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1110 - DISTRICT ORGANIZATION

The Board of Education recognizes that the grouping of grades and services within the facilities of the
District can assist the efficient operation of the District and help achieve a more effective instructional
program.

The Superintendent shall continually monitor the effectiveness of the District organizational plan and
recommend to the Board such modifications in the plan which are in the best interests of the students,
make wisest use of District resources, and serve the educational goals of the Board.

Modifications in the organizational plan of the schools may be made by the Board upon the
recommendation of the Superintendent.

The Superintendent shall be the chief executive officer of the School District. The Superintendent shall
define and recommend those administrative positions required to implement the educational system
and program of learning established by the Board. In each case, the Board will approve the broad
purpose and function of the position in harmony with State law and regulations.

Responsibility shall flow clearly from the Superintendent through the administrative staff to the
operational personnel.

It shall be the responsibility of the Superintendent to determine the need for and define operational
requirements sufficient to ensure the smooth functioning of the District. Maintenance of an efficient,
skilied, operational staff is essential to the effective performance of the system.

It is the Board's intent to maintain an operational and technical staff with a high level of competence.
On occasion, the Superintendent may find it necessary to recommend to the Board the employment of
specialists or consultants to maintain or support programs implemented by the District in areas
requiring specialized knowledge. These positions will be considered by the Board on the merits of their
potential contribution to the School District and the specific conditions of the stated contract or
agreement.
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1111 - LINE AND STAFF RELATIONS

The Board desires the Superintendent to establish a clear understanding of the work relationships in
the school system on the part of all personnel.

Lines of direct authority shall be those approved by the board and shown on the District organization
chart.

Personnel shall be expected to refer matters requiring administrative action to the administrator to
whom they are responsible. That administrator shall refer such matters to the next higher
administrative authority when necessary. Additionally, all personnel are expected to keep the person
to whom they are immediately responsible informed of their activities by whatever means the person
in charge deems appropriate.

It is expected that the established lines of authority will serve most purposes, but all personnel shall
have the right to appeal any decision made by an administrative officer through procedures
established in Board policy.

Additionally, lines of authority do not restrict staff members in any way from working together
cooperatively and sensibly at all levels in order to develop the best possible school programs and
services. The established lines of authority represent direction of authority and responsibility; when
the staff is working together, the lines represent avenues for a two-way flow of ideas to improve the
program and operation of the school system.

Adoption Date: September 14, 1993
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1130 - CONFLICT OF INTEREST

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

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

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

1.

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

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

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

The staff member, officer, or agent shall disclose the direct financial interest in the
contract to the Board with such disclosure made a part of the official Board minutes. If
his/her direct financial interest amounts to $250 or more or five percent (5%) or more
of the contract cost to the District, the staff member, officer, or agent shall make the
disclosure in one (1) of two (2) ways:

a. In writing, to the Board president at least seven (7) days prior to the meeting
at which the vote on the contract will be taken. The disclosure shall be made
public in the same manner as the Board's notices of its public meetings. (See
Bylaw 0165.)

b. By announcement at a meeting at least seven (7) days prior to the meeting at
which a vote on the contract is to be taken. The staff member, officer, or
agent must use this method of disclosure if his/her financial interest amounts
to $5,000 or more.



4. Employees, officers, and agents shall not engage in business, private practice of their
profession, the rendering of services, or the sale of goods of any type where
advantage is taken of any professional relationship they may have with any student,
client, or parents of such students or clients in the course of their employment or
professional relationship with the School District.

Included, by way of illustration rather than limitation are the following:
a. the provision of any private lessons or services for a fee

b. the use, sale, or improper divulging of any privileged information about a
student or client gained in the course of the employee's, officer’s, or agent’s
employment or professional relationship with the District through his/her
access to School District records

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

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

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

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

C. Employees, officers, and agents can not participate in the selection, award, or administration
of a contract supported by a Federal grant/award if s/he has a real or apparent conflict of
interest. Such a conflict of interest would arise when the employee, officer, or agent, any
member of his/her immediate family, his/her partner, or an organization which employs or is
about to employ any of the parties described in this section, has a financial or other interest in
or a tangible personal benefit from a firm considered for a contract.

Employees, officers, and agents shall not solicit or accept gratuities, favors, or anything of
monetary value from contractors or parties to subcontracts involved with Federal grant funds.
Employees, officers, and agents may, however, accept a gift of unsolicited items of "nominail
value" from a contractor or party to subcontracts that do not involve Federal grant funds. For
purposes of this section, "nominal value" means that the gift has a monetary value of $100 or
less.

D. To the extent that the District has a parent, affiliate or subsidiary organization that is not a
State, focal government or Indian tribe, the School District may not conduct a procurement
action involving the parent, affiliate or subsidiary organization if the School District is unable,
or appears to be unable, to be impartial.



E. Employees, officers and agents must disclose any potential conflict of interest which may lead
to a violation of this policy to the School District. Upon discovery of any potential conflict of
interest, the School District will disclose, in writing, the potential conflict of interest to the
appropriate Federal awarding agency or, if applicable, the pass-through entity.

The District will also disclose, in a timely manner, all violations of Federal criminal law
involving fraud, bribery or gratuity that affect a Federal award to the appropriate Federal
awarding agency or, if applicable, the pass- through entity.

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

policy.

Revised 1/24/01
Revised 1/21/09
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1210 - BOARD - SUPERINTENDENT RELATIONSHIP

The Board of Education believes that, in general, it is the primary duty of the Board to establish
policies and that of the Superintendent to administer such policies. Policy should not be originated or
changed without the recommendation of the Superintendent. The Superintendent should be given the
latitude to determine the best method of implementing the policies of the Board.

The Superintendent, as the chief administrative officer of the Schootl District, is the primary
professional advisor to the Board. S/He is responsible for the development, supervision, and operation
of the school program and facilities. His/Her methods should be made known to the staff through the
administrative guidelines of the District. The Board shall retain oversight supervision of such
administrative guidelines.

The Superintendent and those administrators directed by the Superintendent shall attend all meetings,
when feasible. Administrative participation shall be by professional counsel, guidance, and
recommendation - as distinct from deliberation, debate, and voting of Board members.

In order to expedite negotiation procedures, the Superintendent is appointed as chief representative
of the Board for the purpose of determining negotiation strategies and members of negotiation teams
for coliective bargaining with recognized unions and employee units.

The Board is responsible for determining the success of the Superintendent in meeting the goals
established by the Board through annual evaluations of the Superintendent's performance. The Board,
in formulating its position with regard to the performance of the Superintendent, shall rely, whenever
possible, on the objective outcomes of its evaluations rather than on subjective opinions.

© Neola 1993
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1220 - EMPLOYMENT OF THE SUPERINTENDENT

The Board of Education vests the primary responsibility for administration of this District in the
Superintendent of Schools. The appointment of that officer is, therefore, one of the most important
functions the Board can perform.

