or otherwise interfering with the job performance of a fellow 

employee or visitor is strictly prohibited.  This policy applies to prohibited violent 

actions even if an employee attempts to claim that there was no intent to carry out 

the threat or that the threat was a joke, a prank, or simply horseplay.  

 

Employees who feel they have been a victim of violence in the workplace must 

immediately file a written complaint according to the Complaint Procedure.  Filing a 

complaint will allow the Company to undertake an immediate investigation and take 

whatever remedial action is deemed appropriate, which may include termination of 

employment of any responsible employee.  All employees are expected to comply with 

this policy and fully cooperate with any workplace violence investigation. 

 

Any act of violence or threat to engage in violence while working on any Company 

property, attending Company events or when representing the Company is a violation 

of this policy.  Failure to comply with this policy shall result in disciplinary action up 

to and including termination.   

 

Firearms and Dangerous Weapons 

To reduce the risk of injury or casualties associated with accidental or intentional use 

of firearms and weapons, all employees are prohibited from possessing, distributing, 

discharging, or otherwise using loaded or unloaded firearms or items and/or objects 

deemed by the Company to be dangerous weapons while working on any Company 

property, attending Company events, when representing the Company, or at any 

location during work hours as specified by the terms of employment.  Exceptions to 

this policy may be provided based on the express written authorization from the 

Building Leader as required or otherwise expressly authorized as part of employment 

with the Company, or as otherwise required by law.  Employees violating this policy 

shall be subject to disciplinary action, up to and including termination from 

employment.  

 

The Company maintains the discretion to identify an item or object as a dangerous 

weapon.  Dangerous weapons may be those identified by law or designed or construed 

to inflict injury or great bodily harm and include but are not limited to firearms, bows 

and arrows, switchblades, clubs, harmful chemicals (e.g., substances, compounds) or 

explosives (e.g., dynamite, and firecrackers).   

 

This policy is effective regardless of whether an employee has been issued a federal 

or state license or permit.  Employees may, however, carry a state approved self-

defense spray for protection purposes, provided that they comply with applicable 

state and local laws.   
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Workplace Searches 

To protect the property and to ensure the safety of all employees, customers and the 

Company, the Company reserves the right to conduct personal searches consistent 

with Michigan state law, and to inspect any packages, parcels, purses, handbags, 

briefcases, lunch boxes or any other possessions or articles carried to and from the 

Company/Client’s property. 

 

Additionally, while the Company respects the work spaces and equipment assigned 

to employees, at its discretion, it has the right to inspect all Company/Client owned, 

leased, and managed real and personal property including but not limited to vehicles, 

desks, cell phones, work areas, cubicles, offices, containers, storage units, computer 

systems and files, email, internet use, and voicemail. 

 

In this regard, it should be noted that all classrooms, offices, desks, files, equipment 

or any other area or article on our premises, are the property of the Company/Client, 

and are issued for the use of employees only during their employment.  Inspection 

may be conducted at any time at the discretion of the Company.  

 

Persons entering the premises who refuse to cooperate in an inspection conducted 

pursuant to this policy may not be permitted to enter the premises.  

 

Employees working on or entering or leaving the premises who refuse to cooperate in 

an inspection, as well as employees who after the inspection, are believed to be in 

possession of stolen property or illegal drugs, or if upon investigation they are found 

to be in violation of the Company/Client’s security procedures or any other 

Company/Client rules and regulations will be subject to disciplinary action, up to and 

including termination of employment,  

Non-Disclosure of Confidential or Sensitive Information 

Employees are expected to keep all Confidential Information in strict confidence and 

to take all reasonable precautions against accidental disclosure of the same.  

Confidential Information may not be removed from the Company’s premises without 

prior written permission. 

 

“Confidential Information” includes: any Company trade secrets, proprietary 

information, or other information, process, or ideas that are not generally known in 

the industry that the Company considers confidential, that gives the Company a 

competitive advantage or that affect or relate to the Company, its business, or its 

methods of operation.   

 

All records and files pertaining to business operations, including the people served 

and employees, operations, and procedures, are confidential and remain the property 
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of the Company at all times.  In particular, any protected health information about 

the people served, such as addresses, problems, health issues, financial status, 

relationships, etc., whether electronic or in hard copy, must be kept absolutely 

confidential under the Health Insurance Portability and Accountability Act 

(“HIPAA”).  One must not discuss protected health information with, or in the 

presence of, anyone that does not have direct contact (scheduling or caring for the 

individual) or who does not work for the Company. For educational personnel, the 

protection of privacy of student education records under the Family Educational 

Rights and Privacy Act (“FERPA”) is another critical parameter to protecting any 

personally identifiable information in the realm of education or educational records.  

 

Because the Company considers confidentiality its most important policy, it insists 

all Company employees respect this policy both in spirit and in fact.  Divulging 

information about the Company and the people it serves is not only considered a gross 

violation of Company policy, which may result in disciplinary action up to and 

including termination, but it may also constitute a violation of HIPAA or FERPA, 

which may result in civil and criminal penalties. 

 

In the event that an employee is not sure of whether certain information is 

Confidential or Sensitive Information, they must treat that information as Sensitive 

or Confidential unless informed in writing by the Company to the contrary.   

 

This policy does not apply, and will not be enforced, in any manner that would restrict, 

infringe upon or otherwise limit employees’ rights under the National Labor Relations 

Act, including without limitation the right to engage in concerted activities for the 

purpose of mutual aid and protection.  The Company will enforce this policy in 

accordance with all applicable international, national, country, federal, state and 

local laws. Employees may disclose confidential information in furtherance of their 

rights under the National Labor Relations Act. 

 

Social Security Numbers 

An individual’s Social Security Number (SSN) must be maintained as confidential. 

Because SSNs carry the extra risk of being illegally obtained or used-specifically for 

identity theft, they deserve special recognition among Company policies in their use 

and storage.  Use of SSNs is limited to those activities deemed essential to individual 

records management, including employment reporting and personnel record 

management.  It is Company policy that any records, whether those of employees or 

persons being served by the Company, that contain an SSN are kept in a secure place 

only accessible to authorized personnel.  It is also policy that the numbers remain 

confidential to the extent practicable. 

 

In order to ensure that the SSNs remain confidential, the Company has adopted the 

following measures to be followed by all of its employees: 
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● The organization prohibits unlawful disclosure of the SSNs by any of its 

employees, for example by displaying, holding up, posting, or otherwise making 

it visible for public viewing. 

● The access of SSNs will be limited to authorized personnel only. 

● When discarding or destroying records in any medium containing SSNs, it will 

be done in a way that protects their confidentiality, such as shredding. 

● Company representatives will not use more than four (4) sequential digits of 

the SSNs on documents that are widely seen by others, such as identification 

cards, badges, time cards, employee rosters, bulletin board postings, and other 

materials. 

● Documents with SSNs will not be sent through the mail, except on applications 

or forms or when required by law; and when sending such documents, that care 

is taken to prevent the SSN from being revealed by an envelope window. 

● SSNs will not be sent or disclosed by email or over the internet unless the 

connection is secure or the SSN is encrypted. 

● Desk and work areas will be clean, taking care not to leave SSNs out for others 

to see, and properly secure records containing SSNs when not in use. 

● The Company encourages its employees not to leave voice mail messages 

containing SSNs; if an SSN is sent by fax, special measures will be taken to 

ensure confidentiality. 

● When practicable, the use of other identifiers should be used when looking up 

records. 

● SSNs shall not be used as a primary account number for an individual, except 

that SSNs may be used in the ordinary course of business to (1) verify an 

individual’s identity or perform another similar administrative purpose; (2) 

detect or prevent identity theft or another crime; (3) enforce a person’s legal 

rights, including transfer of a tax, employee benefits, debt or receivable; 

(4) administer employee health insurance or membership benefits; or (5) 

investigate an individual’s claim, credit, criminal or driving history, or child or 

spousal support obligations or tax liability. 

● Personnel file documents containing employee SSNs are retained throughout 

employment and for a period of six (6) years following the end of employment. 

Following that period, documents containing SSNs will be destroyed in 

accordance with this policy. 

 

Any violation of this policy may result in discipline, up to and including termination 

from employment with the Company.  In addition, violations may result in 

misdemeanor charges, civil fines or civil actions. 

Privacy of Employee and Student Information 

The Company is committed to protecting the privacy of its employees.  It is the policy 

of the Company to fully comply with various privacy regulations including, but not 

limited to, the Health Insurance Portability and Accountability Act (HIPAA), the 
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Genetic Information Nondiscrimination Act (GINA) and the Social Security Number 

Privacy Act.  Protected personally identifiable information that is received, 

maintained or transmitted is reasonably and appropriately protected through various 

standards and safeguards.  Personally identifiable information includes, but is not 

limited to, an individual’s social security number and protected health information.   

 

The Company ensures that personally identifiable information is kept private and 

confidential and is not used for any purpose outside of what is allowable by law.  

Access is limited to those that have a business reason to know this information.  

Unlawful disclosure is prohibited.  Disposal of such protected information is 

undertaken according to current secure business standards and safeguards.  Any 

employer request for medical information should not include genetic information; 

genetic information should not be provided.  Employees who violate this policy will 

be subject to discipline up to and including termination.   

 

Any employee verification inquiries which are received either by telephone or in 

writing regarding a past or present employee are to be referred to Partner Solutions 

Human Resources. Under the Federal Privacy Act, Company is obliged to preserve 

the privacy of an employee and, if prompted, will only state whether a person is/was 

employed by Company, the dates of that employment, the title or position of that 

employment, and the wage or salary earned.  

 

Health Information (HIPAA) 

HIPAA was designed, in part, to protect employees that change health insurance from 

one health plan to another by limiting exclusions for pre-existing conditions, 

providing credit to individuals for prior health insurance coverage, and setting up a 

process for issuing certificates of coverage to a new insurer.  The Company will see 

that HIPAA certificates are provided to eligible employees and their eligible family 

members/covered individuals as requested by the employee, if appropriate. 

HIPAA also incorporates privacy rules with regard to the personal health information 

of employees who are participants in the Company’s health plans.  Generally, 

participants in the Company’s health plans are entitled to a “privacy notice” that 

describes how their personal health information may be used or disclosed.  In 

addition, HIPAA provides participants with certain rights with respect to their 

personal health information. 

Unauthorized Recording Prohibited   

Due to potential for invasion of privacy of students protected by the Family 

Educational Rights and Privacy Act (FERPA) as well as protection of employees, 

students, parents, and board members from potential harassment or bullying, 

employees may not record, photograph, tape, distribute, post, or share on social media 

any photos, videos, or audio recordings on Academy property except as directed or 

authorized by Building Leader. Also excepted from this rule are any recordings or 
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pictures of Academy areas or activities of employees protected by Section 7 of the 

National Labor Relations Act. 

Employees found recording, photographing, or taping on Academy property without 

exception or authorization from Building Leader may be asked to desist and delete 

any photos, videos, or recordings immediately and may be disciplined up to and 

including termination. 
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BEGINNING YOUR EMPLOYMENT 

At-Will Employment 

The Company is an “at-will” employer.  This means employment with the Company 

is voluntary and is subject to termination by the employee or the Company, for any 

lawful reason or no reason at all, with or without cause, and with or without notice, 

at any time. 

 

Nothing in the Company’s policies or procedures, publications, memoranda or 

discussions with managers and Supervisors should be interpreted to eliminate, 

modify or alter the “at-will” employment status of employees in any way.  Receipt of 

handbooks, offer letters, promotions or other company materials should not be 

construed as a contract or guarantee of continued employment for any specific 

duration. 

 

The Company CEO or President of Partner Solutions is the only individual within 

the company possessing the authority to enact an exception to the company’s policy 

of “at-will” employment, and only then if such an agreement is formalized in writing 

and notarized after being signed by the Company CEO or President of Partner 

Solutions. 

Qualifications for Employment 

The Company relies upon the accuracy of information contained in the employment 

application, as well as the accuracy of other data presented throughout the hiring 

process and employment.  Any misrepresentations, falsifications or omissions in any 

of this information or data may result in the exclusion of an applicant from further 

consideration of employment or, if the individual has been hired, immediate 

termination of employment. 

 

Offers of employment will be extended to only those applicants who can demonstrate 

they meet all of the necessary employment requirements and qualifications, as 

determined by the Building Leader.  Applicants will be evaluated based on the 

position(s) for which they have applied.  The Company retains sole discretion to define 

the required skills, knowledge, competencies, experiences and qualifications for each 

staffing category/position. 

 

Prerequisites for employment and continued employment with the Company can 

include signing certain documents (acceptance of policies) and other criteria.  If 

employees have concerns regarding their qualifications for employment, or, once 

hired have questions, concerns, or feedback regarding the prerequisites for 

employment with the Company, they should direct these to their Supervisor, Building 

Leader, or Partner Solutions for immediate follow-up and resolution. 
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The Company reserves the right to require any employee or candidate, after a 

conditional offer of employment, to submit to an examination in order to determine 

the physical and/or mental capacity to perform assigned duties. Such a report will be 

maintained in a separate confidential personnel file in accordance with the 

Americans with Disabilities Act (ADA) as amended, the Genetic Information 

Nondiscrimination Act (GINA) and all applicable federal and state laws.  

 

After an employee starts work, a medical examination or inquiry of an employee may 

be made if it is job-related and necessary to maintain the safety and health of fellow 

employees and persons served by the Company.   

Conflict of Interest 

Duty of Loyalty to Company 

An employee owes a duty of loyalty to the Company during the duration of their 

employment.  This duty of loyalty includes a duty not to disclose trade secrets and 

confidential information, not to misappropriate business opportunities, not to 

compete with the Company during normal business hours, and to generally perform 

job responsibilities with reasonable regard for the Company’s interest.   

 

A “Conflict of Interest” includes any action that is contrary to an employee’s duty of 

loyalty owed to the Company.  The Company reserves the right to determine, in its 

sole discretion, if an action taken by an employee constitutes a Conflict of Interest.  

The Building Leader shall determine disciplinary action, if any, that is necessary to 

resolve the conflicting interests, up to and including termination.  

 

For example, a Conflict of Interest could occur when one has unlawfully used their 

employment with the Company, or any confidential information one has received 

through their employment with the Company, in any manner which could result in a 

direct or indirect financial or material gain to themselves, to a member of their family, 

to a business with which they or a member of their family is connected, and/or to 

persons or entities which would supply them with a current or future benefit.   

 

In all instances, employees must avoid the appearance of or an actual Conflict of 

Interest.  More specifically, and by way of example only, employees may not, directly 

or indirectly, during your employment with the Company: 

 

● Have simultaneous employment by, association with, or provision of services 

or materials to another firm that is a competitor of or supplier to the Company, 

other than on behalf of the Company in the course of their employment or after 

obtaining prior written authorization from Building Leader and Partner 

Solutions Human Resources.  The term “competitor” includes any business or 

enterprise which is similar in nature to the Company. 
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● Carry on Company business with a firm in which the employee or a close 

relative of theirs has a substantial ownership or interest. 

● Engage in any other outside employment or independent consulting which may 

interfere or conflict with their duties and responsibilities to the Company, 

regardless of its nature. 

● Hold a substantial interest in, or participate in the management of, a firm or 

company with which the Company makes sales, from which it makes 

purchases, or with which it competes, to the extent not otherwise apparent 

based on an acquisition in which the Company is involved.   

● Borrow money from customers or firms, other than recognized loan 

institutions, from which the Company buys services, materials, equipment, or 

supplies. 

● Accept substantial gifts or excessive entertainment from an outside 

organization or agency, including a competitor, potential competitor, supplier, 

vendor, contractor or subcontractor of the Company, other than on behalf of 

the Company in the course of employment, excluding any value shared with 

the Company upon prior written approval of Management.  The Company has 

a zero tolerance for attempts at bribery. 

● Engage in practices or procedures that violate the U.S. export laws and 

regulations. 

● Speculate or dealing in materials, equipment, supplies, services, or property 

purchased by the Company. 

● Participate in civic or professional organization activities in a manner that 

divulges confidential Company information and/or other violations of antitrust 

and competition law. 

● Misuse privileged information or revealing confidential data to outsiders. 

● Use one’s position in the Company or knowledge of its affairs for unlawful 

personal gains. 

● Engage in practices or procedures that violate antitrust laws, commercial 

bribery laws, copyright laws, discrimination laws, campaign contribution laws, 

or other laws regulating the conduct of Company business (e.g., colluding with 

competitors for the purpose of setting or controlling prices, rates, or trade 

practices). 

 

Determining whether an employee has a Conflict of Interest, and if so, what to do 

about it, can be difficult.  No set of guidelines or statements of principles, no matter 

how comprehensive and detailed, can cover all situations or address every question 

of judgment.  Therefore, employees must disclose all possible Conflicts of Interest or 

appearances of a Conflict of Interest.  By disclosing the potential Conflict of Interest, 

one will avoid placing oneself and the Company in a potentially embarrassing 

situation and will provide the Company with the opportunity to insulate anyone from 

making business decisions relating to the subject matter of the Conflict of Interest.   

If employees have questions about this policy, or have any doubt about whether any 

activity may create a Conflict of Interest and/or any disclosure obligations, the best 
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course is to consult with Human Resources and/or the Building Leader.  By checking 

first, it protects both Company and the individual. 

 

Nepotism 

The employment of relatives can cause problems including but not limited to charges 

of favoritism, conflicts of interest, family discord, management conflicts and other 

disruptions that may work to the disadvantage of the Company.  

 

For purposes of this policy the term “relative” shall include the following 

relationships- relationships established by blood, marriage or legal action. Examples 

include the employee’s spouse, parent, child, sibling, spouse’s parent, sibling-in-law, 

child-in-law, stepparent, stepchild, parent’s siblings, sibling’s kids, grandparent, 

grandchild or cousin.  

 

The term also includes domestic partners- a person with whom the employee’s life is 

interdependent and shares a common residence. It also includes a daughter or son of 

an employee’s domestic partner.  

 

The intent of this policy is to prohibit relatives from engaging in the areas of hiring, 

performance evaluation, compensation adjustment, promotion, discipline and 

termination of relatives as defined above. The Building Leader is responsible for 

ensuring that circumstances do not arise in which the appearance or possibility of 

favoritism exist.  

 

No relatives as defined above will be allowed to work together if it creates a disruption 

or potential disruption in the work environment, creates an actual or perceived 

conflict of interest or is prohibited by state or federal law. This policy shall not 

supplant the application of conflict of interest laws.  

 

Related persons currently employed at the Company and persons wishing to be 

considered for employment by the Company shall immediately disclose family 

relationships as defined above with Company employees, students and Board 

members.  

 

If the relationship is determined to fall within this policy, the Partner Solutions 

Human Resources Manager in consultation with the Building Leader will attempt to 

resolve the situation by identifying through the transfer of the employee to a new 

position or identifying another solution which will correct the conflict. If a solution is 

not feasible, the Company in consultation with the Building Leader shall determine 

which employee must resign in order to resolve the situation.  

 

The Company reserves the right to take such actions as may be necessary to achieve 

the intent of this policy. Situations covered under this policy will be addressed on a 
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case by case basis and the Company reserves the right to vary from the guidelines in 

this policy as may be necessary.  

 

It is the responsibility of every employee to identify any potential or existing 

relationships as defined above upon hire or transfer to a new position. By 

electronically signing this acknowledgment, employees are agreeing to disclose any 

familial relationship as defined above to their Human Resources Coordinator 

immediately.  Employees who fail to disclose such relationships may be subject to 

disciplinary action up to and including termination of employment.  

 

Consensual Relationships 

Sometimes consensual (“dating” or “romantic”) relationships may develop at work.  

While employees have a right to say yes to such relationships, they also have an 

absolute right to say no.  To prevent unwelcome pressure or the appearance of 

favoritism, consensual relationships are to be avoided between employees where 

there is a senior/subordinate relationship.   

 

If one feels any unwelcome pressure to become involved with any officer, manager, 

Supervisor, employee, agent or non-employee of the Company with whom they 

interact in the course of performing their work responsibilities, the Company urges 

them to use the Complaint Procedure or Open Door Policy. 

 

Individuals entering or involved in a consensual relationship at work are required to 

notify the Building Leader immediately. Employees will be required to sign a 

Consensual Relationship Agreement, which outlines that: 

 

1.  The individuals have received, read and understood Company’s sexual 

harassment policy and agree to adhere to all of its terms;  

 

2. The relationship is entirely voluntary and consensual; 

 

3. The relationship will not have a negative impact on the individuals’ work; 

 

4. The individuals will not engage in any public display of affection or other 

behavior which will negatively affect the work environment of others or make 

others uncomfortable; 

 

5. The individuals will act professional around and towards the other during and 

after (if applicable) the termination of the relationship; 

 

6. The individuals will not participate in any decision-making processes that 

could affect each other’s pay, promotional opportunities, performance reviews, 

hours or shifts while in the relationship or after the relationship ends (if 

applicable); and 
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7. The individuals will inform the Building Leader immediately if the 

relationship no longer exists or if the conduct or advances of another are no 

longer welcomed.  

Outside Employment 

Notwithstanding the Conflict of Interest policy, employees are permitted to work a 

second job as long as it does not interfere with their job performance with the 

Company.  Employees must notify their Building Leader in writing about the nature 

of any additional employment including the name of employer, nature of job duties, 

and time commitment. 

