
 
 

1 
 

 

 

 

 Clara B Ford 

Academy 

 

Employee Policy & 

Procedure Handbook 



 
 

2 
 

 

WELCOME TO MEP SERVICES 

Dear Friend,  

I want to welcome you as an employee of MEP Services.  We are happy that you have chosen 

to join our team. 

At MEP Services, our mission is to provide high quality and efficient human resources services 

to public school academies and other businesses working with CS Partners.  This includes 

payroll services, benefit services, certification and background checks, and assistance with 

employment problems as they arise.  Our goal is to provide an efficient service to our 

employees, the schools and businesses we serve so that the goal of educational excellence can 

be achieved. 

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

Management and its employees.  I hope you will find it fair and supportive.  It certainly cannot 

define all of what we will enjoy together.  If at any time you have questions about the content of 

this manual, please consult our Human Resources office.  If at any time you have a problem 

that you want my help with, please schedule a time to talk with me. 

 

 

Sincerely, 

Carlie Lockwood 

Vice President 
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ABOUT THE HANDBOOK 

This handbook is intended to serve as a practical guide to MEP Services’ personnel policies and practices.  

However, it is only a summary compiled for the convenience of teachers and staff; it is not intended to cover all 

topics or circumstances. 

It is the general policy of CSP Management (“MEP Services”) to retain its management prerogative to make all 

decisions in the interest of MEP Services , acting through its President, will make all decisions in its sole and 

exclusive discretion, including the interpretation of MEP Services ’ policies, plans, and practices.  

MEP Services is an at-will employer.  This means that the employment relationship may be terminated at any 

time, with or without cause or notice by the employee or MEP Services. No supervisor, manager or representative 

of  other than the President acting on behalf of MEP Services , has the authority to enter into any agreement 

contrary to the at-will employment relationship and such an agreement, if entered into, must be in a writing 

signed by the President and the employee and must specifically modify the at-will relationship.  Any prior 

understandings or agreements of continued employment, except a written one as described above, are 

superseded by this policy.   MEP Services must demonstrate flexibility in the administration of policies and 

procedures and reserves the right to modify, rescind or deviate from those policies and procedures when such 

action is deemed necessary by MEP Services.  Notwithstanding the foregoing, the “at-will” employment policy can 

only be modified as described above. 

Nothing in any policy, plan, rule, employment application, employee handbook or similar communication of any 

type is intended to create, nor should it be construed to constitute an employment contract between and anyone 

or all of its employees.   

Nothing in any policy, plan, rule, employment application, employee handbook, or similar communication of any 

type is intended to create, nor should it be construed to diminish the due process or other constitutional rights, if 

any, that are applicable to any person employed by MEP Services. 

EQUAL OPPORTUNITY EMPLOYMENT 

Nondiscrimination 

MEP Services is an equal opportunity employer and abides by all applicable federal, state and local regulations 

regarding fair employment practices.   MEP Services does not discriminate contrary to law against an employee on 

the basis of race, age, religion, color, sex, national origin, military status or application, disability, height, weight or 

marital status or on any other basis protected by state, federal, or other applicable law.   

MEP Services will comply with the Genetic Information Nondiscrimination Act of 2008 (GINA) and applicable state 

law which prohibits discrimination in health coverage and employment based on genetic information.   

Applicant or Employee Disabilities 

MEP Services will comply with applicable federal and state law protecting the disabled.  MEP Services will make 

reasonable accommodations for employees with disabilities, to allow access to facilities and employment 
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opportunities, as required by law.  An individual who believes he or she has a protected disability and is otherwise 

qualified under the law and who requires accommodation to perform the essential functions of his or her job 

should notify the Human Resources Manager. 

Reasonable Accommodation for Disabilities under Michigan Law 

Under Michigan law, applicants and employees have 182 days from the date they knew or should have known 

that an accommodation was needed, to file a written request for such accommodations.  If the 

applicant/employee fails to do so, his/her legal rights under Michigan law may be affected.  Requests for 

accommodations should be directed to the Human Resources Manager. 

HEALTH CARE, RETIREMENT AND ADDITIONAL BENEFITS 

The benefits listed in this handbook are an overview of what is presently offered. Eligibility to participate depends 

on the terms of the plan. The terms of the plan documents control ?all rights and obligations of the company and 

its employees. MEP Services reserves the right to add, change, modify, or eliminate any fringe benefit subject to 

federal and state law. See the Insurance Summary for a complete list of insurance plans provided by MEP Services. 

401K Retirement Plan 

Details of the plan, including contribution limits and other features, are provided for employees in the Benefit 

Guide available online at mepservices.com. 

Insurance Eligibility 

Please see the Benefit Guide available online at mepservices.com for insurance eligibility. There is a 30-day 

waiting period for new employees who meet the eligibility requirements listed in the Benefit Guide. 

Insurance Plans 

The open enrollment date for all insurance plans is July 10th through August 10th of each year. Employees can 

enroll or make coverage changes to their insurance coverage during open enrollment. Changes of coverage can 

also take place when there is a change of family status or loss of coverage elsewhere. Plan summaries and details 

will be provided to employees prior to open enrollment each year. 

 

PAY RATES 

All staff will receive a Base Pay rate prior to their first day of work at MEP Services.  This rate will either be an 

hourly, daily, or salary rate depending on the position.  The Base Pay is for a standard amount of hours and weeks 

worked per year.   

Salaried employees will receive a salary worksheet prior to their first day of employment and at the beginning of 

each year.  This worksheet is an estimate of what the employee will receive financially throughout the year.   

Any wage or salary figures provided to an employee in annual or monthly terms are stated for the sake of 

convenience or to facilitate comparisons and are not intended and do not create an employment contract. 
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Normally, a pay increase will be set for all employees before the start of each school year.  

Pay days for all staff will be the 1st and 16th of each month.  If a payday falls on a holiday or weekend, your pay 

will be deposited on the last working day prior to the holiday or weekend.  Direct deposit is mandated for all 

employees. If an employee chooses not to use direct deposit, they will be issued a pay card. Pay stubs can be 

found online, specific details are given to employees upon hire. 

Employees must notify in writing within 2 weeks of the date of the check if there is a discrepancy in their 

paycheck. 

Exempt Employees 
Exempt Employees are generally assigned to management, administrative, professional, supervisory positions; 
including any employee employed in the capacity of academic administrative personnel or teacher in elementary 
or secondary schools, by the nature of their assignments, are exempt from overtime pay requirements according 
to the Fair Labor Standards Act. Exempt employees are paid a salary, which is not based on specific hours worked. 
Exempt employees are required to report use of vacation, sick/personal time in half or full day increments. 
 
Non-Exempt  
Non-exempt employees generally perform operational functions such as routine clerical duties, maintenance 
work, and checking and inspecting equipment; including any employee employed in the capacity of assisting 
teachers or administrators of elementary or secondary schools. Employees classified as non-exempt are subject to 
the provisions of State and Federal wage laws. Non-exempt employees are required to keep a record of hours 
worked each day (FLSA, 29 CFR Part 516). 
 

Non-Exempt Salary Employees 
Non-exempt, salaried employees receive the same salary from week to week. This arrangement is 
advantageous for the non-exempt employee to receive the same pay throughout the year regardless of his or 
her schedule. Overtime will be paid for hours worked over 40 hours per week.  
 
Non-Exempt Hourly Employees 
Non-exempt, hourly employees are paid an hourly base rate for actual hours worked and are eligible to 
receive overtime pay when authorized to work the extra hours by the school leader/supervisor. 

Exempt Employee/ Salary Basis 
Exempt employees that are required to be paid on a “salary basis” to be exempt may file a complaint as set forth 
below if they believe that their salary was not properly paid. A salary basis is regularly receiving a predetermined 
weekly amount (payable weekly, bi-weekly, monthly or as otherwise allowed by law) that is not subject to 
reduction because of variations in the quality or quantity of the work performed. 
 
Subject to the exceptions outlined below, the employee will be paid on a salaried basis the full salary for any week 
in which the employee performs any work without regard to the number of days or hours worked. Exempt 
employees will not be paid for any workweek in which they perform no work; paid leave time has been provided 
for this purpose. 
The exceptions are as follows: 

a. Absence from work for one or more full days for personal reasons, other than sickness or disability. If an 

exempt employee is absent for one and a half days for personal reasons, can deduct only for the one full-

day absence; it cannot reduce salary for partial day absences. If, however, the employee has accrued but 

unused Leave from Work Days available in accordance with Leave from Work policy, can charge the 
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employee’s Leave from Work Bank for partial day absences and, the employee may use Leave from Work 

Days, if available, for full day absences. 

b. Absences of one or more full days occasioned by sickness or disability (including work-related accidents) if 

the deduction is made in accordance with another policy provided by under its Leave from Work policy or 

disability plans which provide compensation for loss of salary occasioned by such sickness or disability 

(regardless of waiting periods,) will not pay any portion of the employee's salary for full-day absences for 

which Employee receives compensation under the plan, policy, or practice. Deductions for such full-day 

absences also may be made before the employee has qualified under the plan, policy or practice, and 

after the employee has exhausted the leave allowance there under. If, however, the employee has 

accrued but unused Leave from Work Days available, can require that the employee use that time for 

partial day absences occasioned by sickness and disability and, the employee may use Leave from Work 

Days, if available for full day absences before short and long term disability leave time is available. 

c. MEP Services can offset any amounts received by an employee as jury fees, witness fees, or military pay 

for a particular week against the salary due for that particular week without loss of the exemption. 

d. Infractions of safety rules of major significance. 

e. Unpaid disciplinary suspensions of one or more full days imposed in good faith for infractions of 

workplace conduct rules in accordance with written policies. 

f. MEP Services may pay a proportionate part of an employee's full salary for the time actually worked in the 

first and last week of employment. In such weeks, the payment of an hourly or daily equivalent of the 

employee's full salary for the time actually worked will meet the requirement. 

g. MEP Services is not required to pay the full salary for weeks in which an exempt Employee takes unpaid 

leave under the Family and Medical Leave Act. 

 

If an employee believes that has violated this policy in any way, the employee may file a written Complaint with 
Human Resources. If it is determined that improper deductions have been made, the employee will be 
reimbursed for any improper deductions. 

Overtime 

Overtime will be paid at time and a half for all hours worked over 40 in one week for employees that are not 
considered “exempt”. Professional development for non-exempt staff worked in excess of 40 hours in one week 
will be paid or the equivalent time off will be give during the same week. “Exempt” employees are defined as 
salary employees earning over $455 per week, and that meet the exempt classifications of Administrative, 
Executive, Managerial, or Professional employees. 

Overtime should only be worked when it is requested in advance and approved by the Supervisor or School 
Leader. If overtime is worked but not requested and approved in advance by the Supervisor or School Leader the 
employee may be disciplined and/or terminated. 

Non-required social events for staff are not paid and will not add to staff hours. 

Comp Time/Schedule of Working Hours 
 
The presence or absence of each employee is of critical importance to the successful operation of (the school). 
Therefore, MEP Services expects all of its employees to be on time, ready to begin work at the beginning of their 
day, and to work the full allotted time they are assigned each day. Employees are not allowed to perform work 
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(for pay) at home or away from the (the school) unless specifically authorized for each occurrence by their 
Supervisor.   
Non-exempt employees are not to work before or to continue working after their scheduled hours unless 
specifically authorized for each occurrence by their supervisor.  Non-exempt employees are not allowed to 
perform work while on scheduled non paid lunch break, unless specifically assigned by the supervisor.  
Attendance at (the schools) sponsored functions is not compensated unless the supervisor has required you to 
attend work at the function and has written approval from the school leader/supervisor to provide the 
additional compensation.  Employees violating these rules may be subject to disciplinary action up to and 
including, termination. 
 
Compensatory time off may be granted to exempt positions. There is no legal requirement or obligation of MEP 
Services to grant compensatory time off to employees. Comp time can be earned if pre-approved by the school 
leader/supervisor. This time should be tracked by the employee and used within the same pay period in which it 
is earned in increments of 4 hours or less.  The supervisor’s approval of request will constitute the granting of 
employee’s compensatory time. 
 
Supervisors may deny the request if the use of compensatory time will “unduly disrupt" the department's 
operations. 
 

BREAKS/LUNCHES 

Federal law does not require lunch or breaks; however your school leader/supervisor will work within your 
schedule to provide necessary breaks/lunches. Breaks and lunches are unpaid and not to be counted in the 40 
hour week. 

EMPLOYEE CHECKS 

In accordance with the Michigan General School Laws, all newly employed teachers, school administrators, and 

other individuals required to hold a State Board of Education certificate, permit or approval, must be 

fingerprinted and undergo a state and F.B.I. criminal records check through the Michigan Department of State 

Police.  

Employment is conditional upon a proper Michigan Teaching Certificate or license with proper endorsement for 
the age group in which the employee is assigned and a satisfactory background check. 
 

BENEFITS COVERAGE 

It is the policy of that hourly employees that elect benefit coverage must pay their employee payroll deductions 

for July and August benefits by June 16 or benefit coverage will end on June 30. 

Provided that you are asked to return, and choose to continue your benefits through the summer, you will have 

the option of prepayment through payroll deductions in April or May, but the deadline is June 16th. 

Contact your Benefit Coordinator to pay payment arrangements. 

In the event that you are a retirant under the Michigan Public School Employees Retirement System (MPSERS), 

working after you retire may affect your benefits.  MEP Services advises all retirants from MPSERS to obtain 

information regarding working after retirement from either the Office of Retirement Services or counsel.  
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 If you are a retirant under MPSERS, the reporting unit at which you are assigned may also be responsible for 

paying unfunded actuarial liability on your behalf.  While MEP Services may make payments to the Academy to 

offset this liability, _MEP Services shall not be liable to make any payments to MPSERS on your behalf based upon 

your employment with the Academyand/or assignment with a reporting unit.  Further, MEP Services shall not be 

liable to you for any fees or charges incurred under MPSERS.   

You also agree to reimburse, by payroll deduction, MEP Services for any fees, expenses or charges (over and 

above the offset payment made to the Academy discussed above) incurred by MEP Services related to your 

employment with the Academy or assignment to a reporting unit as a retirant under MPSERS.  In addition, it is 

agreed that MEP Services shall not be liable to you for any loss of retirement or health benefits suffered by you as 

a retirant under MPSERS as a consequence of your employment with the Academy or assignment with a reporting 

unit. 

For additional information visit the Office of Retirement Services website at www.michigan.gov/orsschools. 

WORKERS COMPENSATION COVERAGE 

In order to be eligible for wage loss benefits from workers compensation the injured employee would have to 

suffer “wage loss” for seven consecutive days (including weekends and holidays). If the employee is restricted to 

working four hours a day, or only has enough light duty for hours less than their normal schedule, the employee 

may be entitled to a partial wage loss benefit beginning on the eighth day. Wage loss can also result from working 

light duty at a lower rate of pay, working the same number of hours per week, but suffering wage loss due to the 

lower pay rate. Wage loss benefits are roughly 80 percent of your after-tax wages.  

If an employee has not suffered wage loss but is required to have follow-up appointments or treatments they 

must schedule those before work, after work or at a reasonable time as to not disrupt the workday schedule. If 

they cannot schedule their appointments or treatments at a reasonable time, and they have to take time off, they 

must use their leave/sick/personal time for the hours missed or this time will go unpaid.  

FAMILY AND MEDICAL LEAVE ACT (FMLA) 

All rights and obligations under the FMLA and this policy will be interpreted according to applicable law. 

MEP Services will grant eligible employees up to 12 weeks of unpaid leave during any rolling 12month period 

measured backward from the first day of the employee's FMLA leave for the following reasons:   

a. because of the birth of and to care for the employee's newborn child;  

b. because a child is placed with the employee for adoption or foster care;  

c. to care for the employee's spouse, child or parent with a serious health condition; or  

d. because of an employee's own serious health condition that prevents performance of his or her job 

functions   

e. because of “any qualifying exigency” arising out of the fact that the spouse, son, daughter, or parent of 

the employee is on active duty, or had been notified of an impending call to active duty status, in support 

of a contingency operation 

http://www.michigan.gov/orsschools
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f. to care for the employee’s  spouse, son, daughter, parent, or next of kin of a covered service member who 

is recovering from a serious illness or injury sustained in the line of duty on active duty is entitled to up to 

26 weeks of leave in a single 12-month period to care for the service member. 

 

A serious health condition may include a condition that requires inpatient care at a hospital, hospice, or 

residential medical care facility, a condition that results in a period of incapacity of more than three consecutive 

calendar days that also involves treatment two or more times by a health care provider or, treatment by a health 

care provider at least once with an ongoing regimen of treatment, pregnancy or prenatal care, chronic conditions 

that cause incapacity or require treatment, or a long-term health condition which, if left untreated, would result 

in a period of incapacity of more than three days, or any other qualifying condition.  Questions about whether a 

condition is covered should be directed to the Human Resources Manager. 

