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EI Programs/EI Coaching/Referrals
Kristen Larson – 616-894-2479

Restorative Practices 
Seiter Education Principal
Rachel Tabron – 616-225-4724 or 616-894-2930

Cedar Crest ASD Programs

SCI Programs

Spectrum Health Nursing

ASD Coaching/Referrals
Riley Denison – 616-894-3558

MS/HS Satellite Programs

MoCI Programs 
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Esther Combs –  989-287-1887 
Community Liaison


MAISD Communities of Practice 

Montcalm Area Career Center
Shannon Tripp – 616-225-5706

Regional CTE Administrator


Director of Early College Montcalm


Section 504
Kyle Hamlin – 616-225-6148

Leadership/Policy/General

Education/Civil Rights/Harassment 


WELCOME!
Dear Employee:


Welcome to our school district.  We are happy to have you as a member of this staff, and we are confident that you will find your employment here both challenging and rewarding.  

Our goal is to be a catalyst for responsible learners, innovative schools & strong communities.  To give our students, local districts and community high quality service in a friendly and professional manner.  


This Handbook has been prepared to provide general information and guidelines concerning your employment.  In addition to this handbook, you may receive from your supervisor, specific rules and regulations relative to your duties.  Please feel free to ask your supervisor if you have any specific questions that are not addressed in the Handbook.

General Information for all District Employees

Montcalm Area Intermediate School District - is one of Michigan’s fifty-seven intermediate school districts.  Each of these ISDs includes one or more local school district.  Every one of Michigan’s 500+ local districts is part of an ISD.  Montcalm Area Intermediate School District includes seven local school districts and several private and parochial schools.

Montcalm Area Intermediate School District is dedicated to serving the students and staff within its seven constituent community school districts.  The Montcalm Area Intermediate School District provides the following.

· Special education within local school districts and at the Seiter Educational Center

· Career and technical education at the Montcalm Area Career Center

· General education support for over 12,000 students within the ISD through specific support services and programs to the local districts

The MAISD provides leadership, resources and support to local educators for quality performance.   Some of our services are legislatively mandated by the Michigan Department of Education, such as child accounting audits and special education monitoring, while others are provided as a service to our local districts.

Terms of Employment – This handbook is applicable to all employees.  If the terms or a policy, procedures or benefit vary according to the classification that an employee holds, the terms that apply to employees in that classification will be specifically described in the applicable bargaining agreement.  This handbook does not constitute an employment contract between the school district and its employees.  No employee, supervisor, or other person, except the Superintendent or his designee, has the authority to enter into any employment agreement on behalf of the school district for any specified period of time, pursuant to any particular conditions or to make any agreement contrary to the terms expressed in this handbook.  Unless provided for through a specific bargaining agreement, the school district is an at-will employer.  This means that the employment relationship is for an indefinite period of time and can be terminated at any time, with or without cause and with or without notice.
Equal Employment Opportunity -  The Montcalm Area Intermediate School District is an equal opportunity institution and does not discriminate on the basis of religion, race, color, national origin, sex, age, marital status, height, weight, or disability in any of its educational programs and activities, including enrollment and employment.  SEE:  Non-Discrimination under Section I – Compliance, for further policy information. 

Attendance – Punctuality and good attendance is extremely important in the effective operation of the Montcalm Area Intermediate School District.  Employees are expected to report on time and be prepared to start work at their regular starting time.  Excessive absenteeism is not acceptable, and as such, will be evaluated on an individual basis with regard to potential discipline.  

Dress Code – All District employees are expected to dress appropriately for their positions, and to practice good hygiene.  For specific attire, see guidelines posted in respective buildings and/or building guidelines.  Your supervisor may assist you in determining what attire is appropriate.  Some positions may have additional restrictions or requirements for safety purposes. 
Confidentiality – In the course of your employment, you may have access to sensitive information about students, their parents, co-workers, or the District.  This information must be kept confidential.  If you are uncertain whether particular information is confidential, please check with your supervisor or principal before releasing or discussing information with anyone.  Violation of this policy may result in discipline.  SEE:  Confidentiality under Section I – Compliance, for further policy information.
Smoking/Tobacco Policy - In the interest of providing a safe and healthy environment for employees and visitors in accordance with the Michigan Clean Indoor Air Act, P.A. 198 of 1986, the following policy on smoking has been adopted:

Smoking is prohibited throughout our facilities and grounds.

The success of this policy will depend upon the thoughtfulness, consideration and cooperation of smokers and non-smokers.  All employees, students, and visitors share in the responsibility for adhering to and enforcing this policy.

Violations should be brought to the attention of the appropriate supervisory personnel.

Employees, students, and visitors who are found smoking in district building and grounds areas will be considered in violation of school district policy and will be subject to discipline in the same manner and magnitude as violations of other district policies.
Payroll and Paydays – Employees are paid semi-monthly, on the 15th and the last day of the month, with checks distributed from the form where you select you would like your payroll check sent.  Direct deposit and all payroll/absence information are available online in the Payroll Inquiry System.  If you are on leave of absence, vacation day, or otherwise absent on any given payday, it is your responsibility to make arrangements prior to your absence for your paycheck.  When a payday falls on a holiday and the District is closed, employees are paid the day preceding the holiday.  No payroll checks shall be cashed or deposited prior to the date appearing on the face of said check regardless of when such checks are received.  

Please contact the Business Office to make any changes to state or federal withholding forms, or to verify address changes throughout the year.  A new form must be completed and submitted to the Business Office for changes.

Performance Evaluations – Evaluations will be received in accordance with Master Agreements.  Performance evaluations are intended to be developmental tools; to identify strengths and weaknesses, and discuss methods to improve any weak areas of performance.  Typically, your supervisor will conduct your evaluation, discuss it with you, and gather feedback.  After reviewing your evaluation, you will be asked to sign the evaluation form simply to acknowledge that you have had the opportunity to review and discuss it.  Your signature may not verify that you agree with the evaluation, and if this should be the case, you have the right to submit a written rebuttal to be placed with your evaluation in your personnel file. 

Amendment of Policies and Procedures – The Montcalm Area Intermediate School District reserves the right to amend, modify, or discontinue policies and procedures described in this handbook as the need arises.  If an employee is covered under a formal collective bargaining agreement, the agreement may govern changes and/or amendments. 

Resignation – If you are terminating your employment, you should submit a written letter of resignation to the Personnel Department for inclusion in your personnel file.  You will be required to return any District property in your possession to your immediate supervisor.
Montcalm Area ISD (MAISD) Equipment Use Rules and Practices

The following explanation and expectations are in keeping with MAISD district policy which currently allows employees limited personal use of school district equipment.

MAISD provides its employees with appropriate supplies, materials, processes and equipment to effectively perform their duties. It is assumed that all personnel will use District materials and equipment prudently, efficiently and legally. Misuse, abuse or criminal activity involving district property, supplies or materials could result in discipline up to and including employment termination and or criminal prosecution.

Examples of criminal issues include and not limited to violations of Internal Revenue Service regulations regarding employer provided working condition benefits; Social Security Act; Federal Communications Commission regulations for electronic device use, MAISD policies on confidentiality, MAISD Internet Acceptable Use policy, Harassment and Intimidation policy, etc.

The following list includes but is not limited to the equipment, processes, supplies and materials covered by MAISD personal use rules and practice:

· Office supplies and materials i.e. paper, envelopes, folders, clips, pens, pencils, binding supplies, glue, cleaning supplies, etc.

· Office processes i.e. interoffice mail; sign out procedure for equipment use, phone calls, email, voice mail, local area network, World Wide Web, etc.

· Equipment i.e. telephone, cell phone, computer station, lap top , PDA, printers, copiers, facsimile device, projection devices, mechanical tools, repair or maintenance equipment, etc. 

Personal use rules and practices follow:

1. Personal business use of District equipment, processes, supplies and materials by all employees must be kept to a minimum and conducted before or after work hours or on scheduled break times. 

2. Personal business costs incurred by the employee using District property is to be paid to the business office. Examples of personal business costs include but are not limited to long distance calls, cell calls, fax transmissions, copies, office supplies and materials, postage, etc. Employee questions are to be directed to the immediate supervisor.

3. Email, internet use and voice mail are provided so that employees can efficiently carry out their work and professional duties. These electronic and mail distribution resources are subject to laws and polices which allow for supervision and oversight. Electronic transmissions are not private and under certain conditions may be monitored.

4. Costs:

Cell phone call 

.03 cents

Long distance charges 
Actual invoiced charge – see Business Office 
Copies:


.05 cents per copy
Fax per page:


Actual invoiced charge – see supervisor 

Other: 
May be posted in your respective building’s work room or see your supervisor

MAISD Educational Programs

SPECIAL EDUCATION 

The Montcalm Area Intermediate School District Special Education Department serves students in all of the local school districts within the service area.  Providing center-based programs for students with significant special needs is a major part of the ISD’s role.  This includes programs for students who have moderate to severe cognitive impairments, autism spectrum disorders, hearing impairments, severe emotional impairments, as well as children with early childhood developmental delays. Some of the ISD programs are housed at the Seiter Educational Center, while satellite programs are housed within two of our local districts. In addition, young adult transition services are available to those students between the ages of 18 and 26, who have not completed graduation requirements and transition goals in their local school district may attend one of the two programs.

 

Teacher consultants, transportation employees, school psychologists, occupational and physical therapists and assistants, speech therapists, and school social workers are also employed by the ISD.

 

The Special Education Department operates an ISD-wide transportation system.  Buses bring almost 200 students to the center programs and stop at approximately 17 different buildings.  Many of these students have severe conditions or are medically fragile and require special transportation.