Whenever the position of Superintendent shall be vacant, the Board shall appoint a Superintendent of
Schools as chief executive officer and fix his/her salary and term of office which shall be no more than
five (5) years.

The Board shall actively seek the best qualified and most capable candidate for the position of District
Superintendent.

It may be aided in this task by:
A. a committee of Board members;
B. the services of professional consuitants;
C. the counsel of the out-going Superintendent.
Recruitment procedures may be prepared in advance of the search and shall include:
A. preparation of a written job specification for the position of Superintendent;
B. preparation of written specifications of qualification in addition to proper State certification;
C. preparation of informative material describing this District and its educational goals;
D. where feasible, the opportunity for applicants to visit the schools of this District;

E. the requirement that each selected candidate for the position be interviewed by Board
members in a format that encourages him/her to express his/her educational philosophy;

F. solicitation of applications from a wide geographical area;

G. consideration of all applicants fairly without discrimination on the basis of race, color, gender,
age, religion, national origin or ancestry, marital status, disability, height, weight, and/or any
other legally protected characteristic unrelated to the position of Superintendent.

All interviews of applicants by the Board or a committee of the Board shall be done in open meetings.
At the time of application, the Board Secretary shall see that each applicant has been informed that
Michigan law may not permit the Board to protect his/her application from disclosure, and any
interview must be open to the public.



The Superintendent must submit to a criminal history record check from the Michigan State Police.
See Policy 3121.

A person who is employed as Superintendent by this Board who was a school administrator in
Michigan prior to January 4, 2010, is not required to have a school administrator's certificate issued by
the Department of Education but must confirm that s/he meets the continuing educational
requirements for school administrators established by the State Board of Education. All others must
either have a valid school administrator's certificate or be enrolled or become enrolled, within six (6)
months of beginning the position, in a program leading to certification as a school administrator.
Certification must be completed within three (3) years, or the person may not continue to be
employed as the Superintendent.

The Superintendent must be employed pursuant to a signed contract.

Such contract shall include:
A. the term for which employment is contracted, including beginning and ending dates;
B. that tenure in a position shall not be granted;

C. the salary which the Superintendent shall be paid and the intervals at which s/he shall be
paid;

D. the benefits to which s/he is entitled;

E. such other matters as may be necessary to a full and complete understanding of the
employment contract.

The Superintendent so appointed shall devote himself/herseif to the duties of his/her office.

Any candidate’s intentional misstatement of fact material to his/her qualification for employment or
the determination of his/her salary shall be considered by this Board to constitute grounds for his/her
dismissal.

The person selected for the position of Superintendent shall be required to undergo a physical
examination and a psychiatric examination reasonably related to the duties s/he will be required to
perform, the cost of which shall be borne by the District.

Revised 1/24/01
Revised 1/21/09
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1230 - RESPONSIBILITIES OF THE SUPERINTENDENT

The Superintendent of Schools shall strive to achieve District goals by providing educational direction
and supervision to the professional staff and supervision to the support staff and by acting as a proper
model for staff and students both in and outside the District.

Duties and Responsibilities

The Superintendent shall be directly responsible to the Board of Education for the performance of the
following assigned duties and responsibilities:

A.

keep the Board informed of school operation by preparing monthly Board agendas, providing
oral and written communication, scheduling management team committee meetings, and
requesting special Board meetings that become necessary to keep the Board properly
informed

ensure that all aspects of District operation comply with State laws and regulations as well as
Board contracts and policies

establish and maintain any written educational plan that may be required by law and
consistent with the educational goals adopted by the Board

ensure proper implementation of the current District-wide instructional plan as it applies to
each building

strive to increase the efficient use of District resources in the daily operations of the schools
assign staff to achieve the maximum benefit toward the attainment of educational goals

evaluate the progress of the professional and support staff toward the attainment of
educational goals

analyze the results of instructional program development as it applies to the Board's
educational goals

recommend changes in instructional or staffing patterns based on an analysis of staff and
program progress

work with principais to assure that decisions made at the building level are created by means
of a site-based, decision- making process that includes participation of the school's
administration and staff, parents, students and others in the community



N.

0.

work cooperatively with parents and community groups concerned with programs in the
schools

develop personal capabilities in personnel strategies and facility management

. work cooperatively with the Board and administrative staff

strive toward the highest standards of personal conduct

perform such other duties as the Board may direct

© Neola 1995
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1230.01 - DEVELOPMENT OF ADMINISTRATIVE GUIDELINES

The Board of Education delegates to the Superintendent the function of designing and implementing
the guidelines, required actions, and detailed arrangements under which the District will operate.
These administrative guidelines shall not be inconsistent with the policies adopted by the Board.

The Board itself will formulate and adopt administrative guidelines and rules only when required by
law, and when the Superintendent recommends Board adoption.

The Superintendent may also issue such administrative and student handbooks as s/he may consider
necessary for the effective administration of the schools and distribute them to employees and
students and/or their parents.

As long as the provisions of these administrative guidelines and handbooks are not inconsistent with
Board policies, or with Federal/State law, they will be considered to be an extension of the policy
manual and binding upon all employees and students.

A copy of the District's administrative guidelines manual and a copy of each handbook shall be made a
part of the Board's reference materials maintained in the District office.

The Superintendent shall maintain a current organizational chart to which immediate reference can be
made by the Board or any employee of the Board.

© Neola 1995

Legal References: M.C.L. 380.132, 380.248

Adoption Date: September 14, 1993
Last Revised: January 24, 2001



Hamtramck Public Schools - Board
Policies BoardDocs® PL

Policy:p01230.02
Section: 1000 Administration

1230.02 - SUPERINTENDENT'S ROLE IN NEGOTIATIONS

The Superintendent may serve as the chief negotiator for the Board at the discretion of the Board. If
the Superintendent is not serving as the chief negotiator in the bargaining of a specific contract, s/he
shall serve as consultant for the negotiating team and shall be available to the extent possible to
caucus on issues brought forth at the bargaining table. The Superintendent shall serve as the liaison

between the Board and the bargaining team and shall be responsible to keep the Board informed on
the progress of negotiations.

If an outside consultant is employed as chief negotiator, the Superintendent shall, from time to time,
arrange for the consultant to meet with the Board to discuss the progress of negotiation and to discuss
proposals, counterproposals and parameters.

The Superintendent shall have the authority to approve proposals and counterproposais to be

presented at the bargaining table and to approve tentative agreements on issues, provided they come
within the parameters set by the Board.

Adoption Date: September 14, 1993
Last Revised: January 24, 2001
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1240 - EVALUATION OF THE SUPERINTENDENT

The Board of Education believes it is essential that it evaluate the Superintendent’s performance
periodically in order to assist both the Board and the Superintendent in the proper discharge of their
responsibilities and to enable the Board to provide the District with the best possible leadership. To
carry out this responsibility, the Board will evaluate the Superintendent utilizing a rigorous,
transparent, and fair performance evaluation system that does all of the following:

A. Evaluates the Superintendent’s job performance at least annually in a year-end evaluation,
while providing timely and constructive feedback.