The following rules apply: 

Eligible Employees 

To be eligible for a leave, an employee must be employed by  for at least 12months, whether or not consecutive.  

An employee must also have had at least 1250 hours of service during the 12 month period before the requested 

leave and must be employed at a worksite within 75 miles of which 50 or more employees are employed by .   

Advance Notice and Medical Certification: 

The employee must give 30-day advance notice of the need for leave when the leave is “foreseeable”.  If not 

possible, the employee must give as much notice as is practicable.  In addition, when the requested leave is for 

planned medical treatment for the employee or the spouse, son, daughter, or parent of the employee, the 

employee must make a reasonable effort to schedule the treatment so as not to unduly disrupt the operations of , 

the School or other businesses served by . 

If the reason for the leave is to care for an employee's spouse, child or parent with a serious health condition, or 

for the employee's own serious health condition, the employee must have the health care provider complete ’ 

Medical Certification Form and return it to the Human Resources Manager.  The employee has 15 days in which to 

return the form.  An updated form may be required to be submitted by the employee to under certain 

circumstances. 

MEP Services is not liable under GINA when requesting medical information containing genetic information when 

the medical information is a request from the employee as required, authorized and permitted in compliance with 

the Family and Medical Leave Act (FMLA) and state law requirements. 

MEP Services reserves the right to request certification by another physician specified by MEP Services at MEP 

Services’ expense.  In the case of a conflict between two physicians, , at its own expense, may obtain a third 

certification by a physician approved jointly by  and the employee.  The third physician's opinion will be binding on 

both  and the employee.   

If the absence exceeds 5 work days before an employee may return to work from a medical leave occasioned by 

the employee's serious health condition, the employee is required to provide a certification from his or her doctor 

that the employee is able to resume work, with or without accommodations.   
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Any additional documentation or requirements required by any other applicable  policy are still effective for 

periods in which the employee is seeking paid leave or leave which extends beyond the FMLA period pursuant to 

that policy. 

Failure of an employee to provide the requested certification may result in denial of the leave and/or denial of 

any pay pursuant to any  policy for which the employee might otherwise be eligible during the FMLA leave.     

Use of Paid Time 

Employees must use paid time to which they are entitled during FMLA leave as follows: during FMLA leave for an 

employee's own serious health condition, or that of the employee’s spouse, child, or parent, the employee must 

use all paid time for which he/she is eligible, including “Leave from Work” days, disability benefits, or workers' 

compensation benefits.  The employee must use accrued but unused “Leave from Work” time during FMLA leave 

for this purpose for any portion of time that is unpaid either before or after other paid time (e.g. pay provided by 

insurance or worker’s disability compensation) off is available (e.g., policy waiting periods) or is exhausted.  In 

addition, for all other FMLA leave, the employee must use any accrued but unused “Leave from Work” time.  Paid 

time described above will be credited against the employee's FMLA leave period. 

For SABIS schools, refer to the FMLA Paid Time Guidelines in the School Specific Benefits and Policies section at 

the end of this Employee Handbook.   

Intermittent or Reduced Schedule Leave 

If the reason for a requested leave is due to the serious health condition of the employee or a spouse, child, or 

parent, the employee may be entitled to leave on an intermittent or reduced schedule basis.  Such leaves are 

permitted only where medical necessity is established by written documentation subject to verification, and the 

employee makes every reasonable effort to schedule the treatment so as not to disrupt the operations of MEP 

Services, the School or other businesses served by MEP Services.  MEP Services may temporarily transfer an 

employee who requests intermittent leave or leave on a reduced schedule to an available alternative position 

with equivalent pay and benefits that better accommodates recurring periods of leave than the employee's 

regular position.  The leave may not exceed a total of 12 weeks in a 12 month period.  Special rules may apply for 

the intermittent leave of Instructional Employees, as defined by the FMLA.  These rules are described below. 

Spouses Working for the Same Employer 

There are a few situations in which both spouses work for MEP Services.  If each spouse seeks unpaid leave to 

care for his/her own sick parent, because of the birth of and to care for a child, or because of the placement of a 

child for adoption or foster care, the combined allowable leave of each spouse is 12 weeks during any consecutive 

12 month period.  However, if each spouse requests an unpaid leave because of the serious health condition of a 

child or the other spouse, then each spouse is entitled to the full 12 weeks of leave or where applicable, the 

remaining portion of the employee’s 12 week entitlement.  In the instance of FMLA leave to care for an ill spouse 

who works for MEP Services, the leave would be unpaid for the "caring" spouse (except for use of “Leave from 

Work” time).  The spouse who is ill may receive pay in accordance with any applicable disability policy or plan 

sponsored by the School or business served by MEP Services.   
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Benefits 

Employees are not eligible to receive pay for any holiday during the leave period.  In general, and unless 

otherwise stated in an applicable plan, employees do not accrue additional benefits while on unpaid leave.   

If, for any period of leave, an employee receives insured and/or uninsured benefits that exceed 100% of his/her 

pre-leave wages, the employee agrees to reimburse  or the benefit provider, if applicable, the excess amount.  

The employee's “Leave from Work” time will be restored accordingly. 

During FMLA leave, employee group health plan coverage will be maintained at the level and under conditions 

coverage would have been provided except for the leave.  Any share of health insurance premiums that had been 

paid by the employee prior to commencing leave, shall be paid during the leave.  If premiums are raised or 

lowered, the employee will be required to pay the new premium rates.  If the leave is paid, the employee’s share 

may be deducted.  If unpaid, the employee may pay in one of the following ways:  payment due on dates of 

payroll deduction, payment in advance of leave by check or deduction, payment when premiums are due.   

If an employee is not able to return to work after exhaustion of his/her FMLA leave,  may recover premiums it 

paid for maintaining group health plan coverage, to the extent the leave is unpaid, unless the reason the 

employee does not return to work is due to the continuation, recurrence, or onset of a serious health condition 

that would entitle the employee to leave, or other circumstances beyond the employee's control.   

If an employee is not able to return to work or if the employee is eligible for additional leave under a  policy, 

he/she may be eligible to participate in the group health plan coverage at his/her own expense under COBRA.   

MEP Services will not continue the coverage at its expense beyond the FMLA period provided by law, except as 

otherwise stated in MEP Services’ policies. 

Whether an employee is eligible to continue to participate in other  insurance programs while on an FMLA leave 

of absence shall be determined by the terms of the applicable plan. 

Restoration to Position 

Subject to any applicable exceptions contained in the FMLA, upon return from an approved FMLA leave, the 

employee will be restored to his or her former position or equivalent position with equivalent pay, benefits, and 

other terms and conditions of employment.  Key employees may be denied restoration if determines that 

restoration to employment will cause substantial and grievous economic injury to its operation.  No employee 

returning from an FMLA leave will lose any employment benefit that the employee earned or was entitled to 

before going on such leave.  If the employee's leave extends beyond FMLA leave, his/her employment will be 

terminated unless he/she is eligible and granted leave under another policy.  The continued leave will be subject 

to those provisions. 

Notwithstanding the foregoing, 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.  

See, Department of Labor regulation 825.312 (d). 

Instructional Employees 
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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: 

a. 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 

 transfer temporarily to an available alternative position offered by   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: 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. 

b. 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 his/her 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. 

An instructional employee who begins a leave for a purpose other than his/her 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.   

 

Unlawful Acts by Employers: 

FMLA makes it unlawful for any employer to: 

a. Interfere with, restrain, or deny the exercise of any right provided under FMLA 

b. Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for 

involvement in any proceeding under or relating to FMLA. 

 

Enforcement: 

The U.S. Department of Labor is authorized to investigate and resolve complaints of violation.  An eligible 

employee may bring a civil action against an employer for violations.  FMLA does not affect any Federal or State 

law prohibiting discrimination, or supersede any State or local law or collective bargaining agreement which 

provides greater family or medical leave rights. 
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For Additional Information: 

The FMLA website is www.dol.gov/eas/whd/fmla.  To locate your nearest Wage-Hour Office, call toll free 866-

487-9243 a customer service representative is available to assist you with referral information from 8am to 5pm 

in your time zone. 

NON-FMLA MEDICAL LEAVES 

If an employee is not eligible for FMLA leave or has exhausted his/her FMLA leave, MEP Services may allow the 

employee a disability leave or additional disability leave for his/her own disability. The employee must submit a 

written request for leave to the Human Resources Manager with as much advance notice as possible. Whether 

non-FMLA-medical leave may be used intermittently is within the discretion of MEP Services.  Except when FMLA 

leave applies, medical leave will usually only be permitted for absences that exceed three (3) consecutive business 

days.   

Employees are prohibited from performing work for other business entities or engaging in self-employment 

during a leave of absence, unless written authorization from the President is obtained by the employee.  Violation 

of this provision may result in termination of employment.   

Pay 

The leave of absence is unpaid unless the employee is eligible for “Leave from Work” days and/or insured 

disability policies or under workers' compensation laws.  The employee must use accrued “Leave from Work” days 

during leave for this purpose for any portion of time that is unpaid either before or after other paid time (e.g. paid 

via insured benefits or worker’s disability compensation) off is available (e.g., policy waiting periods) or is 

exhausted.   If, for any period of leave, an employee receives insured and/or uninsured benefits that exceed 100% 

of his/her pre-leave wages, the employee agrees to reimburse the excess amount.  The employee's “Leave from 

Work” time will be restored accordingly. 

Medical Verification and Length of Leave 

The length of an approved medical leave of absence for employees that are not eligible for FMLA leave or who 

have exhausted the leave, will depend on whether  can accommodate the request for leave without undue 

hardship. 

The need for the leave must be supported by medical documentation satisfactory to MEP Services.   MEP Services 

reserves the right to request that the employee be examined by a physician of MEP Services’ choice to determine 

whether the employee is disabled, i.e., unable to perform the essential functions of his/her job with (or without) 

an accommodation, and unable to perform any other available work for which the employee may be qualified, 

and the appropriate length of the leave. 

If the absence exceeds 5 work days before an employee may return to work from a medical leave, the employee is 

required to provide a certification from his or her doctor that the employee is able to resume work with or 

without accommodation. 

Benefits 

http://www.dol.gov/eas/whd/fmla
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Employees are not eligible to receive pay for any holiday during the leave period.  “Leave from Work” benefits will 

not be accrued, but will be paid in accordance with the “Leave from Work” policy. 

Whether an employee is eligible to participate in insured employee benefits while on leaves will depend on the 

terms of applicable plan documents and insurance contracts.  The employee may be responsible for premiums for 

such coverage. 

Return to Work 

MEP Services will attempt to return the employee to his/her former position or an equivalent position, as 

determined by MEP Services.  However, if the employee’s former position is no longer available and an equivalent 

one is not available, MEP Services reserves the right to terminate the employee’s employment.   

MILITARY LEAVES 

Leaves for active military service or reserve training will be granted in accordance with applicable state and 

federal law. 

OTHER LEAVES OF ABSENCE 

An employee may request, in writing, a leave of absence for other purposes not set forth in other leave policies.  

The request should be addressed to the Human Resource Manager for approval.   MEP Services will consider such 

leaves on a case by case basis.  Whether to grant such a leave is within MEP Services’ discretion.   MEP Services 

will consider the reason/need for the leave, the length of the employee’s employment, performance standing, 

and anticipated operational and staffing considerations during the proposed period of leave.  Accruals of “Leave 

from Work” and other benefits will be suspended during the leave and will resume upon return to active 

employment.  Leave of absences are unpaid except that “Leave from Work” time must be exhausted during the 

leave.  

When an employee is scheduled to return to work,  MEP Services will attempt to return the employee to the same 

or a similar position, determined in MEP Services ’ sole discretion.  Should a position not be available on an 

employee’s return to work, the employee’s employment will be terminated. 

Unrequested Leaves of Absence 

MEP Services may place a staff member on unrequested leave of absence when the staff member is unable to 

perform his/her assigned job duties in conformance with statute with or without accommodation. 

If MEP Services believes the staff member is unable to perform assigned job duties, the staff member will be 

offered the opportunity for a meeting to discuss the issues.  If the staff member refuses to attend the meeting, 

may order the staff member to submit to an appropriate examination by a physician designated and compensated 

by . 

If, as a result of such examination, the staff member is found to be unable to perform assigned job duties with or 

without accommodation, the staff member may be places on leave of absence for a reasonable time to heal or 

until he/she is about to perform assigned job duties, but only for a period not to exceed 1 year. 
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If staff member refuses to submit to the examination as requested and he/she has exercised his/her rights under 

these provisions, such refusal shall subject the staff member to disciplinary action. 

All requests for examination shall be done in accordance with the Americans with Disabilities Act (ADA) as 

amended, the Genetic Information Nondiscrimination Act (GINA) and all applicable federal and state laws. 

CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT (COBRA) 

If your employment terminates, or for some other reason you or your dependents become ineligible for paid 

health insurance coverage, you may be eligible to continue group health insurance coverage under the federal 

COBRA law.  If eligible, you can continue group coverage for a specific time by paying the group premiums 

yourself.  The plan administrator will provide you with information regarding your continuation rights.   

JURY DUTY 

In the event that an employee is called to serve for jury duty by the State, County or City in which the employee 

resides the employee has 2 choices: 

a. The employee may take days from his or her Leave From Work Bank and retain payment from the court 

system/State of Michigan for the time spent serving on a jury; or, 

b. The employee may serve on a jury as they are called and not take any time from the Leave From Work 

Bank.  Employees choosing this option will be paid at his or her regular rate of pay (not including overtime 

or bonuses, if any) for up to 20 business days, provided the jury fee is endorsed over to the school as an 

offset toward pay.   

 

In any case, if jury duty exceeds 20 business days, it will be unpaid, except that the salary of an exempt employee 

will be paid in accordance with federal and state law.   

Upon completion of jury service, employees should provide the certificate received from the court clerk for 

supervisory verification. 

The employee will, in all cases, be required to fill out and turn in the proper “Leave form Work Form” form to 

notify the Business Office, regardless of which option is chosen, in order to document the number of days of 

missed work.  This will also verify how many days the employee was paid for jury duty. 

PHYSICAL EXAMINATION 

MEP Services 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.  

Reports of such examinations will be discussed with the employee.  Such reports will maintained in a separate 

confidential personnel file in accordance with Americans with Disabilities Act (ADA) as amended, the Genetic 

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

MEP Services will assume uninsured fees for required examinations. 
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KEEP PERSONNEL FILE CURRENT 

If an employee changes his or her name, address, telephone number, marital or dependent status, or the person 

he or she wishes to be notified in the event of an emergency, he or she must immediately notify the Human 

Resource Department at MEP Services.  This information is important for any Employer mailing, insurance 

records, tax forms and emergencies. The information on file in the Employer’s office shall be considered 

conclusive for all notices to employees. 

Any employee may request to view their personnel file. When employees review their personnel file and its 

contents, they and the file must remain at the MEP Services office.  Copies of documents can be made, but the 

originals are property of MEP Services and must be left in personnel file.  Employees are not permitted to look at 

other employee files. 

CRIMINAL CONVICTIONS 

It is the policy of MEP Services that if any employee who is employed in any capacity, or has applied for a position, 

or has had an initial criminal history check, or is regularly or continuously working under contract at any school 

managed by MEP Services, shall report to the School Leader or MEP Services that he or she has been charged with 

a crime, within 3 business days after being arraigned for the crime.  When the School Leader is informed, he/she 

will then inform MEP Services. 

If the employee does not report the charge or conviction, the employee may be terminated from employment.   

ACCIDENT AND INJURY REPORTING 

The Employer is always concerned with the health and safety of its employees.  The Employer expects and insists 

that every employee exercises common safety practices, and follows all safety regulations that may be set forth 

by the State for any division. 

It is the employee’s responsibility to report any accident or injury when it occurs by filling out an “Incident 

Report” and turning it in to the Business Office.  Any time that an employee is involved in an accident or injury, he 

or she is to immediately report the incident to his or her supervisor. Failure by an employee to follow these 

procedures may result in loss of benefits and/or disciplinary action. 

It is the Employer’s goal that: (1) safety hazards be eliminated from all jobs; (2) unsafe acts or conditions be 

detected, reported, and corrected; and (3) safety consciousness be instilled in all employees. 