 

Administrative staff in the Special Education Department is responsible for Build Up Michigan, investigating complaints, collecting and analyzing student and program data, monitoring local and ISD programs, providing professional development and planning in order to meet current and future programming needs.  This is done with the assistance of the Parent Advisory Committee.
CAREER AND TECHNICAL EDUCATION

The Career and Technical Education Department provides support for career awareness, exploration, and skill development for students in local districts. The primary service is The Montcalm Area Career Center (The MACC) where students in grades 10 – 12 can learn academic and career content and skills related to the career pathway or profession of their interest. Students enrolled in the ten programs offered at The MACC can also access support in career guidance, leadership training, and work-based learning experience.

MAISD provides coordination services to all local districts participating in Career Technology Education which include career exploration presentations and training, assistance with student Educational Development Plans, technology education, related software training and support, and professional development for local personnel. 

Montcalm Area Intermediate School District provides coordination services in Career Preparation, and Federal Perkins activities for the region that includes MAISD, Gratiot-Isabella RESD, and Ionia County ISD.

GENERAL EDUCATION 

      In November of 2007, the Montcalm Area ISD and the Ionia County ISD Boards of Education agreed to pursue a General Education Consortium for the delivery of general education services. The primary purpose of the General Education Consortium is to increase the capacity to deliver quality, relevant, cost-effective, and timely general education assistance to the local districts of ICISD and MAISD.
The General Education Services Consortium between Montcalm Area ISD and Ionia County ISD provides leadership and support in the following areas:

· Instruction

· Administrative

· Technology

· Partnerships

· Grant Writing 

Curriculum, Instruction, and Assessment address professional development; school improvement; early childhood education; MEAP, AYP, NCLB coordination and support; alternative instruction; parent education; school safety; and grant writing. In all cases, instructional programs and services exist to contribute directly to improving student achievement.

Administrative services address pupil accounting; truancy; operational cooperatives i.e. leasing or purchasing services and products, grant administration, etc. Administrative services contribute to the efficiency and effectiveness of local district operations.

Technology services address Internet connection; virtual programming e.g. E2020; technical support and assistance with reporting, research and data collection. Technology services keep local districts on the cutting edge of existing and emerging technologies.

Partnership services keep MAISD, local districts and the area communities they serve connected. Partnership services benefit birth to life-long learners by connecting regional human service agencies, non-public schools, Montcalm Community College, health officials and law enforcement in developing support initiatives or educational opportunities.

Statement of Assurance of Compliance with

Federal and State Law

The Montcalm Area Intermediate School District Board of Education complies with all Federal and State laws and regulation prohibiting discrimination and with all requirements and regulations of the Montcalm Area Intermediate School District Board of Education.

NON-DISCRIMINATION

It is the policy of Montcalm Area Intermediate School District that no person on the basis of race, color, religion, national origin or ancestry, age, gender, height, weight, marital status, or disability shall be subjected to discrimination in any program, service, activity, or in employment for which it is responsible.  Inquiries related to discrimination should be directed to:  MAISD Superintendent, P.O. Box 367, 621 New Street, Stanton, MI 48888. (989-831-5261)

Title VI of the Civil Rights Act of 1964, prohibits discrimination on the basis of race, color, or national origin, or…(For full text of the law, please contact the compliance officer.)
Section 504 of the of the Rehabilitation Act of 1973, prohibits discrimination on the basis of handicap, or…(For full text of the law, please contact the compliance officer.)

Title IX of the Education Amendments of 1972, prohibits discrimination on the basis of sex.  (For full text of the law, please contact the compliance officer.)

Title II of the Americans with Disabilities Act of 1990 (ADA) provides for equal access and services to persons that have a handicap or disability.

Concerns, questions or complaints for each of these areas should be directed to the compliance officer:

Ronald Simon, Superintendent 
Montcalm Area Intermediate School District

621 New Street, PO Box 367

Stanton, MI  48888

Telephone:  989-831-5261

SEXUAL HARASSMENT & INTIMIDATION

The School Board recognizes that a staff member’s right to freedom from employment discrimination includes the opportunity to work in an environment untainted by sexual harassment.  Sexually offensive speech and conduct are wholly inappropriate to the harmonious employment relationships necessary to the operation of the District and intolerable in a workplace to which the students of this District are exposed.

Sexual harassment includes all unwelcome sexual advances, requests for sexual favors, and verbal or physical contacts of a sexual nature whenever submission to such conduct is made a condition of employment or a basis for an employment decision, or when such conduct has the purpose or effect of unreasonably interfering with work performance or creating an intimidating, hostile, or offensive working environment.

The sexual harassment of a staff member or student of this District is strictly forbidden.  Any staff member or agent of this Board who is found to have sexually harassed a staff member, student, or other employee of this District will be subject to discipline.

Any staff member who has a complaint of sexual harassment at work by anyone, including supervisors, co-workers, or visitors should bring the matter to the attention of her/her supervisor.  If the complaint involves someone in the staff member’s direct line of command, then the employee may go to the Superintendent.

All complaints of sexual harassment will be handled promptly and thoroughly.  The privacy of the charging party and the person accused of sexual harassment will be kept strictly confidential.  The District will retain confidential documentation of all allegations and investigations and will take appropriate disciplinary measures when justified to remedy all violations of this policy.

The Board encourages a victim of sexual harassment to come forward with appropriate allegations.  At no time is the victim required to complain first to the offending supervisor.

The Superintendent shall make appropriate efforts to ensure that all staff members and agents of this Board understand this policy and recognize and correct speech and behavior patterns that may be sexually offensive with or without the intent to offend.  The policy shall be posted in appropriate places throughout the District.

The Director of Special Education is the Superintendent’s designee who has the authority and responsibility for processing all sexual harassment complaints.

Sexual harassment can be unwelcome sexual advances; request for sexual favors; or other verbal or physical contact of a sexual nature where:

· Submission to such conduct is made either explicitly or implicitly a term or condition of a person’s employment or educational development.

· Submission to or rejection of such conduct by an individual is used as the basis for employment of education decisions affecting such individuals

· Such conduct has the purpose or effect of unreasonable interfering with an individual’s work or educational performance or creating an intimidating, hostile, or offensive working or educational environment.

Upon the filing of a complaint, the grievance officer shall conduct a prompt and complete investigation.

AMERICANS WITH DISABILITIES ACT

The Americans with Disabilities Act (ADA) provides for equal access and services to persons that have a handicap or disability.  The Montcalm Area Intermediate School District will offer reasonable accommodations for all individuals having special needs.

RIGHT–TO–KNOW

Right-to-Know relates to Federal legislation designed to promote safe usage of hazardous material in the work place.  This is accomplished by providing information and training to employees regarding what hazardous chemicals exist in the work environment and what must be done to safely utilize the specific material.  A copy of the act can be obtained by contacting the maintenance supervisor at 989-831-5261.

ASBESTOS HAZARD EMERGENCY RESPONSE ACT

The Asbestos Hazard Emergency Response Act (AHERA) requires schools districts to provide inspections and develop management plans for each facility.  Such inspections and management plans must identify asbestos containing materials found in the district owned or operated facilities and address the district’s program for monitoring and removal of asbestos containing materials.

Any questions regarding AHERA regulations should be addressed to the ISD’s designated person, Jack A. Powell, Maintenance Supervisor.

A copy of the management plan, which contains the inspection results, laboratory reports and plans for the future, is located in the office of the maintenance supervisor at the Central Office, 621 New Street, Stanton, Michigan.  This plan is available for inspection at your request.  Personal copies can be made at a nominal cost.

PUBLIC ACT 138 OF 2005 – CRIMINAL RECORDS CHECK

The School Code mandates criminal history record checks be conducted on all employees.  In addition to the criminal history check, the board of a school district or intermediate school district shall request the department of state police to conduct a criminal records check through the federal bureau of investigation on an applicant for, or an individual who is hired for, any full-time or part-time employment or who is assigned to regularly and continuously work under contract in any of its schools. 
It is also the policy of the Montcalm Area Intermediate School District that all volunteers and/or classroom observers have a background check completed through the ICHAT system prior to volunteering.

PUBLIC ACT 131 OF 2005 – SELF REPORTING
Public Act 131 of 2005, requires a person who is employed in any capacity by a school district, intermediate school district, public school academy, or nonpublic school; to report to the Department of Education and the school district in the event of being charged with a crime listed in Section 1535a (1) or 1439b(1).  The following would apply to this reporting requirement: 

(a) The person shall make the report on a form prescribed by the department. 

(b) The person shall submit the report to the department and to the superintendent of the school district or intermediate school district or chief administrator of the public school academy or nonpublic school. 

(c) The person shall submit the report within 3 business days after being arraigned for the crime. 

FAMILY MEDICAL LEAVE ACT (FMLA)

The FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave for specified family and medical reasons with continuation of group health insurance coverage under the same terms and conditions as if the employee had not taken leave. Eligible employees are entitled to: 

· Twelve workweeks of leave in a 12-month period for:

· the birth of a child and to care for the newborn child within one year of birth; 

· the placement with the employee of a child for adoption or foster care and to care for the newly placed child within one year of placement; 

· to care for the employee’s spouse, child, or parent who has a serious health condition; 

· a serious health condition that makes the employee unable to perform the essential functions of his or her job;

· any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or parent is a covered military member on “covered active duty;” or 

· Twenty-six workweeks of leave during a single 12-month period to care for a covered servicemember with a serious injury or illness if the eligible employee is the servicemember’s spouse, son, daughter, parent, or next of kin (military caregiver leave). 