 

Employees with a second job are expected to work their assigned schedules. 

Employees are prohibited from performing work for other businesses entities during 

a leave of absence without written authorization from their Building Leader.  A 

second job will not be considered an excuse for poor job performance, absenteeism, 

tardiness or leaving early, refusal to travel, or refusal to work overtime or different 

hours.  The Company expressly prohibits the use of Company resources in the 

performance of outside employment.    

 

If outside work activity causes or contributes to job-related problems, it must be 

discontinued, or the employee may be subject to disciplinary action, up to and 

including termination.  
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EMPLOYEE PRODUCTIVITY AND PERFORMANCE 

Job Responsibilities 

The job description document outlines the duties of each position at the Company, 

Employees can review a copy of their job description within their employee portal and 

the Company actively maintains job descriptions as part of its due diligence 

responsibilities to keep them up-to-date and relevant.   

 

Employees need to be familiar with their job description and are encouraged to notify 

a Supervisor or manager if there has been a significant shift or change to their 

outlined job duties.  If a job description evolves or requires revision, the revised job 

description will be updated in the employee portal. 

Performance Appraisals 

Employees will have their performance reviewed at the discretion of the Company.  

Reviews should not be construed simply as a preliminary step to an automatic pay 

increase.  While appraisals of performance are an important consideration in 

addressing compensation, they are utilized to summarize an individual’s job progress 

on a periodic basis, and provide the opportunity for managers and employees to 

address both strengths and weaknesses, identify goals and training objectives, and to 

identify areas that need immediate redress. Any performance review or observations 

required by law will be subject to the rules and regulations provided by law.   

 

Employees may receive wage increases periodically at company’s discretion.  

Compensation adjustments are dependent on a number of factors, including market 

compensation rates, successful completion of duties and managing the expectations 

of persons served are necessary and the completion of all required training.  Although 

length of service is a factor, it is not a primary criterion for compensation adjustment.  

The Company may also decide that because of budget reductions or other changes 

affecting the financial resources of the Company, it may be necessary to decline to 

give raises to employees. 

 

The existence of, participation in or results of any review should not be construed by 

employees as a guarantee of continued employment. 

Promotions and Transfers 

Employees are encouraged to apply for promotions.  Employees wishing to apply for 

a promotion or transfer must speak with their Supervisor and submit any paperwork 

as requested by Supervisor and/or Building Leader.  
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While employees are encouraged to apply for promotions or transfers, the Company 

reserves the right to hire from outside the Company, or transfer an employee to a 

position of similar pay and duties at any time.   

No Authority to Act on Behalf of the Company 

Employees of the Company generally have no authority to enter into contracts on 

behalf of the Company or to subject the Company to obligations or liabilities of any 

kind.  In certain situations, however, they may be granted specific authority to act on 

behalf of the Company, by written authorization of Building Leader or as expressly 

stated in a written job description. 

Company Rights 

The Company expressly retains and reserves certain rights to operate as it deems 

advisable and at its sole discretion.  These include, but are not limited to, the right(s) 

to: 

 

● Hire, fire, suspend, and otherwise discipline employees; 

● Determine or reduce work hours, assign, transfer and lay off employees; 

● Determine job classifications and duties of each employee, noting that such 

duties are subject to change; 

● Manage its affairs efficiently and economically, including the determination of 

quantity and quality of services to be rendered, the control of equipment to be 

used, and discontinuance of any services or methods of operation; 

● Determine the number, location, and type of facilities, to direct the work force, 

to assign the type and location of work assignments, and determine the 

number of employees assigned to operations. 

● Close or otherwise reduce the scope of operation in any or all facilities; 

● Determine the times for beginning and endings shifts, and the number of hours 

to be worked by employees; 

● Establish and change work schedules, work standards, and the methods of 

processes and procedures by which such work is to be performed by employees; 

and 

● Select employees for promotion to other positions and determine the 

qualifications and competencies of the employees to perform the available 

work. 
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EMPLOYMENT CLASSIFICATION AND COMPENSATION 

Classifications 

The Company intends to establish accurate classifications of employees, so that they 

may understand their employment status and benefit eligibility.  Such classifications 

are subject to change, based on changes in the employee’s job responsibilities, 

compensation, schedule, and other criteria. 

 

It is the responsibility of each employee to contact the Building Leader if the duties, 

pay structure, and/or number of regularly worked hours make the employee eligible 

for a change in employment status.  Since many benefits are tied to an employee’s 

classification, loss of a particular status may have a ripple effect.  The Company 

reserves the right to change an employee's status to more accurately reflect the 

appropriate classification.   

 

None of the below classifications guarantee employment for any specified period of 

time and do not alter the at-will employment relationship. 

 

Exempt/Non-Exempt 

Each employee will be classified as either exempt or non-exempt. 

 

● Exempt Employees: Employees are classified as “exempt” if they meet certain 

job duty requirements (e.g., professional, executive, administrative, etc.), are 

paid on a salary basis, and earn more than the minimum amount required 

under the federal Fair Labor Standards Act.  Exempt employees are not 

entitled to payment of overtime at a premium rate. 

● Non-Exempt Employees: Employees are classified as “non-exempt” when 

they do not meet the criteria for being exempt, for example by being paid on an 

hourly basis or having job duties that do not meet the criteria for an exemption 

(e.g., most clerical and non-Supervisory production and service positions).  

Non-exempt employees are entitled to payment of overtime at a premium rate 

as determined by applicable state and federal laws. 

 

Full-Time/Part-Time 

In addition to the exempt or non-exempt classification, each employee will be 

identified as one of the following: 

 

● Full-Time: Employees who are scheduled to regularly work a minimum of 40 

hours per week.   

● Full-Time Equivalent: Employees who regularly work at least 30 but less 

than 40 hours per week. 

● Part-Time: Employees who are regularly scheduled to work less than 30 hours 

per week. 
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And one of the following: 

 

● Full-Year: Employees are those who work year-round, 12 consecutive months 

out of the year. 

● Part-Year:  Employees are those who work less than 12 consecutive months 

in a year. 

 

Regular/Temporary/Contingent 

In addition to the above categories, each employee will belong to one of the following 

employment categories: 

 

● Regular: Employees hired and scheduled to work for an indefinite period. 

● Temporary: Employees hired and scheduled to work for a limited time period, 

as interim replacements, to temporarily supplement the work force, or to assist 

in the completion of a specific project. 

● Contingent: Employees hired and scheduled to work on a per-project or other 

conditional basis, and continued employment is subject to continued existence 

of said condition.  

Workweek & Schedule 

The Company’s work week starts at 12:00 a.m. on Saturday and concludes at 11:59 

p.m. the following Friday.  An employee’s Supervisor shall establish the work 

schedule for each employee.   

Attendance, Tardiness, and Absenteeism 

The Company expects all employees to work according to the assigned work 

schedules, maintain a consistent attendance, be punctual, not leave work early, not 

take excessive breaks and lunches, and not incur other lost time that would hinder 

their abilities to perform essential job functions and requirements.  

 

It is important that employees be at work on a timely and regular basis, sufficiently 

in advance to be situated and ready to work during the scheduled hours.  If someone 

is assigned to work at a worksite, they are required to follow the work schedule of 

that worksite.   

 

Work and care schedules are disrupted when employees are absent and undue 

absenteeism and tardiness place additional burdens on fellow employees.  Excessive 

absenteeism or tardiness will not be tolerated, will be documented, and will lead to 

disciplinary action, up to and including termination. 

 

Absence 

All personal issues requiring time away from work, such as doctor’s appointments or 

other matters, should be scheduled outside of the regular work hours if possible.  To 
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the extent an absence is required or requested during regular work hours, notice in 

compliance with this policy must be provided. 

 

Only non-exempt employees who work more than 40 hours in a workweek will receive 

overtime pay at one and a half times their regular rate of pay.  Overtime pay is based 

on hours worked, which shall not include any holiday, paid time off (“PTO”), or other 

benefit time (jury/witness duty, bereavement) for purposes of overtime calculations. 

 

Example:  An employee takes PTO on Monday but works a full eight (8) hours on 

Tuesday through Saturday.  No overtime would be paid since the PTO on Monday 

does not constitute hours worked. 

 

Notice of Tardiness or Absence 

If employees must be late or absent from work for a good reason that can be planned 

in advance, they shall discuss it in advance with their Supervisor and submit a Time 

off Request to a Supervisor in advance of the need for leave time to secure permission 

for the leave.  The request will be given serious consideration. 

 

If one cannot report for work as scheduled because of an emergency or illness, they 

must notify their Supervisor as designated by their worksite location.  The contact 

must be direct and/or via prescribed contact methods.  When contacting them, include 

the reason for the absence, along with the date and time of return to work.  Reporting 

an absence does not necessarily excuse it; substantiation may be required. 

 

Employees with a Company email assigned to them are required to enable an out of 

office message to inform other employees of their absence.  Such messages shall 

include the dates the employee will be absent, when the employee anticipates to 

return, and identify an individual to contact during their absence. 

 

Return to Work Following Illness or Injury 

 At the discretion of the Building Leader, Employees may be asked to provide a 

fitness-for-duty certification from a qualified medical physician after an absence or 

use of PTO on account of an illness or injury. 

Methods and Time of Payment 

Base Pay 

All staff members receive their own individual base pay rate prior to their first day 

of employment with the Company. This rate will be an hourly, daily, or salary rate 

depending on position. The base pay provided is for a standard number of hours and 

weeks worked within the year. For hourly employees, the base pay is an estimate 

based on expected hours worked over the course of the year. 
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Direct Deposit 

The Company does not issue paper paychecks. Following written authorization 

provided to Company’s Payroll Department, employees may either elect to have their 

pay directly deposited into a financial institution of their choice OR may elect to have 

their pay directly deposited to a pay-card.  All employees will have online access to 

itemized paystubs of wages deposited into their designated accounts or pay-card. 

 

Payroll Deductions 

Paychecks issued to employees will contain certain deductions.  Some are mandated 

at the state and federal level, some are voluntary and some are involuntary.  

Mandatory deductions include federal, state and local income tax withholdings, 

Social Security and Medicare taxes.  Discretionary deductions include, but are not 

limited to, insurance premiums and retirement deferrals.  For example, if an 

employee elects health care benefits through the Company, an amount may be 

deducted from the employee’s wages to cover insurance premiums.  All deductions, 

whether mandatory or discretionary, will be itemized on the pay stub. 

 

Garnishments and Tax Levies 

A garnishment is a court order requiring the Company to withhold an amount from 

the employee’s earnings.  Garnishments can relate to various debts, such as tax liens, 

debt reclamation, child support or qualified medical child support.  Upon receipt of a 

garnishment notice, the Company must deduct and forward a specific amount to the 

creditor each payday until the garnishment amount has been paid.  A tax levy is a 

similar action brought by a governmental tax agency to satisfy an employee’s tax 

indebtedness.   

 

The Company will not delay responding to a garnishment or tax levy and will, in all 

cases, respond in the statutorily-provided time as set forth in the garnishment or tax 

levy.  In addition, the Company will not discharge, discipline, or threaten such action 

against an employee on account of earnings being subjected to garnishment for a 

single indebtedness. 

 

Employees affected by a garnishment should contact the debt holder directly, and 

immediately, if it is believed the garnishment was issued in error. 

Payroll and Personnel Data Changes 

It is the responsibility of each employee to promptly update their personal 

information via employee portal in the event of any changes in personnel data.  

Personnel data (e.g., mailing addresses, telephone numbers, number and names of 

dependents, individuals to be contacted in the event of an emergency) should be 

accurate and current at all times.  
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If a paycheck is incorrect due to overpayment, the employee should immediately 

report it to their Human Resources Coordinator.  Intentionally retaining 

compensation not earned or due may be considered theft and may result in 

disciplinary action up to and including termination.  

 

The Company prohibits any form of retaliation against individuals who raise 

concerns about their pay, report alleged violations of this policy or who cooperate in 

any investigation of such reports. Retaliation is unacceptable and any form of 

retaliation in violation of this policy will result in disciplinary action, up to and 

including termination. The Company complies with all state and local pay processing 

requirements.  

 

Any payroll and personnel data related requests or updates (e.g., changes involving 

tax allowances, address or contact information) should be submitted promptly and 

electronically to the Human Resources Coordinator.  Verbal requests will not be 

considered sufficient.



  Page 33
   

Employee Handbook   │August 2021 
 

EMPLOYEE BENEFITS 
The Company recognizes the value of benefits to employees and their families. As a 

result, the Company supports employees by offering a comprehensive and competitive 

benefits program. For more information regarding benefit programs, please contact 

Human Resources and/or refer to the Benefit Guide.  To the extent that the 

information provided in this Employee Handbook conflicts with the Benefits Guide 

or Plan Documents, the plan document will control. The Company reserves the right 

to add, change, modify, or eliminate any fringe benefit subject to federal and state 

law.  

Jury Duty and Serving as Witness 

Should an employee be required to serve on jury or witness duty, they will be granted 

the necessary leave time.  A full-time employee called for jury duty or required to 

serve as a witness must: 

 

● Notify their Supervisor as soon as the possibility of such service is known; 

● Submit a copy of the jury duty summons notice or subpoena to testify as a 

witness to their Supervisor as soon as possible, but no later than seven (7) 

days from receipt of such notice, so that arrangements can be made to 

accommodate for the absence; 

● Report directly to work upon being excused from jury or witness duty early, 

provided, however, that in no instance shall a nonexempt employee (i) work in 

excess of their regular work hours for the day between jury duty and hours 

worked or (ii) work beyond their normal end time, without approval from their 

Supervisor; and, 

● Notify their Supervisor as soon as you receive notice or otherwise feel jury 

service will extend beyond two (2) weeks. 

● Upon completion of jury service, provide the certificate received from the court 

clerk for Supervisor’s verification.  

 

If an employee satisfies the aforementioned requirements, the Company will pay the 

employee for regular wages up to ten (10) business days, provided that prior notice 

was given and evidence of the performance of jury duty is presented.    

Lactation Breaks 

The Company supports breastfeeding mothers by accommodating the mother who 

wishes to express breast milk during their workday when separated from their 

newborn child.  For up to one year after the child’s birth, any employee who is 

breastfeeding their child will be provided reasonable break times to express breast 

milk for the newborn.  Building Leader will provide a private place free from view of 

the public and co-workers for this purpose.  Nursing mothers wishing to use this room 
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should work with their Supervisor and/or Building Leader to request or reserve 

spaces as needed. 

Family and Medical Leave (FMLA) 

The Family and Medical Leave Act (“FMLA”) of 1993 require certain employers to 

allow eligible employees to take unpaid, job-protected leaves for certain family and 

medical events (“FMLA leave”).  Below is a summary of FMLA eligibility and benefits, 

but the actual regulations take precedence.   

 

Eligibility 

To be eligible for FMLA leave, an individual must have been employed by the 

Company for at least 12 months on a continuous or intermittent basis, have worked 

at least 1,250 hours during the 12- month period preceding the start of the leave (does 

not need to be consecutive), and work at a location where the Company employs 50 

or more employees within 75 miles. 

 

12-week FMLA Leave 

An eligible employee is entitled to use up to 12 workweeks of unpaid leave during any 

rolling 12-month period for one or more of the following reasons: 

a) The birth of a child and in order to care for that child (within 12 months after 

the birth of the child). 

b) The placement of a child for adoption with an individual or for adoption or 

foster care, and to care for a newly placed child (within 12 months after the 

birth or placement of the child). 

c) To care for an individual’s spouse, registered domestic partner, child, or parent 

with a serious health condition. 

d) the Individual having a serious health condition that makes them unable to 

perform your job duties. 

e) Qualifying Exigencies related to your spouse, son, daughter, or parent’s 

covered active duty or call to covered active duty. 

 

For purposes of the 12-week FMLA Leave, the “rolling” 12-month period means that 

each time an employee takes FMLA leave, the remaining leave entitlement would be 

the balance of the 12 weeks which has not been used during the 12 months 

immediately preceding the date on which FMLA leave is anticipated to be used.  If 

their spouse also works for the Company and both become eligible for a 12-week leave 

under paragraphs a or b above, or for the care of a parent under paragraph c above, 

the two together will be limited to a combined total of 12 workweeks of leave in any 

rolling 12-month period. 

 

With respect to 12-week FMLA Leave, the following definitions apply: 
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● “Serious health condition” is an illness, injury, impairment, or physical or 

mental condition that involves one of the following:  

 

o Hospital Care:  Inpatient care in a hospital, hospice or residential 

medical care facility, including any period of incapacity relating to the 

same condition. 

o Absence Plus Treatment:  A period of incapacity of more than three full 

consecutive calendar days (including any subsequent treatment or 

period of incapacity relating to the same condition), that  also  involves 

either: (1) treatment  two or  more times  (within  that same period  of 

incapacity and provided the first visit takes place within seven days of 

the first day of incapacity) by a healthcare provider, by a nurse or 

physician’s assistant under direct supervision of a health care provider, 

or by a provider of health care services under orders of, or on referral by, 

a health care provider; or (2) treatment by a health care provider on at 

least one occasion which results in a regimen of continuing treatment 

under the supervision of the health care provider (first visit to health 

care provider must take place within seven days of the first day of 

incapacity). 

o Pregnancy:  Any period of incapacity due to pregnancy, or for prenatal 

care. 

o Chronic Condition Requiring Treatment:  A chronic condition which: 

requires at least two periodic visits for treatment per year by a 

healthcare provider, or by a nurse or physician’s assistant under direct 

supervision of a health care provider; continues over an extended period 

of time; and may cause episodic rather than a continuing period of 

incapacity. 

o Permanent/Long-term Condition Requiring Supervision:  A period of 

incapacity which is permanent or long-term due to a condition for which 

treatment may be effective.  The employee or family member must be 

under the continuing supervision of, but need not be receiving active 

treatment by, a health care provider. 

o Multiple Treatments (non-chronic conditions): Any period of incapacity 

to receive multiple treatments (including any period of recovery) by a 

health care provider or by a provider of healthcare services under orders 

of, or on referral by, a health care 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 full consecutive 

calendar days in the absence of medical intervention or treatment. 

o Substance Abuse:  Substance abuse is a serious medical condition, but 

leave will be granted only for treatment, not because of employee use of 

the substance. 
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The following examples do not constitute serious health conditions: routine 

examinations, treatment that does not require a visit to a health care provider, 

cosmetic surgery (unless it requires inpatient care, results in complications or is 

restorative in nature) and absence due to use of illegal substance unless the employee 

is receiving treatment for substance abuse by a healthcare provider.  Under normal 

circumstances, conditions such as a cold, the flu, earaches, upset stomach, minor 

ulcers, non-migraine headaches, routine dental and orthodontic procedures and 

periodontal disease are not serious health conditions. 

 

● “Covered active duty or call to covered active duty” means, for the 

purpose of a qualified exigency, duty during the deployment of a member of the 

regular component of the Armed Forces to a foreign country under a call or 

order to active duty; or duty during the deployment of a member of the reserve 

component of the Armed Forces to a foreign country under a call or order to 

active duty in support of a contingency operation. 

● “Contingency operation” means short-notice deployment issues, military 

events, childcare/school activities, financial/legal arrangements, counseling, 

rest/recuperation, post-deployment activities and other activities arising out of 

active duty (provided that the Company and the employee agree upon timing 

and duration of leave). 

● “Child” means, for the purposes of a qualified exigency, as your biological, 

adopted, or foster child, stepchild, legal ward, or child for whom an employee 

stood in loco parentis, who is on active duty or called to active duty status who 

is of any age.  For the purpose of other FMLA covered reasons, “Child” means 

a biological, adopted, or foster child, stepchild, legal ward, or child to whom the 

employee stands in loco parentis, who is 18 years of age or older and incapable 

of self-care because of a mental or physical disability at the time that FMLA 

leave is to commence. 

● “Parent” means a biological, adoptive, step or foster parent, or any other 

individual who stood in loco parentis to you when an individual was a child but 

it does not include “parents-in-law”. 

 

26-week Military Caregiver Leave  

An eligible employee is entitled to use up to 26 workweeks of unpaid leave during any 

single 12-month period to care for a covered spouse, child, parent, or next-of-kin 

service member who is injured or recovering from an injury suffered while on active 

military duty making the service member unable to perform the duties of the office, 

grade, rank, or rating, or when receiving medical treatment, recuperation, or therapy, 

even if the service member is on the temporary disability retired list. 

 

For purposes of the 26-week Military Caregiver Leave, the “single” 12-month period 

means the 12-month period beginning as of the date the leave commences and ending 

12 months after that date.  Any unused amounts are forfeited.  In addition, if an 

employee and their spouse both become eligible for a leave under the Military 
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Caregiver provision, or under a combination of Military Caregiver provision and a 12-

week FMLA leave, the two together will be limited to a combined total of 26 

workweeks of leave in any rolling 12-month period from the date the Military 

Caregiver Leave commences. 

 

Military Caregiver Leave may be permitted more than once if necessary to care for a 

different covered service member (or the same service member with multiple injuries 

or illnesses), up to a combined total of 26 workweeks in any rolling 12-month period 

as defined in this section.   