A Superintendent rated highly effective on three (3) consecutive year-end evaluations may be
evaluated every other year, at the District’s discretion.

B. Establishes clear approaches to measuring student growth and provides the Superintendent
with relevant data on student growth.

C. Evaluates the Superintendent's job performance as highly effective, effective, minimally
effective or ineffective, using multiple rating categories that take into account student growth
and assessment data. For the 2015 - 2016, 2016 - 2017 and 2017 - 2018 school years
twenty-five percent (25%) of the annual year-end evaluation shall be based on student
growth and assessment data. Beginning with the 2018 - 2019 school year, forty percent
(40%) of the annual year-end evaluation shall be based on student growth and assessment
data.

For the Superintendent, the pertinent data is that of the entire School District.
D. Uses the evaluations, at a minimum, to inform decisions regarding all of the following:

1. The effectiveness of the Superintendent, so that s/he is given ample opportunities for
improvement.

2. Retention and development of the Superintendent, including providing relevant
coaching, instruction support, or professional development.

3. Removing an ineffective Superintendent after s/he has had ample opportunities to
improve, and providing that these decisions are made using rigorous standards and
streamlined, transparent, and fair procedures.



E. The portion of the annual year-end evaluation that is not based on student growth and
assessment data shall be based on at least the following for the entire District:

1. The Superintendent’s training and proficiency in conducting teacher performance
evaluations if s/he does so or his/her designee's proficiency and training if the
Superintendent designates such duties.

2. The progress made by the school or District in meeting the goals established in the
school/District improvement plan.

3. Student attendance.

4. Student, parent and teacher feedback and other information considered pertinent by
the Board.

F. For the purposes of conducting annual year-end evaluations under the performance evaluation
system, by the beginning of the 2016-2017 school year, the District shall adopt and
implement one (1) or more of the evaluation tools for teachers, or administrators, if available,
that are included on the list established and maintained by the Michigan Department of
Education ("MDE"). However, if the District has one (1) or more local evaluation tools for
administrators or modifications of an evaluation tool on the list, and the District complies with
G., below, the District may conduct annual year-end evaluations for administrators using one
(1) or more local evaluation tools or modifications.

G. Beginning with the 2016-2017 school year, the District shall post on its public website all of
the following information about the measures it uses for its performance evaluation system for
school administrators:

1. The research base for the evaluation framework, instrument, and process or, if the
District adapts or modifies an evaluation too! from the MDE list, the research base for
the listed evaluation tool and an assurance that the adaptations or modifications do
not compromise the validity of that research base.

2. The identity and qualifications of the author or authors or, if the District adapts or
modifies an evaluation tool from the MDE list, the identity and qualifications of a
person with expertise in teacher evaluations who has reviewed the adapted or
modified evaluation tool.

3. Either evidence of reliability, validity, and efficacy or a plan for developing that
evidence or, if the District adapts or modifies an evaluation tool from the MDE list, an
assurance that the adaptations or modifications do not compromise the reliability,
validity, or efficacy of the evaluation tool or the evaluation process.

4. The evaluation frameworks and rubrics with detailed descriptors for each performance
level on key summative indicators.

5. A description of the processes for conducting classroom observations, collecting
evidence, conducting evaluation conferences, developing performance ratings, and
developing performance improvement plans.

6. A description of the plan for providing evaluators and observers with training.



H. Beginning with the 2016 - 2017 school year:

1. The District shall provide training to the Superintendent on the measures used by the
District in its performance evaluation system and on how each of the measures is
used. This training may be provided by a district or by a consortium consisting of two
(2) or more districts, the intermediate school district or a public schoo! academy.

2. The District shall ensure that training is provided to all evaluators and observers. The
training shall be provided by an individual who has expertise in the evaluation tool or
tools used by the District, which may include either a consultant on that evaluation
tool or framework or an individual who has been trained to train others in the use of
the evaluation tool or tools. The District may provide the training in the use of the
evaluation tool or tools if the trainer has expertise in the evaluation tool or tools.

The Board's evaluation shall also include an assessment of the:
A. progress toward the educational goals of the District;
B. working relationship between the Board and the Superintendent;
C. Board's own effectiveness in providing direction to the Superintendent.

Such assessments will be based on defined quality expectations developed by the Board for each
criteria being assessed.

The evaluation system shall ensure that if the Superintendent is rated as minimally effective or
ineffective, the person(s) conducting the evaluation shall develop and require the Superintendent to
implement an improvement plan to correct the deficiencies. The improvement plan shall recommend
professional development opportunities and other measures designed to improve the rating of the
Superintendent on his/her next annual year-end evaluation. A Superintendent rated as “ineffective” on
three (3) consecutive year-end evaluations must be dismissed from employment with the District.

The evaluation program shall aim at the early identification of specific areas in which the
Superintendent needs help so that appropriate assistance may be provided or arranged for. The Board
shall not release the Superintendent from the responsibility to improve. If the Superintendent, after
receiving a reasonable degree of assistance, fails to perform his/her assigned responsibilities in a
satisfactory manner, dismissal, or non-renewal procedures may be invoked. In such an instance, all
relevant evaluation documents may be used in the proceedings.

Evaluations shall be conducted of each administrator as stipulated in the revised School Code, the
employment contract, the Superintendent's administrative guidelines and as directed by the Michigan
Department of Education. An administrator shall be given a copy of any documents relating to his/her
performance which are to be placed in the personnel file.

This policy shall not deprive an administrator of any rights provided by State law or any contractual
rights consistent with State law.



As an outcome of the evaluation of the Superintendent's performance, the Board should be prepared
to judge the advisability of retention of the Superintendent and be prepared better to:

A. identify strengths and weaknesses in the operation of the District and determine means by
which weaknesses can be reduced and strengths are maintained;

B. establish specific objectives, the achievement of which will advance the District toward its
goals;

C. improve its own performance as the public body ultimately charged with the educational
responsibility of this District.

Revised 10/14/15
© Neola 2016
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1241 - NON-REEMPLOYMENT OF THE SUPERINTENDENT

The Board of Education has an obligation to the citizens of this District to employ the professional
leadership best trained and equipped to meet the educational needs of their children. It shall meet
that obligation by retaining only a highly-qualified person as Superintendent for this District.

If the services of the Superintendent are found to be unsatisfactory to the Board, s/he shall be notified
by the President and given an opportunity to correct the conditions.

If his/her services continue to be unsatisfactory, the Superintendent shall be notified in writing by the
President, as approved by the Board.

The Board may non-renew the Superintendent's contract, with or without cause and with or without
prior notice, provided it votes on non-renewal and provides written notice of the non-renewal at least
ninety (90) days prior to expiration date of the contract. Failure to take timely action or give timely
notice will result in renewal of the contract for an additional year.