PRIVACY POLICY- SOCIAL SECURITY NUMBERS 

MEP Services keeps all records containing employee social security numbers confidential. These records are 

maintained in employee personnel files, which are kept in a locked filing cabinet. Access to personnel files is 

limited to management and supervisory personnel of MEP Services on a need to know basis.  MEP Services 

prohibits the unlawful disclosure and/or use of employee social security numbers. Personnel file documents 

containing employee social security numbers are retained throughout employment and for a period of six years 

following the end of employment. Following the retention period, documents containing social security numbers 

will be shredded and disposed of. Any employee that violates this policy will be subject to disciplinary action, up 

to an including termination. 
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CONFIDENTIALITY 

In the course of your employment with MEP Services you may have access to confidential or proprietary 

information. This information includes employee files, background check results, medical records, billing data, and 

all other protected health information, as well as information related to business function including its 

management, business plan, bulling, collections, human resources, payroll, research, technology and information 

systems. You are expected to respect and maintain the confidentiality of such records and information in strictest 

confidence for the sole and exclusive benefit of MEP Services. As such, all employees are required to read, 

understand, and sign the “Employee Confidentiality Agreement” and return it to before your start date.  

EMPLOYMENT VERIFICATION 

Any inquiries which are received, either by telephone or in writing, regarding a present or past employee are to be 

referred to MEP Services. 

Under the Federal Privacy Act, MEP Services is obliged to preserve the privacy of an employee.   MEP Services will 

state only that a person is (was) employed by MEP Services, the dates of employment, employee’s title or position 

and wage or salary. 

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 School Leader serves as the primary spokesperson for the Academy on all matters of the schools interest. 

If a contact is made by the media, 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 School 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 School Leader is in charge of advising the School Board.   

FITNESS FOR DUTY 

The Employer has a vital interest in maintaining a safe and healthful environment for all of its employees, 

students and guests.  Consequently, employees must be fit for duty, and must refrain from behavior that 

threatens fitness for duty. 

The Employer may require, at its own expense, an employee to submit to such tests and examinations, including 

alcohol testing, and/or to be examined by the Employer’s appointed physician, clinic, hospital, psychologist, or 
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other professional, to determine if the employee is fit for duty when such examination / tests are job-related and 

consistent with business necessity. 

In addition to the employee authorizing the Employer’s appointed physician, clinic, hospital, psychologist, or other 

professional, to conduct such tests and examinations, the employee shall sign such documents and medical 

release forms which are necessary in order to secure from the employee’s physician, clinic, hospital, psychologist, 

or other professional, copies of all of his or her pertinent medical records. 

Refusal to submit to, or failure to cooperate in, any of the foregoing examinations/tests may result in discipline, 

up to and including, discharge. 

DRUG AND ALCOHOL TESTING POLICY 

MEP Services is committed to providing a safe, healthy, working and learning environment for employees and 

students.  It recognizes the dangers that the use of alcohol and/or drugs have on the safety of employees and 

students served by , the School or other -served businesses and performance of  employees.   MEP Services has 

adopted this policy that applies to all employees, whether regular, full or part-time, per diem or temporary, to 

promote an alcohol and drug-free workplace.   

The following actions are prohibited: MEP Services prohibits the use, sale, possession, manufacture, distribution, 

purchase or dispensing of drugs or alcohol or being under the influence of drugs and/or alcohol while on MEP 

Services’ and/or School property, in a School vehicle, or a School sponsored event, or while engaged in job-related 

activities for MEP Services, the School or other businesses served by MEP Services.  

Definitions/Guidelines 

a. Prescription drugs or over-the-counter medicines: Nothing in this policy precludes the appropriate use of 

legally prescribed medication.  Any employee taking prescription drugs or over-the-counter medication 

should notify his/her supervisor if he/she feels that the use may pose a safety risk to themselves or others 

while taking any such medication.   will treat the disclosure as confidential medical information and if 

applicable, as a request for an accommodation of a disability. 

b. For purposes of this policy, the term “drug” means: 

 Controlled substances (as defined in 21 U.S.C.A. §802) which cannot be legally obtained; and 

 Prescribed drugs whose prescription is no longer valid; or 

 Prescribed drugs used contrary to the prescription. 

c. Property:   property as defined in this policy includes all land and buildings owned, leased, or used by , or 

in which  employees work, as well as vehicles used during work hours, or any property or vehicles or 

location while employee is working or performing any  or School sponsored activity. 

d. Safety Sensitive:  A position where, in ’ discretion, a single mistake by such an employee could create an 

immediate threat of serious harm to students or fellow employees or that may expose the employee or 

others to a higher degree of danger than the average position (i.e. School Leaders, assistant School 

Leaders, teachers, teacher aides, substitute teachers, school secretaries, custodians etc.). 

e. Refusal to Take a Test:  Any employee or applicant may be deemed to have refused to take a test if the 

employee or applicant fails to report to a designated location within one hour of a request.  Refusal to 

submit also means to tamper with the test, engage in any activity with the intent to alter the outcome of 
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the test, or to refuse to sign any applicable forms for testing. Due to extenuating circumstances Human 

Resources, in its discretion can extend the time within which to report.  

f. Inspection:  To prevent controlled substances, drugs or alcohol from being brought on to the School 

premises,  may at its discretion when reasonable suspicion exists, inspect any locker, package, purse, 

briefcase, personal bag, desk, vehicle or other personal belongings brought on to , School, or -served 

business premises in connection with the investigation of a violation of this policy. 

Any employee, who is arrested, indicted or convicted of a drug or alcohol violation while on School property or 

while performing job-related functions, must report this information to Human Resources no later than five (5) 

days after such arrest, indictment, or conviction. 

Testing for the Presence of Drugs and/or Alcohol 

To detect the presence of illegal drugs, controlled substances, and/or alcohol used improperly, MEP Services will 

direct employees to submit to a drug and/or alcohol test at a designated testing laboratory under the 

circumstances listed below.  The testing laboratory will test for the presence of alcohol and/or a list of drugs.  All 

initial positive drug screens will be confirmed by a second test and a Medical Review Officer (“MRO”) of the 

laboratory will review such results to, among other things, screen out legally prescribed and used drugs.  This 

review may include, among other things, the MRO conducting an interview with the employee, a review of the 

employee’s medical history and medical records to determine if the positive result was caused by legally 

prescribed medication; requiring a re-test of the original specimen, and verifying that the laboratory report and 

the specimen are correct. It is mandatory for employees to participate and assist, as necessary, in the MRO review 

process. The MRO’s screening process is confidential and legally prescribed and used drugs will not be disclosed to 

unless in the MRO’s medical opinion, the use may pose a direct threat to the health or safety of the employee or 

others.   

The testing laboratory will establish levels for the positive presence of drugs.  A positive drug and/or alcohol test 

will constitute being under the influence.  The MRO will maintain the records and will only disclose the results and 

any other information it deems necessary, to . 

Testing will occur in the following situations: 

a. Employees may be tested for the presence of drugs or alcohol on when there is reasonable suspicion that 

an employee is under the influence of drugs while at work. All employees are subject to this type of 

testing. A determination that reasonable suspicion exists will be based upon specific, contemporaneous, 

articulable observation concerning the appearance, behavior, and speech of the employee, including: 

 Observed use, possession, or sale of illegal drugs and/or use, possession, sale, or abuse of alcohol 

and/or the illegal use or sale of prescription drugs. 

 Apparent physical state of impairment of motor functions. 

 Marked changes in personal behavior not attributable to other factors. 

 Employee involvement in or contribution to an accident where the use of alcohol or drugs is 

reasonably suspected or employee involvement in a pattern of repetitive accidents, whether or 

not they involve actual or potential injury. 

 Violations of criminal drug law statutes involving the use of illegal drugs, alcohol, or prescription 

drugs and/or violations of drug statutes. 
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b. When circumstances arise that in MEP Services ’ discretion warrant the necessity to test an employee in a 

safety sensitive position, or group of employees in safety sensitive positions, in order to ensure the 

immediate and/or ongoing safety of the School’s students and other employees. 

 

Disciplinary action may be taken, up to and including termination, if the following policy violations occur: 

a. When an employee uses, possesses, manufactures, distributes, stores,  dispenses, or sells alcohol or drugs 

while at work, or on School property, or during work hours or while doing  business. 

b. When an employee is under the influence of alcohol or drugs while on MEP Services, School or -served 

business property or during work hours. 

c. When an employee tests positive for the presence of alcohol or drugs after being requested to take a test 

for the circumstances set forth above. 

d. Refusal to submit to, or efforts to tamper with, an alcohol or drug test for the circumstances set forth 

above, will result in disciplinary action, up to and including termination.   

e. When an employee is convicted under any criminal drug statute for a violation occurring on the job 

and/or in certain cases, off the job. 

 

If an employee tests positive for drugs and/or alcohol and decides in its sole discretion, that there are extenuating 

circumstances not to terminate the employment relationship, employment may only be continued under the 

terms of a continued employment agreement.   

All information obtained during the course of assessment and testing of employees for substance abuse shall be 

treated as confidential medical information and will be disclosed only to a member/s of management with a 

legitimate reason for the information. 

MEP Services may interpret, change, rescind or supplement this policy in whole or in part at any time.  Nothing in 

this policy alters the at-will employment relationship 

PROHIBITION OF SMOKING 

MEP Services employees shall not use, advertise, or promote any tobacco products on Academy property, in an 

Academy bus or vehicle or an Academy sponsored event or in the vicinity of Academy property where they can be 

seen by students or parents.   MEP Services employees shall not use, advertise or promote tobacco products 

when they are involved with students, parents or when supervising student activities whether on or off Academy 

property.   

The use of tobacco includes the smoking of electronic, “vapor” or other substitutes of cigarettes, clove cigarettes 

or other lighted smoking devices for burning tobacco or any other substance. 

CODE OF CONDUCT 

Each employee is required to conduct him/herself quietly, efficiently, and in a professional manner at all times.  

All relevant facts and circumstances will be considered in determining the level of discipline imposed, and no case 

shall serve as precedent for any other case.  Moreover, the Employer reserves the right to seek prosecution for 

violation of criminal law. 
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Violation of any of the following rules is serious enough to warrant disciplinary action, up to and including, 

discharge.  These rules are not all-inclusive, and the Employer reserves the right to discipline employees for act or 

omissions that are not listed below: 

a. Verbal, physical, psychological abuse and/or mistreatment of a student, parent, guardian, guest, or co-

worker. 

b. Refusal to carry out work assignments, or insubordination. 

c. Excessive absenteeism and/or tardiness. 

d. Working or reporting for work under the influence of alcohol or unlawful drugs, and/or bringing or 

possessing alcohol or unlawful drugs on the premises of the Employer. 

e. Falsification or misuse of, or omission on, Employer forms, records or reports, including time sheets and 

employment applications. 

f. Violation of Employer’s policies or procedures. 

g. Theft, misappropriation, removal or misuse of property belonging to the Employer, an employee, student, 

supplier, vendor, or guest of the Employer.  The Employer reserves the right to inspect all desks, lockers 

and other areas of its premises, and to inspect all packages, etc. brought onto its premises. 

h. Failure to return from authorized leave of absence or vacation at the designated time. 

i. Violation of Employer’s policies prohibits discrimination and harassment. 

j. Possession of weapons, firearms or explosives on the premises of the Employer.   

k. Unsatisfactory work performance. 

l. Disclosure or misuse of confidential information. 

m. Failure to maintain proper grooming, dress, cleanliness, or hygiene. 

n. Smoking anywhere on school grounds, in the presence of students or parents, or indoors at staff training 

off the school property. 

o. Sleeping, loitering, or loafing on the job. 

p. Tampering with the time-keeping system or misrepresenting time worked. 

q. Unauthorized use of the Employer’s telephone. 

r. Gambling on the Employer’s time or premises. 

OTHER WORK 

Employees are prohibited from performing work for other business entities or engaging in self-employment 

during a leave of absence, unless written authorization from the President is obtained by the employee.  Violation 

of this provision may result in termination of employment.   

Employees will not be permitted to perform work for other business entities or engage in self-employment that in 

any way negatively affects that employee’s ability to perform his/her job responsibilities for MEP Services. 

MEP Services shall require all staff assigned to the Academy to comply with an outside employment/outside 

contracting policy as may be required by the Academy or the Authorizer. Staff (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 staff (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 School 

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 his or her 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 School Leader. Tutor must receive such permission in writing prior to the start of 

instruction. 

DRESS AND APPEARANCE STANDARDS 

Neatness and cleanliness are requirements of MEP Services, Inc.  The Employer reserves the right to determine 

the proper appearance and attire for each position. 

SOLICITATION AND DISTRIBUTION 

Other than solicitation or distribution relative to Employer-sponsored events or activities, employees are 

prohibited from engaging in oral or written solicitation for any cause or any purpose during working time, and 

distribution of any literature of any kind is prohibited during working time or in work areas.  No solicitation 

includes solicitation of commercial ventures. Third parties are not permitted to solicit on school grounds. 

Working time includes the actual working time of both the employee doing the solicitation or distribution and the 

employee to whom it is directed.   

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 written, verbal or physical act or electronic communication that is 

intended or that a reasonable person would know is likely to harm one or more students either directly or 

indirectly by doing any of the following: 

a. Substantially interfering with educational opportunities, benefits or programs. 

b. Adversely affecting the ability of a student to participate in or benefit from the Academy’s educational 

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

emotional distress. 

c. Having an actual and substantial detrimental effect on a student’s physical or mental health. 

d. Causing substantial disruption in, or substantial interference with, the orderly operation of the Academy. 

Bullying is equally prohibited without regard to its subject matter or motivating animus. 
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It is the policy of the Academy to provide a safe educational environment for all of its students 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 School Leader shall be responsible for establishing procedures for the effective implementation of this policy. 

Any student who believes he/she has been or is the victim of bullying shall immediately report the situation to the 

School Leader.  The student may also report the situation to a teacher or counselor who will be responsible for 

notifying the School Leader.  Any complaints against the School Leader should be filed directly with MEP Services.   

A report may be filed with the School 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.   

A staff member, school volunteer, student, or parent/guardian who promptly reports in good faith an act of 

bullying to the School 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 School 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 School Leader is responsible for determining whether an alleged act constitutes a violation of the Board’s 

policy. Once a complaint has been received, the School Leader shall conduct a prompt, thorough, and impartial 

investigation of 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. 

Interviews with the alleged victim, perpetrator, and witnesses should be conducted privately and separately.  All 

interviews should be documented and kept confidential.  The School Leader will look at the totality of the 

circumstances and evaluate facts, including but not limited to: 

a. Description of the incident- nature of the behavior and the context of the alleged incident 

b. How often the conduct occurred 

c. Any past incidents or continuing pattern of behavior 

d. The relationship between the parties 

e. Characteristics of the parties involved, i.e., age, grade, etc. 

f. The bullying definition 

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 
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result in disciplinary action ranging from positive behavioral interventions up to and including suspension or 

expulsion. 

All administrators, faculty, staff, parents, volunteers, and students are expected not to tolerate bullying and to 

demonstrate behavior that is respectful and civil.  The staff should encourage students: 

a. Not to be part of the problem 

b. Not to pass the rumor or derogatory message 

c. To walk away from these acts when they see them 

d. To constructively attempt to stop them 

e. To report them to the designated authority, and  

f. 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.   

The staff 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 staff members 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 

The label used to describe the incident (i.e., bullying, hazing, and teasing) does not determine how the Academy is 

obligated to respond.  The nature of the conduct itself must be assessed for civil rights implications.   

Harassing behavior includes, but is not limited to, conduct reasonably perceived as being motivated by any actual 

or perceived differentiating characteristic such as an individual’s race, color, national origin, sex, disability or 

religion. Harassing conduct may take many forms, including, but not limited to, verbal acts and name calling; 

graphic and written statements, which may include the use of cell phones or the Internet; or other conduct that 

may be physically threatening, harmful or humiliating. 

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. 

 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 
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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: 

a. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 

employment or advancement of a student’s education or participation in school programs or activities, or  

b. Submission to or rejection of such conduct by an individual is used as the basis for academic or 

employment decisions affecting that individual, or 

c. Such conduct or communication has the purpose or effect of substantially interfering with an individual’s 

employment or creating an intimidating, hostile or offensive educational or employment environment. 

 

Sexual harassment includes, but is not limited to, the following: 

a. Physical assaults (e.g., intentional physical conduct that is sexual in nature, such as touching, pinching, or 

brushing against another individual’s body); 

b. 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; 

c. Sexual displays or publications such as calendars, screen savers, sexual jokes, posters, cartoons, verbal or 

written harassment or abuse, or graffiti; and  

d. 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 staff member 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. 
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TECHNOLOGY AND INTERNET USE 

Internet, Networks and Computers 

All computers, local and wireless networks, telephone systems, electronic mail systems, and voice mail systems on 

the Academy’s property is property of the Academy and shall only be used for educational and business purposes.   