 

With respect to Military Caregiver Leave, the following definitions apply: 

● “Covered service member” means a member of the Armed Forces, including 

a member of the National Guard or Reserves, who is undergoing medical 

treatment, recuperation, or therapy from an injury or illness occurring in the 

line of active duty and/or during active duty, who is otherwise in outpatient 

status, or is otherwise on the temporary disability retired list, for a serious 

injury or illness. 

● “Outpatient status” means the status of a member of the Armed Forces 

assigned to a military medical treatment facility as an outpatient or a unit 

established for the purpose of providing command and control of members of 

the Armed Forces receiving medical care as outpatients. 

● “Next of kin” means the nearest blood relative of that individual (regardless 

of age).  An employee is required to provide confirmation of the relationship 

upon request.  The covered service member may designate the blood relative 

who is considered their next of kin; otherwise, the following order generally 

will apply: blood relatives granted custody by law, sibling, grandparents, 

parent’s siblings, and then first cousins. 

● “Serious injury or illness” means an injury or illness incurred by the covered 

service member in the line of duty on active duty in the Armed Forces that may 

render the service member medically unfit to perform the duties of the 

member’s office, grade, rank or rating. 

 

Intermittent Leave 

An employee entitled to FMLA leave does not need to use this leave entitlement in 

one block.  Employees that have been approved for Intermittent FMLA leave must 

notify both their Supervisor and Partner Solutions Benefit Coordinator when taking 

an FMLA leave day. Leave can be taken intermittently or on a reduced leave 

schedule, but only if the leave is required by a physician due to the employee’s serious 

health condition or to care for a family member with a serious health condition.  

Intermittent leave or a reduced work schedule for the birth or placement of a child 

will only be granted with the Building Leader's written approval.  

 

If leave is requested on an intermittent basis, the Company reserves the right to 

temporarily transfer an employee to an alternative position which better 
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accommodates recurring periods of absence, reduced or intermittent schedule, 

provided that the position offers equivalent pay and benefits. 

 

Employees must make reasonable efforts to schedule leave for planned medical 

treatment so as not to unduly disrupt the Company’s operations.   

 

Notice and Certification Requirements 

When seeking FMLA leave, an employee is required to provide the Building Leader 

and their Partner Solutions Benefits Coordinator with thirty-days of advance notice 

of the need to take FMLA leave when the need is foreseeable.  If the leave is 

unforeseeable, notice must be provided as soon as practical after learning of the need 

for leave – generally within the usual and customary notice and procedural 

requirements for reporting absences.   

 

When an employee misses more than three (3) consecutive shifts due to medical 

reasons that may qualify under the FMLA, FMLA time commences as of the first (1st) 

day absent from work.   

 

If an employee is seeking leave due to an FMLA-qualifying reason for which the 

Company previously granted you FMLA leave, they must specifically reference the 

qualifying reason or need for FMLA leave at the time of the request to be away from 

work.  It is not sufficient to simply “call in sick” without providing additional 

information which would reasonably cause the Company to believe the absence/time 

away from work may qualify as an FMLA qualifying event.  In all cases in which an 

employee is seeking leave under this policy, they shall provide such notice to the 

Company consistent with the Company’s established call-in procedures so long as no 

unusual circumstances prevent them from doing so.   

 

The Company will inform employees requesting leave whether they are eligible under 

FMLA.  If they are, the notice will specify any additional information required as well 

as the employees’ rights and responsibilities. If they are not eligible, the Company 

will provide a reason for the ineligibility.  The Company may also deem it necessary 

to provide a list of the essential job functions of the employee’s position for the 

employee’s physician to review when completing a certification form in support of the 

employee’s request. 

 

The requested additional information and/or certification supporting the need for 

leave, such as the applicable health care provider’s medical certification of a serious 

health condition affecting the employee or an immediate family member, must be 

provided within 15 days from the request.  If the employee is unable to provide 

documentation despite diligent, good faith efforts, an extension of no longer than 

thirty (30) days from the date of the Company’s request may be provided, upon 

request.   
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Employees are required to timely submit this information on the forms provided to 

you and available from Management; failure to do so may result in loss or delay of 

FMLA protections. Failure to provide this documentation entirely may be considered 

grounds for termination.   

 

If the Company finds reason to doubt the validity of the certification, it may require, 

at its own expense, a second medical opinion from a health care provider designated 

or approved by the Company, but not regularly employed by the Company.  Should 

the second opinion differ from the original certification provided by the employee, the 

Company may, at its own expense, require that the employee obtain a third opinion.  

The opinion of the third health care provider, designated or approved by both the 

Company and the employee, is final and binding.   

 

The Company may also require recertification of the continued need for leave every 

thirty (30) days while the employee is on leave.  If the FMLA leave is taken because 

of the employee’s serious health condition, then the employee is required to provide a 

medical certification prior to returning from leave that he or she is able to resume 

work. 

 

Concurrent Use of PTO and Coordination of Benefits 

The Company requires that the use of leave under the FMLA run concurrently with 

any applicable short-term disability benefits and PTO, and will assist employees to 

coordinate the benefits that may apply to the leave.   

 

Short-term disability claims benefits are utilized first, if the condition and 

circumstances meet the requirements for payment under the short-term disability 

policy.  Available Leave from Work time must be used during the elimination period 

for Short-term Disability. Following the exhaustion of short-term disability benefits 

(or if the condition is not covered by short-term disability or if short-term disability 

benefits only cover a portion of the employee’s full wages or salary), employees may 

use unused Leave from Work time. Following the use of accrued Leave from work, 

employees may decide to use accrued Vacation time provided for the current calendar 

year as paid leave or alternatively may decline to use Vacation towards the remaining 

days.  After applicable benefits are exhausted or declined for use, the remainder of 

the leave is unpaid.   

 

Group health insurance will continue on the same terms as if the employee had 

continued to work during the leave, as long as the employee-paid portion of the 

premium is received, either through regular deductions or by separate check issued 

by the employee to the Company.     

 

If the employee does not return to work at the expiration of FMLA leave, or returns 

for less than thirty (30) days, the Company reserves the right to require the 

repayment of health insurance premiums it paid on the employee’s behalf during the 
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leave period.  Reimbursement will not be required if the employee does not return 

from leave because of the continuance, recurrence or onset of a serious health 

condition that prevents the employee from performing his or her job or because of 

other circumstances that are beyond the employee’s control.  

 

Reinstatement 

Upon return from FMLA leave, employees will be reinstated to the same or equivalent 

position.  An equivalent position is one with substantially similar pay, benefits, 

seniority, working conditions, and entails similar duties, skills, efforts, responsibility, 

authority, privilege, and status.  Of course, an employee has no greater right to 

reinstatement or to other benefits and conditions of employment than if the employee 

had been continuously employed during the FMLA leave period.  The Company 

reserves the right to deny reinstatement to employees in key positions.  Key positions 

are defined as the highest paid ten (10) percent of employees at the location, or any 

location within a 75-mile radius. 

 

In accordance with our normal policies and practices applicable to other leaves of 

absence, Employees who have taken FMLA leave for their own serious medical 

condition must provide the Building Leader with a written return-to-work 

certification from a qualified physician, prior to reinstatement.  If such certification 

is not received by Human Resources via fax or email, or delivered in person by 4:00 

p.m. on the last day of the leave, the employee’s employment may lead to termination.  

If the return-to-work certification renders the employee unable to perform the 

essential job functions of the job, with or without a reasonable accommodation, the 

Company may deny the employee’s request to return to work. If the employee 

requests a reasonable accommodation (which may include a definite extension of 

unpaid time off), such accommodation does not pose an undue hardship on the 

Company, and the employee has a disability covered by the Americans with 

Disabilities Act (ADA), the Company will engage in an interactive dialogue with the 

employee.  

 

If a reasonable job safety concern exists, you also may be required to provide a fitness-

for-duty certification up to once every thirty (30) days before returning from an 

intermittent or reduced schedule FMLA leave related to your own serious health 

condition.   

 

Prohibition against FMLA Retaliation 

Be assured that no retaliation will be taken or tolerated against any employee who 

exercises their rights under this FMLA policy.  If an employee feels that you have 

been the victim of any retaliation for exercising rights under this policy, they are 

encouraged to report their concerns according to the Complaint Procedure policy, so 

that the matter can be promptly investigated and remedied as appropriate. 
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FMLA- Instructional Employees 

Employees who are employed principally in an instructional capacity (for example, 

teachers, coaches and driving instructors) are subject to the following limitations with 

respect to FMLA leave: 
 

Intermittent leave or leave on a reduced schedule 

An instructional employee who applies for a foreseeable FMLA leave which would 

result in the employee being on leave for more than 20% of the remaining working 

days in the period during which the leave would extend may be required to elect 

between either: 

 

● Taking a leave for periods of a particular duration, not to exceed the duration 

of the planned medical treatment; or 

● Transferring temporarily to an available alternative position offered by the 

Company   for which the employee is qualified, which has equivalent pay and 

benefits, and which better accommodates the recurring periods of leave than 

the employee's regular position.   

The election described above only applies if the employee provides at least 30 days 

advance notice of the foreseeable leave.   

 

If an instructional employee does not give required notice of foreseeable FMLA leave 

to be taken intermittently or on a reduced leave schedule, the employee may be 

required to select one of the following options: 1) take leave of a particular duration, 

2) transfer temporarily to an alternative position, or 3) delay the taking of leave until 

the notice provision is met. 

 

Periods near the conclusion of an academic term 

An instructional employee who begins a leave more than five weeks before the end of 

a semester may be required to continue on leave until the end of the semester if the 

leave will last at least three weeks, and the return to work would occur within the 

last three weeks of the term.  

 

An instructional employee who begins a leave for a purpose other than their own 

serious health condition during the five-week period before the end of a semester may 

be required to continue on leave until the end of the semester if the leave will last 

more than two weeks, and the return to work would occur within the last two weeks 

of the semester.  
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An instructional employee who begins a leave for a purpose other than their own 

serious health condition during the three-week period before the end of the semester, 

and the duration of the leave is more than five working days, may be required to 

continue on leave until the end of the semester.   

Americans with Disabilities Act (ADA) 

The Americans with Disabilities Act (ADA) of 1990 is a civil rights law that prohibits 

discrimination against individuals with disabilities in all areas of public life, 

including jobs, schools, transportation, and all public and private places that are open 

to the general public.  

 

Eligibility 

An employee is protected under ADA if one has a disability which is defined by the 

ADA as a physical or mental impairment that substantially limits one or more major 

life activities, a person who has a history or record of such an impairment, or a person 

who is perceived by others as having such an impairment.   

 

Notice or Request of Accommodation 

The Employee shall notify their HR Coordinator or Building Leader if there is a need 

for an accommodation. The Employee shall complete an ADA Accommodation 

Request Form and Health Certification form for completion by the Employee’s 

physician, the process can take up to 15 days.  

 

The Company will provide a reasonable accommodation to a qualified individual who 

has an actual disability or who has a record of a disability, unless the accommodation 

would impose an undue hardship on the operation of the Company’s program and/or 

activities.  

 

The Company will not engage in employment practices or adopt policies that 

discriminate on the basis of disability, or otherwise discriminate against qualified 

individuals with disabilities in regard to hiring, advancement or discharge of 

employees, employee compensation, job training, or other terms, conditions and 

privileges of employment.  

 

Workers’ Compensation 

Workers’ compensation insurance covers injuries incurred while on duty and 

occupational illnesses for all employees.  Employees must contact their Supervisor 

within two (2) hours of the occurrence of a work-related injury and complete an 

incident report.  Employees who are injured during a shift and leave to seek medical 

treatment will be paid for the rest of their shift.  Failure to promptly report an 

accident may result in loss of benefits. 
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Workers’ compensation payments supersede use of PTO.  All policies related to FMLA 

leave apply to time off due to a workers’ compensation claim if FMLA eligibility 

criteria are met, except by written directive provided by the Benefit Coordinator both 

leaves will run concurrently.  However, an employee may use accumulated PTO for 

the time period between the injury and commencement of workers’ compensation 

payment.   

 

For all employees, the Company will continue to pay its portion of the employee’s 

health insurance premium for up to twelve (12) weeks of approved workers’ 

compensation leave, regardless of FMLA eligibility.  The employee must make timely 

payments on shared health insurance premiums. Failure to pay will result in 

termination of benefits. 

   

Time off due to a workers’ compensation claim is not included when counting length 

of service for raises and other benefits.  

Military Leave 

The Company supports the military obligations of all employees and grants leaves 

without pay for uniformed service in accordance with applicable federal and state 

laws. Any employee who needs time off for uniformed service should immediately 

notify the Human Resources Department and his or her Supervisor, and provide 

details regarding the leave.  If an employee is unable to provide notice before leaving 

for uniformed service, a family member should notify the Building Leader as soon as 

possible.  

 

If an employee is called to active duty or to reserve or National Guard training or if 

they volunteer for the same, the employee must submit copies of their military orders 

to their Human Resource Coordinator.  If an employee is a reservist or member of the 

National Guard, they will be granted time off without pay for required military 

training.   

 

An employee’s eligibility for reinstatement will be determined in accordance with 

applicable federal and state laws.  Upon return from military leave, employees will 

be granted the same seniority, pay, and benefits as if they had worked continuously. 

Failure to request a return to work or otherwise report for work within the prescribed 

time after completion of military service will be considered a voluntary resignation.   
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YOUR RESPONSIBILITIES AS AN EMPLOYEE 

Open Door Policy 

One of our ongoing goals is to serve while providing a pleasant working environment 

for all employees.  This is achieved by developing and maintaining a cooperative 

working relationship among employees based on mutual respect and understanding.  

The Company recognizes the need to allow employees to call attention to work-related 

matters that they feel need correction.  To that end, the Company strongly endorses 

an Open-Door Policy, where employees have the right to meet with Supervisors (at a 

mutually convenient time and place) to discuss such matters of concern. 

 

Employees should utilize the Open Door without fear of retaliation.  There may be 

instances when Building Leaders may have to utilize information presented through 

the Open Door, but the use of that information or from whom it was received may be 

disclosed to the extent necessary to complete an investigation, take appropriate 

corrective action, respond to a legal request for production, or as otherwise required 

by law. 

Entering and Leaving the Premises 

Entering Company property during non-schedule hours or leaving Company property 

during scheduled hours without authority or permission may result in discipline, up 

to and including termination.   

Security, Safety, and Accidents 

Use of Motor Vehicles 

Employees driving as part of their job must maintain a current Michigan driver’s 

license and meet the underwriting requirements of the Company's automobile 

insurance carrier as a condition of employment.  Failure to meet the underwriting 

requirements may result in termination. Employees agree they must notify the 

Company within forty-eight (48) hours of a change in status of their driver's license, 

involvement in any auto accident, and any motor vehicle violation added to the 

employee’s Motor Vehicle Record.  If an employee is found to have a suspended license 

because of unpaid tickets or fees, he or she will be suspended from driving for the 

Company and given five (5) days to pay the fees and present proof of a reinstated 

license.   

 

Employees who drive Company vehicles on Company time or for Company business 

or their own vehicles for Company business are expected to obey all safety laws and 

regulations for Michigan.  If they are driving in another state for work-related 

reasons, they must obey the traffic laws in that state, and may not use a cell phone, 

engage in any other activity (such as eating) while driving or drive under the 
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influence of alcohol or drugs.  The use of Company vehicles for non-approved or 

personal activities is not permitted.  These rules also apply when an employee is 

driving his or her own car or a rental vehicle on work time or for work purposes. 

 

Vehicle Rules 

During the course of employment, an employee may be required to operate a 

Company or Client-owned rental, event, or another vehicle.  Employees shall comply 

with the following when operating a vehicle for Company purposes:   

 

Eligibility and Licensing.  An employee required to operate a motor vehicle: 

● Must be at least eighteen (18) years of age; 

● Must maintain a valid and appropriate driver’s/operator’s license; 

● Must have an acceptable driving record; 

● Shall consent to the Company obtaining a Motor Vehicle Record (“MVR”) for 

verification of the employee’s driving record;  

● Must report, immediately and in writing, any changes in driving record to your 

Supervisor.   

 

Vehicle Rules.     

● An employee operating a vehicle shall:  

o Perform a walk around of assigned equipment prior to departure, 

complete a sign-off sheet, and note existing damage and condition of the 

vehicle and equipment before acceptance and signature; 

o Ensure that valid insurance, registration documents and permits are in 

the glove box for the assigned vehicle, including trailers; 

o Wear seat belts and other required safety equipment; 

o Obey all local, state, and federal traffic regulations and ordinances; 

o Operate the vehicle in a safe manner; 

o Refrain from all cell phone or handheld device usage except in “hands-

free” mode; 

o Pay careful attention to how the vehicle operates and notify a Supervisor 

of any problems observed; 

o Maintain the assigned vehicle while in employee’s possession.  The 

employee shall log all maintenance and mileage as required; 

o Return the vehicle and equipment in the condition received – cleaned 

inside and out, fueled and maintained; 

o Maintain the vehicle cleanliness, inside and out, at all times while in 

employee’s possession; 

● An employee operating a vehicle shall not: 

o Drive or operate the vehicle under the influence of alcohol or drugs; 

o Drive or operate the vehicle when tired, ill, or may fall asleep at the 

wheel;  

o Smoke or allow smoking in any vehicle; 
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o Allow anyone else to operate or ride in the vehicle without prior approval 

from a Supervisor or Building Leader.  Vehicles may not be used for 

personal business without prior approval from the Building Leader. 

Penalties for Noncompliance.  Employees found to be in violation of the above rules 

and regulations: 

● Shall reimburse the Company for mechanical, body damage, and/or other 

damages caused by employee; 

● Shall be personally responsible for any and all tickets and citations issued 

during the course of the vehicle’s operation; 

● Shall face other consequences, up to and including termination of employment 

and reporting to authorities, as the situation may require. 

 

Driving in Severe Weather  

All employees are expected to embrace safety, for themselves, other employees, and 

for individuals served. 

 

Due to the nature of the Company’s work, it is imperative that all employees be aware 

of their surroundings and commit to enhanced safety practices in and away from 

work.  Areas of focus should be performing assigned tasks carefully, but efficiently, 

to encourage safe action across the board; refraining from behaviors or conduct which 

are or could become unsafe; and maintaining cleanliness and orderliness. 

Work-Related Accidents     

All work-related accidents, no matter how minor, and whether involving an employee 

or a person served by the Company, must be reported immediately to the employee’s 

Supervisor.  The first imperative will be to assess the injury and determine if medical 

treatment other than first aid is necessary. 

 

If an employee is an injured party and that injury requires a doctor’s attention, the 

Company will arrange to send the employee to the appropriate health facility.  If, 

according to a licensed healthcare professional, an injured employee can return to 

work during that same day, the Company will expect them to return to work as soon 

as possible.  If, according to a licensed healthcare professional, an employee cannot 

return to work, that employee will suffer no loss in pay for the balance of an eight (8)-

hour shift. 

 

Under Michigan law, the Company may direct an injured employee to a treating 

physician or medical facility of its choice for the first twenty-eight (28) days of care 

following the injury or illness.  After the first twenty-eight (28) days of medical care, 

injured employees may choose their own treating physician, but they must notify 

their Benefit Coordinator with the name of the chosen health care provider.  If, during 

the first twenty-eight (28) days of medical care, an employee does not follow this 

protocol and instead independently seeks treatment from a health provider that he 
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or she was not approved to receive treatment from, it may result in those claims being 

denied by workers’ compensation and/or the employee’s company-provided or 

personal health insurance. 

 

If, on the other hand, an injury is incurred by a person served by the Company, the 

Supervisor and the employee must make arrangements for any care other than first 

aid.  It is required that an Incident Report be completed by the end of the shift.  Any 

violation of any statute, rule or regulation (including health and safety violations) 

must be, if possible, corrected immediately and under any circumstances, be reported 

to your Supervisor immediately. 

 

The Company makes no promise of coverage or compensation by Company or its 

insurance carrier in regards to replacing or reimbursing personal property belonging 

to staff, including furniture, clothes, jewelry, TV's, appliances, etc. in case of fire 

damage or damage or loss by theft at Company locations.  If such coverage is desired, 

an individual property insurance policy must be obtained by the staff member at his 

or her own expense. 

Smoking Policy 

Smoking and vaping is prohibited in Company or Company Client buildings, or in 

Company or Company Client vehicles.  Employees may smoke at designated places 

which are located at least twenty-five (25) feet from the aforementioned locations 

during breaks. 

Substance Abuse 

Drug and Alcohol Use and Testing 

Substance abuse covers a range of behaviors that go far beyond dependency.  Abuse 

may involve regular marijuana use, heavy drinking, weekend binges, casual 

consumption of tranquilizers, and misuse of prescription drugs.  Employees need not 

be physically addicted (and suffer painful symptoms of withdrawal when denied their 

drug of choice) to be drug-dependent.  Psychological dependency is equally 

responsible for compulsive drug use.  Compulsive drug use and abuse threaten 

physical and mental health, inhibit responsible personal relationships, and diminish 

the ability to meet family, social, and vocational obligations. 

 

The Company maintains a zero tolerance policy for using, consuming, possessing, 

selling, manufacturing, dispensing, distributing or being under the influence of 

alcohol or illegal drugs, intoxicants, narcotics, barbiturates, marijuana or other 

controlled substances, not prescribed by a physician, in the course of employment, 

while on Company or Company Client property, in a company or Company Client 

vehicle, or any Company Client sponsored activity or event, or at any other location 

during work hours. 
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No employee shall report to work after consuming or under the influence of these 

substances.  The only exception may be the possession and consumption of alcohol by 

people twenty-one (21) years of age and older served as part of a Company celebration 

or special event given written authorization by the Building Leader during non-work 

hours. 