The Board may choose whether to extend the contract for an additional year during the term of the
contract, in accordance with the terms of the contract.

The contract of the Superintendent may be terminated during its term for cause. The Superintendent
shall be entitled to notice of the reasons and a reasonabie opportunity to address the Board prior to
any vote on termination of the contract.

© Neola 2012
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1260 - INCAPACITY OF THE SUPERINTENDENT

It is the legal duty of the Board of Education to appoint a Superintendent 'pro tempore' by a majority
vote of the Board upon determination that the Superintendent is incapacitated in such a manner that
s/he is unable to perform the duties of his/her office.

The Board shall fix the compensation of the Superintendent 'pro tempore' who shall serve until the
Superintendent's incapacity is removed or until the expiration of the Superintendent’s contract or term
of office, whichever is sooner. S/He shall perform all of the duties and functions of the Superintendent,
and may be removed at any time for cause by a two-thirds (2/3) majority vote of the members of the
Board.

The Board will exercise its authority under law to determine the incapacity of the Superintendent upon
certification of a physician selected and compensated by the Board, physician selected and
compensated by the Superintendent or panel of three (3) physicians, one (1) selected and
compensated by the Board, one (1) selected and compensated by the Superintendent, and the third
selected by the two (2) physicians and compensated by the Board.

Where a physician selected by the Board disagrees with a physician selected by the Superintendent,
the two (2) physicians shall agree in good faith upon a third impartial physician who shall examine the
Superintendent. His/Her medical opinion shall be binding on the issue of medical capacity to perform
assigned duties. The expenses of the third examination shall be borne by the Board.

In the event the Superintendent is determined to be incapacitated as defined in this policy, he/she
shall continue to receive his/her salary and benefits until all accumulated sick leave has been used or
until such time as the Superintendent qualifies for the School District's Long Term Disability Program,
whichever is the longer period.

The Superintendent shall, upon request to the President of the Board, be returned to active duty
status, unless the Board denies the request within ten (10) days of receipt of the request. The Board
may require the Superintendent to establish to its satisfaction that s/he is capable of resuming such
duties on a fuli-time basis.

The Board may demand that the Superintendent return to active service under the conditions as
outlined in paragraphs thru three (3) and four (4) above.

The Superintendent may request a hearing before the Board on any action taken under this policy.
© Neola 1991
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1300 - SUPERINTENDENT'S PROFESSIONAL GROWTH AND DEVELOPMENT OPPORTUNITIES

The Board of Education shall offer the Superintendent encouragement and assistance in his/her own
professional development. So that he/she may better keep the Board and staff informed of new and
promising educational developments, the Board shall encourage the Superintendent to attend
educational conferences, seminars, workshops and other professional meetings; visit other school
systems; and use other means to keep abreast of modern educational thought and practice.

The annual budget shall provide allocation for the Superintendent's attendance at educational
meetings. The Superintendent shall be authorized to attend such conferences, workshops, and
seminars which in his/her judgment shall be of greatest value to the School District within the
limitations provided in the budget and/or limitations specifically placed on such attendance from time
to time by the Board.

The Superintendent shall annually report to the Board, as nearly as possible, the meetings he/she
plans to attend, and shall notify the Board president when attendance at such meetings will cause
him/her to be absent from the district for more than a day.

The Board will reimburse the Superintendent for actual and necessary expenses to attend such
meetings. Expenses for the Superintendent's spouse shall not be approved.

To be reimbursed for such expenses, the Superintendent shall file with the business office and
expense voucher as established for all school personnel, along with supporting bills or evidence of
expense.

The Superintendent shall be subject to the same controls regarding expenses as are established for all
employees.

Adoption Date: September 14, 1993
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1400 - JOB DESCRIPTIONS

The Board of Education authorizes the Superintendent to maintain job descriptions which shall be
brief, factual, and, wherever possible, generically descriptive of similar jobs.

The job description for the Superintendent shall be defined as a policy of the Board.
All other job descriptions shall be defined as administrative guidelines of the Superintendent.

"The employee shall remain free of any alcohol or nonprescribed controlled substance abuse in the
workplace throughout his/her employment in the District.”

A. Revisions to job descriptions shall be reviewed with the employees affected prior to their use.

B. Each employee will be provided with a copy of his/her job description at the time of
employment and any revisions thereto.

C. Employees will be evaluated, at least in part, against their job descriptions.
D. Ensure that the Board Policy 3122 and Policy 4122 on non-discrimination is impiemented
properly and in compliance with Federal and State laws and regulations, particularly Part 1
104 of Section 504 Rehabilitation Act of 1973 (34 CFR) and the Americans with Disabilities Act
(ADA). (See AG 3122C for a comparative analysis of ADA and 504.)
Revisions to job descriptions shall be reviewed with the employees affected prior to their use.

Each employee will be provided with a copy of his/her job description at the time of employment and
any revisions thereto.

Employees will be evaluated, at least in part, against their job descriptions.
© Neola 2002
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1411 - WHISTLEBLOWER PROTECTION

The Board of Education expects all its employees to be honest and ethical in their conduct, and to
comply with applicable State and Federal law, Board policies and administrative guidelines. The Board
encourages and requires staff to report possible violations of these Board expectations. Parents,
volunteers, contractors and concerned citizens are encouraged to report possible violations, when
done in good faith belief.

It is the responsibility of an employee who is aware of conduct on the part of any Board member or
employee that possibly violates Federal or State law, or Board policy, to call this conduct to the
attention of his/her immediate supervisor. If the employee's immediate supervisor is not responsive or
is the employee whose behavior is in question, the employee may report to the Superintendent. If the
reported conduct relates to the Superintendent, the report may be filed directly with the Board
President.

After such a report is made, the employee will be asked to put the report in writing. Any employee
making such a report shall be protected from discipline, retaiiation, or reprisal for making such report
as long as the employee had a good faith belief as to the accuracy of any information reported.
Employees are subject to disciplinary action, up to and including termination, for knowingly making a
false report under this policy. Employees may also be subject to disciplinary action, up to and
including termination, if they are aware of a violation of Federal, State, or local law involving or
relating to the business of the District and they do not make a report confirmed in writing to a
supervisor in accordance with this policy.

The Superintendent shall develop administrative guidelines necessary for implementation of this
policy, including the development of forms upon which such reports may be made.

© Neola 2008
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1420 - SCHOOL ADMINISTRATOR EVALUATION

The Board of Education, through the powers derived from the School Code and other relevant
statutes, is responsible for the employment and discharge of all personnel. To carry out this
responsibility, with the involvement of school administrators, it delegates to the Superintendent, the
function of establishing and implementing a rigorous, transparent, and fair performance evaluation
system that does all of the following:

A. Evaluates the school administrator's job performance at least annually in a year-end
evaluation, while providing timely and constructive feedback.