The use of the Internet is a privilege, not a right.  The Academy is committed to the effective use of technology to 

both enhance the quality of student learning and the efficiency of Academy operations.  Safeguards have to be 

established to ensure that the Academy’s investment in both hardware and software is achieving the benefits of 

technology and inhibiting negative side effects.     

To access e-mail and/or the Internet, employees must agree to the Network and Internet Acceptable Use 

guidelines contained in this section.   

Employees will receive an account number or password only after returning the acknowledgment in this 

handbook. Employees will not allow other individuals to use their accounts or other individual’s accounts. 

The Academy will inform MEP Services of any violations of this policy. 

The assignment of a password does not guarantee confidentiality. The Academy reserves the right to monitor 

access and review all electronic and voice mail messages, computer files, Internet files, including web pages and 

usage logs, data bases and any other electronic transmissions.  The Academy reserves the right to examine all 

data stored in the machines and/or network to make sure that all users are in compliance with these regulations.  

Any flash drive used at the Academy must also be free of inappropriate content. 

The Academy shall monitor on-line activity of staff and students in an effort to restrict access to child pornography 

and other material that is obscene, objectionable, inappropriate and/or harmful to minors in accordance with the 

Children’s Internet Protection Act (CIPA).  

Employees who happen to find materials deemed inappropriate while using the Internet shall refrain from 

downloading this material; immediately leave the Internet site; shall not identify or share the location of this 

material; and will immediately report the incident to the Academy Administration.  Transfer of certain kinds of 

material is illegal and punishable by fine or jail sentence. 

Inappropriate Internet and network use is not limited to the following: 

a. using offensive or inappropriate language or language that would promote violence or hatred; 

b. revealing one’s (or other’s) personal address, phone number or credit card information; 

c. harassing anyone by sending uninvited communication; 

d. sending  or accessing  electronic information from accounts that do not belong to you without the 

owner’s authorization; 

e. accessing unauthorized or inappropriate areas of the network and  changing or interfering  with 

information found in the network; 

f. accessing areas blocked by the Academy’s firewall without authorization; 

g. soliciting or distributing e-mail for non-educational or non-business purposes; 

h. misrepresenting oneself or others; 
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i. making unauthorized copies of software or information, such as software pirating; 

j. printing of materials excessively; 

k. downloading  and/or installing unauthorized software, including games, on Academy computers without 

specific permission from Administration; 

l. accessing, uploading, downloading, distributing, or transmitting  pornographic, obscene, sexually explicit, 

or threatening material or other materials harmful to minors;  

m. violating federal copyright laws or otherwise using the property of another individual or organization 

without permission.  All work must be original work.  Copy and pasted material may only be used as a 

resource when properly cited; 

n. violating any local, state or federal statute;  and  

o. accessing personal social networking sites, such as but not limited to Facebook, Twitter, MySpace, 

YouTube, etc., without specific permission from the Administration 

Employees are prohibited from sending offensive, discriminatory, or harassing electronic or voice mail messages.  

Messages relating to or in support of illegal activities will be reported to the appropriate authorities.   

Employees shall not access personally identifiable student information from an unsecured location or over an 

unsecured network.  Employees shall ensure that all such student information is protected from any unauthorized 

viewing, including parents, volunteers, or anyone that does not have a legitimate educational purpose in viewing 

that information.  

Computer equipment provided by the Academy, including but not limited to network servers, desktop computers, 

thin clients and laptop computers, are the property of the Academy.  The Academy guidelines as set in the 

Computer/Cell Phone Use Agreement apply to the use of all Academy computer equipment at all times whether 

inside or outside of Academy property.   

Computer equipment, such as but not limited to monitors, terminals, keyboards, mice, etc., for use on Academy 

premises are Academy property and any mistreatment or damage will be considered destruction of property or 

vandalism.  In addition, local and wireless networks, Internet connections and/or data and exchange serves are 

Academy property and shall only be used for educational and business purposes. 

Any major problems, such as lock-ups, component failures, system malfunctions, errors resulting in lock-ups or 

slowdown, or any other unusual occurrences shall be reported to the Academy technical support immediately. 

Employees should not attempt to correct these problems without the knowledge of tech support.  

Employees may not copy software on any Academy computer and may not bring software from outside sources 

for use on Academy equipment without the prior approval of the network administrator.  The installation of 

additional software on Academy owned computers must be pre-approved by the network administrator and only 

in accordance with licensing agreements and copyright regulations.   

The Academy condemns the illegal distribution of software, music and videos, known as pirating.  Software 

pirating is a federal offense punishable by fine or imprisonment.  Employees engaged in software pirating shall 

have their computer confiscated. 

The Academy will not be liable for the actions of anyone using the Internet through its connection.  Employees 

shall assume full liability, legal, financial or otherwise for their actions.    Employees release and agree to defend, 
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indemnify and hold harmless the Academy, its Board members and agents from and against any such claims, 

demands, suits, damages, liability, costs, and expenses (including reasonable attorney fees).   

In addition, the Academy takes no responsibility for any information or materials that are transferred through the 

Internet.   

All information contained on the Academy’s system is to be considered confidential and proprietary and should 

not be distributed outside of the Academy unless approval is obtained from the Administration. 

Network Etiquette 

Network etiquette,“Netiquette”, is a set of social standards which facilitate communication over networks.  

Always consider the following practices before sending electronic mail (e-mail) whether within Academy networks 

or over the Internet: 

a. E-mail access is provided for educational and business purposes. 

b. Always use business-like, clear and concise language; think of your business email as though it was on our 

business letterhead and you’ll never go wrong 

c. Only use Academy-provided or authorized mail systems. 

d. Avoid using patterned backgrounds and fancy fonts; these make emails more difficult to read. 

e. Do not expect e-mail to be private. 

f. Copy your supervisor on all correspondence. 

g. Know how to use proper email functions; being a Cc: on an email usually means that no action is required 

from your end; Using “Return Receipt” excessively might be viewed as intrusive; Avoid the Bcc: field, 

varying email platforms handle replies to Bcc: differently. 

h. Assume the highest level of formality with new email contacts until the relationship dictates otherwise. 

i. Always use utmost care, sufficient discretion, and security when sending confidential and proprietary 

business information by e-mail.  Respect federal copyright laws when sending proprietary information. 

j. Never send an e-mail under someone else's name. 

k. Log off your e-mail or institute a password to protect your workstation. 

l. If you change any e-mail before forwarding, clearly indicate every change.  If re-posting a personal 

message, ask permission before posting.  The message may be shortened, but give proper attribution to 

the original recipient. 

m. Type "DO NOT FORWARD" on e-mail if you do not want it forwarded, and don't forward e-mail marked 

"DO NOT FORWARD." 

n. Check all mail subjects before responding to a message. You might not have been the primary recipient. 

o. Be sure to include all relevant details and information necessary to understand your message. 

Generalities can oftentimes cause confusion. 

p. Use proper punctuation and spell check.  Do not use all upper case which it is understood as shouting.  

Smileys may be used but only sparingly. 

q. Never use e-mail to harass, intimidate or insult another. Avoid emotionally charged emails, if your email 

does not appear courteous, think about it before sending. Controversial and political matters are better 

off discusses in person or via phone. Never use profanity, or other inappropriate language. Do not send 

discourteous, offensive, or inflammatory email. 

r. Read your email out loud to ensure the tone is what you desire. 
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s. The subject heading should reflect the content of the message. 

t. Include contact information at the end of the message. 

u. Do not forward chain letters. 

v. Do not send bulk or mass broadband e-mail messages. 

w. Don't read misdirected e-mail; return it to the sender. 

x. When sending an attachment by e-mail, identify software and versions. 

y. Be aware of the size of the message being sent, including attachments, which may make the message so 

large that it cannot be delivered. 

z. It is helpful to change the settings in Outlook to delay the sending of emails. This should avoid sending 

emails without attachments, edits, etc… 

aa. Inappropriate use of e-mail should be reported immediately to the Academy. 

Wireless Communication Devices 

Wireless communication devices (WCD’s) are devices that emit an audible signal, vibrate, display a message, or 

send or receive a communication to the possessor.  WCDs include, but are not limited to the following:  cellular 

phones, pagers/beepers, personal digital assistants (PDA’s), e-readers, iPods, BlackBerry’s/smart phones, Wi-Fi 

enabled access devices, video broadcasting devices and laptops. 

Use of WCD’s can create a distraction, disruption or interfere with the educational environment.  The Academy 

reserves the right to limit or prohibit the use of WCD’s in regards, but not limited to instant messaging, texting, 

blogging or social networking on Academy property, in an Academy bus or at an Academy sponsored event. 

Personal social media use is prohibited during regular business hours without pre-approval from administration. 

Employees are personally and solely responsible for the care and security of personal WCDs.  The Academy does 

not assume responsibility for the theft or damage to WCDs brought onto its property, or the unauthorized use of 

such devices. 

Employees are prohibited from using WCD’s to capture, record or transmit audio and/or video of any staff 

member, students or other person without express prior permission. 

WCDs, cameras, video cameras or any equipment that has video and/or camera capability may not be activated or 

used at any time where a reasonable expectation of privacy exists,  such as locker rooms, restrooms, classrooms, 

and any other area where staff and students may change clothes. 

Employees are prohibited from using WCDs in any way that might reasonably create in the mind of another 

person the impression of being threatened, humiliated, harassed, embarrassed or intimidated.  The transmission 

of sexually explicit messages including “sexting” is prohibited. 

Employees are prohibited from using WCDs to transmit test information or any other information in a manner 

constituting fraud, theft, academic dishonesty or violating the employee and /or student code of conduct. 

Possession of a WCD is a privilege, not a right.  Violation of WCD employee and Academy guidelines will result in 

disciplinary action and may result in the confiscation of the WCD.  If the violation involves an illegal activity, the 

Academy Administration will refer the activity to law enforcement officials. 
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Licenses 

MEP Services purchases and licenses the use of various computer software for business purposes and does not 

own the copyright to this software or its related documentation.  Unless authorized by the software developer, 

MEP Services does not have the right to reproduce such software for use on more than one computer.   MEP 

Services users may only use software on local area networks or on multiple computers according to the software 

license agreement.  MEP Services prohibits the illegal duplication or downloading of software and its related 

documentation.  Use of electronic devices to copy and/or transmit any documents, software, or other information 

protected by the copyright laws is prohibited.   The installation or use of computer games or any other 

unauthorized software is a violation of  policy and will not be permitted.  Any questions regarding the use of the 

system or software should be addressed to Tech Support. 

Electronic Communication with Students 

Academy staff must not communicate with students through telephones, cell phones, email, texting, blogs, chat 

rooms, personal social networking sites, and Skype. Such private communication isn’t secure, can be easily 

misconstrued, and is considered inappropriate Electronic communication with students is limited to Academy 

Sponsored Social Media Sites, discussed in detail below. 
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SOCIAL MEDIA USE 

The Academy encourages staff to explore responsibly and to further the development of relationship building via 

the Internet; however, the Academy requires that all staff follow its Social Media Use Policy.  

Social Media is defined as any form of online publication or presence that allows interactive communication, not 

limited to social networks, Internet websites, Internet forums, and wikis. Examples of social media include, but are 

not limited to, Facebook, Twitter, YouTube, Google+, and Flickr.  

Academy sponsored social media is academy-related social media activity that is either teacher- based (e.g., 

establishing a classroom Facebook page or website), or academy-based (e.g., an academy Facebook page). 

Personal social media use is non work-related social media activity (e.g., staff establishing a Facebook page or a 

Twitter account for his/her personal use). Personal social media use is prohibited during regular business hours 

without pre-approval from administration. 

MEP Services and the Academy fully respects the legal rights of Academy  staff under applicable state and federal 

laws, including under the National Labor Relations Act, to engage in concerted and protected activity.   

In general, communications and activities conducted on your own time is your own affair.  However, activities in 

or outside of work that affect your Academy job performance, the performance of others, or the business 

interests of the Academy are a proper focus for Academy policy. Academy sponsored social media sites should be 

designed to address instructional, educational, or Academy- related extra-curricular matters. 

Staff should obtain approval from the school’s school leader before setting up an academic social media presence; 

the school leader must approve all social media accounts within the academy. 

To the extent possible and based on the social media site being used, the school leader or designee should be 

given separate administrator rights providing access to the academy sponsored social media accounts established 

by staff. Although staff is not required to hand over their Academy sponsored social media user name and 

password to school leaders and their designees, it is highly recommended. 

If an academy sponsored social media site undergoes a significant change (for example, a Facebook page being 

used to share questions about assignments will now be used to share ideas with a class at another school), 

consider revised parental notification. 

Staff must ensure that all links on academy sponsored social media sites are functional, up-to-date and linked 

correctly to their school pages; pages should be checked regularly to ensure that all tabs and links connect to 

active content. Staff is responsible for direction and control over content. 

Staff should not link their own personal pages or student’s personal pages on an external academic site. 

Academy staff is prohibited from electronically transmitting any personally identifiable image of a student(s), 

including video, photographs, streaming video, etc. via e-mail, text message, or through the use of social media 

and/or online networking media, unless such transmission has been made as part of a pre-approved curricular 

matter of co-curricular/extracurricular event or activity such as a school-sponsored publication or production. 

Please be aware that violation of this policy may result in disciplinary action up to and including termination. 
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Separate Email Accounts 

Any staff member who decides to engage in academic social media activity should maintain separate academic 

and personal email addresses. As such, staff should not use their personal email address for academic social 

media activities. 

Legal Liabilities 

You are legally responsible for your commentary published on the Internet.  Individuals can be held personally 

liable for any statements posted on the Internet deemed to be defamatory, obscene (not profanity, but rather the 

legal definition of “obscene”), proprietary, or libelous (whether pertaining to Academy, individuals, or any other 

Academy).  For these reasons, staff should exercise caution with regards to exaggeration, colorful language, 

guesswork, obscenity, copyrighted materials, legal conclusions, and derogatory remarks or characterizations.  

Outside parties can, and likely will, pursue legal action against you individually for postings.   

Posting as an Individual 

You must identify yourself – name and, when relevant, role at the Academy – when you discuss the Academy or 

Academy-related matters.  You must write in the first person and make it clear that you are speaking for yourself 

and not on behalf of the Academy. Academy sponsored social media sites should include language identifying the 

sites as such to differentiate from personal sites. For example, the academic site can identify the school, 

department, or particular grade as using the site. 

You must also use a disclaimer such as: “The postings on this site are my own and don’t necessarily represent the 

Academy’s positions, strategies, or opinions.”  However, this standard disclaimer does not by itself exempt 

Academy teachers and administrators from responsibility when blogging.  Staff must consider whether any 

personal thoughts published may be misunderstood as expressing Academy positions.   

Staff may not use the Academy name to endorse or promote any product, opinion, cause, or political candidate.  

Representation of personal opinions as endorsed by the Academy, its Board of Directors, CS Partners or MEP 

Services is strictly prohibited.  When the Academy wishes to communicate publicly as an Academy, it has well 

established means to do so.  Only those officially designated by the Academy have the authorization to speak on 

behalf of Academy.  
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Public Communications 

Again, you are personally responsible for the content you publish on blogs, wikis or any other form of user-

generated media.  It is important to remember that most publishing to the Internet is public.  You should operate 

on the assumption that all actions, communications, and data can be seen, heard, and recorded by anyone, 

including the service provider – which may, and often does not, have any obligation to protect your 

communications or information.  Be mindful that all of your actions will be public and may be visible for a long 

time.  

Ensure your profile and related content is consistent with how you wish to present yourself with colleagues and 

clients.  If you have joined the Academy recently, be sure to update your social profiles to reflect the Academy’s 

policies.  

Privacy 

It is inappropriate to disclose or use any proprietary information, such as the development of know-how, products 

and technology, and the use of logos and/or trademarks for commercial use – or any personally identifiable 

information of any student, parent, staff member, volunteer or any other person associated with the Academy 

and/or CS Partners and MEP Services. 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99), further guards the 

confidentiality and access to certain educational records.  Student records are only available to students and their 

parents, eligible students, and designated school officials and designated school personnel, who have a legitimate 

educational interest in the information, or to other individuals or organizations as permitted by law.  Any 

information falling under FERPA must be kept appropriately secured at all times and should not be viewed or 

transferred in an unsecured manner.  Staff shall adhere to the requirements of FERPA at all times.         

Academy policy is not to comment on rumors in any way.  You should merely say, “No comment” to rumors.  

Any press inquiries received should be referred to the School Leader for guidance.  You should also contact the 

School Leader for clarification on whether specific information has been publicly disclosed before you post 

anything on the Internet about it.   