 

This policy does not prohibit the use of legal drugs prescribed or authorized by a 

medical practitioner, or no-prescription “Over-the-Counter” medications; if the use of 

the substance prescribed or authorized dosage level is consistent with the safe 

performance of the employee’s essential job functions.   The Company may, at its 

discretion, require that employees notify the Company of legal drug use, including 

“Over-the-Counter” medications, where the manufacturer advises against use while 

operating motorized vehicles or machinery.  Employees should read all labels 

carefully before taking medications. 

 

It is company policy to provide a drug-free and alcohol-free environment in order to: 

● Best serve the people in our care; 

● Reduce vehicle and other accidents; 

● Maintain high morale; 

● Minimize the likelihood of crime, especially in the workplace; 

● Reduce absenteeism and tardiness; 

● Maximize staff effectiveness, productivity, and reliability; and 

● Reduce the possibility of poor judgment in the performance of job duties. 

 

The Company reserves the right to require drug or alcohol testing at any time, 

whether singularly or part of a group working at a particular location or working on 

a specific shift in a non-discriminatory manner.  Any employee who performs work 

on and after the effective date of this policy is deemed to have consented to substance 

abuse testing (including breath, urine, and/or blood) for the presence of alcohol and 

drugs.  Refusal to be tested, unless otherwise provided by law, or attempting to 

fraudulently tamper with such testing will be considered grounds for termination. 

 

The Company also retains the right to require pre-employment drug screening.  An 

employee who tests positive for the use of alcohol, drugs, intoxicants, narcotics, 

barbiturates, marijuana or other controlled substances in violation of this policy will 

be subject to discharge.   In addition, employees convicted of selling, using or 

possessing drugs or alcohol may be terminated.  Employees convicted of any drug 

statute occurring in the workplace must notify their Building Leader immediately 

after conviction.  

 

The following procedure will be used when obtaining a drug/alcohol test: 

● Employees required to take drug tests will be sent to a clinic of the Company’s 

choice with professionally-developed and -administered drug detection tests.  

The drug test will be conducted by securing a urine or blood sample or through 
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another method established by the Company.  The Company will assist with 

coordinating the employee’s transportation to the clinic. The Company will pay 

for the cost of the tests.   

● The clinic will use secure procedures for verifying the identity of the employee 

and integrity of the sample. 

● Drugs identified include illegal use of a controlled substance and are not part 

of a medical treatment plan which may alter thinking, actions and overall 

performance of the employee.  Positive results will be evaluated in the context 

of the person’s complete medical history. 

● If drugs are detected in the initial sample, a confirmation test will be 

performed if deemed appropriate by the testing site. 

● If the employee challenges the results of a confirmatory test, he or she will 

have three (3) days from notification of positive results to make an official 

challenge.  In this instance, the original specimen taken from the employee will 

be retested at the employee’s expense.  If the results from the retest differ from 

the original test, the Company will consider the results in making a final 

determination about disciplinary action. 

● A copy of test results will be given to the employee.  All results will be 

confidential, except where mandated by law, state licensing rule, a court 

decision, on the advice of the Company’s attorneys, or when the employee 

challenges the results of the test. 

 

An employee admitting they have a substance abuse problem and who wishes to go 

through a drug or alcohol treatment program may be granted a leave for such 

treatments if the conditions and treatment qualify for coverage under the Family 

Medical Leave Act (FMLA).  An employee may be conditionally reinstated to a 

position only after successful completion of the program and following the preventive 

maintenance treatments prescribed by the counselor or doctor.  Documentation and 

verification of drug-free condition will be required before returning to work and 

periodically afterward.  An employee who fails to seek appropriate help or to follow 

the prescribed treatment will be subject to termination.  An employee shall have only 

one (1) opportunity to go through a rehabilitation program unless an exception is 

made in writing by the Building Leader.  The Company assumes no responsibility for 

the cost of rehabilitation.   

 

If the employee does not qualify for FMLA or the condition of the treatment does not 

qualify for coverage, the employee will not be granted FMLA leave, but may have 

other opportunities for leave under this policy, subject to the discretion of the 

Company and in compliance with applicable law. 

Electronic Communication Systems 

The Company and some of its Clients provide access to electronic communication 

devices, equipment, and technology, including, but not limited to, telephones, cellular 
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phones, mobile devices, electronic mail (e-mail), voice mail, computer, computer files, 

software, the Internet, and facsimile machines (collectively, “Electronic 

Communication Systems”).   

 

Each user requiring network access will be issued a unique username.  Each user will 

be assigned a default password, which will be required to gain access to the network 

and must not be shared with other employees or any outside party.  All passwords 

must meet network complexity requirements.  Personal passwords, however, cannot 

ensure confidentiality, and the Internet is not secure.  One must assume that 

someone other than the intended or designated recipient may read or monitor any 

and all information on the Company or Client’s Electronic Communication Systems.  

Employees are responsible for maintaining the security of any Electronic 

Communication Systems.  Working remotely must be approved by each Supervisor. 

 

Unacceptable use of Electronic Communication Systems can place the Company, our 

Clients, and others at risk and cause irreparable harm.   Any violation of any portion 

of this policy may result in the loss of access to Electronic Communication Systems 

and disciplinary action, up to and including immediate termination. 

 

Acceptable Use 

The Company and Client issued Electronic Communication Systems may be issued 

to employees for the purpose of facilitating the effective and efficient execution of 

their duties in their role. Incidental personal use of company-issued electronic devices 

must not adversely affect the employee’s performance, co-worker’s performance, or 

the organization's work performance and must be of limited duration and frequency.  

Such personal use during working hours should be restricted to matters that cannot 

be addressed during non working hours.   Company and Client issued devices are to 

be used for Company or Client-related business and communications. 

 

Employees must regularly and timely check for and respond to voice mail and e-mail 

messages.  When out of the office for business purposes, voice mail should be checked 

at least twice daily. It is each individual’s responsibility to make other arrangements 

when this cannot be accommodated.  It is required that voice mail greetings be 

personalized and maintain professionalism.  Delay of updating non-generic greetings 

provides an unprofessional and disorganized appearance to our customers and will 

not be deemed acceptable use. 

  

Employees may only use and access those Electronic Communication Systems, 

including any messages, files, or programs, whether computerized or not, contained 

therein, that they have permission to enter and access by using their unique 

username.  Unauthorized review, duplication, dissemination, removal, damage, or 

alteration of files, passwords, computer systems or programs, voice mail messages, or 

other property of the Company or the Client, or improper use of information obtained 

by unauthorized means, such as using another employee’s username, will not be 
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tolerated and may be grounds for disciplinary action, up to and including termination.  

Such information that must not be used improperly includes, but is not limited to, 

confidential information of the Company or the Client, such as customer data, trade 

secrets, personnel information, student data, or other material covered by Company 

or the Client’s confidential information agreement(s) or conflict of interest policy. 

 

Privacy 

Employees should not expect privacy on Company or Client electronic communication 

systems.  The company or client electronic communication systems have the 

capability of tracking each visit, e-mail, chat, and file transfer by every computer or 

device on the system.  No employee shall, under any circumstances, attempt to 

disable or circumvent these security measures. 

 

Company or the Client’s Electronic Communication Systems and all data stored on 

any such devices, equipment, and technology, are and remain at all times the 

property of the Company and the Clients, respectively.  As such, no user should have 

any expectation of privacy in any message, file, image, data, materials, information, 

and software created, transmitted, downloaded, retrieved, received, used, or stored 

on Company or the Client’s Electronic Communication Systems, even if intended by 

employee to be a private communication.   

 

The Company and the Client have a right, but not a duty, to monitor, intercept, block, 

retrieve, copy, read, and delete any and all aspects of its Electronic Communications 

Systems, including, but not limited to, any data, message, or file composed, sent or 

received, whether by instant messaging systems, chat groups, social media, or 

otherwise.  Such monitoring may occur at any time, without notice and without the 

user’s permission.  Furthermore, all communications, including, but not limited to, 

text and images, may be disclosed to law enforcement or other third parties without 

the prior consent of the sender or the receiver.  The Company and the Client will have 

access to all of their respective Electronic Communications Systems.   

 

Inappropriate Internet and Network use includes but is not limited to: 

● Language that would promote violence or hatred or language intended to 

promote violence or hatred. 

● Revealing one’s or others’ personal information, such as addresses or phone 

numbers, without prior permission. 

● Harassing anyone by sending uninvited or expressly unwelcome 

communication. 

● Sending or accessing electronic accounts of others without the owner’s 

authorization.  

● Accessing unauthorized areas of the network or changing or interfering with 

information found in the network. 

● Accessing firewall blocked areas without authorization. 

● Misrepresenting oneself or others. 
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● Making illegal or unauthorized copies of software or information. 

● Accessing, uploading, downloading, distributing, or transmitting 

pornographic, obscene, sexually explicit, threatening, or illegal material or any 

material harmful or illegal for minors.  

● Excessive printing of materials unrelated to one’s job description. 

● Downloading or installing unauthorized software on Company or Company 

Client computers without specific authorization by the Building Leader.  

● Violating federal copyright laws or otherwise using another’s property without 

permission. 

● Violating any local, state or federal statute during internet use.  

 

Social Media 

The use of social media presents certain risks and carries certain responsibilities. The 

term “social media,” means any sharing of words, pictures, videos, and/or audio 

content or other information (during either working or non-working hours) through 

the use of electronic technologies or a digital network—usually in ways that are 

visible to a broader audience—including to web blogs, journals, diaries, personal 

websites, social networking website, web bulletin boards chat rooms, or other fora, 

whether or not it is associated or affiliated with the Company.  Popular examples of 

social media include but are not limited to Facebook, Twitter, Foursquare, Yelp! 

Google+, Pinterest, and LinkedIn.  As used in this policy, social media also includes 

mobile software such as Snapchat and hardware such as Looxcie and Google Glass. 

Since technology can change almost on a daily basis, these guidelines are not 

intended to describe ahead of time every possible scenario that one may encounter, 

but they are principles intended to guide their exercise of good judgment in any social 

media environment. 

 

Policies/procedures for the use of social networking websites are as follows: 

● Employees must conduct themselves in a way that promotes public confidence 

and trust at Company when participating in internet social media. 

● The use of Company Electronic Communication Systems must comply with 

Company policies and procedures.  Company employees are not permitted to 

use Company Electronic Communication Systems to participate in a private 

capacity (i.e. not related to employment with the Company) in any online social 

networking forum during scheduled work hours. 

● The internet is a public forum.  Employees are entitled to comment in a 

personal capacity on public issues; however, they must always be mindful of 

the public nature of internet social networking forums. 

● Employees must not discuss, disclose or post details of any person 

served by the Company online.  Company employees have a duty of 

confidentiality in relation to information obtained in the course of working with 

a person served.  Employees who have access to information about a person 

served must also ensure this confidentiality is always maintained.  All 
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Company employees are required to comply with HIPAA and Company’s 

Privacy Policy.   

● One must not upload or reproduce online any internal Company documents or 

any other material relating to operational duties.  Some examples of material 

which must not be uploaded or reproduced online include: 

o Photographs of individuals served by Company, unless a written release 

is obtained. 

o Internal policy documents. 

o Internal email communications. 

● Employees must not use Company’s Electronic Communication System user 

names or passwords when participating in an online social networking forum.  

They also must not use any Company email address as a contact email address 

for any social networking site except for those related to their employment or 

Building AND with prior permission from Building Leader. 

● Online social media forums encourage and facilitate debate with a diverse 

range of opinions and views being expressed.  As social media forums are often 

not moderated, individuals and/or groups may post comments or material 

which are discriminatory or demeaning to a protected class, pornographic or 

sexually explicit, violent or threatening or obscene, harmful or prohibited to 

minors.  You must always remain mindful of your professional standing and 

obligations as a Company employee and consider the potential impact of any 

comment or material you post online on members of the public, the Company, 

the Company Client, all stakeholders and/or your colleagues.  Specifically, 

employees must not: 

o Post materials that are discriminatory or demeaning to a protected class 

or pornographic or sexually explicit, violent or threatening or obscene 

comments or other material; 

o Post racist comments or material; or 

o Harass or bully another Company employee. 

 

If someone has posted any comments or material online which breach these 

guidelines, they must remove that material immediately.  A breach of these policies 

may lead to disciplinary proceedings and/or criminal action.  If anyone is uncertain 

about the type of material one can post online or any other aspect of these policies, 

The Company directs them to speak with their Building Leader.  

 

Network Etiquette 

Network Etiquette is a set of social standards which facilitate communication over 

networks. Employees should always consider the following practices before sending 

business email or any email during work hours and at work locations:  

 

● Email access is provided for education and business use during work hours. 

● Always use business-like, clear and concise language as if written on Company 

letterhead. 
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● Only use Company or Company Client-provided or authorized mail systems. 

● Avoid using patterned backgrounds or difficult-to-read fonts. 

● Know that being CC: on an email typically means no action or response is 

requested or required of you, while being sent email TO: typically does.  

● Assume the highest level of formality to new contacts until the relationship 

dictates otherwise. 

● Always use utmost care and security when sending confidential or proprietary 

information by email.  

● Never send emails under another’s name. 

● Log off email following use of a shared or public terminal. 

● Indicate “DO NOT FORWARD” in the subject line if requested and respect this 

request from others.  

● Check and understand mail subjects and copies before responding to any 

message. 

● Include all relevant details to avoid confusion on a subject.  

● Use proper punctuation and spell check. All uppercase is to be interpreted as 

shouting.  

● Subject heading should reflect content of the message and not the general 

category of discussion. 

● Email signature should include contact information and Company Client logo. 

● Do not read mis-directed email or printer scans—return to sender 

immediately.  

● Messages are subject to a size limit for attachments.  

● Please consider setting outlook to delay outgoing messages a short time to 

allow changes to be made if necessary.  

 

This Electronic Communication Systems policy does not apply, and will not 

be enforced, in any manner that would restrict, infringe upon or otherwise 

limit employees’ rights under the National Labor Relations Act, including 

without limitation the right to engage in concerted activities for the purpose 

of mutual aid and protection.  The Company will enforce this policy in 

accordance with all applicable federal, state and local laws. 

Telephone Use 

Communication is a vital part of the Company work environment and is instrumental 

when conducting daily business.  Company Employees are a representative of the 

Company; therefore, how they interact with others is a reflection on the Company as 

well as themselves.  It is important that all employees maintain excellent 

communication when using the telephone and to be aware of their environment.  

When communicating by telephone, a warm, welcoming and professional voice tone 

should be used, regardless of who calls or is called. 
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Personal use of telephones--regardless of whether such a phone belongs to the 

employee or to the Company-- is allowed only in an emergency or with the permission 

of your Supervisor. Personal phone usage should be limited to non-work or unpaid 

time. 

 

When answering the telephone, an employee should identify yourself by name and 

department, without giving the impression that the caller is an interruption.  Use 

active listening with the caller, and avoid distractions, while concentrating on what 

the caller is saying to determine the reason for their call.   

 

In no instance shall an employee record or photograph (audio, photo, or video) the 

recipient of services from the Company, without such recipient’s express documented 

consent.  Any digital images or recordings taken with recipient’s permission must be 

destroyed or otherwise given to the recipient when no longer needed or, upon 

discharge. 

 

This Telephone Use policy shall not be applied or enforced in any way that 

would restrict, infringe upon or otherwise limit an employee’s right to engage 

in protected concerted activity under the National Labor Relations Act, such 

as discussing terms and conditions of employment for their mutual aid and 

protection.  The Company will enforce this policy in accordance with all 

applicable federal, state and local laws. 

Personal Business at Work 

Employees are at a place of work- and are expected to take care of personal affairs 

when not at work.  This includes receiving personal email, internet shopping, and 

using the telephone for personal reasons not related to the performance of your job. 

 

This Personal Business at Work policy shall not be applied or enforced in any 

way that would restrict, infringe upon or otherwise limit employees’ rights 

under the National Labor Relations Act, including without limitation the 

right to engage in concerted activities for the purpose of mutual aid and 

protection.  The Company will enforce this policy in accordance with all 

applicable federal, state and local laws. 

Nonbusiness Use of Company Property 

Company resources, including time, material, equipment and information, are 

provided for company business use. Nonetheless, occasional personal use is 

permissible as long as it does not affect job performance or cause a disruption to the 

workplace. 

 

Employees and those who represent the Company are trusted to behave responsibly 

and use good judgment to conserve company resources. Supervisors are responsible 
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for the resources assigned to their departments and are empowered to resolve issues 

concerning their proper use. 

 

Generally, use of Company/Client equipment such as computers, copiers and fax 

machines in the conduct of an outside business is prohibited, except for company-

requested support to nonprofit organizations.  

 

In order to protect the interests of the Company network and our fellow employees, 

the Company reserves the right to monitor or review all data and information 

contained on an employee’s company-issued computer or electronic device, the use of 

the Internet or the Company’s intranet. the Company will not will not tolerate the 

use of company resources to create, access, store, print, solicit or send any materials 

that are harassing, threatening, abusive, sexually explicit or otherwise offensive or 

inappropriate. Questions about the proper use of company resources should be 

directed to your Supervisor. 

No Solicitation 

Soliciting or distributing materials by any employee during work time of the 

employee or work time of the person(s) being solicited is strictly prohibited, except as 

otherwise protected and permitted as protected concerted activity under the National 

Labor Relations Act, such as when employees are distributing materials about the 

terms and conditions of their employment for their mutual aid and protection. 

 

This No Solicitation policy does not apply, and will not be enforced, in any 

manner that would restrict, infringe upon or otherwise limit employees’ 

rights under the National Labor Relations Act, including without limitation 

the right to engage in concerted activities for the purpose of mutual aid and 

protection.  The Company will enforce this policy in accordance with all 

applicable federal, state and local laws. 

Social Event 

“Social Events” refer to any Company Client mixer, party, activity, or event, whether 

conducted on or off Company premises.  Social Events are designed to improve morale 

and strengthen relationships.  Alcohol may be served at Social Events with approval 

from the Building Leader. 

 

Attendance at Social Events is strictly voluntary and on unpaid time.  Participating 

in Social Events and/or consuming alcohol (if served) is optional.  Employees will not 

be subject to any disciplinary actions or repercussions for failing to attend or 

participate in Social Events. 

 

When attending Social Events, Employees should: 

● Be responsible; 
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● Conduct themselves in an appropriate business, non-impaired, manner; 

● Consume alcoholic beverages only in moderation and if they are of legal age 

(21+); 

● If becoming impaired, schedule or ask for a ride (Employees will not be subject 

to repercussions if you request a ride); and, 

● Stop drinking alcohol several hours before they intend to drive or request 

transportation arrangements.
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SEPARATION FROM EMPLOYMENT 

Resignation, Termination, and Job Abandonment 

When voluntarily resigning their employment, employees are required to provide a 

minimum of two (2) weeks advance written notice, from the time written notice is 

submitted until the date of resignation is to take effect. The Building Leader has the 

option of allowing employee to work out the time following advance written notice or 

to set employee’s last day of work within the 2-week period.  If employee does not 

provide sufficient advance written notice, the Company reserves the right to refuse 

payout of any PTO days if applicable, as well as to refuse to provide letter(s) of 

reference if requested by employee. The Company may, in its sole discretion, offer to 

pay out accrued and unused PTO to an employee in exchange for execution of a valid 

Release Agreement.  

 

Additionally, the Company Client may request a resigning employee to defer effective 

date of resignation until a suitable replacement is found or to enable completion of 

ongoing projects or assignment. Employee may choose to accept this deferral or not 

at their discretion.  

 

In order to facilitate a smooth transition, the Company requires employees not take 

unused PTO during the period of advance written notice.   

 

Terminated employees shall not return to the worksites without permission from the 

Building Leader. 

 

If an employee doesn’t show for work or call for three (3) straight days, then such 

employee will be considered to have voluntarily resigned as of the end of the third 

day. The Company will consider the explanation and timing of employee or 

representative contact following job abandonment in determining whether an 

employee will be reinstated.  

 

Any request for outstanding expenses that the Company Client owes to an employee 

at the time of termination, such as mileage, must be submitted to the Company 

within two (2) weeks of departure.   

Consolidated Omnibus Benefit Reconciliation Act (COBRA) 

Federal law requires that most employers sponsoring health plans offer employees 

and their families the opportunity for a temporary extension of health coverage at 

group rates in certain instances where coverage under the plan would otherwise end 

(“qualifying event”).  This notice is intended to inform employees, in a summary 

fashion, of their rights and obligations under the continuation coverage provision of 
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the COBRA law.  Both an employee and their spouses, if applicable, should take time 

to read this notice carefully. 

 

If an Individual is an employee of the Company otherwise covered by the plan, they 

have a right to choose this continuation coverage if they lose group health coverage 

because of a reduction in your hours of employment or the termination of employment 

(for reasons other than gross misconduct on their part).  If they choose to continue 

coverage, they will be required to pay a monthly premium which will be indicated to 

them before making a decision. 