· Division
A serious health condition that makes the employee “unable to perform the functions” of his or her job.
A serious health condition is an illness, injury, impairment, or physical or mental condition that involves inpatient care or continuing treatment by a health care provider. Some common serious health conditions that qualify for FMLA leave include conditions requiring an overnight stay in a hospital or other medical care facility; conditions that incapacitate for more than three consecutive days and require ongoing medical treatment (either multiple appointments with a health care provider, or a single appointment and follow-up care such as prescription medication); chronic conditions that cause occasional periods when the employee is incapacitated and that require treatment by a health care provider at least twice a year; and pregnancy (including prenatal medical appointments, incapacity due to morning sickness, and medically required bed rest.

An employee is unable to perform the functions of the position where the health care provider finds that the employee:
1) is unable to work at all; or
2) is unable to perform any one of the essential functions of the employee's position.
An employee who must be absent from work to receive medical treatment for a serious health condition is considered to be unable to perform the essential functions of the position during the absence for treatment.
Any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or parent is a military member on covered active duty.

Qualifying exigencies are situations arising from the military deployment of an employee’s spouse, son, daughter, or parent to a foreign country. Qualifying exigencies for which an employee may take FMLA leave include making alternative child care arrangements for a child of the military member when the deployment of the military member necessitates a change in the existing child care arrangement; attending certain military ceremonies and briefings; taking leave to spend time with a military member on Rest and Recuperation leave during deployment; or making financial or legal arrangements to address a covered military member’s absence; or certain activities related to care of the parent of the military member while the military member is on covered active duty. An employee may take qualifying exigency leave for the deployment of a son or daughter of any age.

An eligible employee may also take up to 26 workweeks of FMLA leave in a single 12-month period:

To care for a covered servicemember with a serious injury or illness if the employee is the spouse, son, daughter, parent, or next of kin of the servicemember (military caregiver leave).

Eligible family members of both current servicemembers and certain veterans are entitled to military caregiver leave.

The FMLA gives employers the right to require that medical certifications be complete and provide sufficient information to determine whether a serious health condition exists.  The employer must advise the employee if it finds a certification to be incomplete or insufficient in writing, and tell the employee what additional information is necessary.  The final regulations provide employees with seven calendar days, unless not practicable under the circumstances despite the employee’s diligent good faith efforts, to cure any deficiency.  If deficiencies are not cured, or the certification is not provided at all, the employer may deny FMLA leave.

BLOOD BORNE PATHOGENS

The Montcalm Area Intermediate School District shall ensure that all employees with occupational exposure to blood borne pathogens participate in a training program developed to control exposure.  This training program shall be of no cost to the employee and offered during work hours.  Training shall be provided at the time of initial assignment to tasks where occupational exposure may take place and at least annually thereafter.  Annual training for all employees with occupational exposure shall be provided within one year of their previous training.

The Montcalm Area Intermediate School District shall provide additional training when changes such as modifications of tasks or procedures affect the employee’s occupational exposure.  The additional training may be limited to addressing the new exposures created.

If you have not received training on the proper methods on handling blood borne pathogens or need additional training, please contact your supervisor.

Qualified employees may receive Hepatitis shots at no cost, upon requesting them from their supervisor.

Safe Schools Directions for Training

To complete the required training modules, please follow the instructions below.  You can access this website using the Internet from your home computer if you wish.

Access the website http://maisd.mi.safeschools.com.  
Enter your employee ID number as the username and or password.
Your assigned course or courses will be listed on your personal SafeSchools home page under “Mandatory Training”   
Select any course by simply clicking on the name of the course.  The courses have audio so turn up your speakers if you wish to hear the narration.  Complete all the training scenarios and the assessment to receive completion credit for the course.  You will have the option to print out a Certification of Completion once you complete the course.  

DRUG-FREE WORKPLACE POLICY

It shall be the policy of the Montcalm Area Intermediate School District to comply with the 1988 Drug-Free Workplace Act by maintaining a drug free workplace in all facilities owned and/or operated by the District.  See Appendix B.
To carry out this policy, the Montcalm ISD Board will do the following.

1. The MAISD must immediately give notice to all employees and publish in a local paper of general circulation that any manufacturing, distributing, dispensing, possessing, or using of a controlled substance is strictly prohibited in any facility owned or operated by the ISD (unless it is an appropriately prescribed medication given under supervision).

In the event that there is a reported violation of the above by an employee, there will be an administrative investigation and that employee will be suspended pending an investigation, and disciplined including dismissal depending upon the severity of the violation.

2. Each employee shall be provided with a copy of this policy, and all employees will be informed annually of the policy provisions, including actions to be taken in the event of an alleged violation.

3. Posters informing all employees of the dangers of drug abuse, penalties for violation of the policy, and the availability of drug counseling, rehabilitation, and employee assistance programs through the local offices of substance abuse and Mental Health shall be prominently displayed on the bulletin boards in the employee work areas.

4. In the notices to employees, specific reference will emphasize that they are required to comply with the policy.  Report any criminal convictions for drug-related activities in the workplace.  

Sanctions will be imposed on any employee convicted of drug-related activity violation. Sanctions will range from suspension to termination or rehabilitation in a substance abuse program.

5. All convictions will be reported to the Federal Agency providing funding.

6. All administrative personnel will make good-faith effort to enforce this policy and comply with the1988 drug-free law.

CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT (COBRA)
Employees, their spouses and their dependent children who participate in the Montcalm Area Intermediate School District health plan sponsored by the Montcalm Area Intermediate School District will have the opportunity, under certain circumstances, to continue the same health plan coverage at the time coverage would otherwise terminate.

Under this provision of the health plan, coverage may continue on a self-pay basis when, due to any of the following reasons, coverage would otherwise terminate.

· Employee termination or reduction of hours that results in loss of eligibility to participate in the health plan

· Divorce or legal separation from an employee

· Death of an employee

· Dependent children ceasing to be eligible under the provisions of the health plan

· Employee eligible for Medicare

Application for continued coverage under the health plan may be made by an employee, the employee’s spouse (in some cases, former spouse) or the dependent children of an employee.  To be eligible, however, the individual must cease to be covered by the health plan because of one of the five reasons listed above.

Continued coverage under the health plan is available for up to 36 months, except in the case of an employee’s termination of employment or reduction in hours, when coverage may continue up to 18 months.  However, if an individual (a) ceases making payments for coverage, (b) becomes covered under another group health plan as an employee, (c) becomes entitled to Medicare, or (d) in case of employee’s former spouse, becomes covered under another group plan due to remarriage, then coverage will cease immediately.  Coverage will also cease if Montcalm Area Intermediate School District terminates its entire group of health plans.

Although Montcalm Area Intermediate School District will send notification to affected individuals as coverage under the health plan terminates, it is still important for employees and/or their family members to report events that result in changes in health- plan eligibility to Montcalm Area Intermediate School District.

Further information is available in the Health Plan Summary Plan descriptions or from Montcalm Area Intermediate School District, 621 New Street, P.O. Box 367, Stanton, Michigan.

NO CHILD LEFT BEHIND COMPLIANCE ANNOUNCEMENT

FOR MAISD STAFF

The Elementary and Secondary Education Act (ESEA) is federal education legislation that was signed into law on January 8, 2001.  This act is also known as the No Child Left Behind law, or by its initials “NCLB.”  No Child Left Behind holds all schools to high levels of accountability.  Please contact your supervisor for additional information about this law.  A document created by the Council for Exceptional Children called, No Child Left Behind Act of 2001; Implications for Special Education Policy and Practice is available from your supervisor.  If you would like a copy, please send an e-mail request to your supervisor.

Highly Qualified Teachers
All teachers of core academic subjects are required to provide evidence of their highly qualified status to MAISD and update this status anytime new endorsements are earned. Highly qualified status must be demonstrated for any teacher providing instruction in English, reading, language arts, literacy/linguistics, mathematics, science, language other than English, civics, government, economics, history, geography, and the arts. Highly qualified status means that a teacher:  1) holds a bachelor’s degree; 2) holds a current teaching certificate from Michigan for the grade level(s) being taught; and 3) has demonstrated competency in the subject areas being taught. As of the end of June 2009, all secondary certified special education teachers in classrooms where initial core content instruction is being provided and students are assessed by MEAs, must, in addition to holding a bachelor’s degree, current teaching certificate with any special education endorsements, demonstrate competency in appropriate core content areas.

Highly Qualified Para-Professionals
All new hires must meet the current standards.  Current staff in Title I buildings must meet the following standards by January 8, 2006.  All para-professional staff must have graduated from high school and hold at least an associates degree, or pass a state assessment.  All special education para-educators must meet the same standard, as described in the Federal Special Education Law, IDEIA 2004.  Para-educators must take the Reading, Writing, and Math tests.

Parental Involvement Policy

The Board strongly encourages and welcomes the involvement of parent(s)/guardian(s) in all of the District’s educational programs.  It is recognized and appreciated that parents/guardians are the “first teachers” of their children, and that their interest and involvement in the education of their children should not diminish once their child enters the programs of the District.  Accordingly, the Board directs, by the adoption of this policy, that the administration shall design a program/plan that will encourage parent(s)/guardian(s) participation that may include, but not be limited to:  input on the ways that the District may better provide parent(s)/guardian(s) with information concerning current laws, regulations, and instructional programs; and District offerings of training programs to instruct parent(s)/guardian(s) how to become more involved in their child’s educational programs. 

Pursuant to state law, the Superintendent or appointed representative shall provide a copy of the District’s Parental Involvement Plan to all parents.
Parent/Guardian and School Partnerships
The Board encourages parental/guardian involvement in the schools through programs and activities designed to increase parent/guardian-school communications and to involve parents/guardians in the development and implementation of educational policies and school programs.