Academic Social Media Site Monitoring 

The school leader or designee will monitor and provide feedback regarding academy sponsored social media on a 

regular basis to protect the school community. Therefore, staff using academy sponsored social media has no 

expectation of privacy with regard to their use of such media. If questionable communications or behavior is 

discovered on academy sponsored social media sites, appropriate authorities will be contacted for assistance. 

The school leader or designee reserves the right to remove postings or disable a page on academy sponsored 

social media sites that do not adhere to the law or regulations or do not align with these Guidelines and other 

academic board policies and procedures. Should staff come across any inappropriate posting by a third party on 

the academy sponsored social media site, please notify the school leader/designee before removing it or blocking 

the user. 

Inappropriate Behavior by Others 
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As outlined in the Academy’s handbooks, the Academy strives to create a workplace that is free from 

discrimination or harassment, and Academy takes steps to remedy any problems.  However, Academy cannot 

control and is not responsible for activity transpired on Internet spaces not sponsored or controlled by Academy.  

If you are conducting business on the Internet in conjunction with your work at the Academy and you encounter 

behavior that would not be acceptable to the Academy, you should exit the Internet space and report abuse to 

the service provider.  Further, if you encounter an inappropriate situation on the Internet that you believe is work-

related, you should bring this to the attention of the School Leader of the Academy.   

Terms of Use 

Many Internet pages and/or blogs require participants to agree to the company’s terms of service.  These terms 

are typically aimed at protecting the Internet service provider’s control over all aspects of the service and the 

content and data generated on its web pages.  Thus, your ability to use a space within that Internet service 

provider’s control likely is not guaranteed.  

In signing up to participate on such web pages, you should fully understand the terms and conditions to which you 

are agreeing as a member of that community. You should also recognize that, unless otherwise specifically 

directed by the administration of the Academy, you are signing those terms and conditions as an individual.  You 

are responsible for all aspects of your participation on the Internet; the Academy is not.  

Copyright and Fair Use 

For Academy’s protection, as well as your own, you must abide by the laws governing copyright and fair use of 

copyrighted material owned by others. Therefore, the author of the web page must not use copyrighted material 

without permission. If you have secured permission to use copyrighted material, be sure to include a statement of 

copyright when appropriate and indicate that you have secured permission.You should never quote more than 

short excerpts of someone else’s work and, always make an attribution to the page and author. Similarly, any 

logos or trademarks of the Academy and/or CS Partners and MEP Services cannot be used without written 

consent. 

Warranty 

By posting content, you warrant and represent that you either own or otherwise control all of the rights to that 

content, including, without limitation, all the rights necessary for you to provide, post, upload, input or submit the 

content, or that your use of the content is a protected fair use.  You agree that you will not knowingly and with 

intent to defraud provide material and misleading false information.  You represent and warrant also that the 

content you supply does not violate this policy, and that you will indemnify and hold the Academy,  MEP Services 

and CS Partners harmless for any and all claims resulting from content you supply.  

NEPOTISM POLICY 

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 

Academy.   
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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, mother, father, son, daughter, sister, 

brother, mother-in-law, father-in-law, sister-in-law, brother-in-law, son-in-law, daughter-in-law, stepparent, 

stepchild, aunt, uncle, nephew, niece, grandparent, grandson 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. 

In addition, staff shall disclose whether potential and/or current vendors and contractors of the Academy are 

owned, operated and/or employ relatives as defined above.  

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 School 

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 Academy and persons wishing to be considered for employment by 

the Academy shall immediately disclose family relationships as defined above with Academy employees, students 

and Board members.   

It is the responsibility of every employee to identify any potential or existing relationships as defined above and 

bring it to MEP Services’ attention.  Employees who fail to disclose such relationships may be subject to 

disciplinary action up to and including termination of employment. 

If the relationship is determined to fall within this policy, the Vice President of Human Resources in consultation 

with the School 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 Vice 

President of Human Resources in consultation with the School Leader shall determine which employee must 

resign in order to resolve the situation. 

MEP Services 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 case by case basis and MEP Services reserves the right 

to vary from the guidelines in this policy as may be necessary. 

CONSENSUAL RELATIONSHIPS POLICY 

When individuals enter into a consensual social relationship at work, there is a potential for a conflict of interest, 

favoritism and exploitation.  In order to protect the integrity of the work environment and minimize disruptions to 

the educational environment, staff working at the Academy is required to notify MEP Services of such a 

relationship. Staff working at the Academy is also required to sign the Consensual Relationship Agreement which 

outlines that: 
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1. The individuals have received, read and understood MEP Services sexual harassment policy (see page 25) 

and agrees 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 their work. 

4. The individuals will not engage in any public displays of affection or other behavior that might create a 

hostile work environment for others or that might make others uncomfortable. 

5. The individuals will act professionally toward each other at all times, even after the relationship has 

ended (if it ends). 

6. The individuals will not participate in any decision-making processes that could affect each other’s pay, 

promotional opportunities, performance reviews, hours, shifts or career, while in this relationship, and 

after the relationship ends (if it ends).  The individuals also understand that the inability to resolve 

oversight or supervisory issues may lead to changes in organizational structure. 

7. That the individuals will inform MEP Services immediately if the relationship ends, or if the conduct or 

advances of the other person are no longer welcomed. 

8. The individuals agree that, if the relationship ends, they will respect the other person’s decision to end 

the relationship; not retaliate against the other person; engage in any unprofessional or inappropriate 

efforts to resume the relationship; or engage in any other conduct toward the other person that could 

violate the harassment or sexual harassment policy. 

9. The individuals understand that, after the relationship ends (if it ends), one of them may choose to date 

others in the workplace, and that they will not react with jealousy or spite or in any matter that is less 

than professional. 

GIFTS 

School Board policy prohibits school staff from accepting any gift representing more than a token of appreciation. 

Gifts of large value are understood to be gifts to the school or classroom as a whole in support of a teacher or 

staff member and become the property of the school. 

EQUIPMENT 

Permission must be gained from an appropriate supervisor before any school equipment may be removed from 

school grounds.  Faculty and staff shall not use school equipment for personal or financial gain.  School owned 

equipment shall not be taken from the premises for personal use. 

Specifically, 

a. Use of school supplies, materials, or copies for personal use is prohibited. 

b. Doing personal work for yourself or anyone during regular school working hours outside or your lunch 

time is prohibited. 

c. Use of school equipment for personal use is prohibited. 
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TELEPHONE 

a. Personal telephone calls – local and toll free calls only.  Please get permission before making any long 

distance calls. 

b. Visitors – Visitor calls can be directed to the telephone in the school office during the school day.  Visitors 
making long distance calls should be directed to use a calling card or reverse long distance charges. 

 
PERSONAL PROPERTY 

The Academy is not responsible for any loss or damage that occurs to an employee’s personal property that is 

brought onto the Academy’s premises.  Employees should take precautions to protect their own personal items 

from theft, loss or damage.  

THEFT OR LOSS 

Please report the loss or theft of any property directly to the main office. 

CONDUCT WITH STUDENTS 

Academy staff shall not send students on personal errands nor require students to perform work or services that 

may be harmful to their health. 

In general, Academy staff will not transport students in private vehicles.  Academy staff whose children also 

attend the Academy will notify the administration of arrangements involving the use of private vehicles, such as 

car pool arrangements.   

Academy staff 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.   

Any sexual or other inappropriate conduct with a student by any staff will subject the offender to potential 

criminal prosecution and/or disciplinary action up to and including termination. 

If a student approaches Academy staff 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 family relationships, 

Academy staff 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.  Academy staff must also notify the 

administration.   

Under no circumstances should Academy staff, unless properly licensed and authorized to do so, attempt to 

counsel, assess, diagnose or treat the student’s problem or behavior, nor should Academy staff inappropriately 

disclose personally identifiable information concerning the student to a third person, who is not authorized by 

law. 

SUPPORTING STUDENT BEHAVIOR 

The Use of Seclusion, and Restraint 
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An emergency seclusion or restraint must be used only during behavior that requires immediate intervention and 

only if it’s essential. Such behavior is behavior that poses: 

a. An imminent risk to the safety of an individual student; or 

b. An imminent risk to the safety of others; 

c. And in the case of an emergency restraint, the restraint is governed by the Corporal Punishment Act. 

Emergency seclusion or restraint may not be used in place of less restrictive interventions. 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, gender, physical condition, medical condition, psychiatric 

condition, and personal history, including history of physical and sexual abuse. 

While using seclusion or restraint, the Academy must involve appropriately trained key identified personnel to 

protect the care, welfare, dignity and safety of the student.  The staff must continually observe the student in 

seclusion for any indications of physical distress and seek medical assistance if there is a concern.   The staff must 

document these observations.  

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 emergency 

safety intervention that provides an opportunity for the student to regain self-control. A room or area used for 

seclusion must: 

a. Not be locked; 

b. Not prevent the student from exiting the area should staff  become incapacitated or leave that area; and 

c. Provide for adequate space, lighting, ventilation, viewing, and the safety of the student. 

Seclusion is inappropriate for students who are self-injurious or suicidal. 

Time and Duration- Emergency seclusion should not be used any longer than necessary to allow a student to 

regain control of his/her behavior, but generally: 

a. Elementary students- no longer than 15 minutes ( but 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 staff, 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: 
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a. Planned ignoring is the systematic withdrawal of social attention for a predetermined time period upon 

the onset of mild levels of problem behavior; 

b. Withdrawal of Materials that the student is using when inappropriate behavior occurs; 

c. 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; 

d. 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. Staff 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 him/herself; 

 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. 

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 or movement and which cannot be easily removed by a student. 

Mechanical restraint does not include: 
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 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). 

 

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 staff, 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 Academy staff member 

who is using a prone restraint as a result of responding to an emergency situation must take immediate 

steps to end the prone restraint. 

Prohibition of Corporal Punishment 

Although students may require disciplinary action in various forms, the Academy 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 disobedience. If all other means fail, staff members should 

remove the student from the classroom or Academy through suspension or expulsion procedures. 

Corporal punishment is prohibited at all times. If any staff member 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, he or she 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. 
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CHILD PROTECTION LAW 

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. Staff who suspects child abuse or neglect of a student will contact the School Leader or his or her 

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. 

c. The staff member who suspects abuse can request assistance in filing the oral or written report. However, 

just reporting your suspicions to another staff member 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.   

d. A copy of the written DSS 3200 report should be kept on file at the Academy with the School Leader or 

his/her 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 DSS worker.   
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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. 

For additional resources, including potential indicators of child abuse and/or neglect, visit 

http://www.michigan.gov/dhs/0,4562,7-124-7119_50648_44443---,00.html. 

MEDICATIONS AND/OR TREATMENTOF 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 his/her 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, aceminatophen, ibuprofen, cough syrups, antihistamines, etc. 

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. 

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 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. 

http://www.michigan.gov/dhs/0,4562,7-124-7119_50648_44443---,00.html
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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. 
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Parent/Guardian Responsibilities 

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. 

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 of administration, and time any prescription medication and/or treatment is to be 

administered. 

Parent or guardian must bring medication in original container to Academy office.  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 School 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 adult. 

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 re-counted, 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. 

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 adult. 

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. 
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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 half way 

through the year for expiration dates.  Parents should be notified if medication has expired. 

Staff must observe the student as he/she takes the medication.  Allergic reaction 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 School Leader immediately, and a 

written report completed and entered in the student’s school record.  The School 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 medical condition: 

d. student’s age and maturity in handling his/her medical condition; 

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 student’s physician to allow 

Academy staff to obtain information from the physician. 



 
 

47 
 

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 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 Academy staff, 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 Academy Staff 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. 

BLOODBORNE PATHOGEN EXPOSURE CONTROL 

The school board has developed a Bloodborne Pathogen Exposure Control Plan to limit and/or prevent the risk of 

occupational exposure to blood and other infectious body fluids and the transmission of bloodborne disease.  All 

human blood and other potentially infectious materials are considered to be infectious for Human 

Immunodeficiency Virus (HIV) and Hepatitis B virus (HBV) and will be treated as if infectious, i.e. with universal 

precautions.  This exposure plan is mandatory for all employees.  

Definitions 

a. Blood - Human blood, including components and products  

b. Exposure Incident - means a specific eye, mouth, non-intact skin, inoculation, or injection contact with 

blood or other potentially infectious materials that result from the performance of job duties.  

c. Other Potentially Infectious Materials - semen, vaginal secretions, cerebrospinal fluid, synovial fluid, 

pleural fluid, peritoneal fluid, pericardial fluid, amniotic fluid, concentrated HIV and HBV viruses, and 

saliva in dental settings.  

d. Regulated Waste - means any liquid or semi-liquid blood or other potentially infectious materials; 

contaminated items that would release blood or other potentially infectious materials in a liquid or semi-

liquid state if compressed; items that are caked with dried blood or other potentially infectious materials 

and are capable of releasing these materials during handling; contaminated sharps; and pathological and 

microbiological wastes containing blood or other potentially infectious materials.  
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e. Universal Precautions - refers to a method of infection control in which all human blood and other 

potentially infectious materials are treated as if known to be infectious for HIV and HBV. It does not apply 

to feces, nasal secretions, sputum, sweat, tears, urine, or vomit unless they contain visible blood.  

Responsibilities 

Administrators will ensure the procedures of this plan are followed.  This includes: 

a. Making sure a copy of the plan is available to workers; 

b. Enforcing compliance with the plan; 

c. Ensuring new employees are trained; and 

d. Performing follow-ups on incident exposures. 

Staff will perform duties as established in this plan and as trained.  

Requirements 

a. General 

Personnel may face the risk of exposure to human blood during performance of their duties.  Blood or blood-

contaminated needles, or containers may be encountered.  

Although the only documented occupational risks of HIV and HBV infection are associated with injection, 

inoculation (including contamination of broken skin) or mucous membrane exposure to blood and other 

potentially infectious body fluids, as a precaution to University workers, when differentiation between fluid 

types is difficult, all body substances should be treated as if contaminated with human blood containing the 

HIV or HBV.  

b. Controls 

Wear protective gloves if exposure to blood contaminated body substances is remotely probable. Anytime 

gloves are worn, remove the gloves prior to touching anything else and use an antiseptic cleaner until hands 

can be washed with soap and water. Eating, drinking, smoking, applying cosmetics or lip balm, and handling 

contact lenses are prohibited in work areas where there is a reasonable likelihood of occupational exposure.  

c. Decontamination and Disposal 

 Sharps - Do not use sharp objects if an alternative is available. Take precautions to prevent injuries 

from these objects. Never pick up broken glass without mechanical assistance (e.g. forceps). Keep 

puncture-resistant containers nearby.  

 Hand washing - Hands and other skin surfaces should be washed as soon as possible if contaminated.  

Always wash hands after removing gloves.  

 Cleaning spills - Wearing gloves and other protective equipment as needed for splashing, promptly 

clean the spill. Absorb excess material with disposable towel then disinfect the area with 1:100 house 

hold bleach to water solution.  

d. Post-Exposure Evaluation 

Immediately following any exposure incident (specific eye, mouth, non-intact skin, or injection or inoculation 
with blood or other potentially infectious materials that results from the performance of job duties) a follow-
up medical examination will be made available to the individual. This follow-up includes an offer to collect a 
blood sample from the exposed worker immediately following the incident and subsequent periodic samples 
later for HIV testing.  The incident will be reported to the supervisor who will investigate. They will document 
the circumstances and measures to prevent recurrence. The source's blood will be tested if possible. 
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COMMUNICABLE DISEASES 

The Board and staff shall work cooperatively with the local County Department of Health to enforce and adhere to 

current Michigan law pertaining to the prevention, control, and containment of communicable diseases in 

schools. 

Students are required to be in compliance with the immunization schedule.  The building School Leader is 

required under law to exclude students from school attendance who are not in compliance with the 

immunizations required under Michigan law.  School personnel shall cooperate with public health personnel in 

completing and coordinating all immunization data, waivers and exclusions, including the necessary form to 

provide for preventable communicable disease control. 

Protocol for communicable diseases known to spread by casual contact 

The School Leader or his/her designee  has the authority to exclude a student or staff member from school when 

reliable evidence or information from a qualified source confirms that person of having a communicable disease 

or infection that is known to be spread by any form of casual contact and is considered a health threat to the 

school population.  Such a student or staff member shall be excluded until their physician approves school 

attendance or the condition is no longer considered contagious.  All reportable communicable diseases shall be 

referred to the local County Department of Public Health. 