 

If someone is the spouse of an employee covered by the plan, they have the right to 

choose continuation coverage for themselves should they lose group health coverage 

under the plan for any of the following reasons: 

● The death of a spouse; 

● A termination of a spouse’s employment (for reasons other than gross 

misconduct) or reduction in a spouse’s hours of employment; 

● Divorce or legal separation from a spouse; or 

● A spouse becomes entitled to Medicare. 

 

A dependent child of an employee or worker covered by the plan has the right to 

continue coverage if group health coverage under the plan is lost for any of the 

following reasons: 

● The death of a parent; 

● The termination of a parent’s employment (for reasons other than gross 

misconduct) or reduction in a parent’s hours of employment with the Company; 

● Parents’ divorce or legal separation; 

● A parent becomes eligible for Medicare; or 

● The dependent ceases to be a “dependent child” under the plan. 

 

A dependent child includes a child who is born to or placed for adoption with an 

individual who is already receiving COBRA continuation coverage.  Each employee 

or family member has the responsibility to inform the plan administrator of a divorce, 

legal separation, or a child losing dependent status under the plan within sixty (60) 

days of the event or the date on which coverage would be lost because of the event.  

The Company has the responsibility to notify the plan administrator of the covered 

worker’s death, termination of employment, reduction in hours, or entitlement to 

Medicare. 

 

If an individual does not choose continuation coverage, their group health insurance 

coverage will end. 

 

If they choose continuation coverage, the Company is required to give coverage which, 

as of the time coverage is being provided, is identical to the coverage provided under 

the plan to similarly-situated employees or family members. The law requires that 
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they be afforded the opportunity to maintain continuation coverage for thirty-six (36) 

months unless group health coverage was lost because of a termination of 

employment or reduction in hours.  In that case, the required continuation coverage 

period is eighteen (18) months.  If an employee or individual qualifying to continue 

coverage as above becomes disabled as defined by the Social Security Act at any time 

during the first sixty (60) days of continuation coverage following termination or 

reduction in hours, the continuation coverage period is twenty-nine (29) months.  In 

addition, family members of the disabled individual are entitled to the twenty-nine 

(29)-month extended coverage period, whether or not they are disabled.  Moreover, 

continuation coverage may be extended from eighteen (18) months to thirty-six (36) 

months for those individuals who were qualified beneficiaries under the group the 

health plan at the time of the original qualifying event, where a second qualifying 

event (i.e. a death or divorce) occurs during the original eighteen (18)-month period.  

An individual who receives the extended coverage period due to a disability must 

notify the plan administrator when it is determined that the individual is no longer 

disabled within the definitions of the Social Security Act. 

 

The law also provides that continuation coverage (regardless of duration) may be cut 

short for any of the following reasons: 

● If the Company no longer provides group health coverage to any of its’ 

employees; 

● If the premium for the continuation coverage is not paid; 

● If the individual becomes covered under another group health plan which 

covers pre-existing condition; 

● If the individual becomes eligible for Medicare; 

● If a spouse is divorced from a covered employee and subsequently remarries 

and are covered under the new spouse’s group health plan; or 

● If there is a final determination that a previously disabled individual is no 

longer disabled (in the case of beneficiaries who qualified for the eleven-month 

extension of continuation coverage based on their disability). 

 

Employees or qualifying insureds do not have to show that they are insurable to 

choose continuation coverage.  However, they may have to pay all or a part of the 

premium for continuation coverage.  This notice is provided as a matter of 

information only.  It does not, and is not intended to create any contractual, legal or 

other rights.  Rather, rights are only as expressly set forth in the plan and in federal 

and state law.  The Company reserves the right to amend and/or change the plan as 

permitted by the terms of the plan. 
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Educational Industry-Specific Policies and 

Procedures 
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Employee Checks 

In accordance with the Michigan General School Laws, all newly employed teachers, 

school administrators, and other individuals working regularly and continuously in 

a Michigan Public School are must be fingerprinted and undergo a state and F.B.I. 

criminal records check through the Michigan State Police. 

 

Employment is conditional upon 1) verification and documentation of proper 

Michigan Department of Education credentials and licensing, or other state required 

credentials and licensing for position in which the employee is assigned, 2) a 

satisfactory background check, and 3) successful completion of online training and 

new hire packet.  

 

Criminal Convictions and Arrests 

It is Company Policy that if an individual who is employed in any capacity, or has 

applied for a position, or is regularly or continuously working at any school, daycare, 

or child-centered facility managed or affiliated with the Company, shall report to 

Building Leader that they have been charged with a crime, within 3 business days 

after being arraigned for the crime.  When the Building Leader is informed, they will 

then inform Human Resources immediately. 

 

If the employee does not report the charge or conviction, the employee may be 

terminated from employment.  
 

MPSERS Retirees  

In the event that an employee is a retiree under the Michigan Public School 

Employees Retirement System (MPSERS), working after they retire may affect 

benefits.  Company advises all retirees from MPSERS to obtain information 

regarding working after retirement from either the Office of Retirement Services or 

counsel.  

 

Any retiree of MPSERS with a retirement effective date on or after July 1, 2010 who 

performs a core service in a Michigan public school through a third party forfeits their 

public school pension and health care benefit subsidy for the duration of the core 

service.  

 

It is the responsibility of the candidate to understand the rules regarding their 

pension if they return to work after retirement. For additional information regarding 

the Michigan Public School Employees Retirement System, please visit 

www.michigan.gov/ors or call 800-381-5111 

 

If an employee is a retiree of MPSERS, they MUST inform the Building Leader if 

they have been offered, or transferred to a position performing a core service or a 

critical shortage position (see website for list), as their employment could elicit 

additional financial obligations for the Academy that may not be feasible.  

http://www.michigan.gov/ors
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Employees also agree to reimburse, by payroll deduction, Company for any fees, 

expenses or charges (over and above the offset payment made to the Academy 

discussed above) incurred by Company related to employment with the Academy or 

assignment to a reporting unit as a retiree under MPSERS.  In addition, it is agreed 

that Company shall not be liable for any loss of retirement or health benefits suffered 

by an employee as a retiree under MPSERS as a consequence of employment with 

the Academy or assignment with a reporting unit. 

Media Releases 

Positive relationships with the media are developed and maintained by providing 

accurate and helpful information to reporters in a timely manner. To ensure that 

information provided to the media is accurate, comprehensive, and complete, and to 

ensure that reporters have appropriate access to the best sources of information, a 

protocol for providing information to the media has been established and outlined in 

this policy. The Building Leader serves as the primary spokesperson for the Academy 

on all matters of the Academy’s interest. 
 

If a contact is made by the media in matters regarding crisis situation or in situations 

calling for the Academy’s official position or response: 

● The employee should request the name of the caller, the telephone number 

where the person can be reached and the name of the media represented.  

● The employee should inform the media representative that an appropriate 

School representative will return the call.  

● The employee should immediately advise the Building Leader of any such call 

at once. 

● An employee should never release a telephone number of any employee.  

● No member of the press should be allowed access into the School without the 

express approval of the School Board.  

● The Building Leader is in charge of advising the School Board.   

 

Other Work 

Company shall require all staff assigned to an Academy to comply with an outside 

employment/outside contracting policy as may be required by the Academy or the 

Authorizer. Employees (including teachers) assigned to the Academy are prohibited 

from using Academy facilities, resources, and materials for non-Academy purposes. 

Outside employment and outside contract services by employees (including teachers) 

during Academy working hours are prohibited. Outside employment and outside 

contracting with any entity or person under contract with or providing services or 

material to the Academy may be prohibited as permitted by applicable law. 
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Tutoring 

Employees shall not use professional relationships with students and parents for 

financial gain. 

Tutorial help on a volunteer basis during a teacher’s duty hours is only permitted 

with the approval of the Building Leader. Paid tutoring at school sites is only 

permitted through after-school tutoring programs. To avoid any perceived “conflict of 

interest,” employees may not accept fees for tutoring, private lessons or other 

activities related to their professional duties for students who are assigned to an 

employee’s class during the regular workday (even if the service is rendered by the 

employee outside their regular duty day).  Employees may be authorized to provide 

paid tutoring that would otherwise not be acceptable under this policy in 

extraordinary circumstances authorized by the Building Leader. Tutor must receive 

such permission in writing prior to the start of instruction. 

Prohibition Against Bullying and Harassment 

Bullying and harassment, including sexual harassment, of students and employees 

will not be tolerated in accordance with the policy set below.   
 

Anti-Bullying Policy 

Under state law, bullying is defined as any unwarranted and repeated written, verbal 

or physical behavior, including any threatening, insulting, or dehumanizing gesture, 

by any persons, that is severe or pervasive enough to create any of the following; 

●  An intimidating, hostile, or offensive educational or work environment; 

● Cause discomfort or humiliation; 

● Unreasonably interfere with the individual’s school or work performance or 

participation;  

● Substantially interfering with educational opportunities, benefits or programs. 

● Adversely affecting the ability of a person and/or student to participate in or 

benefit from the Academy’s educational programs or activities by placing the 

person and/or student in reasonable fear of physical harm or by causing 

substantial emotional distress. 

● Having an actual and substantial detrimental effect on a person and/or 

student’s physical or mental health. 

● Causing substantial disruption in, or substantial interference with, the orderly 

operation of the Academy. 

And may involve: 

● Teasing; 

● Threats; 

● Intimidation; 

● Stalking; 
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● Cyberstalking; 

● Cyberbullying; 

● Physical violence; 

● Theft; 

● Sexual, religious, or racial harassment; 

● Public humiliation; or 

● Destruction of property.  

 
Bullying is equally prohibited without regard to its subject matter or motivating 

animus. 

 

It is the policy of the Academy to provide a safe educational environment for all of its 

students and employees in compliance with the law.  Bullying is strictly prohibited.  

All students are protected under this policy while on Academy property, in an 

Academy vehicle, at any Academy–sponsored event, or while using an Academy 

owned and/or operated telecommunications service provider or Academy owned 

and/or operated telecommunication access devices.   

 

The Building Leader shall be responsible for establishing procedures for the effective 

implementation of this policy. 

 

Any complaints against the Building Leader should be filed directly with Company 

Human Resources.   

 

A report may be filed with the Building Leader by the victim of bullying, a witness or 

anyone who has credible information about the incident.  A written or oral report is 

considered an official means of reporting.  An anonymous report can be filed and will 

be investigated, but formal disciplinary action will not be based solely on the basis of 

an anonymous report.   

 

An employee, school volunteer, student, or parent/guardian who promptly reports in 

good faith an act of bullying to the Building Leader and who makes that report in 

compliance with these procedures is immune from a cause of action for damages 

arising out of the reporting itself or any failure to remedy the reported incident. 

 

The Building Leader shall report the occurrence of a bullying incident to the parents 

or legal guardians of all students involved.  The notification shall be via e-mail, 

telephone, personal conference and/or in writing and all notifications shall be 

documented.  All parent notifications shall be done consistent with student privacy 

rights under FERPA regulations. 

 

The Building Leader is responsible for determining whether an alleged act 

constitutes a violation of the Board’s policy. Once a complaint has been received, the 

Building Leader shall conduct a prompt, thorough, and impartial investigation of 
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each alleged incident. The investigation is to be completed within three school days 

after a report or complaint is made if at all possible.  

 

Student misconduct that falls under the Academy’s anti-bullying policy may trigger 

responsibilities under federal antidiscrimination laws.  Please refer to the 

harassment section for further information. 

 

“Restorative Practices” will be considered in the correction of bullying behavior.  

Restorative practices means practices that emphasize repairing the harm to the 

victim and the school community caused by student’s misconduct. 

 

Restorative Practices may include: 

● Victim-offender conferences that are initiated by the victim 

● That are approved by the victim’s parent or legal guardian or, if the victim is 

at least age 15, by the victim 

● That are attended voluntarily by the victim, a victim advocate, the offender, 

members of the school community and supporters of the victim and offender 

● That provide an opportunity for the offender to accept responsibility for the 

harm caused to those affected by the misconduct and to participate in setting 

consequences to repair the harm 

 

The process of agreeing to restorative practices would be undertaken by a Restorative 

Practices Team which would be empowered to require the offender to do one or more 

of the following: 

● Apologize 

● Participate in community service 

● Restoration or counseling 

● Pay restitution 

 

The consequences would be incorporated in an agreement that sets time limits for the 

completion of the consequences and signed by all participants. 

 

Interviews with the alleged victim, perpetrator, and witnesses should be conducted 

privately and separately.  All interviews should be documented and kept confidential.  

The Building Leader will look at the totality of the circumstances and evaluate facts, 

including but not limited to: 

● Description of the incident- nature of the behavior and the context of the 

alleged incident. 

● How often the conduct occurred. 

● Any past incidents or continuing pattern of behavior. 

● The relationship between the parties. 

● Characteristics of the parties involved, i.e., age, grade, etc. 

● The bullying definition. 
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The Academy prohibits retaliation or false accusations against a target of bullying, a 

witness or another person with reliable information regarding an act of bullying.  

Retaliation and submitting an intentionally false report may result in disciplinary 

action ranging from positive behavioral interventions up to and including suspension 

or expulsion.  The highest level of confidentiality shall be maintained for an 

individual who reports an act of bullying. 

 

All administrators, faculty, employees, parents, volunteers, and students are 

expected not to tolerate bullying and to demonstrate behavior that is respectful and 

civil.  The staff should encourage students: 

● Not to be part of the problem. 

● Not to pass the rumor or derogatory message. 

● To walk away from these acts when they see them. 

● To constructively attempt to stop them. 

● To report them to the designated authority; and  

● To reach out in friendship to the target. 

Since bystander support of bullying can encourage these behaviors, the Academy 

prohibits both active and passive support for acts of harassment or bullying.   

 

Employees should encourage students to support students who walk away from these 

acts when they see them, constructively attempt to stop them, or report them to the 

designated authority. 

 

The failure of employees to report and/or take reasonable steps to prevent 

harassment and bullying, physical assault, or threats of imminent harm by another 

in the Academy may result in discipline, up to and including discharge of 

employment.   

 

Harassment 

Harassment includes, but is not limited to, any threatening, insulting, or 

dehumanizing gesture, use of technology, or written, verbal, or physical conduct 

directed against an individual that places an individual in reasonable fear of harm to 

their person or damage to their property, has the effect of substantially interfering 

with a student’s educational performance, opportunities, or benefits, or an employee’s 

work performance, or has the effect of substantially disrupting the orderly operation 

of the Academy. 

 

Harassment may be based on an individual’s race, color, national origin, sex 

(including sexual orientation and transgender identity or expression), disability, age 

(except as authorized by law), religion, height, weight, marital or family status, 

military status, ancestry, or genetic information that are protected by Federal civil 

rights laws.  Harassing conduct is not limited to in-person activity; it may include the 

use of cell phones or the Internet. Such behavior may take many forms, including, 
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but not limited to, stalking, name-calling, taunting, cyberbullying, and other 

disruptive behaviors. 

 

Harassment does not have to include intent to harm, be directed at a specific target 

or involve repeated incidents.  Harassment creates a hostile environment when the 

conduct is sufficiently severe, pervasive or persistent as to interfere with or limit a 

student’s ability to participate in or benefit from the services, activities or 

opportunities offered by a school.   

 

Once the Academy knows or reasonably should know of possible harassment, it must 

take immediate and appropriate action to investigate or otherwise determine what 

occurred.  The specific steps taken in the investigations will vary depending on the 

nature of the allegations, the source of the complaint, the age of the students involved, 

the size and administrative structure of the Academy and other factors.  The inquiry 

should be prompt, thorough and impartial.  Complaints alleging discrimination or 

harassment based on a student’s actual or perceived gender identity or expression 

are to be taken seriously and handled in the same manner as other discrimination, 

bullying or harassment complaints. 

 

If harassment has occurred, the Academy must take prompt and effective steps 

reasonably calculated to end the harassment, eliminate the hostile environment and 

prevent its recurrence.  These duties are the Academy’s responsibility even if the 

misconduct is also covered by an anti-bullying policy and regardless of whether the 

student makes a complaint, asks the Academy to take action or identifies the 

harassment as a form of discrimination. 

 

Sexual Harassment 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual 

favors, and other visual, verbal or physical conduct or communication of a sexual 

nature when: 

● Submission to such conduct is made either explicitly or implicitly a term or 

condition of advancement of a student’s education or participation in school 

programs or activities, or  

● Submission to or rejection of such conduct by an individual is used as the basis 

for academic decisions affecting that individual, or 

● Such conduct or communication has the purpose or effect of substantially 

interfering with or creating an intimidating, hostile or offensive educational 

environment. 

 

Sexual harassment includes, but is not limited to, the following: 

● Physical assaults (e.g., intentional physical conduct that is sexual in nature, 

such as touching, pinching, or brushing against another individual’s body); 
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● Unwelcome sexual advances, comments, requests for sex, sexual activities 

concerning one’s employment or advancement, regardless of whether they are 

accompanied by promises or threats concerning one’s grades, safety, job or 

performance of duties; 

● Sexual displays or publications such as calendars, screensavers, sexual jokes, 

posters, cartoons, verbal or written harassment or abuse, or graffiti; and  

● Other verbal or physical conduct of a sexual nature which has the purpose or 

effect of interfering with an individual’s work or academic performance, or 

creating an intimidating, hostile or offensive work environment.   

 

No employee or student in the Academy shall be subjected to any form of harassment, 

including sexual harassment, on Academy premises, on an Academy bus or vehicle or 

at any Academy sponsored event or activity. 

 

A Public School Academy employee, contractor, or agent for the Public School 

Academy is prohibited from assisting another Public School Academy employee, 

contractor, or agent for the Public School Academy in obtaining a new job if the 

assisting individual knows or has probable cause to believe that such other employee 

engaged in sexual misconduct with a minor or student in violation of the law.  

 

“Assisting” does not include the routine transmission of administrative and personnel 

files, provided the requirements of reporting unprofessional conduct are followed 

pursuant to section 1230b of the Michigan Revised School Code, MCL 380.1230b. 

Exceptions to giving such assistance may only be made where the exception is 

authorized by Sec. 8038 of the Every Student Succeeds Act, 20 U.S.C. 7926.  

Conduct with Students 

Employees shall not send students on personal errands nor require students to 

perform work or services that may be harmful to their health. 

 

In general, Company does not recommend that employees transport students in 

private vehicles. If the necessity arises, employees must have permission from a 

parent/guardian; receive approval from their Building Leader (ahead of time if 

possible); and communicate with their Building Leader before and after each instance 

of student transportation.  Any employee choosing to drive students must ensure that 

they hold a valid driver’s license, have enough working seat belts for each student 

that they transport, and have the required insurance coverage in effect on any vehicle 

used to transport students.  Employees should be aware that in the case of any 

accident they will be the first in line to pay.  In a no-fault state, the car insurance of 

each driver gets billed first.   Employees whose children also attend the Academy will 

notify the administration of arrangements involving the use of private vehicles, such 

as carpool arrangements.   
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One-on-One Policy  

Employees should avoid situations which place them in an isolated area or a closed 

room with a single student unless an exception is required to fulfill state or federal 

privacy laws (e.g. Lavatory use, HIPAA). In the case that employees should find 

themselves in an unplanned, student-initiated 1-on-1 they should take care to move 

or remain in visible locations (with open doors or windows to public areas of the 

facility) or attempt to include other students or employees. In the case that the 

situation cannot be resolved or postponed or conducted with others nearby, employees 

should immediately inform their supervisor after the isolated contact and give reason 

for the 1-on-1 meeting. 

 

Inappropriate Conduct with or around Students 

Employees shall not associate with students in a manner that may give the 

appearance of impropriety. Examples include, but are not limited to, the creation or 

participation in any situation or activity that could be considered abusive or sexually 

suggestive or involve harmful substances such as alcohol, tobacco or illegal drugs. 

This section also prohibits activity that is not otherwise illegal- such as lewd, obscene, 

or abusive language at or around students, falsification of information or propagating 

rumors or insulting discussion of other employee’s students, visitors or parents, or 

conducting in hateful, racist, or otherwise discriminatory speech at any time. Any 

sexual or other inappropriate conduct with a student by any staff is forbidden and 

will subject the offending staff to potential criminal prosecution and/or disciplinary 

action up to and including termination. 

 

Additionally, actions or conversations by or between employees which does not itself 

involve students or was willfully or negligently spoken or acted upon in the presence 

of students can be considered inappropriate and students’ involvement in those 

conversations or activities is not required to consider them inappropriate.     

 

If a student approaches employee to seek advice or to ask questions regarding a 

personal problem related to, but not limited to sexual behavior, substance abuse, 

mental or physical health, and/or trouble with family relationships, employees may 

attempt to assist the student by facilitating contact with certified or licensed 

individual who specialize in assessment, diagnosis and treatment of the student’s 

situation.  Employees must also notify the administration should any student 

approach under such circumstances.   

 

Under no circumstances should employees, unless properly licensed and authorized 

to do so, attempt to counsel, assess, diagnose or treat the student’s problem or 

behavior related to one of the above subjects, nor should employees inappropriately 

disclose personally identifiable information concerning the student to a third person, 

who is not authorized by law. 
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Employees are prohibited from referring a student for an abortion or assisting a 

student in obtaining an abortion. No person shall dispense or otherwise distribute in 

an Academy or on Academy property a family planning drug or device.  Violations of 

these prohibitions may lead to disciplinary action, including, but not limited to any 

personal financial penalties required by the State of Michigan. 