The Superintendent or designee shall perform administrators' evaluations. Administrators
rated highly effective on three (3) consecutive year-end evaluations may be evaluated every
other year, at the District's discretion.

B. Establishes clear approaches to measuring student growth and provides school administrators
with relevant data on student growth.

C. Evaluates a school administrator's job performance as highly effective, effective, minimally
effective or ineffective, using multiple rating categories that take into account student growth
and assessment data. For the 2018-2019 school year, twenty-five percent (25%) of the
annual year-end evaluation shall be based on student growth and assessment data. Beginning
with the 2019-2020 school year, forty percent (40%) of the annual year-end evaluation shall
be based on student growth and assessment data.

For building level administrators, the data to be used is the aggregate student growth and
assessment data that are used in teacher annual year-end evaluations in each school in which
the school administrator works as an administrator. For a central-office-level administrator,
the pertinent data is that of the entire School District.

D. Uses the evaluations, at a minimum, to inform decisions regarding all of the following:

1. The effectiveness of school administrators, so that they are given ample opportunities
for improvement.

2. Promotion, retention, and development of school administrators, including providing
relevant coaching, instruction support, or professional development.

3. Removing ineffective school administrators after they have had ample opportunities to
improve, and providing that these decisions are made using rigorous standards and
streamlined, transparent, and fair procedures,



E. The portion of the annual year-end evaluation that is not based on student growth and
assessment data shall be based on at least the following for the school in which the school
administrator works as an administrator:

1. The school administrators' training and proficiency in conducting teacher performance
evaluations if s/he does so or his/her designee's proficiency and training if the
administrator designates such duties.

2. The progress made by the school or District in meeting the goals established in the
school/District improvement plan.

3. Student attendance.

4. Student, parent and teacher feedback and other information considered pertinent by
the Board.

F. For the purposes of conducting annual year-end evaluations under the performance evaluation
system, the District shall adopt and implement one (1) or more of the evaluation tools for
teachers or administrators, if available, that are included on the list established and
maintained by the Michigan Department of Education ("MDE"). However, if the District has one
(1) or more local evaluation tools for administrators or modifications of an evaluation tool on
the list, and the District complies with G., below, the District may conduct annual year-end
evaluations for administrators using one (1) or more local evaluation tools or modifications.
The evaluation tools shall be used consistently among the schools operated by the District so
that all similarly situated school administrators are evaluated using the same measures.

G. The District shall post on its public website all of the following information about the measures
it uses for its performance evaluation system for school administrators:

1. The research base for the evaluation framework, instrument, and process or, if the
District adapts or modifies an evaluation tool from the MDE list, the research base for
the listed evaluation tool and an assurance that the adaptations or modifications do
not compromise the validity of that research base.

2. The identity and qualifications of the author or authors or, if the District adapts or
modifies an evaluation tool from the MDE list, the identity and qualifications of a
person with expertise in teacher evaluations who has reviewed the adapted or
modified evaluation tool.

3. Either evidence of reliability, validity, and efficacy or a plan for developing that
evidence or, if the District adapts or modifies an evaluation tool from the MDE list, an
assurance that the adaptations or modifications do not compromise the reliability,
validity, or efficacy of the evaluation tool or the evaluation process.

4. The evaluation frameworks and rubrics with detailed descriptors for each performance
ievel on key summative indicators.

5. A description of the processes for conducting classroom observations, collecting
evidence, conducting evaluation conferences, developing performance ratings, and
developing performance improverment plans.

6. A description of the plan for providing evaluators and observers with training.



H. The District shall also:

1. Provide training to school administrators on the measures used by the District in its
performance evaluation system and on how each of the measures is used. This
training may be provided a District or by a consortium consisting of two (2) or more
districts, the intermediate school district or a public school academy.

2. Ensure that training is provided to all evaluators and observers. The training shall be
provided by an individual who has expertise in the evaluation tool or tools used by the
District, which may include either a consultant on that evaluation tool or framework or
an individual who has been trained to train others in the use of the evaluation tool or
tools. The District may provide the training in the use of the evaluation tool or tools if
the trainer has expertise in the evaluation tool or tools.

The evaluation system shall ensure that if the administrator is rated as minimally effective or
ineffective, the person(s) conducting the evaluation shall develop and require the school administrator
to implement an improvement plan to correct the deficiencies. The improvement plan shall
recommend professional development opportunities and other measures designed to improve the
rating of the administrator on his/her next annuai year-end evaluation. An administrator rated as
"ineffective” on three (3) consecutive year-end evaluations must be dismissed from employment with
the District.

The evaluation program shall aim at the early identification of specific areas in which the individual
administrator needs help so that appropriate assistance may be provided or arranged for. A supervisor
offering suggestions for improvement to an administrator shall not release that professional staff
member from the responsibility to improve. If an administrator, after receiving a reasonabie degree of
assistance, fails to perform his/her assigned responsibilities in a satisfactory manner, dismissal, or
non-renewal procedures may be invoked. In such an instance, all relevant evaluation documents may
be used in the proceedings.

Evaluations shall be conducted of each administrator as stipulated in the revised School Code, the
employment contract, the Superintendent's administrative guidelines and as directed by the Michigan
Department of Education. An administrator shall be given a copy of any documents relating to his/her
performance which are to be placed in the personnel file,

This policy shall not deprive an administrator of any rights provided by State law or any contractual
rights consistent with State law.

Revised 4/13/16
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1421 - CRIMINAL HISTORY RECORD CHECK

Before the District hires any employee (full or part-time) or allows any individual under contract to
continuously and regularly work in the schools, a criminal history records check shall be conducted in
accordance with State law.

"Under contract” shail apply to individuals, as well as owners and employees of entities, who contract
directly with the District or with a third party vendor, management company, or similar contracting
entity to provide food, custodial, transportation, counseling or administrative services on more than an
intermittent or sporadic basis. It shall also apply to individuals or entities providing instructional
services to students or related auxiliary services to special education students.

Prior to aflowing an individual, who is subject to the criminal history record check requirement, to
work in the District, the District shall submit a fingerprint-based check on the individual, using
Michigan State Police (MSP) Form RI-030 (7/2012), regardless of whether the individual will work
directly for the District or be contracted through a third-party vendor, management company or
similar contracting entity ("Private Contractors"). Except as provided below, the report from the MSP
must be received, reviewed and approved by the District prior to the individual commencing work.

Such Private Contractors cannot receive or retain criminal history record information ("CHRI").! Where
the District will contract with a Private Contractor for the services of an individual, the District will
notify the Private Contractor(s), after review of the MSP report, whether the individual has been
approved to work within the District. The District may not give any details, including the fact that a
criminal history check was run. Notice for approval to work in the District should use the Affidavit of
Assignment or similar "red light/green light” procedure.