The Superintendent or appointed representative is responsible for facilitating parental/guardian involvement in the schools by affording special consideration to single and working parents/guardians.  Schools will arrange flexibly scheduled meetings, programs, and events so that working parents/guardians can attend.

Public/Parent/Guardian Visitors to the Schools

The Board encourages the public and parents/guardians to visit the District’s schools and classrooms and directs the Superintendent or appointed representative to establish appropriate rules, regulations and guidelines.

Parents/guardians may also visit their child’s classes subject to the approval of school administration and the following guidelines.  Parents/guardians are asked to understand the Board’s responsibility to safeguard the learning environment for all students, and be sensitive to the disruption that can be caused by having strangers frequently observe the classroom and place demands on teacher time.  The Board also has an obligation to protect the privacy rights of all students and their families by ensuring that the frequency of visitations by one parent/guardian does not allow that parent/guardian to develop inappropriate knowledge of the behavior or academic progress of other students.

Parent/guardian visits shall be made in accordance with the following guidelines:

1) Parent/guardian visits shall be requested in advance with the teacher or the building Principal or Program Supervisor.

2) The Principal or designated representative(s) may accompany the parent/guardian on the visit.

3) Visitors are required to check in at the school office prior to the start of their visit, and to follow individual school procedures for visitor sign-in, passes, escorts, etc.

To familiarize themselves with their child’s learning environment, parents/guardians are also encouraged to come to planned conference evenings, school open houses, and visitation days.

· Parents are invited for visits to become acquainted with school instruction, programs, personnel, operation and/or the facility.

· Parents/guardians are encouraged to offer their opinion after the visit, so as not to interrupt instruction.
· If a school visit leaves a parent/guardian with a concern, this concern should be discussed with the Building Principal or program supervisor. If the issue is not resolved, the matter should be discussed with the superintendent or designee 
When Board Members Visit School

Board members who have students in the schools and therefore have parental opportunities to converse with their student’s teacher, ancillary personnel or administrator shall make it clear that they are speaking and/or visiting as a parent/guardian and not as a member of the Board.

Parents/guardians who fail to abide by these regulations or who intentionally disrupt the educational process of the school may be asked to leave and/or be denied permission for future visits.

The Superintendent or appointed representative shall ensure that the provisions of this policy are published in the appropriate handbook or enrollment packet and that copies are provided to visitors.

State Assessment

All students enrolled in Montcalm Area ISD classrooms will participate in the Michigan Education Assessment System (MEAS) as is mandated by the State Board of Education and federal Every Child Succeeds Act (ESSA). A student’s level of participation and appropriate accommodations, if necessary, will be identified through each student’s Individualized Education Plan. 

Information regarding Qualified Teacher Status

At the beginning of each school year, the Montcalm Area ISD will provide all parents with notification of the teacher licensing status on all personnel.  This will include licensure status for grade level and subjects of all teachers.  Any individuals teaching under emergency or other provisional status will be identified.  In addition, the degree status of teachers will be identified.  The qualification status of paraprofessionals will be provided to parents as soon as the state determines those qualifications.  (This notice will be subject to state privacy laws).

Teaching by Non-qualified Instructor

No Child Left Behind delineates specific requirements for teachers in order for them to be considered “highly qualified.”  If a student in a special education classroom operated by Montcalm Area ISD is taught for four weeks or longer by a teacher that does not have the necessary credentials to be considered highly qualified, the Montcalm Area ISD will provide timely notification to parents, by sending information home with students.  If a parent wants additional information they should contact Mrs. Flynn at the ISD.

Limited English Proficiency Notice

No later than 30 days after the start of the school year, parents of students placed in classes designated specifically to enhance English language skills shall be notified.  At this time the Montcalm Area ISD does not operate any such classes.  Notification following the law shall be made should such a program become operational.

In Need of Improvement Status

Parents will be notified if programs operated by Montcalm Area ISD become identified as being “In Need of Improvement.”  This designation is based on student achievement on state assessments and other factors, such as dropout rate, graduation rate, school safety and parent involvement.

If a program operated by Montcalm Area ISD is designated as needing improvement, the Montcalm Area ISD will inform parents:

· What it means to “need improvement”

· What the reasons are for this status

· What is being done by the program, school district and state to change the status

· What parents can do to become involved

· How parents can access options to transfer or receive supplementary services for this child

CONFIDENTIALITY
It is the policy of the Board of Education that when the District receives in trust from a public agency information identified to be confidential or exempt from disclosure under the Freedom of Information Act, Common Law, Privilege, Case Law, or Federal Law, the Board will maintain the confidentiality of said information to the maximum extent permitted by the law.
Further, employees must not divulge confidential information contained in any records and files of this Board.
Employees must not divulge confidential information contained in the records and files of this Board, except to other employees who may need such information in connection with their duties and to authorized parties in accordance with proper departmental procedures.

Neither the Board nor its employees’ shall not permit the release of the social security number of an employee, student, or other individual except as authorized by law.  Documents containing social security numbers shall be restricted to those employees who have a need to know that information or a need to access those documents.  When documents containing social security numbers are no longer needed, they shall be shredded by an employee who has authorized access to such records.

Freedom of Information Act requests shall only be responded to in accordance with the District’s Policy.

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

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

In order to prohibit the unauthorized disclosure of information identified as confidential  by the sending public agency, the Board may seek to obtain court protection by:

A. denying requests for release of such information absent subpoena or court order;

B. pursuing motions to quash or protective orders to prohibit unauthorized disclosure.

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

Employees who intentionally violate this policy are subject to discipline, up to and including discharge.

The Superintendent shall assure that employees receive a copy of and have readily available access to this policy.

MAISD Administrative Rules for Social Security Number Confidentiality

Public Display

Social Security Numbers (SSN) shall not be placed on identification cards, payroll reporting forms including payroll checks, badges, time sheets, employee rosters, bulletin boards, or any other materials or documents seen by others widely. 

Documents, materials, or computer screens that display SSN shall be kept out of public view at all times.

SSN shall not be required for a District employee, student or staff member to gain access to the network or Internet.

Information Collected

SSN should only be collected where required by federal or state law.  Where a unique personal identifier is needed, then a substitute for the SSN (employee ID number) shall be used.

Access to SSN

Only those persons authorized by the superintendent or supervisors shall have access to the SSN.  Under no circumstances will any student have access to SSN information for either students or staff.

Storage and Disposal

All documents or files that contain SSN or other sensitive material shall be stored in a physically secure manner.

Documents or other materials that contain SSN shall not be thrown away in the trash; they shall be destroyed by shredding to protect their confidentiality.

Public Records

Where a SSN is contained within a document subject to FOIA release, the SSN shall be redacted.

Mailed or Transmitted Documents*

Documents containing SSN shall only be sent where permitted by law.  Documents containing SSN, which are sent through the mail, shall not reveal the number through the envelope window or otherwise be visible from outside the envelope or package.

SSN shall not be sent through email unless the connection is secure or the number is encrypted.

If a SSN must be faxed, the Fax message shall be accompanied by a transmittal sheet, which includes the District’s name, a “Confidential Notice” stating that the information included is intended to be privileged and confidential, and that it is only intended for the use of the individual or entity named on the transmittal sheet.

Telephone Communications

District employees shall not disclose any SSN over the telephone or leave a voice mail message disclosing any SSN.  EXCEPTION:  A district employee may use or confirm a social security number for employees or former employees when it is required in order to provide or administer claims and benefits for health insurance or retirement programs.

Improper Disclosures

Any individual who suspects that an improper disclosure has been made, he/she shall contact the appropriate authorities.

Policy/Rules Availability

All District employees shall be given copies of the policy and above rules.  The District Confidentiality Policy shall be published in the employee handbooks, which may be made available electronically.

Accountability

Any employee or student who fails to comply with the District’s Confidentiality Policy shall be 

subject to discipline, up to and including dismissal.

* A Social Security Number may be included in a document or transmission where:
1) It is sent as part of an application or enrollment process initiated by the individual.

2) It is sent to establish, confirm the status of, service, amend, or terminate an account, contract, employee, or health insurance benefit – or to confirm the accuracy of a SSN of an individual who has an account, contract, policy, or employee or health insurance benefit.

3) It is contained in a public record and is mailed in compliance with FOIA.

4) It is a copy of a vital record, which was recorded according to law, and it is mailed to a person entitled to receive that record.

5) It is mailed by, or at the request of, an individual whose SSN appears in the document or information or his or her parent or legal guardian. 
Fraud and Abuse
The Montcalm Area Intermediate School District is dedicated to efficient and ethical business practices. If you are aware of possible fraud or abuse please submit a confidential report.  

To report fraud and abuse go to www.maisd.com; click on “About MAISD”; click on “Report Fraud and Abuse” and complete the electronic form.  

Student Information

RIGHTS TO ACCESS AND PRIVACY OF RECORDS

All parents and guardians of students under 18 years of age and all students 18 years of age or over (if no legal guardian has been appointed) have the right, pursuant to the Family Educational Rights and Privacy Act of 1974, to examine the official records, files and data of the school district directly relating to the student.  They also have the right to challenge the contents of said records to insure their accuracy and fairness.  Procedures for such examination and challenge, including hearings on a challenge, shall be established by the Board of Education and be made available upon request.

No records, files, or data directly relating to an individual student shall be made available to anyone without the consent and notification of the student or of the parents or guardian of a student under 18, except (1) the teachers and officials of the school district who have a legitimate educational interest in such information; or unless (2) there has been a federal request for submission of student records in connection with the student’s application for financial aide.  The student or parent will be notified if officials of a school to which a student intends to enroll desire access to student records, or if a court has ordered access to such records.  For other investigation of student records, parental or student consent is needed.