Protocol for communicable diseases known not to be spread by casual contact 

When a medical risk has been identified and a public health officer informs the Academy that reliable evidence or 

information from a qualified source such as individual’s parent, physician, or public health officer confirms that a 

student or staff member is known to have a communicable disease or infection that is known not to be spread by 

casual contact, i.e. A.I.D.S., Hepatitis B and other like diseases, the decision as to whether the affected person will 

remain in the school setting shall be addressed on a case-by-case basis following approved protocol.  A case-by-

case review is necessary to ensure that decisions are based upon sound, reasonable medical judgments and not 

on unwarranted fears or suspicions.   

When a student, parent, or staff member discloses having a communicable disease not known to be spread by 

casual contact: 

a. Any school employee that receives information from a reliable and qualified source that a student/staff 

member has a disease known not to be spread by casual contact shall inform only the School 

Leader/Board. 

b. Upon receiving such information, the School Leader/Board will contact the parents, guardian or staff 

member to receive permission to release the individual medical information to the review panel. 

c. If permission is not received and the Board determines that there is a need to assemble the panel to 

protect the health and safety of others, the School Leader/Board President will convene the panel without 

parental/staff member permission. 

Membership of the Review Panel is as follows: 

a. The physician treating the individual. 
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b. A health official designated by the Washtenaw Department of Public Health who is familiar with the 

disease. 

c. A child/employee advocate approved by the infected person or parent/guardian. 

d. A school representative familiar with the child’s behavior in the school setting or the employee’s work 

situation as identified by the Board. 

e. Either the parents/guardians of the child, student if over 18, employee, or their representative.   

f. A district administrator. 

g. The Board will assign a stenographer to record the proceedings. 

h. The Board will designate the chair of the panel.  The chair is responsible for assuring a due process 

hearing that is fair and just.  The chair shall ensure an impartial hearing for all interests concerned. 

i. The Board will be present during the testimony process but will be excused when the panel is deliberating 

towards the “Proposal for Decision”. 

j. The chair of the review panel will designate the panel member who will write the “Proposal for Decision.” 

 

If the above individual with a disease or infection not spread by casual contact is a student who has been 

determined to be handicapped pursuant to the administrative rules for special education, or is suspected of being 

physically or otherwise health impaired, the protocol for special education students shall be followed. 

Mandatory screening of communicable diseases that are known not to be spread by casual contact is not 

warranted as a condition for school entry, for employment, or continued employment. 

Irrespective of the disease presence, routine procedures shall be posted and used and adequate sanitation 

facilities and equipment shall be available for handling blood or body fluids within the school setting.  All district 

personnel shall be trained in the proper procedures for handling blood and body fluids and should adhere to 

these procedures. 

All persons privileged with any medical information that pertains to students or staff members shall be required 

to treat all proceedings, discussions, and documents as confidential information.  Before any medical information 

identifying individual students or employees, is shared with anyone, the parent or guardian of the student or the 

affected staff member’s permission shall be contacted.  If permission is not received and the Board determined 

that a medical risk exists, a Need To Know review may be established. 

Instructions on the principal modes by which communicable diseases, including but not limited to, A.I.D.S., are 

spread and the best methods for the restriction and prevention of these diseases shall be taught to students and 

staff members. 

AIDS 

Decisions regarding the type of educational and care setting for HTLV-III/LAV-infected children shall be based on 

the behavior, neurological development, and physical condition of the child and the expected type of interaction 

with others in that setting.  These decisions are best made using the team approach including the child’s 

physician, public health personnel, the child’s parent or guardian, and the personnel associated with the proposed 

care of educational setting.  In each case, risks and benefits to both the infected child and to others in the setting 

shall be weighed. 
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Tuberculosis 

A statement of freedom from communicable tuberculosis (TB) is no longer required by state law as a condition for 

employment. 

Hepatitis B 

Hepatitis B vaccination is available upon request. 

SCHOOL FIELD TRIPS 

Staff may be asked to organize and attend field trips for students.  Staff will need to supervise the students during 

the entire field trip and keep the safety of the students in mind at all times.  Staff 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 staff 

attending the field trip must travel on the bus with students.   

DISCIPLINARY ACTION 

Suspected misconduct by any employee will be processed according to requirements of due process laws, 

employee contracts, and master agreements. 

RESIGNATION FROM EMPLOYMENT 

All staff is required to faithfully fulfill the obligations as listed in their salary worksheet until their agreement has 

been dissolved.  When an employee wishes to resign from their position with MEP Services, it is required that 

they give written notice to their School Leader and to MEP Services.  All staff is required to give a resignation 

notice of at least 10 working days when they separate from employment.  This time period allows the school to 

begin the replacement process in order to allow for a smooth transition for our staff and students.  The School 

Leader has the option of allowing them to work out this time or to set their last day of work within the 10 day 

period.  If this policy is not followed by the employee, MEP Services will not pay out any time from the employee’s 

leave from work bank or vacation days if applicable.  A letter of reference will not be given if the employee does 

not offer the required notice upon resignation.  The school may request the resigning employee to defer the 

effective date of resignation until a suitable replacement is found or to enable completion of ongoing projects or 

assignments. The 10 working days may not include any vacation or leave time that the employee has accrued.  

TERMINATION OF EMPLOYMENT 

MEP Services requests that all employees who terminate their employment, for any reason, give a two week 

written notice (resignation letter) to their HR Specialist.  Failure to do so will result in no leave days paid. 

The terminating employee is responsible for returning all Academy property such as, but not limited to, 

equipment, work materials, keys, identification cards, and tools. Should an employee fail to return property of the 

academy, the value of these items will be deducted from the employee’s final pay.  Final pay will be a live check 

mailed to the employee’s homes. 
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UNEMPLOYMENT ELIGIBILITY 

Employees, who are not specifically identified as 12 month employees, are hired with the understanding that their 

work year follows the school calendar.  These employees are not eligible for unemployment during the summer 

months. 

COMPLAINT PROCEDURE 

In order to preserve an environment based on courtesy, respect and responsibility, any requests, suggestions, or 

complaints concerning staff, curriculum, or operations of the Academy should be filed according to the following 

procedure:  

a. Anyone wishing to present a request, suggestion or complaint shall discuss this matter with the instructor 

or staff member that has direct responsibility of the matter.  If the discussion revolves around a particular 

incident, the complainant must initiate this process within 7 days of the incident.   

b. If the issue deals with a violation of laws or with Academy-wide policies, the School Leader is the 

appropriate staff member.  

c. If the School Leader is the accused perpetrator of harassment or other violation of law, then the 

complaint should be sent directly to CS Partners.  However, if CS Partners determines that the 

issues/complaint do not fall into that category, then the complainant will be required to first address their 

issues/complaint with the School Leader.  This procedure requires that the School Leader have an 

opportunity to resolve any issues/complaint that are not considered harassment or are illegal in nature 

prior to the involvement of CS Partners. 

d. If the aggrieved person is not adequately satisfied with the results of that discussion, that person has 7 

days to submit their complaint in writing to the School Leader. 

e. The School Leader will conduct their own investigation of the incident by speaking to all relevant parties 

and try to resolve the issue through discussions with those people.  After completion of that investigation, 

the School Leader will give a decision to the complainant and the reasons for that decision. 

f. If the original discussion was with the School Leader, and the concern was not adequately resolved by the 

School Leader, then the complainant must submit their concern in writing to CS Partners’ office using the 

CS Partner’s complaint form no later than one month after the School Leader’s decision is given to the 

complainant.  

g. Upon receiving the written complaint, CS Partners shall investigate the incident/conduct.  In determining 

whether the alleged conduct violates any policy or procedure, the totality of the circumstances will be 

investigated and reviewed. Appropriate action will then be taken.  A response will be given to the 

complainant if requested.   

h. Only signed, written complaints are investigated.  Anonymous complaints are not.   

i. If the complainant is not satisfied with CS Partners’ response, the complainant may present the concerns 

before the Board of Directors in accordance with the Public Participation procedures. 

j. Parents cannot request limited staff interaction when the situation warrants the staff member to be 

involved in his/her professional role. 

k. In order to complete a full and fair investigation, CS Partners cannot guarantee the confidentiality of a 

complainant.  
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l. Anyone utilizing this procedure will not suffer any form of reprisal.  All claims of retaliation will be 

investigated.  Any retaliatory activity may result in discipline, up to and including, discharge. 

 

Penalty 

An act found by to violate this policy will result in disciplinary action, up to and including immediate dismissal. 

Non-Retaliation 

We believe that it is every employee's obligation to report complaints or incidents of possible discrimination or 

harassment.  No employee will be retaliated against by for complaining under this policy.  An employee who 

believes that he or she has been retaliated against in violation of this policy should follow the complaint 

procedure outlined above. 

Non-Employee 

If you believe that you or another employee has been the subject of sexual or other unlawful harassment as 

defined in this policy by a non-employee, such as a student, independent contractor or vendor, during work time 

or in relation to your work, it is mandatory that you contact the Human Resources Manager or the Vice President 

for Administration immediately for an interview.  An investigation of the complaint will be undertaken as stated 

above.   

If MEP Services, after appropriate investigation, finds that a non-employee has engaged in conduct toward an 

employee that violates this policy during work time or in relation to the employee's work, appropriate action will 

be taken.  
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ACKNOWLEDGEMENT 

I hereby acknowledge that I have received one copy of the MEP Services Employee Handbook and agree to read 

and study its contents, including the Prohibition of Unlawful Discrimination and Harassment Policy.  I understand 

that the contents of this Handbook govern, in part, the terms and conditions of my employment. 

In consideration of my employment I agree and understand that my employment, compensation, and benefits can 

be terminated with or without cause, and with or without notice, at any time, at either my option or at the option 

of MEP Services , it being mutually understood and agreed that my relationship with MEP Services is one of 

employment-at-will, and no representative of CSP Management other than the President, has any authority to 

enter into any agreement for employment for any period of time or to make any agreement contrary to the 

foregoing, and any such agreement must be in writing and signed by both the President and myself. 

I also understand that this Handbook supersedes all previous Handbooks, oral or written representations, policies 

and procedures, and may be amended, rescinded, or deviated from at the sole discretion of, except that the at-

will employment relationship may only be modified as described above. 

In addition, all fringe benefits (including bonuses) that I receive as a result of my employment may be modified by 

MEP Services and do not vest by reason of employment or otherwise.  All employment benefits are subject to the 

terms and conditions of the applicable insurance policies and/or plan documents. 

 

__________________________________   __________________ 

Employee Signature       Date 

 

__________________________________ 

Employee Name (Print) 

 

PLEASE RETURN THIS PAGE TO THE ADMINISTRATION OFFICE. 

 
HR Specialist 
869 South Old 23 Suite 500 
Brighton, MI 48114 
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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 
The mission of Clara B. Ford Academy is to engage our students in a safe, innovative learning environment within 
Southeast Michigan that will enable them to function as contributing adults. 
 
Essential to our mission is a commitment to work side by side with key partners, including each student’s family or 
guardians, the primary social serving agency, other educational and professional institutions, and the community 
at large.  Clara B. Ford Academy will help each student acquire the education and skills needed for successful 
transition into adulthood. 
 
Vision 
Our environment purposefully addresses the needs of the whole child while inspiring a passion for life-long 
learning that leads to the realization of dreams. 
 
Goals 
The Clara B. Ford Academy has a variety of goals:  

 To create a learning community that helps students put meaning into their learning so they can succeed in 
their career or continuing education, have a quality life, know themselves well, and build positive and 
satisfying relationships with others. 

 To teach students how to participate in making decisions that use different methods including 
comparison, systems, patterns and analytical thinking strategies.  

 To encourage outstanding academic performance for each of our students 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.  Courteous, respectful and responsible behavior fosters a positive climate for 
the learning community.  

 
Touchstone 
Once caring learning community is built on a foundation of: 

 Safety 

 Respect 

 Leadership 

 Innovation 

 Integrity 
 

Expectations 
This list is not exhaustive and is in addition to the policies and procedures found in this handbook. 
 

 Direct all visitors (anyone not employed by CBF or VMA) to the CBF office (room 114) to register as a 
visitor and receive a Visitor Badge. Even if you know the adult, state, “I would love to help you but you 
must first register in the office”. It is everyone’s responsibility to keep the academies safe. 



 
 

 

 Display student work, appropriately, in hallways and classrooms—if you see them falling down, please 
secure. Let’s collectively make the school look appealing and filled with caring people. 
 

 Create a classroom environment enriched with materials and supplies for students. Facilitate engaging 
and innovative instruction. 

 Be conscientious of supply requests for student and classroom use, including copying and printing.  The 
use of liquid white-out is prohibited. Making color copies and copying packets, textbooks, coloring 
books, worksheets require approval by administration. With limited exceptions, all copying will be black 
and white. 

 Read and follow policies and procedures found in CBF faculty and student handbooks. 

 Prepare a Substitute Teacher Folder (supplied by the office faculty), replenish materials as needed, and 
place in an obvious spot for substitute’s use. 

 Develop for and share with students a standard policy on assignment completion, especially in terms of 
illness or suspension. 

 Take attendance daily within the first 10 minutes of class period. 

 Monitor hallways and bathrooms and enforce closed campus policy. Students are not to use the elevator; 
know where your students are at all times. 

 Maintain the cleanliness, appearance, and safety of the school building, especially storage areas, 
bathrooms, refrigerator, and microwave. Keep food in closed storage containers. Support a Locker 
Cleaning Day at least once a quarter. 

 Be respectful of materials purchased for your use, such as but not limited to, books, laptops, projectors, 
smart boards. Damages should be reported immediately to School Leader. Faculty members may be held 
personally responsible for any damage caused by abuse or negligence as deemed by the School Leader.  
The employee may be responsible for full replacement costs of materials if damaged or lost.  These items 
are the property of the Academy and can be removed only with School Leader permission. 

 Attend and actively participate in meetings requested by the School Leader as well as Student Advocate 
meetings, conferences, TST, BIPs, IEPs, committee meetings, mentoring program, and the like. Your input, 
suggestions, and ideas are valued and assist in the development of an engaging, trusting school culture.  
Due to the nature of our facility, please refer to parents/guardians as “Student Advocates”. 

 Attend faculty evaluation sessions and actively participate in this learning process. 

 Dress in accordance to the professional Faculty Attire policy. Be mindful that we work with adolescents 
and model appropriate and respectful dress for this setting. 

 To follow procedures set forth in Captain’s Logs, and procedures in the Student Handbook. 

 Develop and maintain an individual web page that must have section for tutoring suggestions 

 All communication (verbal and written, including personal social media) should be professional in regards 
to the academy and its stakeholders. 

 

Academic Integrity 
In order to foster a healthy and appropriate atmosphere for learning, CBF strives for its students to maintain 
certain standards of academic integrity. We want students to understand that they are in control of their own 
actions and behavior.  In order to be effective students and life-long learners, it is imperative to hold high 
standards for success and academic honesty. Students should use their own abilities to complete assignments and 
projects, unless instructed to work collaboratively with classmates or outside individuals. Plagiarism, cheating and 
dishonest behavior are not characteristic of a Clara B. Ford Academy student. Steps toward this type of activity 
will result in academic consequences.  
 
 



 
 

 

Attendance/Absences/Tardy 
Faculty workday begins promptly at 7:15am; classes begin at 7:54 a.m. 
.  If an employee will be reporting late to work, a call or text must be made to the School Leader AND an email or 
text sent to Sub Coordinator. 
 
 
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 lunch time and 
before leaving at the end of the day.  
Tardies will be initially addressed by teacher. A pattern of tardiness will be addressed with appropriate personnel. 
 

 
Homebound Assistance 
We are responsible for providing Home Bound 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 teacher will be reimbursed for time when occurs after school hours.  Volunteers will be solicited; 
otherwise, school leader will assign task to a certified teacher. 
 
A Homebound plan will be designed with input from student advocate, student, School Guidance 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, 
they shall receive a minimum of two (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. 
 

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. They could be used during non-instructional time, preferably outside the building or away 
from students. At no time should personal cell numbers be shared with students. In case of an emergency, please 
alert to the main office. 

 
Classroom Assignment 
Faculty will be assigned a classroom or area to maintain throughout the school year. It is expected that the 
assigned classroom teacher be responsible for cleanliness and upkeep of equipment in the assigned room. Any 
damages should be immediately reported to School Leader. 



 
 

 

 
Students will be assigned to classrooms by the Guidance Counselor and/or School Leader and are expected to be 
in assigned classroom. Any questions or concerns about the assignment should be discussed with the Guidance 
Counselor.  Teachers are not allowed to re-assign students without administrative approval.  Please do not let 
students remain in your classroom that are not on your class roster. 