Should it be necessary to employ a person or contract for a person to maintain continuity of the
program prior to receipt of the criminal history report, the Superintendent may contract on a
provisional basis until the report is received. Any such provisional hire requires that:

A. the record check has been requested;

B. the applicant has signed a disclosure of all convictions and acknowledges that employment
may be terminated if there are discrepancies; and

C. the hiring occurs during the school year or not more than thirty (30) days before the
beginning of the school year.

Individuals working in multiple districts may authorize the release of a prior criminal history records
check with another district in lieu of an additional check for either direct employment or working
regularly and consistently under contract in the schools.



Individuals who previously received a statutorily required criminal background check and who have
been continuously employed by a school district, intermediate school district, public school academy or
non-public school within the State, with no separation, may have their previous record check sent to
the District in lieu of submitting to a new criminal background check. If this method is used, the
Superintendent must confirm that the record belongs to that individual and whether there have been
any additional convictions by processing the individual's name, sex and date of birth through the
Internet Criminal History Access Tool (ICHAT).

"No separation,” for purposes of the preceding paragraph, means a lay off or leave of absence of less
than twelve (12) months with the same employer; or the employee transfers without a break in
service to another school district, intermediate school district, public school academy or non-public
school within the State.

All CHRI received from the State Police or produced by the State Police and received by the District
from another proper source, will be maintained pursuant to Policy 8321.

When the District receives a report that shows an individual has been convicted of a listed offense
under State statutes or any felony, the Superintendent shali take steps to verify that information using
public records, in accordance with the procedures provided by the State Department of Education.

Verified convictions may result in termination of employment or rejection of an application. The
District will not hire or continue to employ any individual, either directly or as a contracted employee
to work regularly and continuously in the schools, who has been convicted of a "listed" offense as
defined in M.C.L. 28.722. The District will not hire or continue to employ any individual, either directly
or as a contracted employee to work regularly and continuously in the schools, who has been
convicted of any felony unless both the Superintendent and the Board provide written approval.

The District must report as directed by and to the State Department of Education the verified
information regarding conviction for any listed offense or conviction for any felony and the action
taken by the District with regard to such conviction. Such report shall be filed within sixty (60) days of
receipt of the original report of the conviction.

The Superintendent shall establish the necessary procedures for obtaining from the Criminal Records
Division of the State Police any criminal history on the applicant maintained by the State Police. In
addition, the Superintendent shall request the State Police to obtain a criminal history records check
from the Federal Bureau of Investigation.

An applicant must submit, at no expense to the District, a set of fingerprints, prepared by an entity
approved by the Michigan State Police, as part of his/her employment application or as required by
State law for continued employment.

Confidentiality

All information and records obtained from such criminal background inquiries and disclosures are to be
considered confidential and shall not be released or disseminated to those who have not been given
access to CHRI by the Superintendent. Violation of confidentiality is considered a misdemeanor
punishable by a fine up to $10,000.

Any notification received from the Michigan Department of Education or Michigan State Police
regarding District employees with criminal convictions shall be exempt from disclosure under the
Freedom of Information Act (FOIA) for the first fifteen (15) days until the accuracy of the information
can be verified. Thereafter, only information about felony convictions or misdemeanor convictions
involving physical or sexual abuse may be disclosed in reference to a FOIA request.



CHRI may be released with the written authorization of the individual.

Records may also be released, in accordance with statute, upon the request of a school district,
intermediate school district, public school academy or non-public schoo! when the individual is an
applicant for employment at such school and there has been no separation from service, as defined in
this policy and by statute.

! Individuals who submit and receive such criminal history record checks on behalf of the District must
be direct employees of the District. Notwithstanding this, Information Technology contractors and
vendors may be granted access to CHRI subject to successful completion of a national fingerprint-
based criminal history record check as detailed in Policy 8321.

© Neola 2018
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1422 - NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY

The Board of Education does not discriminate on the basis of race, color, national origin, sex (including
sexual orientation and gender identity), disability, age, religion, height, weight, marital or family
status, military status, ancestry, genetic information, or any other legally protected category,
(collectively, "Protected Classes"), in its programs and activities, including employment opportunities.

Definitions:

Words used in this policy shall have those meanings defined herein; words not defined herein shall be
construed according to their plain and ordinary meanings.

Complainant is the individual who alleges, or is alleged, to have been subjected to unlawful
discrimination/retaliation, regardless of whether the person files a formal complaint or is pursuing an
informal resolution to the alieged discrimination/retaliation.

Respondent is the individual who has been alleged to have engaged in unlawful
discrimination/retaliation, regardless of whether the Reporting Party files a formal complaint or is
seeking an informal resolution to the alleged discrimination/retaliation.

School District community means students and Board employees (i.e., administrators, and
professional and classified staff), as well as Board members, agents, volunteers, contractors, or other
persons subject to the control and supervision of the Board.

Third Parties include, but are not limited to, guests and/or visitors on School District property (e.g.,
visiting speakers, participants on opposing athletic teams, parents), vendors doing business with, or
seeking to do business with, the Board, and other individuals who come in contact with members of
the School District community at school-related events/activities (whether on or off District property).

Day(s): Unless expressly stated otherwise, the term "day" or "days" as used in this policy means a
business day(s) (i.e., a day(s) that the Board office is open for normal operating hours, Monday -
Friday, excluding State-recognized holidays).

For purposes of this policy, "military status” refers to a person's status in the uniformed services,
which includes the performance of duty, on a voluntary basis, or involuntary basis, in a uniformed
service including active duty, active duty for training, initial active duty for training, inactive duty for
training, full-time National Guard duty. It also includes the period of time for which a person is absent
from employment for the purpose of an examination to determine the fitness of the person to perform
any such duty as listed above.



District Compliance Officers

The Board designates the following individuals to serve as the District’s "Compliance Officers" (also
known as "Civil Rights Coordinators") (hereinafter referred to as the "COs").

Director of Student Services
3201 Roosevelt St.
Hamtramck, MI 48212

(313) 892-2037
TitleIX@hamtramckschools.org

Director of Human Resources
3201 Roosevelt St
Hamtramck, MI 48212

(313) 892-3817
TitleIX@hamtramckschools.org

The names, titles, and contact information of these individuals will be published annually.

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

Reports and Complaints of Unlawful Discrimination and Retaliation

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

Employees who believe they have been unlawfully discriminated/retaliated against are entitled to
utilize the complaint process set forth below. Initiating a complaint, whether formally or informally,
will not adversely affect the Complainant’'s employment. While there are no time limits for initiating
complaints under this policy, individuals should make every effort to file a complaint as soon as
possible after the conduct occurs while the facts are known and potential witnesses are available.



The COs will be available during regular school/work hours to discuss concerns related to unlawful
discrimination/retaliation. COs shali accept reports of uniawful discrimination/retaliation directly from
any member of the School District community or a Third Party, or received reports that are initially
filed with another Board employee. Upon receipt of a report of alleged discrimination/retaliation, the
CO will contact the Complainant and begin either an informal or formal complaint process (depending
on the Complainant’s request and the nature of the alleged discrimination/retaliation), or the CO will
designate a specific individual to conduct such a process. The CO will provide a copy of this policy to
the Complainant and the Respondent. In the case of a formal complaint, the CO will prepare
recommendations for the Superintendent or oversee the preparation of such recommendations by a
designee. All members of the School District community must report incidents of
discrimination/retaliation that are reported to them to the CO within two (2) business days of learning
of the incident/conduct.