SECTION 504 POLICY

It is the intent of the Board of Education to provide a free and appropriate public education to each student with a disability within its jurisdiction regardless of the nature or severity of the disability.

It is further the intent of the district to ensure that each student with a disability within the meaning of Section 504 of the Rehabilitation Act of 1973, is identified, evaluated, and provided with reasonable accommodations and adaptations to ensure appropriate educational services.

The superintendent will appoint a Section 504 coordinator who will serve as administrator of the policy within the district.

Under this policy, a student with a disability is one who:

1. has a physical or mental impairment that substantially limits one or more major life activities, including learning;

2. has a record of such an impairment 

3. is regarded as having such an impairment. (34 C.F.R. Section 104.3 (j) and (k))

Students who because of a disability, need or are believed to need reasonable accommodations with the general education program are addressed under this policy.  A student may be identified with a disability under Section 504 policy even though the student does not require special education programs and services pursuant to the Individuals with Disabilities Education Act (IDEA).

Students who are identified as eligible for special education programs and services according to the IDEA criteria are not addressed under this policy.  The needs of such students are provided elsewhere under state and federal law and the Montcalm Area Intermediate School District Special Education Plan.

STUDENT MEDICATION

Medication includes both prescription and non-prescription medications and includes those taken by mouth, inhaler or gastric tube, or are injected, applied as drops to the eye or nose, administered as suppositories, or applied to the skin.  Intravenous medication will not be administered by school staff.

The following procedures should be followed when administering medications.

1. The student’s parent/guardian must provide the school with written permission and request to administer medication on the form supplied by the school.   The parent/guardian request for administration of medication shall be renewed annually by filing out the Permission and Request for Administration of Medication Form. (See Appendix C)
2. Medication will be delivered to school staff in person by the parent/guardian or bus staff if requested by parent.
3. Written instructions which include the name of the student, name of the medication, dosage, schedule of administration, and duration of administration must accompany the medication.  

4. All medication will be kept in a labeled container as prepared by a pharmacy, physician, or pharmaceutical company.

5. Medication will be stored in a location that is kept locked and access is limited except at times of administration.  Emergency medications such as inhalers and Diastat shall be available to the student/staff at all times. 
6. All medications will be counted upon receipt, and counted again on at least a monthly basis, to assure that the amount remaining agrees with the amount received, less the amount documented as having been administered in the interim.  These counts will be documented on the medication administration record.

7. Any staff person designated to administer medication will be provided training on all district policies and procedures related to this responsibility.  Documentation of individual completion of this training will be maintained.

8. Medication must be administered by one adult in the presence of a second adult, with both individuals being designated by the program administrator.  This requirement may be waived in an emergency that threatens the life of the student.

9. A log of medication administered to each individual shall be maintained on a form provided as part of this policy.  The person administering the medication shall sign the form and the witness shall initial the form at each administration.  If an error is made in recording, the person administering the medication shall line out the error, initial it, and make a corrected entry.  Individual student logs will be kept until one year after the student graduates or leaves the program.

10. No change in dosage or frequency of medication will be made without written direction from a physician.

11. If an error is made in administering medication, such error shall be reported immediately to the building administrator or designee, who will report it to the parent/guardian and suggest consultation with a physician, pharmacist, or school nurse.  The error will be documented, and the administrator will review the circumstances with the involved staff to determine what measures should be taken to prevent recurrence. (See Appendix C)
12. If any adverse reaction to medication occurs, the parent/guardian will be called; and if the situation appears to be an emergency, 911 will be called.

13. Renewal of the supply of medication shall be the responsibility of the parent/guardian.

14. Medication left over at the end of the school year shall be picked up by, or delivered to the parent/guardian.  Medication not picked up or deliverable should be turned in to the school nurse for disposal.  The return of medications to the school nurse will be witnessed and documented on the medication log.

15. The building may set designated times for medication administration.  If such times are set, parents/guardians will be informed.  Exceptions to the established schedule will be made upon the written request of the physician. 

SPECIALIZED HEALTH PROCEDURES
Some students require specialized health procedures during the school day such as gastrostomy feedings, tracheostomy care and seizure management.  The parent must request the procedure be performed at school by completing a request for specialized health procedures and the request must be signed by a physician.  (See Appendix Z)
HEAD LICE
When a member of school staff suspects a child has head lice, the following procedures should be followed:

1. The child should be restricted from activities involving close contact (i.e., hugging) or sharing personal items (i.e., hats, clothing, brushes) with other children.

2. The school and ISD school nurse must be notified and the parents must be contacted (verbal communication is preferred).  Immediate removal of the child is unnecessary.  If the child has lice, they probably have been infested for weeks and prompt removal of the child could lead to embarrassment and ridicule.  The child can be sent home at the end of the day.  Children should be allowed to ride the school bus home.  Transmission via school bus seats is not likely because of the biology of head lice.

3. After notifying the school nurse, a letter should be sent home notifying classmates’ parents that a case of head lice is suspected and asking them to check all of their children for head lice.  The school should also provide parents with a copy of an information sheet on head lice infestation and treatment options.
4. If student is in a local school, the local school policy will be applied. 

ACCIDENT REPORTING PROCEDURE

If an employee is aware of any accident in which student(s) are involved or damage is incurred to Montcalm Area Intermediate School District property, report immediately to supervisor.  If supervisor is not available, call building receptionist.  The appropriate form should be completed within 24 hours using either the special education Incident Report form for incidents involving behavior (See Appendix F) or the Student Accident/Injury Form.  (See Appendix G)
For job-related injuries requiring hospital/emergency clinic follow up, the MIOSHA No. 101 (Alexsis) form must be completed along with the employee’s and supervisor’s report of the accident/injury.  (See Appendix H)
MEDICAL AUTHORIZATION

Emergency Medical Authorization

The District will annually distribute to parents or guardians of all students the Emergency Medical Authorization form.  If you are unfamiliar with this form, please ask your supervisor to review one with you.  In the event emergency medical treatment for a student is necessary, the District will adhere to the instructions on the authorization form.

Emergency medical authorization will be kept in a separate, easily accessible file at the office of the program secretary during the school year.  At the end of the school year, the authorization will be stored with the student’s cumulative records.

Do not Resuscitate 

Whenever it is necessary for staff members to use emergency procedures in order to care properly for a student, they are not to abide by any “Do Not Resuscitate” (DNR) directions that may exist for a student, unless ordered to do so by a court of law.

Health Care Plan

Students with severe medical needs will have an Individual Health Care Plan on file.  This plan is developed cooperatively with the family physician, school nurse, parent/guardian and a MAISD administrator. 

P.A. 451 – CORPORAL PUNISHMENT

In March 1992, the Michigan State Legislature amended P.A. 451, 1976 Section 1312, to read in part as follows.

· …”Corporal Punishment” means the deliberate infliction of physical pain by hitting, paddling, spanking, slapping, or any other physical force used as a means of discipline.

· A person employed by or engaged as a volunteer or contractor by a local or intermediate school board shall not inflict corporal punishment upon any pupil under any circumstance.

· A person may use reasonable physical force upon a pupil if necessary to maintain order and control in a school or school-related setting for the purpose of providing an environment conducive to safety and learning.

Use of physical force by a teacher or staff member to discipline a student is not permitted except (1) in self-defense, (2) to protect valuable property from destruction, (3) to quell a disturbance that threatens injury to any person, (4) to obtain possession of a weapon or dangerous object, (5) to prevent a student from harming self, or (6) in defense of a student.  Corporal punishment and/or the threat of corporal punishment are considered a criminal act under Michigan State Law and are strictly prohibited.

In case of student misbehavior, the instructor should make every effort to resolve the problem within the classroom.  Building administration is available to the staff to assist the instructor should help be necessary.

When a student is referred to administration for discipline, the administrator will coordinate the communication that is necessary with the home of the student involved.  Instructors will confer with administration before making contact with the family of the student in cases of discipline.

All staff with student contact, will regularly participate in Crisis Prevention training and/or update training.

DANGEROUS WEAPONS

The School Board will not tolerate the possession of weapons by anyone while on District property or at a District-related event.  In implementing this policy, the District will comply with Public Act 211 which prohibits students from possessing “a firearm, dagger, dirk, stiletto, knife and a blade over three (3) inches in length, pocket knife opened by a mechanical device, iron bar, or brass knuckles” or other devices capable of inflicting bodily harm while in attendance at a District activity or on route to or from the District on a District vehicle.

This policy shall also encompass such actions as false fire alarms, bomb threats, or intention calls to falsely report a dangerous condition.

The Superintendent shall prepare procedures to ensure immediate reporting to the parent or guardian and the law enforcement agency after discovery of the weapon and proper disciplinary action.

Procedures shall also include the immediate reporting to the appropriate law enforcement agency if a dangerous weapon is found or suspected to be in the possession of a district staff member or visitor.

REPORTING SUSPECTED CHILD ABUSE OR NEGLECT

Child abuse is defined as harm or threatened harm to a child’s health or welfare that occurs through non-accidental physical or mental injury, and includes sexual abuse, sexual exploitation, or maltreatment.

Child neglect involves negligent failure to provide adequate food, clothing, shelter, or medical care, and placing a child at unreasonable risk to health or welfare to eliminate that risk when able to do so and the risk is known.

In accordance with section 3(a) of MCL 722.623 – the Child Protection Law – teachers, school counselors, and school administrators are required to report suspected child abuse and/or neglect as mandated reporters.   The Mandated Reporters’ Resource Guide states: The Child Protection Law requires mandated reporters who have reasonable cause to suspect child abuse or neglect to make an immediate oral report to the Michigan Department of Health and Human Services Centralized Intake at 855-444-3911 or online, followed by a written report within 72 hours.