 
Check-In and Check-Out Procedures 
All faculty must sign in and out each day in the administrative office.  Faculty must sign out when leaving the 
building. Please allow plenty of time to get to the administrative office to sign in each day. If a situation occurs 
where an employee cannot make it in time due to an emergency, they must notify the School Leader immediately 
by text message. Exceptions can be made at the discretion of the administrator. (Also see Absences and tardy 
section) 
 
Teachers must sign in by 7:15a.m.and ready for a 7:15 am meeting if called. They should be standing by their 
classrooms by 7:50 a.m. to greet students and assist in hall monitoring.  Teachers must record attendance within 
the first 10 minutes of each class period in PowerSchool. 
 
Teachers must monitor hallway traffic during class changes; all non-instructional faculty (unless exception by 
Principal) should be in the hallways during passing times. Visitors must go through screening and be escorted to 
the main office to be checked in—if no one is at the door, please alert office BEFORE allowing someone to enter 
building. 
 

Child Abuse/Neglect Policy 
State child protection law clearly states all school personnel, along with many other professions, are required by 
law to report what they suspect as child abuse or child neglect.  Mandated reporters in schools include: 
psychologists, social workers, school administrators, school counselors and teachers. 
 
Mandated reporters are required to make an immediate verbal report to CPS and a written report within 72 hours 
when the mandated reporter suspects child abuse or neglect.  The verbal report can be made by calling (855) 444-
3911.This number is operated 24- hours a day, seven days a week, including holidays.  The written report form is 
DSS-3200.See form section in this handbook. 
 
As a school recommended policy to promote faculty support and other assistance to the child and agency the 
following guidelines are recommended: 
 

1. School personnel that suspects child abuse or neglect of a student will contact the School Leader, his/her 
designee or social worker regarding their concerns, either prior to or after their reporting the suspected 
abuse.  If administration is not available, proceed with filing the report. 

2. A DSS-3200 form or a disk to make the written report is on file in the office and with the school social 
worker. 

3. The faculty member who suspects abuse or neglect can request assistance in making the oral and filing 
written report. However, just reporting your suspicions to another faculty member or School Leaders does 
not relieve your responsibility to report the suspected abuse/neglect. 

4. For school purposes, a copy of the written DSS-3200 report will be kept with the School Leader 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 DSS worker. 

 
Things to remember:  



 
 

 

 The report is confidential.  The identity of the reporter should be kept confidential, subject to disclosure 
by a court order or consent. 

 No one can or should interfere with your effort to file a report of abuse/neglect. 

 It is each of our legal responsibility to file a report if we suspect abuse/neglect. 

 You cannot be held liable for making a legitimate report if later proven unsubstantiated. 
 

Closed Campus 
Faculty must sign out when leaving the campus. Faculty must let the CBF Administrative Assistant or the School 
Leader know when leaving campus.  This allows us to have accurate information and a means to contact you 
should an emergency situation arise at the Academy. 
 

Conferences 
The faculty at Clara B Ford Academy wants to work with Student Advocates to provide academic success for our 
students. We understand that many Student Advocates (parents, guardians, SIL workers, YAPS, etc.) work full 
time, have responsibilities, or have transportation issues that make it difficult to come to the school. We provide 
continuous opportunities for them to connect with faculty throughout the year. When a Student Advocate 
contacts you, you have 24 hours to contact them and share student’s strength and challenges. Additionally, it is 
expected that you contact Student Advocate at least once a quarter, via Power Schoo, email, letter, or phone call. 
All Student Advocate contacts should be documented and present to school leader upon request.  
 

Confidentiality 
Due to the nature of this facility, the information about the residents is highly confidential and protected by their 
placement here. Faculty should be aware that use of student’s full names is restricted to in school records.  
Pictures of students are prohibited unless approved of by School 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 
School. 
 
Documents pertinent to the School or its students may not be removed from the office without advance 
permission. Unauthorized disclosure of confidential information may result in discharge and possible legal action. 
This is important to students and to the Academy. 
 
Faculty must complete yearly on line course on Confidentiality. 
 

Controversial Issues during Lessons 
A potential controversial issue is a topic that will produce both support and opposition in a community.  When a 
controversial issue is not part of the curricula, the School Leader must approve its curriculum use. 
 
When introducing a controversial issue in the classroom, the teacher must consider: 

 the chronological and emotional maturity of the students; 

 the relevance of the controversial issue to the course; 

 the degree to which the students can personally handle the issue; and  

 the time available to study the issue so that it allows for a fair discussion of all opposing viewpoints 
 
The teacher may express his/her personal position on a controversial issue; however, he/she must clearly identify 
the position as a personal opinion. 
 



 
 

 

Electronic Communications with Students 
CBF faculty shall not maintain private communications with students through texting, blogs, chat rooms, internet 
social network sites such as, but not limited to, Instagram, Facebook, Twitter, etc. or any similar form of social 
communication without specific permission from the Administration.  Such private communication is not secure, 
can be easily misconstrued and is considered inappropriate. 
 
In addition, communications with students via telephones, cell phones and email should only be used to conduct 
CBF business and instruction. Personal contact information should not be shared with students.  Student services 
should not be solicited. Furthermore, if electronic communication between a CBF faculty member and a student 
becomes frequent, the faculty member shall ensure that the each student’s student advocate is aware of that 
communication. 
 

Electronic Mail (Email) Policy 
OBJECTIVE: To develop an effective and efficient way of communicating, processing and organizing your 
electronic mail (e-mail). Remember that an email may not be the most effective means of communicating.  
Depending on the circumstance, a phone call or face-to-face meeting may be better. School Email should be 
checked at least three times during the course of the school day, including early morning, and before leaving the 
school property. 
The following guidelines should be used when sending out emails: 
 

 Emails should be used for business and educational purposes. 

 Emails are not private—remember your email could show up where you least expect. 

 Be mindful of confidential material; e.g., use student’s first name and last initial 
 
 
TO: Many times recipient hits the “Reply” button (which is the Reply to All) rather than “REPLY to SENDER”.  
Many times you need to respond only to the writer of the email.  Be mindful that some information is not 
necessary for everyone. 

 
CC: Basically this is a courtesy copy of the message.CC Recipients need only to read or file the message—no 
response or action is needed.  If you want a response from others, put them in the “TO” line. 

 
SUBJECT LINE: Clearly reflect the content of message. Please use these in your emails: 

 

 Action Required—The recipient has to complete an action before he or she can respond, e.g., “Action 
Required: Reauthorization application” (In the body is a description of some action that is required to be 
completed—here the actual application completed.) 

 Response Requested—The recipient needs only to respond.  No action is required, e.g., “Response 
Requested: Consequences of Behavior” (In the body might ask for reaction to an attachment on 
consequences of behavior.) 

 FYI—For your information; no response is needed, e.g., “FYI: web site on co-teaching.” (Body of message 
would have a link or information on co-teaching.) 

 If your message is complete in the subject line, end with EMO (End of Message) that way the person does 
not have to open the email. E.g., in Subject line: “Response Requested: let’s meet at 2:00 on Wed –EMO” 
(Nothing is written in the body of the email.) 

 
NOTE-Edit Subject Title: If you are using a previously written email, but are changing the subject, please 

change the title in the subject line.  Keep in mind that the recipient may want to file the email based on the 

subject—so be clear and concise. 



 
 

 

 
BODY of EMAIL: The body of an e-mail should contain a well written and detailed message; use business-like, 
clear, and concise language. Take time to compose. Before sending out the message, use the PASS test: 

 P- (Purpose) Have you communicated the purpose of the message? 

 A- (Action) Have you clearly communicated any response or action you are requesting? Do you have all 
the information so someone will not have to email back questions 

 S- (Supporting documentation) Have you submitted the appropriate supporting documentation? Is the 
attachment attached? 

 S- (Subject line) Have you summarized the message in the subject line? Have you used the guidelines 
above? 

 
END OF EMAIL 
The following language should be added at the end of the body of the email communications beneath your name, 
position, and school contact information: 

 

 Mission Statement: Our mission is to engage our students in a safe, innovative learning environment 
within Southeast Michigan that will enable them to function as contributing adults. 
 

 CONFIDENTIALITY NOTICE: This message, including any attachments, is intended solely for the use of the 
named recipient(s) and may contain confidential and/or privileged information. Any unauthorized review, 
use, disclosure or distribution of this communication(s) is expressly prohibited. If you are not the intended 
recipient, please contact the sender by reply e-mail and destroy any all copies of the original message. 

 

Emergency Information 
Faculty 
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. 
 
Students 
On a quarterly basis, faculty, School Social Worker and /or Administrative Assistant will make sure that student 
emergency information is up to date and accurate, especially for students in the Continuing Program.  
 

School Closing and 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. Employees using a timesheet or a time clock must indicate the day, reason, and number of hours that 
were scheduled to be worked. Absences on emergency shutdown days are treated like any other absence. 
If CBF is closed for inclement weather, the decision will be made by 6:00 a.m. Clara B. Ford Academy will continue 
to report school closings due to snow or weather on the local radio and TV stations and will use this system as an 
overlay to the public announcements. 
Channel 7 
WWJ 950 AM 

 WDIV (channel 4) out of Detroit 

 www.clickondetroit.com 
 



 
 

 

Employee Training 
Each year, there are trainings/courses that must be completed yearly by employees prior to their start date or day 
after Labor Day.  
 

 Bloodborne Pathogens for School Employees 

 Student Confidentiality: The FERPA/HIPAA Facts 

 Concussion—once only 
It is important that you are up to date with your training every school year.This is why we have implemented a 
fast and convenient way to complete the trainings: online through an easy to use website, www.learnport.org. 
 
Please follow the steps below to complete your trainings: 

1. Go to www.learnport.org 
2. On the left side of the page, click on “Login/Sign up,” go to “Create New Account”. 

 Enter User Information 

 Enter Manager Name: Check Box to skip this section. 

 Select Organization: Select School Employee or Guest 

 Job Title: Click “Search” to display a list of job titles, please select the one that applies to you, if none do, 
select “Other”. 

3. You should now be logged into your new Learnport Account.  Please keep your username and password for 
your records. 

4. To locate the correct blood-borne pathogens course, click on the tab “Learning Center” at the top of the 
page. 

5. Next, click on “Course Catalog” and to search for the correct course type the course’s name listed above 
(exactly as shown or it may not appear). 

6. Click on the course to begin! 
One you have completed the course and quiz, you will need to print out verification to send to MEP Services for 
your file.Go to “My Workspace”, then “My Transcript”.  Here you will find Certifications for your completed 
courses. 
 
If you need assistance using www.learnport.org, please call the Learnport Help Desk at (888) 889-2840. 

 
Expenses 
Please be mindful that approval from School Leader should be obtained before faculty spends their own monies 
or risk the possibility that you will not be reimbursed.  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 Academy related expenses.  The form must be turned in to the School Leader for 
approval. 

 
Food Policy 
On occasions it is acknowledged that food may be distributed outside of the lunch period. 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 classroom, and please make sure that excess is properly 
disposed of and room is clean. No glass containers. 
 

http://www.learnport.org/
http://www.learnport.org/
http://www.learnport.org/


 
 

 

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. A cumulative Grade Point Average (GPA) for each student is computed only at the end of each 
quarter.  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+ 2.50 77 – 79 

 C 2.00 72 – 76 

 C- 1.75 70 – 71 

 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. 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 teacher or at the request of Student Advocate, progress reports will be given.  
 
Report Cards 
The students will receive report cards at the conclusion of each quarter.  
 

Homework Policy and Assignment Completion 
To prepare our students for the rigors of college and the workforce and meet the standards set forth by the state, 
we have structured the curriculum to best distribute the learning goals over the course of the year. Since course 



 
 

 

topics build upon each other, it is important for students to meet deadlines and turn in assignments and projects 
on time in order to stay on track for graduation.  It is, however, our goal to help all students meet the standards 
over the course of the year while recognizing that we must cultivate specific habits of mind by demonstrating 
flexibility in working with each student. In keeping with the goal of developing good study habits, students are 
responsible for their own learning and for obtaining from their teachers and making up missed assignments/work. 
 
To increase student accountability and higher expectations, we will work towards helping students develop habits 
of persistence, management of impulsivity and internal motivation for accuracy. During this process, students will 
work on the development of study skills and attributes necessary to achieve this goal.  
 
The purpose of homework is to increase student learning. It is a direct link to increasing engagement in learning 
and improving student achievement.  

 Homework should be relevant and purposeful to instruction. 

 Homework results are used to influence instructional decisions.  

 Incomplete work will become homework in the event that a student has not finished a project or 
assignment throughout the school day or has been absent from school. 

MISSING ASSIGNMENTS-Everyone must follow the agreed upon definition of Missing Assignments as this is a 
part of our formal evaluation by Ferris State University--see page 23. 
 
Due Dates 
It is expected that all homework is due at the beginning of the class on the specified due date.  Teachers need 
clear policies on how they will address late assignments. 

 If a student has an absence: it is the student’s responsibility to request missed material and homework 
assignments. It is the teacher’s responsibility to respond to this request within 24 hours.).If the 
parent/student advocate provides at least 24 hour notice of an upcoming absence, the teacher will 
provide material.  

 If absence is not excused: It is the student’s responsibility to obtain assignment from teachers. (absence is 
defined as one in which the teacher and School Leader do not know where the student is located.) 

 If suspended: when the student returns, the student must request missed work and the teacher has 24 
hours to respond. Assignments may be marked down. 

Identification/Car Tags/Keys 
Faculty will be assigned a car tag that must be hung from rear view mirror. In addition, faculty will be issued a 
faculty identifications (ID). Since the building and facilities are secured, designated faculty will be issued keys to 
access the doors and locked cabinets 
 
The following procedures must be followed regarding these items: 
  

 Faculty must sign a form indicating receipt of keys, car tag, ID, and other IT equipment (e.g., computer, 
phones) 

 Faculty must park in Academy designated parking spaces 

 Under no circumstances are car tags, keys or IDs to be given to students or other personnel. 

 IMMEDIATELY report missing or stolen car tags, keys and/or IDs to the administration. A $10 fee will be 
charged for replacement of each key, a car tag and an  ID. 

 Duplication of keys is strictly prohibited without proper authorization.  

 Under no circumstances are keys to be given to students or other personnel. 
 

 Keys, car tags and IDs will be collected at the end of the year or whenever requested by the School 
Leader. 



 
 

 

 
Injury and Illness 
STUDENT 
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 main office is a student is ill or injured. 
STUDENT AND FACULTY 
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 classroom and 

building to ensure proper coverage. 

 

 

Leave From Work/Paid Time Off (PTO) Policy 
All full-time instructional employees work a set number of days as noted on the Academy faculty calendar. 
Employees are to use these days for instruction, planning, and training. 

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 business should be conducted during times when the 
Academy is closed. Taking the day off before or after a scheduled break is discouraged and may be unpaid if not 
pre-approved by the School Leader. 
 
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 MEP Services. 
If the absence exceeds three work days, the employee is required to provide a certification from his or her 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 School 
Leader. When possible, consent should be requested ASAP. If it is not possible to obtain consent prior to an 
absence because of an emergency, the employee must notify the School Leader of the emergency and seek 
consent as soon as possible. Pay for emergency days without prior approval are subject to School Leader/ 
approval. Leave days can be used 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 taken out of their pay. Excessive use of leave days may result in 
disciplinary action. 
 

Leave From Work/Paid Time Off (PTO) 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 from 
Work 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 
used. Paid rates are $100 for certified faculty and $50 for all other faculty. 
 
At the time of separation of employment with MEP Services, payment at the same rate as above will be made to 
the employee for all remaining days in their Leave from Work Bank. If the employee has used more leave or 
vacation days than earned, then an adjustment at the employee’s daily rate will be made from their final pay. 
 



 
 

 

Mentoring 
The School Leader or designee at the Academy maintains a list of all faculty members that need to have a mentor 
assigned.  Those who should be included in new teacher mentoring should be: 

 Teachers with less than 4 years of experience 

 School Counselor--New to the profession 

 Speech Language Pathologists with teaching certificates--New to the profession 

 Those new to the Academy will be assigned a mentor for their first year at CBF 
 
Note: Speech Language Pathologists that have an ASHA card do not need a record of professional development. 
 
The School Leader or designee will match master teachers with beginning teachers.A master teacher is someone 
who has more than four (4) years of classroom teaching experience, although it is recommended that mentors 
have at least five (5) years. Important characteristics of mentors are:  

 Strongly advised NOT to be a person who evaluates the faculty member’s job performance 

 Meet monthly 
 
Faculty members will be notified of their mentoring matches via e-mail by September 31st of each year. 

 
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. 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.  
 
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.  
 