 

Electronic Communication with Students 

Employees must not communicate with students through blogs, chat rooms, and 

personal social networking sites. Such private communication isn’t’ secure and can 

be easily misconstrued. Electronic communication with students is limited to 

Academy Sponsored Social Media Sites, discussed in detail below. Telephones, cell 

phones, email, and texting with students are only allowed if the student’s 

parents/guardians are aware of the communication, your Building Leader has 

approved that mode of communication, and the content of that communication must 

be restricted to Academy-related or parent-approved matters only. Violation of this 

policy can subject the employee to discipline or termination.   
 

SUPPORTING STUDENT BEHAVIOR 

The Use of Seclusion and Restraint 

Emergency seclusion or restraint must be used only during behavior that requires 

immediate intervention and poses: 

a. An imminent risk to the safety of an individual student. 

b. An imminent risk to the safety of others. 

 

In the case of an emergency physical restraint, the physical restraint will be governed 

by the Corporal Punishment Act. 

 

Emergency seclusion or physical restraint may not be used in place of less restrictive 

interventions unless necessary to prevent risks outlined above. It shall be conducted 

in manner that is safe, appropriate, proportionate and sensitive to the student’s 

severity of the behavior, chronological and developmental age, physical size, physical 

condition, medical condition, psychiatric condition, and personal history, including 

history of physical and sexual abuse. 

 

While using seclusion or restraint, the Academy must include employees certified in 

CPI or equivalent training to protect the care, welfare, dignity and safety of the 

student.  The employees must continually observe the student in seclusion for any 

indications of physical distress and seek medical assistance if there is a concern.   The 

employees must document these observations.  
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Seclusion 

Seclusion is the confinement of a student in a room or other space from which the 

student is physically prevented from leaving and which provides for continuous adult 

observation of the student. It is a last resort; an emergency safety intervention that 

provides an opportunity for the student to regain self-control while maintaining the 

safety of the student and others. A room or area used for seclusion must: 

a. Not be locked; 

b. Not prevent the student from exiting the area should employees become 

incapacitated or leave that area; and 

c. Provide adequate space, lighting, ventilation, and other accommodations 

necessary for safety and dignity of the student and others and their supervision 

by staff. 

Seclusion does not include the general confinement of students if that confinement is 

an integral part of an emergency lockdown drill or another emergency or security 

procedure that is necessary to protect the safety of students. 

Seclusion is inappropriate for students who are self-injurious or suicidal. Physical 

restraint or another appropriate less-intrusive intervention method shall be used in 

these cases. 

 

Time and Duration- Emergency seclusion should not be used any longer than 

necessary to allow a student to regain control of their behavior, but generally: 

a. Elementary students- no longer than 15 minutes (and never on preschool 

children). 

b. Middle and High School Students- no longer than 20 minutes. 

If the emergency seclusion lasts longer than the suggested maximum, the following 

are required: 

a. Additional support (for example: change employee, obtain assistance of a 

nurse); and 

b. Complete documentation explaining the extension beyond suggested max time. 

A timeout is a behavior intervention in which a student, for a limited and specified 

time, is placed in an environment where access to positive reinforcement is 

unavailable. Timeout should not be confused with seclusion; in a timeout setting a 

student’s movement is not physically restricted. Timeout lies within the continuum 

of procedures that helps students self-regulate and control their behavior: 

● Planned ignoring is the systematic withdrawal of social attention for a 

predetermined time period upon the onset of mild levels of problem behavior. 

● Withdrawal of materials that the student is using when inappropriate 

behavior occurs. 



  Page 73
   

Employee Handbook   │August 2021 

● Contingent Observation occurs when the student remains in a position to 

observe the group without participating or receiving reinforcement for a 

specified period of time. 

● Exclusionary timeout occurs when the student is removed, within the same 

classroom or to a nearby location under adult supervision, in response to 

behavior that requires immediate and direct cessation. 

Restraint 

There are three types of restraint: 

a. Physical restraint involves direct contact that prevents or significantly 

restricts a student’s movement. It is a last resort emergency safety 

intervention that provides the student the opportunity to regain self-control. 

Employees may, within the scope of employment, use reasonable force* 

necessary to maintain control for the purpose of providing an environment 

conducive to safety and learning as permitted in one or more of the following 

situations. This policy does not forbid actions taken to: 

● To quell a disturbance that threatens physical injury to any person (for 

example: break up a fight). 

● Obtain possession of a weapon or other dangerous object upon or within 

the control of the student. 

● Brief holding of an adult in order to calm or comfort. 

● The minimum contact necessary to physically escort a student from one 

area to another. 

● Assisting a student in completing a task/response if the student does not 

resist or resistance is minimal in intensity or duration. 

● Restrain or remove a student whose behavior is interfering with the 

orderly exercise and performance of Academy functions within Academy 

premises or at an Academy related activity, if that student has refused 

to comply with a request to refrain from further disruptive acts. 

● Self-defend, or defend others. 

● To prevent a student from inflicting harm on themselves. 

● To protect property. 

● To hold a student for a brief time in order to prevent an impulsive 

behavior that threatens the student’s immediate safety. (For example: 

running in front of a car). 

 

*In determining reasonable force, deference shall be given to good-faith judgments 

made by that person. A person who willfully or through gross negligence violates 

the reasonable use of physical force may be disciplined by the Academy. 
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b. Chemical restraint is the administration of medication for the purpose of 

restraint. Chemical restraint does not apply to medication prescribed by and 

administered in accordance with the directions of a physician 

c. Mechanical restraint means the use of any device or material attachment to or 

adjacent to a student’s body that restricts normal freedom of movement and 

which cannot be easily removed by a student. Mechanical restraint does not 

include: 

● An adaptive or protective device recommended by a physician or 

therapist (when it is used as recommended); 

● Safety equipment used by the general student population as intended 

(for example: seat belts, safety harness on school transportation). 

 

Any restraint that negatively impacts breathing or prone restraint are all prohibited.  

Physical restraint is only to be used in emergency situations and only if essential to 

providing for the safety of the student or safety of another. 

Time and Duration- Restraint should not be used: 

a. Any longer than necessary to allow students to regain control of their behavior; 

and 

b. Generally no longer than ten minutes. 

If an emergency restraint lasts longer than ten minutes, the following are required: 

a. Additional support (for example: change employee, introduce a nurse or 

specialist); and 

b. Documentation to explain the extension beyond the time limit. 

The following practices are prohibited under all circumstances, including during 

emergency situations:  

a. Corporal punishment. 

b. The deprivation of basic needs. 

c. Anything constituting child abuse. 

d. Seclusion of preschool children. 

e. The intentional application of any noxious substance or stimuli which results 

in physical pain or extreme discomfort. 

f. Mechanical restraint. 

g. Chemical restraint. 

h. Any restraint which negatively impacts breathing. 

i. Any prone restraint, defined as the restraint of a person faced downwards. Any 

employee who is using a prone restraint as a result of responding to an 

emergency situation must take immediate steps to end the prone restraint. 
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Prohibition of Corporal Punishment 

Although students may require disciplinary action in various forms, the Company 

does not condone the use of unreasonable force and fear as an appropriate procedure 

in student discipline. Staff should not find it necessary to resort to physical force or 

violence to compel or coerce obedience. If all other means fail, employees should 

remove the student from the classroom or Academy through suspension or expulsion 

procedures. 

 

Corporal punishment is prohibited at all times. If any employee deliberately inflicts, 

or causes to be inflicted, physical pain by hitting, paddling, spanking, slapping, or 

makes use of any other kind of physical force as a means of disciplining a student, 

they may be subject to discipline by the Board and the Academy, and criminal 

charges. This prohibition also applies to volunteers, third party vendors, and 

contractors. 

 

Corporal punishment does not include physical pain caused by reasonable physical 

activities associated with athletic training. 

Child Protection Law  

In 2010, Congress reauthorized the Child Abuse Prevention and Treatment Act (42 

U.S.C.A § 5106g), which defines child abuse as, “Any recent act or failure to act on 

the part of a parent or caretaker which results in death, serious physical or emotional 

harm, sexual abuse, or exploitation” 

Child abuse includes, but is not limited to: 

● Physical Abuse 

● Psychological Abuse 

● Sexual Abuse 

● Neglect 

 

ChildWelfare.Gov indicates that the first step in helping victims of child abuse is 

learning to recognize the signs of child abuse and neglect. While a single sign does 

not automatically indicate child abuse, a closer look at the situation may need to 

result from signs appearing or lingering over time. 

 

The following contains a list of just a few of the many warning signs and symptoms 

of child abuse—however, this in no way is an exhaustive list of potential child abuse. 

Company employees should always be on the lookout for sudden behavior or physical 

changes and should consider these changes as evidence for a possible child abuse 

report. 

 

Warning Signs of Abuse in Children— 

● The Child: 

o Shows sudden changes in behavior. 
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o Has not received help for injuries or medical issues of which parents 

have received notice. 

o Shows a fear or reticence to go home attributable to no known causes 

o Discloses mistreatment. 

● Signs of Possible Physical Abuse Include: 

o Unexplained burns, bites, bruises, or injuries. 

o Behavior predicated towards violence to pets or animals. 

o Showing fear of adults beyond reasonable shyness or apprehension. 

o Disclosing Physical contact with adults outside acceptable discipline OR 

disclosing adult anger or violent outbursts. 

● Signs of Possible Psychological Abuse Include: 

o Showing extreme passivity or aggression. 

o Delayed physical or emotional development unrelated to any known 

causes. 

o Overwhelming urge to “parent” other children or unusually infantile 

behavior for their age group. 

o Unhealthy verbal interactions between the child and parent/guardian. 

● Signs of Possible Sexual Abuse Include: 

o Pain, itching, bruises, or bleeding in genital area. 

o Reporting nightmares or bedwetting. 

o A sudden change in appetite unrelated to any known causes. 

o Has difficulty walking or sitting. 

o Demonstrating bizarre, sophisticated, or unusual sexual knowledge or 

behavior. 

o Disclosure of inappropriate adult contact or uncomfortable situations. 

● Signs of Possible Neglect Include: 

o Frequent unexplained absences. 

o Lack of basic medical or dental care, immunizations, or necessary 

eyewear. 

o Consistent lack of cleanliness or personal care and hygiene. 

o Lack of sufficient clothing for the weather. 

o Reports of consistent lack of home care and monitoring appropriate for 

child’s age. 

o Consistent, unexplained lack of food for the entire school day. 

o Significant, unexplainable weight changes. 
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Mandatory Reporting Action Plan 

The Michigan Child Protection Law (Public Act 238 of 1975, as amended: MCL 

722.621 et seq.) mandates that certain professionals report their suspicions of child 

abuse or neglect to Children’s Protective Services (CPS) at the Department of 

Humans Services (DHS).    

Mandated reporters in schools include:   

a. Psychologists 

b. Social workers  

c. School administrators 

d. School counselors  

e. Teachers  

Mandated reporters are required to make an immediate oral report to CPS.  The oral 

report can be made by calling (855) 444-3911.  The individual who had contact with 

the child must complete the call and provide as much information regarding the 

following: 

a. name of the child 

b. age of child 

c. description of abuse or neglect 

d. names and address of child’s parents/guardians 

e. the person with whom the child resides 

f. other information available to the reporting person that might establish the 

cause of the abuse or neglect, and the manner in which the abuse or neglect 

occurred 

The reporting person is also required to file a written report within 72 hours. The 

written report form is DSS-3200. The Academy is not required to determine whether 

abuse or neglect has actually occurred. Investigation and appropriate action are the 

responsibility of Children’s Protective Services.   

 

The following procedure should be followed when reporting child abuse or neglect: 

a. Employees who suspects child abuse or neglect of a student will contact the 

Building Leader or their designee regarding their concerns, either prior to or 

after their reporting the suspected abuse. If administration is not available, 

proceed with filing the report. 

b. A DSS 3200 form is available in the School Office. It will contain instructions 

on how to complete and send the form to the proper authorities. 

c. The employee who suspects abuse can request assistance in filing the oral or 

written report. However, just reporting your suspicions to another employee or 

a member of the administration does not relieve your responsibility to report 

the suspected abuse/neglect.  All reports should be a first-hand account of the 

suspicions.   
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d. A copy of the written DSS-3200 report should be kept on file at the Academy 

with the Building Leader or their designee to support and document your 

filing.  Having a copy of the report will also assist the school when, or if, a 

school visit is made by a CPS worker.   

 

An abuse/neglect report is confidential.  The identity of the reporter should be kept 

confidential as well, subject to disclosure only by court order or consent. 

No one can or should interfere with an effort to file a report of abuse/neglect filed by 

a mandatory reporter. 

 

There is no liability for making a legitimate report if later proven unsubstantiated as 

long as made in good faith. 

 

The Company has a zero tolerance policy for the abuse or molestation of children 

and/or vulnerable populations by staff.  

Medications and/or Treatment of Students  

Whenever possible, medications and/or treatments should be administered outside of 

the school day.  However, the Academy recognizes the need to administer medications 

and/or treatments while the students attend school.   

 

Medications and/or treatments must be administered in compliance with existing 

state and federal laws in a safe and effective manner. 

 

The administration of prescribed medication and/or medically-prescribed treatments 

to a student during Academy hours will be permitted only when failure to do so would 

jeopardize the health of the student, or the student would not be able to attend school 

if the medication or treatment were not made available during school hours, or the 

child is disabled and requires medication to benefit from their educational program. 

 

The definition of “medication” is prescription, non–prescription and herbal 

medications, preparations, and/or remedies, and includes those taken by mouth, by 

inhaler, those that are injectable, and those applied as drops to eyes, nose, or 

medications applied to the skin.   

 

This policy also applies to any medically-prescribed “treatments”.  “Treatment” refers 

both to the manner in which a medication is administered and to health-care 

procedures which require special training.   

 

Non-prescription (over the counter) medications are those that are sold directly to the 

consumer without a prescription from a physician or health care professional.  Non-

prescription medications may include, but are not limited to, acetaminophen, 

ibuprofen, cough syrups, antihistamines, etc. 
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Before any medication or treatment may be administered to any student during 

Academy hours, the Academy requires that the student’s parent/guardian give the 

Academy written permission and a request to administer medication(s) and/or 

treatment(s) to their child.   

 

The Academy requires all elementary-age students to have written parental 

permission and physician approval for any medication and/or treatment as defined in 

paragraph 4 of this section. 

 

The Academy may choose to allow students enrolled in secondary education to possess 

and self-administer non-prescription (over the counter) medications as defined in 

paragraph 5 of this section with written permission granted by a parent or guardian, 

without additional instructions from a physician. 

 

Any non-prescription (over the counter) medication self-possessed by a student must 

be labeled by a pharmacy or pharmaceutical company and include the dosage and 

frequency of administration. 

 

An Academy administrator may discontinue the student’s right to self-administer 

and self-possess prescription (over the counter) medications if there is misuse by the 

student.  The denial shall follow a consultation with the parent/guardian. 

 

Any student (both elementary and secondary education) who requires prescription 

medications must have written instructions from a physician (authorization for 

administration of medication form), which include the name of the student, name of 

the medication, dosage of the medication, route of administration, and time any 

prescription medication and/or treatment, along with the parent/guardian’s written 

permission. The prescription medication must remain at the Academy office at all 

times. 

 

Students with disabilities who have an Individualized Educational Program (IEP) or 

Section 504 Plan are included under the procedures that govern the administration 

of medications. 

 

Parent/Guardian Responsibilities 

A Parent or guardian must complete and sign an authorization for administration of 

medication form for each medication and/or treatment.  The form shall be renewed 

every school year. 

 

The Student’s physician must complete and sign the authorization for administration 

of medication and/or treatment form.  Written instructions from a physician shall 

include the student’s name, name of the medication, dosage of the medication, route 
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of administration, and time any prescription medication and/or treatment is to be 

administered. 

 

A Parent or guardian must bring medication in original container to Academy office. 

The Parent/guardian must obtain medication refills when needed. 

 

Unsupervised use of an inhaler is allowed when authorized by a physician and 

permission granted by a parent or guardian.  These students must notify their 

teacher each time they use the inhaler so that frequent use can be notified to the 

parents/guardians.  It is recommended that an extra inhaler be kept in the Academy 

office.   

 

Parent or guardian must pick up unused medication at the end of the school year, or 

the Building Leader or designee will discard medication following state protocol.  

Disposal by the Academy shall be recorded on the medication log and initialed by a 

second staff member. 

 

Academy Staff Responsibility 

Staff must wash hands before and after administering medications. 

 

All medication must be kept in the labeled container as prepared by the pharmacy or 

pharmaceutical company with the student’s name, medication name, dosage, and 

frequency of administration. 

 

All controlled substance medications shall be counted and recorded upon receipt from 

the parent/guardian.  The medication shall be recounted, monthly or bi-weekly and 

the count reconciled with the medication log.  A controlled substance medication is a 

drug regulated by the Federal Controlled Substances Act, including opiates, 

depressants, stimulants and hallucinogens.  For a complete and updated list of 

federally controlled substance please refer to 

http://www.deadiversion.usdoj.gov/schedules/index.html#list. 

 

A log of medication administration must be kept at the Academy.  The individual 

student’s medication log will be filed in the student’s record at the end of the school 

year.  The individual medication log will be kept for a year after the student’s 

graduation from high school or transfer to another school district. 

 

The medication log will contain the student’s name and the name and dosage of the 

medication.  The individual giving the medication shall record the date and time of 

administration.  The log will be witnessed and signed by a second employee. 

 

If an error is made in recording, the individual who administered the medication shall 

cross out, initial the error, and make the correction in the log. 

 

http://www.deadiversion.usdoj.gov/schedules/index.html#list
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Medications must be administered by one adult in the presence of a second adult, 

except where the adult administering the medication is a licensed registered 

professional nurse (as described by the Michigan Revised School Code, Section 

380.1178), or when an emergency threatens the life or health of the student.   

 

Expiration dates should be checked at least twice each school year.  All medications 

should be assessed halfway through the year for expiration dates.  Parents should be 

notified if medication has expired. 

 

Employees must observe the student as they take the medication.  Allergic reactions 

and other side effects can occur even after the student has taken the medication 

before.  If any rash, dizziness, cough or breathing difficulty occurs, do not administer 

another dose.  The parents should be called immediately.  If the student suffers a 

severe reaction or increased breathing difficulty, call 911. 

 

Medication shall be stored in a secure location that is kept locked.  Emergency 

medications may be stored in a readily available area for ease of administration.   

 

When it is necessary for a student to have medication administered while on an 

Academy field trip or off site activity, the individual designated to administer the 

medication must carry the medication in the original container; and record the 

necessary information on the medication log upon returning to the Academy. 

 

Any errors made in the administration of medications shall be reported to the 

Building Leader immediately, and a written report completed and entered in the 

student’s school record.  The Building Leader is responsible for reporting the 

medication error to the student’s parents/guardians immediately. 

Medical Action Plan 

Prior to the beginning of the school year, parents/guardians are responsible to inform 

the Academy in writing of any medical issues that may require intervention during 

the school day. 

 

Examples of medical issues may include but are not limited to life-threatening 

allergies (i.e., the need for an epinephrine auto injector, i.e., EpiPen®), diabetes, 

epilepsy, asthma or any condition of a serious nature affecting the health of the 

student. 

 

When a parent/guardian has alerted the Academy of a medical issue, Academy staff 

must contact student’s parents/guardians and physician to discuss: 

a. Severity of the medical condition. 

b. What symptoms accompany the condition. 

c. What medications is the student taking to manage the medical condition. 

d. Student’s age and maturity in handling their medical condition. 
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e. Appropriate staff response to student’s symptoms. 

f. When staff should contact 911. 

g. Confirm student’s classroom placement (i.e., nut free table vs. nut free 

classroom). 

h. Physician suggestions in treating the medical condition. 

i. Any limitations or accommodations (if any) suggested for recess, physical 

education, field trips, etc. 

 

The parent/guardian will have to complete a release of information form from the 

student's physician to allow the Employee to obtain information from the physician. 

 

Academy, parents/guardians and physician will participate in developing a medical 

action plan. The medical action plan must be completed and signed by the student’s 

physician and parents/guardians.  The Academy may contact a licensed registered 

professional nurse to assist the Academy in assessing a particular situation warrants 

creating a medical action plan.   

 

The Academy, parents/guardians and physician can work together to modify the 

medical action plan.  Any final changes/modifications to the medical action plan must 

be approved by the student’s physician. 

 

All appropriate Employees, including teacher support staff, are trained in the use of 

epinephrine auto injectors, such as EpiPen®, for the use in the treatment of allergic 

reactions, and inhaler use for the treatment of asthma. 

 

Procedures for Training Employees in Administration of Medications to 

Students: 

All individuals designated to administer medication are encouraged to receive in-

service training on all policies and procedures regarding this policy.   

 

Individuals, except licensed registered professional nurses, who are responsible for 

administering any medications that must be given by injection, by nebulizer or 

administered vaginally, rectally or into the bladder must receive one-on-one training 

by a licensed health professional. 

 

Documentation that Academy personnel have completed in-service training shall be 

maintained by the Academy and made available, upon request, to a student’s 

parent/guardian, physician, or licensed registered professional nurse. 