Staff should notify supervisor of suspected abuse or neglect.  Staff with programs in local district buildings should also make the building principal aware of these issues.

SEARCH AND SEIZURE

The District is charged with the responsibility of ensuring the safety and well being of its students.  In the discharge of that responsibility, school authorities may search school and student property consistent with this policy.

SCHOOL PROPERTY

School property, including but not limited to desks and lockers, is provided to students for storage space.  However, lockers, desks, and other items are District property and remain at all times under the District’s control.  When the locks are provided for lockers and/or desks, students may lock them to protect their belongings from other students, but students should have no expectation of privacy regarding examination by school authorities.

Whenever a school official has reasonable suspicion that a student has violated the law or a school rule or regulation, the school official may search the contents of the student’s locker, desk, or other school property.  Such a search will be limited to a search for items that are illegal or against school policy, and the student’s privacy rights for items that are not illegal or against school policy will be respected.  Searches may be conducted without notice to the student, without the student’s consent, and without a search warrant.

STUDENT POSSESSIONS

A school official may search a student and his/her possessions (e.g., purse, book bag, athletic bag, vehicle parked on school property) whenever the school official has reasonable suspicion that the student has violated the law or a school rule or regulation.  The nature and extent of the search will be governed by the student’s gender, age, disciplinary history, and seriousness of the alleged violation.  Whenever possible, a search of a student and his/her possessions will be done in the presence of the student and another staff member.  Search of a student’s person or intimate personal belongings will be conducted by a person of the same gender as the student and in the presence of another staff member of the same gender.

The principal, or his/her designee, will be responsible for making a written record of each student search, including the reasons for the search, the persons present during the search, the results of the search, and any subsequent action.  The principal, or his/her designee, will also be responsible for the custody, control and disposition of any illegal or dangerous substance or object taken from a student, and for contacting legal authorities when necessary.
ACCESSING STUDENT RECORDS

The Montcalm Area Intermediate School District superintendent and/or his designee shall have access to the records of students for whom they have professional responsibilities.  This includes administrators, certified and professional staff, aides and bus drivers responsible for record keeping, and secretarial staff responsible for filing, maintaining and retrieving records for professional staff.  Excluded are custodial and maintenance staff.

Contracted people who are employed by other agencies but serving in a capacity similar to the employees of the district, may also have access to the records of students for whom they have professional responsibilities.

When staff is taking a student file for use, the file must be signed out.  Information needed is date checked out, person responsible for file, reasons for taking file and date returned.

Important FERPA Definitions (34 C.F.R. §99.3)
Education Records – records that are directly related to a student, and maintained by an educational agency or a party acting on behalf of the educational agency.

The term “education records” does not include:  

1) Records kept in the sole possession of the maker, used only as a personal memory aid, and not accessible or revealed to any other person except a temporary substitute for the maker of the record.

For example, lesson plans or notes kept privately by a teacher or counselor meant as memory aids, and not shared with anyone except a substitute would not be education records subject to parental access under FERPA.  Likewise, any other notes or documents created by a staff person that are kept privately and not shared with other personnel are the private property of the staff person and are not subject to parental access under FERPA.

Psychologists’ notes fall under this exception if used only as memory aids and not disclosed to anyone except a substitute.

Test protocols – OSEP has stated that test protocols, test instruments, or question booklets are not considered FERPA records if they do not contain the student’s name or other personally identifiable information.  Schools, however, have to respond to requests by parents to inspect and review completed answer sheets or records related to a test completed by the student.  Although a question booklet with no answers may not contain personally identifiable information, a school may need to review the booklet with the parent in response to a reasonable request for explanation or interpretation of the testing.  Schools, moreover, should not destroy protocols that contain personally identifiable information of a student (except when complying with retention and destruction procedures).

2) District police force records, if maintained separately from education records, maintained solely for law enforcement purposes, and disclosed only to other members of a school police force.  The school must not disclose education records to the campus police (unless with parent consent, or if an exception to the consent requirement applies).
3) Records relating to an employee of the educational agency that are maintained in the normal course of business, relate exclusively to the employee’s capacity as an employee, and are not available for any other purpose (but does not include records of students employed by the school under a vocational program, office assistant, or work-study project).

4) Records of a student who is 18 years or older, or is attending college that are maintained by health professionals, and are maintained or used only in connection with physical or mental health treatment issues. 

5) Records that contain information about a student after he or she are no longer a student at that educational agency.
Directory Information – information which would not generally be considered harmful or an invasion of privacy if disclosed, including name, address, telephone listing, email address, photograph, date and place of birth, major field of study, participation in sports, dates of attendance, honors, awards, degrees, weight and height of team members, and most recently attended previously educational agency. 
Disclosure – permitting access to information, or releasing information by any means, including orally, in writing, or electronically.  Thus, there is no difference between providing a copy of a record and orally disseminating information contained in that record.
Parent – includes a natural parent, a guardian, or an individual acting as a parent in the absence of a parent or guardian (very similar to the IDEA definition of “parent”)

Personally Identifiable Information – Names, names of family members, address, social security or student ID number, list of personal characteristics, or any other information that would make identity easily traceable.  ID numbers are FERPA protected – FPCO has held that student ID numbers and social security numbers constitute personally identifiable information since they are “easily traceable” to the student. 

Records – information recorded in any way (e.g., handwriting, print, computer media, video or audiotape, film, microfilm, and microfiche).
PARENTAL ACCESS

A District must comply with requests to access records within a reasonable period of time, without unnecessary delay, and, under IDEA regulations, before an IEP team meeting or hearing, and in no case later than 45 days after the request is made.

Parents have a right to inspect and review records, as well as to have the District respond to reasonable requests for explanations and interpretations of the records.

Parents have the right to request that the District provide copies of the records if failure to provide copies would effectively prevent the parents for exercising the right to inspect and review the records.

The District can charge a fee for copies if the fee would not effectively prevent the parent from accessing the records.  No fee can be charged for searching for or retrieving records. 

The IDEA regulations specifically allow parents of IDEA students the right to have their representatives inspect and review the records (representatives must have a written parent consent).

Also under the IDEA regulations, parents must be provided with a list of the types and locations of education records kept by the District.

Parents can only obtain information about their children.  If a record contains information about more than one student, it must be redacted accordingly before the parents can obtain access.

Amendment of Education Records – parents can request that a District make amendments to education records that they believe are inaccurate, misleading, or in violation of their privacy rights.  If the District decides not to amend a record as requested, it must inform the parents of its refusal and their right to seek a hearing.  The District must decide whether to amend the records as requested within a reasonable time (probably safe to stay under 45 days).

PROFESSIONAL RESPONSIBILITIES

ACCOUNTABILITY

Teachers are responsible to know where their students are during the entire instructional day.  Teachers are accountable and liable by law for their students’ safety and supervision should negligence occur.

ETHICS AND PROFESSIONAL RESPONSIBILITY

All employees should exercise mature judgment in matters of dress, grooming and personal conduct, particularly during school hours.  You, as a staff member, set an example for students by your professional and mature conduct.

COPYRIGHT LAW

Teachers are expected to abide by all copyright laws.  According to the U.S. Copyright Revision Act, a school can legally exhibit a copyrighted entertainment movie within a school without permission of the copyright owner only if the exhibition takes place in a classroom setting where a teacher is in attendance and the movie is an essential element of the current curriculum.  Only such a showing in a school is exempt from the copyright law.  Non-curriculum use at schools and universities of copyrighted entertainment movies are not allowed unless the school purchases annually a Public Performance Movie Exhibition site license. (See Appendix J.)

COMMUNITY-BASED INSTRUCTION/TRIP REQUEST

Any teacher wanting to take students into the community or on a field trip must submit a Trip Request form and/or Van Request form to his/her supervisor at least two weeks in advance.  Each student must have a signed parental permission form that includes the hold-harmless clause (See Appendix L.).  Staff must notify parent/guardian of the trip before leaving school
ABSENCE REPORTS

For all staff: All time off must be requested using Munis Employee Self Service. Time off balances are available in Employee Self Service.  Staff working in a classroom must also request time off in AESOP.  Please Note:  Pre-approved vacation days, personal business days and/or sick days that may fall on an inclement weather day, will remain pre-approved and processed as such, this includes unscheduled district closures. Time off requests falling on an inclement weather day may not be cancelled/changed after the inclement weather day has been announced.  Personal business leave days will not be allowed for:  Days preceding or following holidays, or vacations (Exceptions:  Emergencies or situations not intended to extend holidays or vacations)   

CALLING IN ABSENT

In case of illness or absence from the job, contact(s) for substitutes should be made as follows.
 
For MACC Career Technical Education Certified/Professional Staff:
Call Sharon Gerlach at (989) 560-8096 between 5:00 a.m. and 5:30 a.m., if no answer, call Shannon Tripp at (616) 550-9382.
 
For MACC Career Technical Education Aides/Paraprofessionals and all others:  Call (989) 328-6621 to leave message.
To request a Substitute for Special Education Teachers and Para educators only:  

You may notify the district of your absence by phone or by web.  

By web:

Log on to www.aesoponline.com.  Click Go button.  Enter your Employee number and your pin number.  Go to screen one.  Enter start date and end date, the days of the week and choose the absence reason.  Be sure to check that a substitute is required.  Specify start and end times for the absence.  Click next and go to screen 2.  Verify information.  Enter notes for subs in the substitute box.  Enter notes to your administrator.  Finalize absence.  Hit save.  