 

Employee Fingerprinting Costs 
Fingerprinting costs are reimbursed to new employees after 90 days of employment. The reimbursement 
procedure set by the Academy must be followed in order for the employee to receive a reimbursement. 
 

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. 
 

Professional Faculty Attire 
We want to present a professional atmosphere in all our buildings. As such, all faculty should be professionally 
dressed at all times unless notified of casual dress down day. Dress too casual and inappropriate for the classroom 
setting include: tee shirts, tank tops, shorts, blue jeans, cargo pants, spandex, legging worn as pants, sweatshirts 
(unless holiday designed), and tops that are tight fitting, low cut, or sexually provocative.(PE teachers are 
expected to dress in a manner that is conducive to the classroom activities.) 



 
 

 

 
Professional, standard dress for female faculty include slacks or skirts with sweater or blouse, pant suits, dress 
suits, or dresses, and appropriate shoes.  Professional, standard dress for males includes slacks and dress shirts, 
casual shirts, business suits, and appropriate shoes.  
 
At times more formal attire will be required e.g., suit jacket, shirt and tie for males, “professional cocktail dress” 
for females 
 
Jean Days are pre-approved by School Leader. On these days, professional tops or CBF School apparel is 
acceptable. Jeans should not have holes or be excessively tight. 
 
Casual Dress days are those where tee shirts, shorts, etc. are acceptable. 
Both male and female employees are asked not to display tattoos and dress conservatively. 
 
Employees are encouraged to not bring or wear expensive items to work. CBF will not be liable for items lost or 
damaged. 
 

Release of Information 
Situations may arise when a Student Advocate is working with an outside agency to provide intervention services 
for their student (i.e., psychological testing, medical reviews, counseling services, etc.).These agencies often will 
request that CBF personnel (especially teachers) complete and submit various forms about the student.  Prior to 
the completion and submittal of these forms, all such requests must be directed to the CBF social worker.  This 
procedure also applies to other public or private schools that send specific forms for completion by 
teachers/faculty. 
 
Under The Uninterrupted Scholars Act (USA), educational agencies and institutions may now release a student’s 
education 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 Procedures 
All faculty is expected to return Academy property before leaving the Academy.  Such property includes, but is not 
limited to, cell phones, car tags, ID’s, keys, laptops (students and faculty), 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 employee 
(keys, IDs, car tags, 10.00 each lost tem; other items at cost.) 
 
Books distributed for Professional Development are expected to be left in the building unless permission obtained 
from the School Leader. 
 
Failure to return school property may result in withholding final check. 
 

Review of Instructional Materials and Activities 
Administration reserves the right to review any instructional materials and observe instruction in any classroom at 
any time.  
 

 Emergency Procedures 
Emergency procedures are in the classroom. 
 



 
 

 

Faculty Hours 
The following schedule outlines the expected timeframe for a typical work day at CBF: 
 
  Faculty arrival: 7:15 a.m.--ready for work. If you need time to settle in please come earlier. 
  End of faculty work day: 3:15 pm Monday, Thursday, and Friday; 

 4:00pm on Tuesday and Wednesday 
  30 minute midday lunch break 
 
 
It is understood that in a professional working environment faculty meetings,  Student Advocate meetings and/or 
school events and activities will at times extend the faculty work day.  Faculty is expected to attend professional 
development meetings on Tuesdays and Wednesdays until 4 p.m.  
 
All CBF, faculty is required to log in and out each day including when leaving for lunch. All faculty must sign in and 
out each day in the administrative office.  Please allow yourself plenty of time to get to the administrative office 
to sign in each day.  If a situation occurs where an employee cannot make it in time due to an emergency, they 
must notify the school leader immediately and an exception can be made in the discretion of an administrator. 
 

 Developing Responsible Behavior 
CBF acknowledges that it collaborates with Vista Maria to assist in the treating, healing, and educating its 
students. In so doing, CBF has adopted a trauma informed approach to its discipline policies and procedures. As 
such, “one size does not fit all”, nor is the focus punitive and rewards based. The goal is to enhance emotional 
regulation and understanding. 
 
At times, CBF School Leaders use progressive discipline to determine the severity of the consequences for the 
student. Progressive discipline involves increasing the severity of the penalty each time the student displays 
inappropriate conduct. This process is intended to correct the behavior of the student, not to punish the student. 
At times,   
The investigator will take into account all of the circumstances surrounding the incident, including but not limited 
to:  

 the nature, severity and frequency of the misconduct 

 the age, development and maturity of the students involved 

 the context in which the alleged incident(s) occurred 

 discussions with Student Advocate, therapist, or the like 

 
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 main 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 switch off or put into password protected mode when not in use.  
Portable student information/files should be kept lock 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 School 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, 
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 of the common signs of homelessness or have any other information that is pertinent 
to a student’s living arrangement, contact the social worker. 



 
 

 



 
 

 

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; call the student’s parent/student 
advocate; and call 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. 
 
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 School 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 School 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. 
 

Time Off Schedules 
12 Month Employees (Non-custodial) 
Employees that work 12 months of every year follow the faculty calendar for breaks and shutdown periods. The 
School Leader may assign time sensitive tasks to these employees during breaks and shutdowns. It is the 
responsibility of the School Leader to respond to any emergencies that may arise during the course of the school 
year. The chart below indicates any additional time off. 
 
Work Schedule: Aug 1-July 31   Pay Schedule: Aug 16–Aug 1 
 

 
 
 
 
 
 
 
 
 
 

 
 
10 Month Employees 
Employees that work 10 months of every year follow the faculty calendar for breaks and shutdown periods. Work 
schedules for part-time employees are directed by a supervisor and determined by department needs. The chart 
below indicates any additional time off. 
 
Pay Schedule: Sept 1–Aug 16 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Employment Classification Leave Pay Vacation Pay Holiday Pay 

Full-time (30+ hours/wk) 
                 (.75 FTE and above) 
12 Month Salary 
12 Month Hourly 

12 days/yr 5 days to be taken the 
week of July 4 

N/A 

Part-time (25-29 hours/wk) 
                  (.63-.72 FTE) 
12 Month Salary 
12 Month Hourly 

5 days/yr N/A N/A 

Employment Classification Leave Pay Vacation Pay Holiday Pay 

Full-time (30+ hours/wk) 
                 (.75 FTE and above) 
10 Month Salary 
10 Month Hourly 

10 days/yr N/A N/A 

Part-time (25-29 hours/wk) 
                  (.63-.72 FTE) 
10 Month Salary 
10 Month Hourly 

5 days/yr N/A N/A 

Part-time (< 25 hours/wk) 
                  (.6 FTE or less) 
10 Month Salary 
10 Month Hourly 

N/A N/A N/A 



 
 

 

Timesheets 
All non-exempt employees must complete a timesheet for every pay period worked. Timesheets must be signed 
by the employee and School Leader. A separate timesheet needs to be filled out for every position worked. 
Lunches are not paid and should be indicated on the timesheet when they are taken. Paid time off (PTO) must 
also be recorded. Due dates are indicated on the timesheets. 
 

AESOP (Tracking Time Off) 
The Academy uses an automated service to simplify the process of recording absences and contacting substitutes 
called AESOP (Automated Educational Substitute Operator.) Employees can interact with the system either on the 
Internet at aesoponline.com or through a toll-free automated phone line at (800) 942-3767. AESOP is available 24 
hours a day, seven days a week. 
 
Upon hire, employees are given an AESOP welcome letter from MEP Services that contains an ID number, PIN 
number, and instructions on how to log in to the AESOP system. After registering, employees are able to enter 
absences, contact substitutes, check absence schedules, update personal information, and track leave day 
balances. All employees need to record absences in AESOP 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. 
 
Emergency absences or tardiness should be phoned to the School Leader/Supervisor as soon as possible. If no 
phone call is made, or if it is after 5:30 a.m., the absence may not be paid.. No messages will be accepted. It is the 
employees’ responsibility to speak directly with an administrative faculty member to notify them.  
 

Lesson Plans 
When substitutes are needed, teachers should make arrangements for lesson plans to be ready or indicate that 
emergency plans should be used.  These should be readily available for substitute and shared with the CBF 
Substitute Coordinator. Additionally, it is a requirement that teachers have 10 days of emergency lesson plans 
available in case of an unplanned absence. If requested, Teachers should be ready to submit weekly lesson plans. 
 

Vacation Days 
Only 12 month employees receive vacation days. Vacation time does not roll over and must be used in the 
calendar year it was earned. In the event of a termination, unused vacation days are not paid out. 
 

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 the main 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.  
 



 
 

 

In the case of Vista Meadow Academy visitor, they must follow above procedure and obtain a Visitor badge from 
Administrative Assistant in room 114. They then will be directed upstairs to VMA office. The Administrative 
Assistant will call upstairs to inform them of visitor. 
 
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. 
 
Since the safety of the buildings is everyone’s responsibility, all faculty members are to ask visitors without 
badges to report to 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 brining friends or relatives to the Academy. 
 
 
 

WEB PAGE 
CBF has developed a web page, including individual pages to house required and important information for 
Faculty, Student Advocates and community members. It is the expectation of the administration that individual 
pages are designed, monitored, and updated on a monthly basis. Inviting, individual pages will have classroom 
guidelines and expectations, relevant classroom information, assignments, and a section for tutors to use in 
helping students outside school hours. Faculty should be mindful to adhere to confidentiality concerns and are 
prohibited from posting photos or names of students, unless written permission is obtained and on file in CBF 
office.  
 
All faculty should aid in the development of the Academy’s web page. 
  



 
 

 

FORMS 
 

 

  



 
 

 

Request for Reimbursement 
 

Clara B Ford Academy 
   

   

   

         

         
Request for Reimbursement 

   

         

 

Please complete this form, including invoices, and return to 
Business Manager. 

 

 

Reimbursement will be made after approval 
by the Administration. 

  

         

         

Reimburse To:    Authorized by:   

Date Requested:     
 

                  

Item No. 
Purchased 

From/Description Account Amount 

1             

2             

3             

4             

5             

6                 

7               

8 
 

              

9             

  TOTAL   

* Item No. for each receipt attached 
      

         Make Reimbursement/payment to: 
      

         
Name   

   
Address:   

   
City, State, Zip   

   



 
 

 

Time off Request Form 
 

 

 



 
 

 

Gradebook Symbols for Tracking Assignments in PowerSchool 
 
When recording grades in gradebook, and a student has missing or refused assignments, RIGHT CLICK on the 
score box for a drop-down to find the following symbols. 

 

Score Inspector: This is a tool on the toolbar that allows you to write private, individual 

comments on each assignment.Use this feature to write memos or notes about why symbols 

are used.  

 

Score Inspector is used with final grades and comments that are published on the report 

card. Only pre-made comments are used for report cards. 

Gradebook 

Symbol 
Rationale 

 

Late:This notation is used when an assignment is collected, but student 

did not turn in. You can give the student the opportunity to make-up an 

assignment for equal value or reduced points.You may want to put in a 

note using the score inspector comments. These assignments would 

never turn into an M. 

 

Ex 
Exempt:This would be used if the student is NOT required to make up 

the assignment and is excused from any penalty, e.g. homebound, 

discharged or at court. 

 

 

Missing Refused:This notation should indicate that the student is 

present and has refused to do the assignment due to a negative attitude 

toward school. This is different from her inability to complete the work, 

absences or circumstances beyond the student’s control.This is used to 

track performance for Ferris State/Engagement Data! 

 

 
 



 
 

 

Network and Internet Acceptable Use Agreement 
The Academy is committed to the effective use of technology to both enhance the quality of student learning and 
the efficiency of Academy operations. It also recognizes that safeguards have to be established to ensure that the 
Academy’s investment in both hardware and software is achieving the benefits of technology and inhibiting 
negative side effects. 

 
In order for anyone to use the local and wireless network, Internet connection and/or data and exchange servers, 
he/she must read these guidelines and sign this Agreement. 
 
A user name and password will be issued to users upon receipt of this signed Agreement.Until then network use 
will not be allowed.The use of the Internet is a privilege, not a right. Inappropriate behavior or violation of the 
acceptable use agreement may lead to penalties including the revocation of a user’s account, disciplinary 
action, including termination, and/or legal action. 
 
Inappropriate Internet and network use is not limited to the following: 

 using offensive or inappropriate language or language that would promote violence or hatred; 

 revealing one’s (or other’s) personal address, phone number or credit card information; 

 harassing anyone by sending uninvited communication; 

 sendingor accessingelectronic information from accounts that do not belong to you without the owner’s 
authorization; 

 accessing unauthorized or inappropriate areas of the network andchanging or interferingwith information 
found in the network; 

 accessing areas blocked by the Academy’s firewall without authorization; 

 soliciting or distributing e-mail for non-educational or non-business purposes; 

 misrepresenting oneself or others; 

 making unauthorized copies of software or information, such as software pirating; 

 printing of materials excessively; 

 downloadingand/or installing unauthorized software, including games, on Academy computers without 
specific permission from Administration; 

 accessing, uploading, downloading, distributing, or transmittingpornographic, obscene, sexually explicit, or 
threatening material or other materials harmful to minors;  

 violating federal copyright laws or otherwise using the property of another individual or organization without 
permission.All work must be original work.Copy and pasted material may only be used as a resource when 
properly cited; 

 violating any local, state or federal statute;and  

 accessing personal social networking sites, such as but not limited to Facebook, Twitter, MySpace, YouTube, 
etc., without specific permission from the Administration 

 
I understand that the Academy administration reserves the right to change these rules at any time.  
 
I agree to comply with Network and Internet Acceptable use guidelines as stated in this Agreement, the Employee 
Handbook, the Academy faculty handbook, Academy Board policies, guidelines and procedures. 
 
I understand that the assignment of a password does not guarantee confidentiality.There is no expectation of 
privacy as to prevent examination or monitoring.I understand that the Academy reserves the right to examine all 
data stored in the machines and/or network (including e-mail) to make sure that all users are in compliance with 
these regulations.The Academy reserves the right to monitor or review Internet files, including web pages and 
usage logs.Any flash drive used at the Academy must also be free of inappropriate content. 
 



 
 

 

I understand that the Academy monitors the on-line activity of faculty in an effort to restrict access to child 
pornography and other material that is obscene, objectionable, inappropriate and/or harmful to minors in 
accordance with the Children’s Internet Protection Act (CIPA). 
 
I agree not to participate in the transfer of inappropriate or illegal materials or material that may be considered 
treasonous or subversive through the Network and Internet connection.I realize that in some cases, the transfer 
of such material may result in legal action against me. 
 
Should I happen to find materials that may be deemed inappropriate, I shall refrain from downloading this 
material, immediately leave the Internet site, shall not identify or share the location of this material and will 
immediately report it to the Administration.I am aware that the transfer of certain kinds of materials is illegal and 
punishable by fine or jail sentence. 
 
I understand that all computers, local and wireless network, Internet connection and/or data and exchange 
servers are the Academy’s property and shall only be used for educational and business purposes. 
 
I understand that computer hardware (monitors, terminals, keyboards, mice, etc.) are Academy property and any 
mistreatment or damage will be considered destruction of property or vandalism. 
 
I understand that the Academy makes no guarantees, implied or otherwise, regarding the reliability of the data 
connection. The Academy and any of the sponsoring organizations shall not be liable for any loss or corruption of 
data resulting while using the Internet connection. 
 
I understand that I shall not access personally identifiable information from an unsecured location or an 
unsecured network.I shall ensure that all such student information is protected from unauthorized viewing, 
including parents, volunteers, or anyone that does not have a legitimate educational purpose in viewing the 
information.I understand that all information contained on the Academy’s system is to be considered confidential 
and proprietary and should not be distributed outside of the Academy unless approval is obtained from 
Administration. 

I understand that the Academy strongly condemns the illegal distribution of software otherwise known as 
pirating.  I understand that software piracy is a Federal offense punishable by fine or imprisonment. 
 
I agree not to allow other individuals to use my account or use other individuals’ accounts for Network and 
Internet activities. 
 
I understand that through the use of the Internet any actions taken by me will reflect upon the Academy system 
as a whole.As such, I shall behave in an ethical and legal manner. 
 
I release MEP Services, the Academy, and all other sponsoring organizations related to the Internet connection 
from any liability or damages that may result from the use of the Internet connection. In addition, I will accept full 
responsibility, as well as legal and financial liability, for the results of my actions regarding my use of the Internet. 
I release the school and related organizations from any liability relating to consequences resulting from my use of 
the Internet. 
 
Signature _______________________________________________ Date _________________ 
 
Print Name____________________________________________ 
------------------------------------------------------------------------------------------------------------------------------- 
This policy and all its provisions are subordinate to local, state, and federal statutes. 



 
 

 

 