Controversial Issues 

A controversial issue is a topic that will produce both support and opposition in a 

community. The Academy believes that the discussion of controversial issues should 

be part of the educational program. 
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When a controversial issue is not part of the curriculum, the Building Leader must 

approve its instructional use in accordance with Academy guidelines and/or board 

policies.  When introducing a controversial issue in the classroom, the teacher must 

consider: 

1. the chronological and emotional maturity of the students; 

2. the relevance of the controversial issue to the course; 

3. the degree to which the students can personally handle the issue; and  

4. the time available to study the issue so that it allows for a fair discussion of all 

opposing viewpoints. 

 

Controversial issues may be initiated by the students, provided that issues are 

presented in the ordinary course of classroom instruction and are not disruptive to 

the educational process.  

  

Controversial issues may not be initiated by a source outside of the Academy unless 

prior approval has been given by the Building Leader in accordance with Academy 

guidelines and/or board policies.  The teacher may express his/her personal position 

on a controversial issue; however, he/she shall clearly identify the position as a 

personal opinion. 

 

If a parent/guardian finds that the materials used in their child’s course of study 

conflict with his/her religious belief or value system, the parent/guardian may request 

in writing that the child be excused from the course of study for specified reasons.  

The teacher must let the Academy Administration know of the written request. The 

Academy will provide alternative educational activities during the requested 

absences. Any employee interested in further discussion with a parent/guardian on 

such a request must first consult with the Building Leader. The student will not be 

excused from courses or activities mandated by the state. 

School Field Trips 

Any Field Trips organized must receive prior written approval by the Building 

Leader. Employees may be asked to organize and attend field trips for students.  

Employees will need to supervise the students during the entire field trip and keep 

the safety of the students in mind at all times.  Employees will be responsible for 

following school policy during the field trip.  Field trips will not be mandatory and 

employees attending these trips will not receive additional pay for the additional 

duties.  Reimbursement for expenses incurred during field trips will need to be 

obtained through the fund raising efforts of the class unless prior arrangements are 

made.  All employees attending the field trip must travel on the bus with students.   

MOECS Reporting 

The Academy is responsible for providing five (5) District Provided Professional Days 

(DPPD) each academic year. The Academy is also responsible for submitting those 
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DPPD days to the Michigan Department of Education (MDE) in advance and 

providing an attendee list for the event. Conversely, the employee attending is 

responsible for completing the MDE-provided survey following any DPPD attended 

in order to receive the hours/credit for attending DPPD. Individuals cannot enter 

their own DPPD earned after July 1, 2020. All DPPD earned prior to June 30, 2020 

can be submitted for certificate renewal on individual forms with signatures from the 

approved Academy designee. 

Telework Policy 

Temporary teleworking arrangements may be approved for circumstances such as 

inclement weather, special projects, business travel, pandemics or other special 

circumstances. In the event of an emergency, the Company may allow or require 

employees to temporarily work from home. These employees will be advised of such 

requirements by their Supervisor and/or Building Leader.  These arrangements are 

approved on an as-needed basis only, with no expectation of ongoing continuance. 

 

Other informal, short-term arrangements may be made for employees on family or 

medical leave to the extent practical for the employee and the organization and with 

the consent of the employee’s health care provider, if appropriate. All informal 

teleworking arrangements are made on a case-by-case basis, focusing first on the 

business needs of the organization.  

 

Before approval, the employee and supervisor, with the assistance of the human 

resource department, will evaluate the suitability of such an arrangement, reviewing 

the following areas: 

● Employee suitability. The employee and supervisor will assess the needs and 

work habits of the employee, compared to traits customarily recognized as 

appropriate for successful teleworkers. 

● Job responsibilities. The employee and supervisor will discuss the job 

responsibilities and determine if the job is appropriate for a teleworking 

arrangement. 

● Equipment needs, workspace design considerations and scheduling issues. The 

employee and supervisor will review the physical workspace needs and the 

appropriate location for the telework.  

● Tax and other legal implications. The employee must determine any tax or 

legal implications under IRS, state and local government laws, and/or 

restrictions of working out of a home-based office. Responsibility for fulfilling 

all obligations in this area rests solely with the employee. 

● Length of time the telework arrangement is requested.  The employee and 

Supervisor will need to both agree on an initial amount of time of the 

teleworking arrangement.  
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Expectations 

The duties, obligations, responsibilities and conditions of the teleworker's 

employment with the Company remain unchanged. The employee's salary, work 

hours, approval for use of vacation or leave time, and insurance coverage shall remain 

the same.  The employee must conform to the Company’s policies and procedures, and 

any Supervisor and/or Building Leader guidelines.  The amount of time the employee 

is expected to work per day or pay period will not change as a result of participation 

in the teleworking program.  The employee’s at-home work hours will conform to a 

schedule agreed upon by the employee and his or her Supervisor and/or Building 

Leader.  If such a schedule has not been agreed upon, the employee’s work hours will 

be assumed to be the same as before the employee began teleworking.  If leave time 

is needed to fulfill required hours, the employee must follow the PTO 

process.  Employees will also be expected to follow all expectations as assigned by 

their Supervisor and/or Building Leader. 

  

Equipment   

The Building Leader will determine the equipment needs for each employee on a case-

by-case basis. Equipment supplied by the organization is to be used for business 

purposes only.  The Company accepts no responsibility for damage or repairs to 

employee-owned equipment. The Company reserves the right to make 

determinations as to appropriate equipment, subject to change at any time. The 

teleworker is responsible to protect all company equipment from damage or theft. 

Upon termination of employment, all company property will be returned to the 

company, unless other arrangements have been made.  The employee will establish 

an appropriate work environment within his or her home for work purposes. The 

Company will not be responsible for costs associated with the setup of the employee’s 

home office, such as remodeling, furniture or lighting, nor for repairs or modifications 

to the home office space.  

 

Security 

Consistent with the organization’s expectations of information security for employees 

working on-site, teleworking employees will be expected to ensure the protection of 

proprietary company and student/staff/vendor information accessible from their 

home office. Steps include the use of locked file cabinets and desks, regular password 

maintenance, and any other measures appropriate for the job and the environment. 

 

Safety 

Employees are expected to maintain their home workspace in a safe and 

ergonomically sound work environment, free from safety hazards, and to hold the 

Company harmless for injury to others at the teleworking location.  

  

Dependent Care 

Teleworking is not designed to be a replacement for appropriate child care or 

dependent care. Teleworkers will not be available during the agreed upon schedule 
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to provide child care or dependent care.  Prospective teleworkers are encouraged to 

discuss expectations of teleworking with family members prior to entering 

teleworking.  Any child care or dependent care arrangements should be discussed in 

advance with the Supervisor.   

 

Time Tracking Requirements for Non-exempt Staff 

Teleworking employees who are not exempt from the overtime requirements of the 

Fair Labor Standards Act will be required to accurately record all hours worked using 

the Company’s time-keeping system. Hours worked in excess of those scheduled per 

day and per workweek require the advance approval of the teleworker’s supervisor. 

Failure to comply with this requirement may result in the immediate termination of 

the teleworking arrangement.   

 

Employees should not assume any specified period of time for emergency telework 

arrangements, and the Company may require employees to return to regular, on-site 

work at any time. 
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New Employee Fingerprinting Costs 

Fingerprinting costs for new employees will not be reimbursed. 

Time System 

All non-exempt employees (see Non-Exempt section of the employee handbook for a 

definition of a non-exempt employee) must use the time system within the building 

at the start and end of each shift. The expectation is that upon punching in, staff 

members will be completely prepared to begin their shift. Failure to use the time 

system appropriately may result in disciplinary action. The time system must also be 

used to punch in and out for every break over 20 minutes. If the employee ends up 

working during their break, the employee is to enter a note in the employee portal to 

receive payment for their time worked.  

 

For the purpose of calculating hours worked, the time clock will round to the nearest 

5-minute interval. 

 

The system will auto-deduct 30 minutes each day for a staff member’s lunch break. 

Employees are responsible for notifying their Supervisor when working during lunch 

and if so will be asked to log into the employee portal and submit a note.    

Payment Schedule  

Pay Periods - 24 Pays 

Employees are paid semi-monthly, on the 1st and the 16th day of each month. Pay 

dates may be adjusted to accommodate both secular and religious holidays.  Such 

adjustments will be communicated to employees in a timely manner. Unless 

otherwise communicated, a check date that would normally fall on a weekend or 

banking/federal holiday will fall back to the last business day prior.  
 

Pay Periods 

Check Date: 

1st of the Month 

For time worked from the 7th - 21st of the month, 

payment will be on the 1st of the month. 

Check Date: 

16th of the Month 

 

For time worked from the 22nd - 6th of the month, 

payment will be on the 16th of the month.  

 

Leave from Work / Paid Time Off (PTO) Policy 

It is expected that employees work all scheduled days unless sickness or events 

beyond the control of the employee prevent them from working. Employee’s personal 
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business should be conducted during times when the Academy is closed. Additionally, 

any instructional employees are expected to prepare and provide lesson plans for 

substitutes for any absences incurred under this policy.  

 

Absences for illness are allowed. Days missed due to illness that exceed three 

consecutive business days are considered extended leave and require an Extended 

Leave Request Form to be completed, signed by a Supervisor, and turned in to the 

Partner Solutions Human Resources Coordinator. If the absence exceeds three work 

days, the employee is required to provide a certification from their doctor that the 

employee is able to resume work with or without accommodation. 

 

Absence from work for personal reasons beyond the employee’s control must have 

prior consent from the Building Leader or Supervisor. When possible, consent should 

be requested at least four weeks in advance. If it is not possible to obtain consent 

prior to an absence because of an emergency, the employee must notify the Building 

Leader or their Supervisor of the emergency and seek consent as soon as possible. 

Pay for emergency days without prior approval are subject to Building 

Leader/Supervisor approval.  Leave days can be approved for illnesses, emergencies, 

bereavement, and personal reasons beyond the employee’s control. Leave days are 

pro-rated based on start date. If an employee uses more leave days than earned, a 

deduction of the time used is deducted from their pay on the following pay period. 

Excessive use of leave days (i.e. exceeding accrued days or in an amount or during a 

time period that significantly interferes with an employee’s job duties) may result in 

disciplinary action. 

Tracking Time Off  

All employees need to record absences for any day they are not at the Academy 

regardless if a substitute is needed or not. If absences are not entered, the days off 

may not be paid. Absences can be taken in full or half day increments. Absences for 

four hours or less are recorded as a half a day. Absences for over four hours are 

recorded as a full day. Half-day absences that occur sporadically throughout the day 

or occur part in morning and afternoon should be entered as a half-day and noted in 

comment or via email follow-up to Building Leader or Supervisor. 

 

Emergency absences due to illness, etc. should be communicated to the Building 

Leader/Supervisor as soon as possible, but no later than 6:00am. If no timely 

communication is made, the absence may not be paid. 

 

Red Rover  

The Academy uses an automated service to simplify the process of recording absences 

and contacting substitutes called Red Rover. Employees can interact with the system 

either on the Internet or phone app. Red Rover app.redroverk12.com or through the 

phone app. Red Rover is available 24 hours a day, seven days a week. 

http://app.redroverk12.com/
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Time Off Schedules  
Paid Time Off (PTO) is not available for the initial pay period of a staff member upon 

hire except in cases of prior written approval of supervisor PRIOR to beginning work 

or an approved emergency use.  

 

Notwithstanding the above, Paid Leave and Vacation days follow an accrual schedule 

in case of mid-year separation, based on the number of months from the date 

indicated below:  

 

• 12 days/yr available-- leave or vacation is accrued one day per month;  

• 10 days/yr and 8 days/yr-- leave or vacation is accrued 1 day per month until 

maximum yearly amount is accrued;  

• 5 days/yr available-- leave or vacation is accrued one day for every two 

months until maximum yearly amount is accrued.  

Administrative Employees and School Leadership  

Administrative employees and Building Leaders follow the school calendar during 

the school year for breaks and shutdown periods. The Building Leader may assign 

time sensitive tasks to these employees during breaks and shutdowns. It is the 

responsibility of these staff to respond to any emergencies that may arise during the 

course of the school year. During the summer shutdown period, these employees will 

work a schedule set by the Building Leader or their Supervisor (for Building Leaders).   

The chart below indicates any additional time off. PTO renewal takes place on August 

1 of every year.  

 

Employment 

Classification 

Paid Leave 

Days 

Paid Vacation Days Paid Holidays 

Full-time     

(30+ hours/wk) 

(.75 FTE and above) 

Salary &  

Hourly 

12 days/yr N/A  * Salary - Include in 

salary  

 

Hourly – N/A 

Part-time  

(25-29 hrs/wk) 

 (.63-.72 FTE) 

Salary 

Hourly 

8 days/yr N/A  *Salary - Include in 

salary  

 

Hourly – N/A 

Part-Time 

(< 25 hours/wk) 

(< 0.63 FTE) 

Hourly 

N/A N/A N/A 

*Holidays are paid for active employees only.  Staff who are on leave are not active.  
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Instructional Staff 

Instructional employees that follow the staff calendar for breaks and shutdown 

periods follow the chart below for time off. PTO renewal takes place on August 16 of 

every year. 
 

Employment 

Classification 

Paid Leave 

Days 

Paid Vacation 

Days  

Paid Holidays 

Full-time  

(30+ hours/wk) 

(.75 FTE and above) 

Salary & 

Hourly 

10 days/yr N/A *Salary - Include in salary 

 

Hourly – N/A 

Part-time  

(25-29 hours/wk) 

(.63-.72 FTE) 

Salary & 

Hourly 

8 days/yr 

 

N/A * Salary - Include in salary 

Hourly – N/A  

Part-Time 

(<25 hours/wk) 

(<0.63 FTE) 

Hourly 

N/A N/A N/A 

*Holidays are paid for active employees only.  Staff who are on leave are not active. 

Overtime 

Overtime Work 

Overtime should only be worked when it is requested in advance and approved by the 

Supervisor.  Staff social events are not mandatory and are not considered extra hours 

worked. Overtime worked without approval in advance by a Supervisor will still be 

paid at overtime rates (if applicable) but may result in discipline to the employee up 

to and including termination.  

 

Only non-exempt employees who work more than 40 hours in a workweek will receive 

overtime pay at one and a half times their regular rate of pay.  Overtime pay is based 

on hours worked, which shall not include any holiday, paid time off (“PTO”), or other 

benefit time (jury/witness duty, bereavement) for purposes of overtime calculations. 

Leave From Work Bank  

If an employee does not use their annual allotted number of leave days, the unused 

days will be banked for use in future years. Up to 30 days will be banked for each 

employee. After the employee has accumulated a Leave day Bank of 30 days, at the 

end of the year the employee will be paid for any days in excess of 30 that are not 



  Page 92
   

Employee Handbook   │August 2021 

used. Paid rates are $100 per day for certified staff members and $50 per day for all 

other staff members.  

 

Upon separation of employment, unused accrued leave days for the current year may 

be paid out. Should the separation be a result of a voluntary resignation of 

employment, payout of leave days is contingent on providing a minimum of two 

weeks’ notice.  If unearned leave days have been taken in excess of what has been 

accrued, this amount may be deducted from the employee’s last pay.  If resignation 

from employment occurs in the months of August and September, the employee will 

only receive 50% of their accrued paid time off bank.   Vacation time is not paid out 

upon separation. For the purposes of minimum notice as listed above, the two weeks’ 

notice cannot include leave or vacation time.  

Emergency Shutdown Policy 

All employees with a regular schedule will be paid for unexpected shutdowns, power 

failures, and snow days if the day falls on a regularly scheduled work day. There may 

be a maximum number of days allotted for these reasons.   

Appearance 

Appropriate dress and personal hygiene are expected at all times.  Because employees 

perform a wide range of duties and work at a variety of locations, it is not practical 

to have uniform appearance guidelines.    

  

However, employees should keep in mind that they are seen as representatives of the 

Company and role models for the people served by the Company.  The following rules 

apply in all situations at Company owned locations, at locations assigned as part of 

employment with Company, or during Company work hours: 

 

• There should be no gap between a shirt and pants, shorts, dresses, or skirts 

when standing or sitting. 

• Cleavage should never be shown. 

• When shorts are worn they should reach the mid-thigh or longer. 

• Clothing with potentially offensive or controversial messages is prohibited.   

• Clothing which is dirty, ripped, unprofessional or provocative in nature is 

never appropriate.   

• Tops should have straps that are no less than 1 inch wide.  

• Any facial coverings or PPE required for the specific position must be worn 

appropriately. 

 

The Company reserves the right to send an employee home on unpaid time to change.  

Requests for modification to the dress code are available for persons observing 

sincerely-held religious beliefs or to accommodate treatment for a diagnosed medical 

condition. 
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Reimbursements and Expense System 

From time to time, Company employees may be required to travel in order to conduct 

business, host business meetings or events, attend conferences and/or training 

classes on behalf of the Company and at its expense.  Reasonable time for attendance 

at professional conferences, meetings or educational workshops may be allowed by 

Management, and considered part of the worker's training and responsibility.   

 

Reimbursement for conference fees and other conference-related expenses is very 

limited and can be approved only by the Building Leader. 

Expense Reimbursements 

All requests for expense reimbursements, regardless of amount, must be submitted 

within two (2) weeks of the end of the applicable work year.  Separated employees 

must submit expense reimbursement requests within two (2) weeks of the final day 

of employment.  No expense reimbursement requests will be honored or paid after 

that date. 

 

Requests for expense reimbursements must be submitted to the Supervisor.  Detailed 

explanations must be presented when receipts are lost.  Under no circumstances may 

employees approve their own expenses or approve expenses of a Supervisor to whom 

they report.   

 

To avoid the decision to withhold reimbursements because an expense is determined 

to be inappropriate or extravagant, employees should obtain Supervisory approval 

prior to entering into binding agreements or purchases.  Moreover, employees should 

never enter into any binding agreement or purchase on behalf of the Academy, unless 

previously and expressly authorized in writing by the Building Leader. 

 

Requests for reimbursements will be processed within a reasonable period of time 

after all necessary approvals have been obtained. 

Mileage 

Reimbursement for use of the employee's own car for Company business is paid only 

when such use is authorized by the employee’s immediate Supervisor.  Mileage 

incurred based on authorized use of an employee’s personal car shall be paid at the 

standard IRS mileage rate. Mileage to and from the employee’s home is not 

reimbursable, with limited exceptions (e.g., if employee leaves from home to a remote 

work site, the mileage will be paid to the extent the mileage incurred is more than 

the employee’s typical commute to work).   
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Transfer Policy 

Employees may seek employment at another CS Partners partnering entity.  The 

transfer may be immediate, upon separation due to layoff, or if a break in service 

occurs. Defined are the responsibilities of the Building Leader and the transferring 

of employees.  

 

Building Leaders shall not seek out current employees at other CS Partners 

academies for vacant positions within their own academy.   

 

If any employee is seeking a position with another CS Partners partnering entity, the 

new potential Building Leader must notify the current Building Leader.  A 

conversation regarding the potential transfer shall occur between two leaders. The 

Building Leader must consider all other candidates for the open position in addition 

to the employee wanting to transfer.  

 

Additionally, the transferring employee shall notify their current Building Leader of 

their interest to transfer to another academy.  If the transferring school offers 

employment, the transferring employee must provide two weeks resignation notice to 

their current academy/assignment If the employee fails to provide two weeks’ notice, 

only half of their accrued leave day balance will transfer to their new 

academy/assignment.   

 

If a previous Partner Solutions employee has a break in service and in the future, 

seeks employment at another CS Partners academy, the Building Leader must 

contact their Human Resources Manager as well as the previous Building Leader for 

a reference check.  The reference check is to ensure no prior counts of poor 

performance, misconduct or other issues were present at the previous academy.  

 

In an effort to retain Partner Solutions staff members, the Human Resources 

Manager will work with Building Leaders to help place previously laid off staff 

members in vacancies at other academies.  Staff will only be recommended for 

reassignment if they had not had any previous performance deficiencies or concerns. 

About Clara B. Ford Academy 

Clara B. Ford Academy (CBF) is an all-female school offering education to current 

and former residents of Vista Maria. A small number of the students live in the 

community and are part of the Continuing Student Program (CS). 

 
Mission Statement: Clara B. Ford Academy’s mission is to engage our students with 

a multifaceted approach offering new beginnings aimed at recovery, change, and hope 

in a safe, trauma-informed environment that will enable them to function as 

contributing adults with twenty-first century skills. 
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Vision Statement: Our environment purposefully addresses the needs of the whole 

child while inspiring a passion for lifelong learning that leads to the realization of 

dreams. 

 
Clara B. Ford Academy Core Values: Education is a critical key to reaching life’s 

goals. To that end, we commit ourselves to create a safe environment that: 
• Respects the dignity of all individuals including yourself 
• Provides a quality educational opportunity that is appropriate for each student 

regardless of capacity or background 
• Values our interdependent collaboration o best educate our students 
• Fosters creativity, imagination, and fresh ideas 
• Enables our students to develop social and life skills to be successful 
• Promote ethical development, life skills and positive community behavior 

 
Touchstone and Core Values: Clara B. Ford Academy’s caring learning community 

is built on a foundation of: Safety, Respect, Leadership, Innovation, and Integrity. 