By phone:

Call 1-800-942-3767.  Follow the prompts on the phone.  After you have completed the prompts, you will receive a confirmation number.  Write your confirmation number down.  

All absences must be reported to AESOP by 7:00 a.m.  For emergencies which occur after 7:00 a.m., please call the Seiter Center at (616)754-9107.

All Other Special Education Staff 

Absence calls can be made 24 hours a day by leaving a message on the voicemail system if receptionist is not available.  Always call at least two hours before you are due to work.



Seiter Education Center:   (616) 754-9107 between 6:00 and 6:30 a.m.


Contact should be made with applicable building administrative assistants

Special Education Bus Drivers/Bus Aides

Bus Garage Office:

(616) 225-0130 after 5:00 a.m.

Dee Evans


(616) 232-2922 (home)

Michele Nemeth

(989) 365-3146 (home)

All employees are to request time off in Munis in advance for personal business days with prior approval by appropriate supervisor or department head.

JOB RELATED EXPENSES
Expenses which are incurred by staff members as a result of authorized travel in and outside the District will be reimbursed to the extent such expenses incurred are deemed to be both ordinary and necessary expenses while performing services for the ISD.  Reimbursement is intended to provide for conference registration, transportation, lodging, and food of reasonable and adequate quality.  When traveling on ISD business a staff member is expected to use the same care in incurring expenses that a prudent person would exercise if traveling on personal business.

· Any expense paid for or reimbursed by the ISD for overnight or out of state travel must be approved by the Board or its designee PRIOR to incurring the expense and after returning.  A request for any overnight or out of state travel must be submitted to your immediate supervisor by completing a “Conference/Professional Development Request Form” See Appendix R.  This form requires an estimate of all potential expenses associated with the request.  Failure to include this information will delay and extend the time to process the request. 

· Travel within or outside the District which does not involve overnight or out of state travel is to be authorized and approved by the appropriate supervisor.  Travel expense will be reimbursed at the rate equal to the current IRS standard millage rate.  Travel reimbursement is restricted to travel over and beyond ones normal daily commute.  A “Mileage and Expense Reimbursement Form” (See Appendix O) is available at all ISD building offices.

· Unless a purchase order is issued the employee will be expected to pay for the conference registration up front and seek reimbursement by completing a “Conference/Tuition Reimbursement Form” (Appendix RR).   Conference/tuition expense reimbursements are processed by the Business Office once received provided all documentation is complete.
· All other conference requests, a Conference/Professional Development Form must be fully completed and submitted to your supervisor prior to attending a conference.  See Appendix R
MATERNITY LEAVE

An employee requesting maternity leave must complete a calendar prior to the leave.  The calendar should indicate days taken for maternity leave. The dates of any sick days the employee plans to utilize should be clearly marked. The employee must also complete an absence report verifying sick days the employee plans to use.  Staff should complete substitute plans that are specific enough to allow a replacement to take over during their absence. This does not mean that detailed, daily lessons plans are required for the entire leave but sufficient information is available so the average substitute/replacement can continue to provide a service that results in adequate student progress.

STATUS CHANGE

Anytime there is a change in marital status, home address, phone number, etc. notification must be made to the personnel office by completing Personnel Change Notice.  See Appendix N.  New tax forms must also be completed with the payroll clerk.  

Records of college course work as well as certification, licensing, and registration updates are to be given to the Personnel Office for filing.

FUND RAISERS
The process for Fund Raisers, Instruction Funds, and Class Cash are as follows:

1) Complete appropriate request form, turn into supervisor for approval;

2) After supervisor approval, original is routed to the business office, and a copy sent to the department director.

If approved:

3) Appropriate profit form is used:

a. A-1 for any catalog product sale (ex. greeting cards)

b. A-2 Non-product sale activity (ex. spaghetti dinner)

c. A-3 Product shipped before sale (ex. chocolate bars)

d. A-4 Events that tickets are sold for (ex. fashion show)

e. A-5 Record of finances

4) Inventory form will be used for any product given out before being sold.

Inventory records must be kept for all items that can be inventoried.

5) All purchases must be made through routine MAISD business procedures (through business office, with purchase order, etc.)

EMPLOYEE EMERGENCY CONTACT INFORMATION

Each year employees are to complete the Employee Emergency Contacts form (See Appendix P.).  This form will assist the office in notifying emergency contacts if an employee needs assistance.  Please submit to program secretary at the beginning of each year.

DIRECT DEPOSIT

Employees are encouraged to participate in the district’s direct deposit program.  Payroll checks can be deposited in any financial institution(s) requested.  Funds are available at the start of business on each payday. See Appendix Q.
OVERTIME

Employees who are eligible for overtime must have all overtime approved in advance by their supervisor.  Overtime will be paid in accordance with the Master Agreement on all hours worked in excess of 40 hours.  The workweek starts on Monday and ends on Sunday. 

STAFF SCHEDULES

Your program secretary must have a copy of your schedule if you have more than one work location or travel during the workday. Itinerary staff is required to sign in and out of each building via the Montcalm Area Intermediate School District sign in/out log. 

HOME VISITATIONS

Home visits are a frequent job requirement for some MAISD employees.  Employees need to exercise care and caution when making home visits.  Staff IDs must be worn at all times.

When making home visits alone, make sure the secretaries in the special education department know when and where you are visiting and check in when visits are completed. 
WORK SCHEDULES

1. Itinerant staff is expected to submit a copy of their work schedule to their immediate supervisor.  These work schedules will be kept on file and readily accessible in the special education offices.  Any changes are to be reported to the respective secretary immediately.

2. Part-time staff and those on a schedule different than the ISD calendar, are to submit a calendar to their immediate supervisor each June for the following school year.  These will be kept on file in the special education and business offices.

3. If work hours for staff are other than those specified, administrative approval should be secured in advance.

IDENTIFICATION BADGES

ID badges should be warn at all times when out in the community or working in local districts. 

VISITORS/CONFIDENTIALITY

When having visitors in your work area, please be respectful of other staff.  If available, please use conference areas.  Please remember to hold confidential conversations where the rights of students and staff are not violated. 

Visitors in ISD buildings must check in/out at the front desk.

ROOM AND BUILDING USAGE

Conference rooms are scheduled with the front desk receptionist at all ISD buildings. Please be considerate of other staff when scheduling meetings.  Clean up after usage.  If you need a particular room setup or any equipment, complete the Request for Use of Building form. 

ISD-SPONSORED INSERVICES

A Conference/Inservice Request form (See Appendix R.) must be completed for ISD-sponsored inservices.  The supervisor/director will determine if the day and/or registration fee will be charged toward your conference allowances.

The registration fee should not be paid to the Intermediate School District.  Any applicable fees will be handled by the Business Office.
EMPLOYEE EVALUATIONS
Probationary employees shall be evaluated yearly, including a mid-year progress report for teachers in their first year of their probationary period or receiving a rating on minimally effective or ineffective on the most recent annual evaluation. The spring evaluation shall be completed by June 15 of each year.  Non-probationary staff shall be evaluated not less than once every three years on or before June 15.  See “Building Guidelines” for evaluation tools.
REQUISITION FORMS

To order any items or supplies, a Requisition Order form (See Appendix S) must be completed and submitted for approval to your supervisor. Secretarial staff will complete the necessary paperwork to order any approved supplies and distribute when received.

RECEIPT OF MERCHANDISE

When merchandise arrives, staff should:

1. Inspect the merchandise.

2. If the merchandise is acceptable as ordered, sign the packing slip and turn in to the secretary the same day.

3. Status of any back ordered or unacceptable merchandise should be brought to the attention of the office personnel immediately.

INVENTORY
Major equipment and furniture

1) Notify the office immediately when your merchandise arrives.

2) Inspect the order for damage and accuracy.

3) Sign the packing slip and turn it in to the office.

4) All items with a value greater than $5,000 or of a size, shape and purpose to be considered a long-term asset, must be tagged.

Non-consumable

These are untagged items within your jurisdiction.  Tools and textbooks should be on this inventory list.

Consumable

1) Items not used during the school year must appear on the inventory list at the end of the year.

2) Copies of this inventory are to be on file with the office.

Resale

1) Includes any item or supply purchased through a program’s resale account.

2) This should be an ongoing inventory and updated regularly as items are received and/or disposed of.

3) Copies of this inventory should be available from the instructor upon request and a carry-over inventory is to be submitted as part of the end-of-the-school-year checkout procedure.

4) Students must pay for resale items before they are ordered.

TECHNOLOGY & MAINTENANCE WORK ORDERS

When in need of technology or maintenance services, please submit an Online Ticket at http://support.maisd.com to ensure accurate tracking and timely completion of requests.  
USER RESPONSIBILITY DECLARATION

Access and use of the Internet, local and area-wide networks, computers and any related equipment is a privilege for district technology users.  The Montcalm Area Intermediate School District has developed an Electronic Information Access and Use Policy for its employees.  By signing this document, users acknowledge that they have read and understand the policy and agree to its terms.  See Appendix A.
EMERGENCY PROCEDURES
Fire Alarms and Drills:
Each year public facilities are required by law to conduct ten drills (two of the ten must be tornado drills).  Each teacher will instruct his/her students on how to leave the building when a drill occurs using the following procedure.

1. Each classroom will have a posted sign indicating the exit to follow.

2. Students should move quickly through the fire exits and stand 50 feet from the building in their class group.

3. The teacher will turn off the lights and close the exit door.

4. Each teacher will take roll and verify the number of students in his/her class.  Take class list to accomplish this task.

5. Return to classrooms only when notified by the public address system.

Staff should be aware of the procedure for each local building in which they work.