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

Investigation and Complaint Procedure (See Form 1422 F2)

Except for sex discrimination and/or Sexual Harassment that is covered by Policy 2266 -
Nondiscrimination on the Basis of Sex in Education Programs or Activities, any employee who alleges
to have been subjected to unlawful discrimination or retaliation may seek resolution of the complaint
through the procedures described below. The formal complaint procedures involve an investigation of
the individual’s claims of discrimination/retaliation and a process for rendering a decision regarding
whether the charges are substantiated.

Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are
flexible for initiating the complaint process; however, individuals are encouraged to file a complaint
within thirty (30) days after the conduct occurs. Once the formal complaint process is begun, the
investigation will be completed in a timely manner (ordinarily, within fifteen (15) business days of the
complaint being received).

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

Informal Complaint Procedure

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

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



All complaints involving a District employee or any other adult member of the School District
community and a student will be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe doing so, the individual
should tell or otherwise inform the Respondent that the allegedly discriminatory/retaliatory conduct
that it is inappropriate and must stop. The Complainant should address the alleged misconduct as
soon after it occurs as possible. The COs are available to support and counsel the Complainant when
taking this initial step or to intervene on behalf of the individual if requested to do so. A Complainant
who is uncomfortable or unwilling to directly approach the Respondent about the inappropriate
conduct may file an informal or a formal complaint. In addition, with regard to certain types of
uniawful discrimination (e.g., sex discrimination), the CO may advise against the use of the informal
complaint process.

A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either
orally or in writing: (1) to a building administrator; (2) directly to one of the COs; and/or (3) to the
Superintendent or other District-level employee.

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

The School District's informal complaint procedure is designed to provide the Complainant with a
range of options aimed at bringing about a prompt resolution of their concerns. Depending upon the
nature of the complaint and the wishes of the Complainant, informal resolution may involve, but not
be limited to, one or more of the following:

A. Advising the Complainant about how to communicate concerns to the Respondent.

B. Distributing a copy of Policy 1422 - Non-Discrimination and Equal Employment Opportunity to
the individuals in the school building or office where the Respondent works.

C. 1If both parties agree, the CO may arrange and facilitate a meeting or mediation between the
Complainant and the Respondent to work out a mutual resolution,.

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

Formal Complaint Procedure

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

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



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

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

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

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

Within two (2) business days of receiving the complaint, the CO or designee will initiate a formal
investigation to determine whether the Complainant has been subjected to uniawful
discrimination/retaliation.

Simuitaneously, the CO will inform the Respondent that a formal complaint has been received. The
Respondent will be informed about the nature of the allegations and provided with a copy of any
relevant policies and/or administrative guidelines, including Policy 1422 - Non- Discrimination and
Equal Employment Opportunity. The Respondent must also be informed of the opportunity to submit a
written response to the formal complaint within five (5) business days.

Although certain cases may require additional time, the CO or a designee will attempt to complete an
investigation into the allegations of discrimination/retaliation within fifteen (15) business days of
receiving the formal complaint. The investigation will include;

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information
relevant to the allegations;

D. consideration of any documentation or other information presented by the Complainant,
Respondent, or any other witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the CO/designee shall prepare and deliver a written report to
the Superintendent that summarizes the evidence gathered during the investigation and provides
recommendations based on the evidence and the definition of unlawful discrimination/retaliation as
provided in Board policy and State and Federal law as to whether the Respondent has engaged in
unlawful harassment/retaliation of the Complainant. The CO's recommendations must be based upon
the totality of the circumstances. In determining if discrimination or retaliation occurred, a
preponderance of evidence standard will be used. The CO may consult with the Board’s legal counsel
before finalizing the report to the Superintendent.



Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or
the designee, the Superintendent must either issue a written decision regarding whether the charges
have been substantiated or request further investigation. A copy of the Superintendent's final decision
will be delivered to both the Complainant and the Respondent.

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

If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation
toward the Complainant, the Superintendent must identify what corrective action will be taken to stop,
remedy, and prevent the recurrence of the discrimination/retaliation. The corrective action should be
reasonable, timely, age-appropriate, and effective, and tailored to the specific situation.

The decision of the Superintendent shall be final.

In an attempt to resolve the compiaint, the Board shall meet with the concerned parties and their
representatives within twenty (20) business days of the receipt of such an appeal. A copy of the
Board's disposition of the appeal shall be sent to each concerned party within ten (10) business days
of this meeting. The decision of the Board will be final.

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

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

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

Privacy/Confidentiality

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

During the course of a formal investigation, the CO or designee will instruct each person who is
interviewed about the importance of maintaining confidentiality. Any individual who is interviewed as
part of an investigation is expected not to disclose to third parties any information that is learned or
provided during the course of the investigation.



Sanctions and Monitoring

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

Where the Board becomes aware that a prior remedial action has been taken against an employee, ali
subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to
end such conduct, prevent its recurrence, and remedy its effect.

Retaliation

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

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

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

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

Education and Training

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



Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be
maintained pursuant to this policy. All individuals charged with conducting investigations under this
policy shall retain all documents, electronically stored information ("ESI"), and electronic media (as
defined in Policy 8315) created and/or received as part of an investigation, which may include but not
be limited to:

A.

all written reports/allegations/complaints/grievances/statements/responses pertaining to an
alleged violation of this policy;

any narratives that memorialize oral
reports/allegations/complaints/grievances/statements/responses pertaining to an alleged
violation of this policy;

any documentation that memorializes the actions taken by District personnel or individuals
contracted or appointed by the Board to fulfill its responsibilities related to the investigation
and/or the District’s response to the alleged violation of this policy;

written witness statements;
narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to
an alleged violation of this policy (i.e., not after-the-fact commentary about or media coverage
of the incident);

notes or summaries prepared contemporaneously by the investigator in whatever form made
(e.g., handwritten, keyed into a computer or tablet, etc.), but not including transitory notes
whose content is otherwise memorialized in other documents;

written disciplinary sanctions issued to students or employees and other documentation that
memorializes oral disciplinary sanctions issued to students or employees for violations of this
policy;

dated written determinations/reports (including summaries of relevant excuipatory and
inculpatory evidence) and other documentation that memorializes oral notifications to the
parties concerning the outcome of the investigation, including any consequences imposed as a
result of a violation of this policy;

documentation of any supportive measures offered and/or provided to the Complainant and/or
Respondent, including no contact orders issued to both parties, the dates the no contact
orders were issued, and the dates the parties acknowledged receipt of the no contact orders;

documentation of all actions taken, both individual and systemic, to stop the discrimination or
harassment, prevent its recurrence, eliminate any hostile environment, and remedy its
discriminatory effects;

copies of the Board policy and/or procedures/guidelines used by the District to conduct the
investigation, and any documents used by the District at the time of the alleged violation to
communicate the Board’s expectations to students and staff with respect to the subject of this
policy (e.g., Student Codes of Conduct and/or Employee Handbooks;