Incorporated in the CBF mission are the following core values: 
• Academic achievement and creativity 
• Respect for self and others 
• Diversity 
• Integrity 
• Teamwork 
• Innovation 

 
Core Goals: 

• To create a learning community that helps students enhance their self-

confidence, be continuous learners, and build positive and satisfying 

relationships within their communities. 
• To teach students how to participate in making decisions using effective 

methods including comparison, patterns and analytical thinking strategies. 
• To encourage outstanding academic performance for each student and 

recognize that academic success is only one factor shaping a well-rounded 

individual. 
• To foster a strong work ethic through persistence and determination that is 

modeled and reinforced by adults. 
• To assist in monitoring emotional regulation that is frequently a byproduct of 

trauma experience(s) 
• To create and maintain a positive learning environment for all students. 

Teachers, administrators, Student Advocates and students must assume a 

responsible role in promoting behavior that enhances academic and social 

success. Demonstrate courteous, respectful and responsible behavior that 

fosters a positive climate for the learning community. 
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• To adapt and utilize a trauma-informed perspective in order to help each 

student succeed behaviorally and academically. 

Boundary Invasion  

Due to the nature of a Strict Discipline Academy, maintaining effective and 

appropriate staff-student boundaries is of paramount importance. The maintenance 

of these boundaries is not only a key element in protecting vulnerable students, but 

to protect staff and the Academy as well. Actions taken with purely innocent intent 

may easily be misconstrued or viewed without context or may be upsetting to students 

or advocates. 

 

Strict Discipline Academy Staff are therefore prohibited from: 

1. Giving out their own or another staff member’s personal contact information 

to students without Building Leader Approval. 

2. Buying, selling, or receiving gifts or items from or to students without a 

legitimate educational interest. 

3. Discussing or otherwise involving themselves in a student’s family issues or 

relationships outside the scope of Academy curriculum, including issues of 

student custody, legal status or adjudication proceedings. 

4. Instigating or responding to communication outside educational purposes with 

any student or former students, whether via social media or other means, 

without Building Leader Approval. 

Cell Phones 

Faculty personal cell phones should be turned off during working time. Personal use of cell 

phones including, but not limited to texting, instant messaging and social networking, is 

prohibited during instructional and Professional Development times. Personal use of cell 

phones could be used during non-instructional time.  

Certification and Training  

It is the responsibility of all teachers and licensed staff to be aware of their 

certification, permit or license expiration date and to complete the requirements 

needed for renewal or approval of their certification, permit or license. Please notify 

the Building Leader and Partner Solutions when you have renewed your certification, 

permit or license. 

Classroom Assignment  

Faculty will be assigned a classroom or area to maintain throughout the school year. 

It is expected that the assigned faculty be responsible for its cleanliness and upkeep 

of equipment in the assigned area. Any damages should be immediately reported to 

the Building Leader.  
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Conferences 

Faculty is expected to contact Student Advocate at least once a quarter, via 

PowerSchool, email, letter, or phone call to keep Student Advocate aware of any 

concerns. All Student Advocate contacts should be documented and presented to the 

school leader upon request. It is important to keep student logs up to date. Student/ 

Teacher conferences will be held to assist with building a greater level of rapport 

between students and faculty. Student/ Teacher conferences will also be held to assist 

students with taking greater interest in their academics.  

Confidentiality 

Due to the nature of this facility, the information about the residents is highly 

confidential and protected by their placement here. Please be mindful of when you 

talk about a student and who may overhear the information. All conversations about 

a student should be done in a confidential and professional manner— discussions in 

public areas are discouraged. 

 

Faculty should be aware that use of student’s full names is restricted to school 

records. Pictures of students are prohibited unless approved by the Building Leader. 

Confidentiality of all student records is restricted to personnel with a legitimate 

educational interest. Faculty is expected to respect and maintain the confidentiality 

of such records and information, both within and outside the Academy. 

Emergency Information  

It is the faculties’ responsibility to ensure that their emergency contact information, 

including a secondary contact person, is completed and filed in the school office. If an 

emergency occurs, we need current phone information to reach your emergency 

contact as quickly as possible. At the end of the year, summer contact information 

must be left with School Leaders. 

Personal Items  

Employees are encouraged to not bring or wear expensive items to work. Please 

utilize good judgment in the items that are worn or stored at work. CBF will not be 

liable for items lost or damaged.  

Release of Student Information 

Due to the nature of our facility, releasing student information must be done in a 

mindful manner and in alignment with CBF and Vista Maria policies.  

 
Other situations may arise when a Student Advocate is working with an outside 

agency to provide intervention services for their students (psychological testing, 
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medical reviews, counseling services, etc.) These agencies often will request that CBF 

personnel (especially teachers) complete and submit various forms about a student. 

Prior to completion and submission of forms, all such requests must be directed to the 

CBF School Social Worker. This procedure also applies to other public and private 

schools that send specific forms for completion by faculty. 

 
Under the Uninterrupted Scholar Act (USA), educational agencies and institutions 

may now release a student’s educational records, under court order, without notifying 

the Student Advocate, if the Student Advocate is involved in a court proceeding 

regarding child abuse and neglect or child dependency, and the court order is issued 

as a result of those proceedings. 

Return of Academy Property  

All faculties are expected to return Academy property before leaving employment at 

the Academy. Such property includes, but is not limited to, cell phones, Entrance 

Button, ID’s, keys, laptops (students and faculty), curriculum & professional 

development books. If the employee signed an equipment/cell phone use agreement, 

all equipment and/or cell phones identified on the agreement must be returned, along 

with other Academy property. Lost property will be reimbursed by employees at 

replacement costs. 

 
Books (and or resources) distributed for Professional Development and curriculum 

are expected to be left in the building unless permission obtained from the Building 

Leader.  

Review of Instructional Materials and Activities 

Administration reserves the right to review any instruction; materials and observe 

instruction in any classroom, at any time. 

Student Attendance  

Faculty must take attendance within the first ten (10) minutes of every class period. In 

classrooms without internet access, attendance must be taken manually and entered into 

PowerSchool twice daily at lunchtime and before leaving at the end of the day. Students with 

three or more consecutive days absent must send an email to Trauma Service Coordinator 

(TSC) and VM School Supervisor (VMSS) until they receive a note from Administration that 

an educational plan has been developed.  

 
Tardies will be initially addressed by the teacher. A pattern of tardiness needs to be brought 

to the attention of appropriate school personnel; e.g., School Social Worker, Building Leader. 
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Student Records 

CBF maintains many student records including both directory information and 

confidential information. Educational records of our students are safeguarded by 

policies of Federal legislation entitled Family Educational Rights and Privacy Act of 

1974 and Michigan law. 

 
You are expected to maintain the confidentiality of such records and information both 

within and outside of the Academy. All records containing personally identifiable 

student data should be protected at all times. Computers with access to student 

information should be switched off or put into password protected mode when not in 

use. Portable student information/files should be kept locked at all times. 

Communication of personal and educational information regarding students, Student 

Advocates, faculty or administration must be regarded as confidential. 

 
When submitting an educational record containing personally identifiable 

information as part of a request or report complying with the law, Academy faculty 

must transmit such information at a secured location via a secured network. If the 

information cannot be transmitted via a secured network, then the information must 

be encrypted using established Academy procedures. 

 
Volunteers must not be privy to confidential information in the course of their duties 

assigned to them (such as, but not limited to, copying, report cards, etc.) 

 
Any questions regarding confidential information should be directed to the Building 

Leader. 

Students and Youth in Transition 

It is the policy that students who meet the Federal definition of students and youth 

in transition have equal access to the same free, appropriate public education as 

provided to other students. These students are given meaningful opportunities to 

succeed at the Academy. The Board annually appoints a McKinney-Vento Homeless 

Liaison to perform all duties as legally required. The Academy’s Homeless Liaison is 

the Academy School Social Worker. 

 
The Academy is committed to ensuring that there is no barrier to enrollment, 

attendance or the success of students and youth in transition. In addition, children 

and youth in transition will not be discriminated against, stigmatized or segregated 

on the basis of their status. 

 
CBF’s Homeless Liaison collaborates and coordinates with state coordinators, 

community service providers and school personnel responsible for the provision of 

education and related services to students and youth in transition. If you notice any 
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of the common signs of homelessness or have any other information that is pertinent 

to a student’s living arrangement, contact the social worker. 
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Suicidal Behavior  

If any faculty member becomes aware of a student threatening suicide or exhibiting 

self-destructive acts; revealing suicidal thoughts to peers; writing or drawing about 

suicidal thoughts, take the threat seriously and assume that a dangerous situation 

exists. Contact School Social Worker or CBF administration immediately. 

 
Suicide risk factors include, but are not limited to: 

• A history of previous suicide attempts, depression or other mental illness 
• Family history of suicide 
• Alcohol or drug use 
• Stressful life event or loss 
• Easy access to lethal methods 
• Exposure to suicidal behavior of others 
• Being the victim of a bully 

 
Suicide warning signs include, but are not limited to: 

• Threatening to hurt or kill oneself; talking about wanting to do so; or seeking 

the means to do so 
• Feeling of hopelessness, rage or uncontrollable anger 
• Acting recklessly or engaging in risky activities 
• Feeling trapped 
• Increasing alcohol or drug use 
• Withdrawing from friends, family and society 
• Feeling anxious, agitated or unable to sleep, or sleeping all the time 
• Experiencing dramatic mood changes 
 

In all cases of attempted suicide or threatened suicide (including threatening talk, 

notes, drawings, or behavior, and in the cases of actual injury), the students' safety 

and welfare is of utmost importance. 

 
If a true suicide threat or attempt is determined by the administration/School Social 

Worker, the Academy faculty shall call 911 and request emergency medical 

assistance and law enforcement; School Leader or Designee will call the student’s 

Student Advocate; Ferris State, Vista Maria, and CS Partners. 

 
The student will be removed by ambulance or police car for an in-patient evaluation. 

Keep the student safe and under close supervision. If possible, try to isolate the 

student from peers. Designate one or more faculty members to stay with and support 

the student in crisis while help is being sought. 

 
Faculty should try to determine if any weapons (or anything that could be used as a 

weapon) are nearby to the student. If possible, try and remove any such objects. 
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Faculty members on scene should try to calm the student and others by reassuring 

him/her that they are concerned for his/her welfare. Make sure that any questions 

asked are nonjudgmental. 

 
The Building Leader or his/her designee will consult with emergency medical 

personnel and/or law enforcement on scene to obtain a recommendation. After 

determining where the student is being taken, ensure that the parent is notified 

immediately of that destination. 

 
Once intervention is complete, the Student Advocates should be provided with 

information for agencies or resources that can assist them. The Building Leader 

should explain that a designated school professional will follow up with student 

advocates and the student regarding arrangements for medical and/or mental health 

services. 

 
Academy faculty should establish a plan for periodic contact with the student while 

away from the Academy. Academy faculty should make arrangements, if necessary, 

for class work assignments to be completed at home. If the student is unable to attend 

school for an extended period of time, Academy faculty will determine how to help the 

student complete his/her requirements. 

Lesson Plans  

Lesson plans should follow CBF policy and format. Teachers submit weekly lesson 

plans. 

 

Emergency Sub Plans 

Sub Plans that are used in the case of unexpected absences 

• Every teacher must have 10 days worth of emergency sub plans readily 

available (replenish as you go through/use them). 

• Follow the “lesson plan requirements”. 

• All copies needed for the lesson must be included with your lesson plan. 

• All materials needed for the lesson must be accessible in your classroom. 

Substitute Lesson Plan (emergency and scheduled) Requirements  

When there is a substitute teacher in the classroom (planned or unplanned) a lesson 

plan must be readily available. (Written plan included with each of your 10 days of 

emergency sub plans). The following are the minimum requirements for substitute 

(emergency and scheduled) lesson plans: 

• A substitute letter describing your schedule (including lunch times) and any 

rules that you expect your students, the TA, and the sub to follow, including 
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but not limited to the school-wide non-negotiables.  You may want to include 

your TA expectations as well). 

• Daily learning objective for the lesson(s) 

• Procedure for the day(s), including a description of what the students are doing 

and how they are going to do it. 

• Materials needed and where those materials are located. 

• Copy of current seating chart(s). (If you have assigned seats in your class.) 

Movies 
Faculty must use very precise judgment as to whether the videos that they are 

showing are appropriate and sensitive to the students. Videos, movies, “You Tube” 

movies, DVD’s, etc., containing any questionable language, obscure messages, 

swearing, slang terms, inappropriate pictography, sex, violence, and/or gangs or R 

Rated are prohibited. Videos, movies, DVD’s, etc. that have been copied or 

“bootlegged” are not permitted at CBF. Videos or DVDs, etc. that have a rating 

beyond PG are not permitted without prior approval. 

 
Videos, movies, “You Tube” movies, DVD’s, etc. must have educational content 

and/or serve an educational purpose and last no more than 5 minutes. If exceeds 

this limit, faculty must receive permission by School Leader/designee to show any of 

the above during class times. All should have an academic benefit and be supported 

by lesson plans.  

 
Entire Movies are not permitted unless written consent from School leader or a part 

of school-wide activity. Only excerpts may be shown after pre-approval by the 

Administration and have student engagement activity included. 

Expenses 

Please be mindful that approval from the School Leader should be obtained before 

faculty spends their own monies or risk the possibility that you will not be 

reimbursed, this includes travel expenses. Also note that taxes will not be reimbursed 

– faculty is to use the tax-exempt number for purchases. Faculty must complete a 

reimbursement form with receipts in order to receive reimbursement for school leader 

approved Academy related expenses. 

Faculty Hours: Check-In and Check-Out Procedures 

The following schedule outlines the expected timeframe for a typical work day at 

CBF: 
Arrival: Faculty must arrive by 7:45am. Staff should be standing by their classrooms 

or in hallways no later than 8:07am to greet students and assist in hall monitoring. 

If an employee will be reporting to work after 7:45am, it is required that they text the 

Building Leader and email or text the Sub Coordinator by 6am. 
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Food Policy 

On occasions it is acknowledged that food may be distributed outside of the lunch 

period. Please obtain administration approval. Please be mindful that we are 

encouraging healthy food consumption. Faculty must be aware of student food 

allergies during classroom events. If necessary, keep food in storage containers in the 

classroom, and please make sure that excess is properly disposed of and the room is 

clean. No glass containers.  

 
Communal refrigerator, microwave, and coffee machine are located upstairs in Vista 

Meadows. If you wish to bring in your own appliance, you must have school 

administrator’s permissions. This may also be dependent upon Vista Maria’s 

maintenance recommendations due to power availability. 

Grading Policy and Grade Book  

Grade Point Average 

Each student’s report card will indicate a grade point average for that term. CBF uses 

the 4-point grading system for all purposes. GPA is formulated by adding up the total 

number of points received, based on the percentage score received in the class, divided 

by the number of classes taken. The following values have been assigned to each letter 

grade: 

 

Letter Grade Point Percentage  
A 4.00 93 – 100  
A- 3.75 90 – 92  
B+ 3.25 87 – 89  
B 3.00 83 – 86  
B- 2.75 80 – 82  
C+ 2.25 77 – 79  
C 2.00 73 – 76  
C- 1.75 70 – 72  
D 1.00 60 – 69  
P -- Pass  
I -- Incomplete  
NC -- No Credit  
NE -- Newly/Recently Enrolled 

 

Incomplete 

When, in a teacher’s opinion, illness or other valid reasons have interfered with the 

student’s ability to meet class deadlines, an Incomplete may be assigned rather than 

a grade. In such cases, each student will have three weeks to complete the work. 
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Failure to comply with this condition or make other administratively approved 

arrangements will result in a failing grade. 

 

No Credit 

A grade of “NC” or “No Credit” is automatically assigned when students earn below 

60%. 

 

New Enroll 

A grade of “NE” is automatically assigned when a student has not been enrolled in 

the class long enough to earn credit. 

 

Quarterly Grades 

For a student to receive a passing grade for the quarter, she must demonstrate 

proficiency in at least 60% of the essential skills and core content identified in the 

course syllabus. 

 

Progress Reports 

At the discretion of the teacher or at the request of Student Advocate, progress reports 

will be given. 

 

Report Cards 

The students will receive report cards within a week of the conclusion of each quarter. 

Homebound Assistance  

CBF personnel are responsible for providing Homebound services within three (3) 

school days after being notified. A physician, hospital, or treatment facility must 

provide written documentation that a student will be home bound with an illness or 

hospitalized for a period longer than five (5) consecutive school days. 

 
Homebound teachers will be reimbursed for time when it occurs after staff reporting 

hours. Volunteers will be solicited; otherwise, school leaders will assign tasks to a 

certified teacher. 

 
A Homebound plan will be designed with input from student advocate, student, 

School Counselor, faculty, and School Leader, as appropriate. The Homebound 

teacher should check with the student’s current teachers to coordinate 

instruction.  The Academy is responsible for the content of the instruction, providing 

textbooks and other materials related to the instruction, providing assignments and 

grading. 

 
The Homebound teacher must provide a general education student two 45 minute 

periods of instructional service per week. A student with an individualized education 

programs (IEP), instead of two 45 minute sessions, shall receive a minimum of two 
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(2) nonconsecutive hours of instruction per week. The two one hour sessions for a 

special education student may be on the same day, but there must be an adequate 

break between the sessions. 

 
The student must make regular progress toward his/her credits during the term by 

the regular completion of assigned work. Any exception from the plan needs a written 

excuse from a medical professional. Failure to complete the homebound plan as 

agreed will result in the student losing credit and possibly being dropped from the 

Academy. 

Identification, Entrance Buttons and Keys  

Faculty will be issued a CBF faculty identifications (ID) and be provided an Entrance Button 

from Vista Maria. Since the building and facilities are secured, designated faculty will be 

issued keys to access the doors and locked cabinets. These keys must be monitored carefully. 

 
The following procedures must be followed regarding these items: 

• Faculty must sign a form indicating receipt of keys, ID, and other IT equipment (e.g., 

computer, phones) 
• Faculty must sign a form from Vista Maria regarding Entrance Button. 
• Faculty must park in Academy designated parking spaces 
• Under no circumstances are Entrance Button, keys or IDs to be given to students or 

other personnel. 
• Duplication of keys is strictly prohibited without proper authorization. 
• Under no circumstances are keys to be given to students or other personnel. 
• Keys and IDs will be collected at the end of the year or whenever requested by the 

School Leader. 
• Immediately report missing or stolen car tags, keys and/or IDs to the administration. 

Replacement costs: 
o $10 fee will be charged for each key 
o $25.00 for an ID 
o $25.00 for Entrance Button 

Injury and Illness  
All incidents (faculty or student) require that an accident/injury report be completed 

within 24 hours with all pertinent information detailed. At least one copy of the 

incident report should be available in the school office. 

 
Faculty 
If a faculty member becomes ill during the day, they must talk with School leader 

before leaving the classroom and building to ensure proper coverage. If a faculty 

member is injured at work, they must notify the School Leader immediately and 

follow the steps in the work injury guide. 

 
Student 
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If a student is injured, this must be reported immediately to the School Leader and 

Vista Maria School Supervisor. The incident should be documented and turned into 

School Administrator. 

 
All faculty members should be familiar with emergency procedures including fire and 

tornado drills, lock-down procedures and accident reporting procedures. Should a 

student be aware of any dangerous situation or accident, he/she must notify any 

faculty person immediately. Student safety is a responsibility of the faculty. Contact 

the main office if a student is ill or injured. 

Visitors 

All visitors should call the school before arriving on the Vista Maria campus so 

arrangements can be made to pass through Vista Maria security. Vista Maria 

security will direct visitors to Clara B Ford. Children accompanying visiting student 

advocates must be directly supervised at all times inside the school building, in the 

parking lot and on the walkways 

 
All visitors must enter through a designated entrance and go through 

security screening. If security is not available, any faculty member may conduct 

such security screening. Visitors must then proceed directly to Clara B. Ford office 

(room 114), register with administrative assistant, and receive a Visitor badge. This 

badge must be displayed prominently at all times, and returned upon exiting the 

building. Visitors will then be directed to the appropriate room. 

 
Visitors, including Student Advocates, who are registered sex offenders, are required 

to notify the School s before they visit the Academy and to strictly comply with all 

applicable school safety legislation. All registered sex offenders, including student 

advocates must safely and expeditiously drop off students and pick them up during 

the prescribed times for drop off and pick up and then promptly and safely exit the 

Academy premises. The School Leader or designee may be contacted for any questions 

or for further information. 

 
The Academy strictly prohibits visitors from possessing, storing, making, or using a 

weapon in any setting that is under the control and supervision of the Academy for 

the purpose of school activities. These settings include Academy-sponsored events 

(both on and off Academy property and traveling to and from such events), Academy 

premises (leased, owned or used by the Academy), Academy vehicles, and at any 

activity authorized or approved by the Academy. Any person who violates the policy 

will be referred to law enforcement. Visitors, who are rowdy, commit a verbal assault 

on the premises, or who are otherwise disorderly, will be asked to leave the premises; 

this type of behavior is unacceptable. 
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Since the safety of the buildings is everyone’s responsibility, all faculty members are 

to ask visitors without badges to report to the school office, room 114. Recommended 

language to address visitors without a badge: “I will be happy to assist you, but you 

must sign in at the office and get a visitor badge.” Faculty Personal Visitors must 

have approval of CBF Administrator BEFORE bringing friends or relatives to the 

Academy. 
 