Tornado Watch:
Weather conditions are such that tornadoes could occur.  School will not be dismissed but will continue its normal routine.  Students will be released upon the request of a parent or legal guardian.

Tornado Warning:
A tornado has been sighted in the vicinity.  Students and staff will take cover according the plan posted in each room.  Students will be released only to the custody of a parent, legal guardian, or foster parent unless pre-arrangements have been made with the appropriate building principal.  All people will remain at their assigned places of shelter until school authorities are officially notified of the termination of the danger period.  Upon receiving this notification, school will resume its normal operation.  If the danger period extends beyond the normal dismissal time, students will be held until the danger period is over.

The following procedure will be followed.

1. All students are to move quickly and quietly to their designated shelter areas.

2. Staff and students are to remain together as a class in the shelter area.

3. Attendance will be taken in the shelter area.  Take class list to verify.

4. Students are to maintain silence so that new conditions and orders can be given as they are received.

5. It is the responsibility of both the staff and students to maintain a quiet orderly atmosphere in the shelter area and, above all, to remain calm.

Lock Down Drills:
New legislation, 2014, (Act No. 12) requires a minimum of 3 drills for each school year, in which occupants are restricted to the interior of the building and the building is secured. This must be conducted at all schools that operate any of the grades kindergarten to 12, with security measures that are appropriate to an emergency, such as the release of a hazardous material or the presence of an armed individual on or near the premises.  At least one drill is required during a lunch or recess period when a significant number of students are gathered but not in a classroom setting. 
Inclement Weather Days:
The Montcalm Area Intermediate School District Special Education buses will not transport students to a MAISD classroom operated in a local district that is closed.  

Reference should be made to your respective staff agreement or working policy concerning inclement weather days.  Fog delays are for students and busses, not for employees.  Employees are expected to use good judgment and proceed to work in as timely a manner as possible on inclement weather days.  When all seven local districts are closed for students, the staff need not report.  Staff will receive a call from the District’s school notification system. 
Crisis Plans:

In the event of a crisis staff are to follow the building plans where their program is housed.  Please see the principal/supervisor of your building for a copy of these plans.

School Safety Laws:
Physical assault means intentionally causing or attempting to cause physical harm to another through force or violence.

Physical Assault of a Teacher, Volunteer or Contractor – Public Act 104 requires the permanent expulsion of student in grades six and above who intentionally cause or attempt to cause physical harm to a teacher, volunteer or contractor in school.  

Additionally, expulsion of up to 180 days is required for students in grades six or above for verbal threats, bomb threats, or similar threats.

Student-to-Student Assault – Public Act 102 requires a school district or its designee to suspend or expel a student for up to 180 days for a physical assault at school against another student.  It also requires the Superintendent of Public Instruction, the Attorney General and a representative of the State Police to adopt, publish and distribute statewide school safety information policy.  The law further requires each school building to collect and keep current data on certain crimes and report annually to the Department of Education.

The information given when the threat is received will determine the search procedure.  A team from the Public Safety Deposit will conduct a formal search if deemed appropriate. Teachers should leave all doors, cabinets, and lockers unlocked.  If conditions warrant, employees may be asked to remain in their work area to assist with the building search. 

Once the all clear is given students will return to the building to resume the normal school day.

DISPOSITION OF SURPLUS PROPERTY
Regarding the disposal of instructional materials (textbooks, manuals, resource books, etc.) purchased with school district finds the following criteria will be used to review the materials for redistribution or possible disposal:

· Copyright dates ten (10) or more years old

· Information or content of materials may not be current or relevant to the goals of curriculum

· Worn beyond salvage

Regarding the disposal of equipment with school district funds, the key factors for removal are the physical and working condition of the equipment.  Should the administrator deem the equipment no longer serviceable or useable, the following criteria will be used to determine possible disposal:

· Repairs for the equipment are no longer available

· Repair records indicate the equipment has no useable life remaining

· Obsolete and no longer contributing to the instructional program

· Some potential for public sale

· Creates a safety or environmental hazard

Disposal of surplus school district property purchased with Federal funds shall be disposed of in accordance with Federal guidelines. 

GIFTS, GRANTS AND BEQUESTS
The Board is duly appreciate of the public interest in and good will toward the schools manifested through gifts, grants and bequests.  The Board reserves the right, however to specify the manner in which gifts are made; to define the type of gift, grant or bequest which it considers appropriate; and to reject those which it deems inappropriate or unsuitable.  If accepted, the Board will attempt to carry out the wishes of the donor. 

Gifts, grants and bequests shall become the property of the Board and will be subject to use by the District as determined by the policies and administrative guidelines applying to all properties, equipment, materials and funds owned by the Board.
PURCHASING CARD CARDHOLDER GUIDE
Only employees of the Montcalm Area ISD are eligible to use the Districts Card.  Contractors or temporary employees are not eligible.  You are responsible for the security of the card and all transactions made against the card.  You will be required to sign a Purchasing Card Agreement (Appendix Y).  The card should always be kept in a secure place.  The Card is the property of the Montcalm Area Intermediate School District and is only to be used for district purchases as defined below.  Please remember that you are committing district funds each time you use the Purchasing Card.  You are the person responsible for all charges made to the card, which has been issued to you.  Intentional misuse or fraudulent abuse may result in disciplinary action up to and including dismissal.  The card will have no impact on your personal credit.  The card is issued to the Montcalm Area Intermediate School District. 
Purchasing Card Restrictions

The Purchasing Card IS NOT to be used for personal purchases; cash advances, or alcoholic beverages. 

Transactions should not be split into separate receipts to bypass the single transaction dollar limit.  A routine review of transactions will be performed. 

Using the Card

Purchases, with the necessary approval, are initiated for using the card.  Be sure your purchases are within your budget.  It is required at the time of purchase that you receive a receipt.  When you place your order, ask that a receipt be included with the goods.  This receipt is the only original documentation.  Companies that are frequently used by the District already have the MAISD Accounts Payable Department in their computer and will forward the invoice there.
YOU MUST KEEP ALL RECEIPTS FOR ITEMS YOU PURCHASE

Sales Tax

Sales tax SHOULD NOT be paid on any purchases made with the Purchasing Card.  Montcalm Area ISD is TAX EXEMPT.  The tax-exempt identification number appears on the face of your card.  ALWAYS TELL THE SALES CLERK BEFORE, immediately before your order is scanned that the purchase is TAX EXEMPT.  Employees who fail to do so will be liable for any sales tax charged. 

Paying the Bill

The Purchasing Card is a corporate pay arrangement.  Account balances will be paid in full monthly.  Your purchases will be charged to an expense account based upon the department/account requisition that has been established. 

Lost or Stolen Cards

The Purchasing Card should be secured, just as you would secure your personal credit cards.  The card is lost or stolen, immediately contact the MAISD Business Office and notify Ron Simon, Associate Superintendent of Finance at 616-225-6148.

Department Changes

You must always return your card to either your supervisor or to the District designee. 

Purchasing Card Audit Activity

Card activity is subject to random audits by the Business Office or the district auditing firm.  The purpose of the audits is to help ensure adherence to the program’s policies and procedures.  

School Van Usage

The Board shall purchase, equip, and maintain special education school vans for transportation of students and staff to and from school related events.

The use of a van by any district employee shall be in strict accordance with the law and Board policy.  All employees must complete the DOT pre-employment drug screen prior to driving a school van.
The van will be used for the following purposes, which are listed in order of priority:

a. Community Based Instruction trips

b. Work-based Learning Placement transportation

c. All others as approved by the Transportation Supervisor

Staff that use the van to transport students on a regular basis will be required to obtain a chauffer’s license at district expense.
Proper procedures for requesting and safely operating a district van are as follows:

a. Employee driving van must complete DOT pre-employment drug screen and remain on the random drug screen pool

b. All sections of the van request form must be completed and submitted to the principal or supervisor for approval and then forwarded to the Transportation Department for processing.
c. The driver of the vehicle must be a district employee and must attach a copy of his/her valid MI driver’s license to the van request form on the first request.

d. Any employee that is requesting the use of the van will be subject to a Motor Vehicle Records check.  If the Motor Vehicle Records check is returned with any unacceptable violations, the request for usage will be denied.
e. The Transportation Department will approve or deny the request based on the availability and purpose of the trip.

f. Vans purchased by a specific budget (i.e. Career Technical Education, Special Education or General Education) will be billed based upon the number of miles driven.

Vehicle Safety Rules:
a. The driver must operate the vehicle in a safe manner and obey all traffic laws.  Drivers will be responsible for all traffic violations, penalties and or fines incurred while operating the vehicle.

b. No more than eight (8) passengers (including the driver) may be transported in a district van.

c. Non-district employees are prohibited from operating a van under any circumstances. 

d. In the case of a vehicle breakdown or accident, the Transportation Office must be notified immediately.

e. The van and keys must be returned to the Transportation Department immediately upon return.

f. Upon return, the vehicle must be cleaned of any trash.
g. If upon return, damage is noted, the last operator may be held responsible for repairs.

h. Any questions are to be directed to the Transportation Office.

i. All drivers will have their driver’s license status with the Michigan Department of Transportation checked by the Transportation Office each year.

Montcalm Area ISD Controlled Substance and Alcohol Policy for Commercial Motor Vehicle and District Owned Vehicle Drivers

This policy applies to any staff requesting to drive an MAISD vehicle.  This program begins on September 1, 2013.  All staff that have signed the acknowledgement form prior to this date will be exempt from pre-employment testing prior to use of an MAISD vehicle.  All staff requests to use an MAISD vehicle after this date will require pre-employment testing prior to driving and MAISD vehicle.  (See Appendix BB)
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