M. copies of any documentation that memorializes any formal or informal resolutions to the
alleged discrimination or harassment;

N. documentation of any training provided to District personnel related to this policy, including
but not limited to, notification of the prohibitions and expectations of staff set forth in this
policy and the role and responsibility of all District personnel invoived in enforcing this policy,
including their duty to report alleged violations of this policy and/or conducting an
investigation of an alleged violation of this policy;

0. documentation that any rights or opportunities that the District made available to one party
during the investigation were made available to the other party on equal terms;

P. copies of any notices sent to the alleged Respondent of the allegations constituting a potential
violation of this policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview,
meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary
meetings and hearings, including the investigation report, and any written responses
submitted by the Complainant or the Respondent.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public
records and records exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law - e.g.,
student records and confidential medical records.



The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an
investigation shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy
8330 for not less than three (3) years, but longer if required by the District’s records retention
schedule.

Revised 12/3/20

Revised 12/8/21

T.C. 7/25/22

T.C. 9/6/22

T.C. 9/28/22

T.C. 11/6/24
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1422.01 - DRUG-FREE WORKPLACE

The Board of Education believes that quality education is not possible in an environment affected by
drugs. It will seek, therefore, to establish and maintain an educational setting which is not tainted by
the use or evidence of use of any controlled substance.

The Board shall not permit the manufacture, possession, use, distribution, or dispensing of any
controlled substance, alcohol, and any drug paraphernalia, by any member of the District's
administration at any time while on District property or while involved in any District-related activity
or event. Any administrator who violates this policy shail be subject to disciplinary action in
accordance with District guidelines.

The Superintendent shall establish guidelines that ensure compliance with this policy and that each
administrator is given a copy of the standards regarding unlawful possession, use, or distribution of

illicit drugs and alcohol and informed that compliance with this requirement is mandatory. Such
guidelines shall provide for appropriate disciplinary actions, if and when needed.

© Neola 2019

Legal References: P.L.101-126

Drug-Free Workplace Act of 1988, 41 U.S.C. 701, et seq.

20 U.S.C. 3224A
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1430 - LEAVES OF ABSENCE

All administrative staff members not otherwise covered by the terms of a negotiated, collectively-
bargained agreement of this District shall be entitled to the leave benefits which are not less than
those provided in the master agreement with the Hamtramck Administrator's Association.

Ali requests for unpaid leaves of absence by administrative staff members shall be presented to the
Board of Education for approval.

Any administrative staff member granted a leave of absence by the Board shall be considered to have
terminated all work with the School District until the completion of the leave. Exceptions may be made
by the Superintendent in cases where the best interest of the District might be served.

Paid Medical Leave (PML)

This policy provision applies to all District employees who are eligible to accrue paid medical leave
under the Paid Medical Leave Act (PMLA). "Paid Leave" includes, but is not limited to, paid vacation
days, paid personal days, and paid time off (i.e. PTO).

The District adopts:

The Accrual Method

Each eligible employee will accrue one (1) hour of Paid Medical Leave for every thirty-five (35) hours
worked, but not more than one hour of paid medical leave in a calendar week limited to a maximum of
forty (40) hours per benefit year. Eligible employees may carry over forty (40) hours of accrued but
unused paid medical leave time to the next benefit year. The District will prorate paid leave for eligible
employees hired during a benefit year.

A. An employee or employee’s family member’s mental or physical iliness, injury, health condition
and medical diagnosis, care, or treatment, preventative medical care.

B. If the employee or the eligible employee’s family member is a victim of domestic violence or
sexual assault:

1. for medical, psychological or other counseling for physical or psychological injury or
disability;

2. to obtain services from a victim services organization;

3. to relocate due to domestic violence or sexual assault;



4. to obtain legal services; and/or

5. to participate in any civil or criminal proceedings related to or resulting from the
domestic violence or sexual assault.

C. Closure of the employee’s primary workplace due to a public health emergency or to provide
care for a child whose school or place of care has been closed due to a public heaith
emergency.

D. If health authorities or a health care provider have determined that the employee or
employee’s family member would jeopardize the health of others because of their exposure to
a communicable disease regardless of whether employee or family member has actually
contracted the communicable disease.
Definitions

A "family member" includes:

A. a biological, adopted or foster chiid, stepchild or legal ward, or a child to whom the employee
stands in loco parentis;

B. a biological parent, foster parent, stepparent, or adoptive parent or a legal guardian of an
employee or the employee’s spouse, or an individual who stood in loco parentis when the
employee was a minor child,

C. an individual to whom the employee is "legally married under the laws of any state";

D. a grandparent or grandchild; and

E. a biological, foster, or adopted sibling.

PMLA leave must be used in one (1) hour increments.

An eligible employee who is using Paid Medical Leave because of domestic violence or sexual assault
may be required to provide documentation that the Paid Medical Leave has been used for that
purpose.

Employees must follow the District’s usual practice or procedure for requesting, although the District
will give employees three (3) days to acquire the proper documentation if the time off is used for paid
medical leave, for the reasons set forth above.

Employees will be paid at a rate equal to the greater of either the normal hourly or base wage rate for
that employee or the minimum wage rate, at the time of absence. PMLA pay will not include overtime

pay, holiday pay, bonuses, commissions, supplemental pay, piece-rate pay, or gratuities.

Employee will not paid for unused, accrued PMLA leave time at the end of the benefit year or upon
separation, voluntary or involuntary.

To the extent that any current collective bargaining agreements aiready provide all of the
requirements of the PMLA, those are sufficient to address the District’s obligations to that set of
employees and will control the employees covered under the collective bargaining agreement instead
of this policy.

© Neola 2019
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1439 - ADMINISTRATOR DISCIPLINE

Whenever it becomes necessary to discipline an Administrator, the Superintendent shall utilize the
following principles and procedures. The Board, or its designee, shall utilize the following principles
and procedures if the Superintendent is the subject of the disciplinary action.

The Superintendent/Board shall conduct an investigation of any alleged act or omission by an
Administrator that could result in disciplinary action. The Administrator shall be provided with oral or
written notice of the issue or incident being investigated.

The investigation shall include, at a minimum, interviews of appropriate persons and a meeting with
the subject Administrator to allow the Administrator an opportunity to respond to the complaint. Prior
notice of this meeting shall be provided to the Administrator for any discipline that may result in a
suspension or loss of pay.

After completion of the investigation, if discipline is to be imposed, the Administrator shall receive
written notice of the discipline and this notice shall also be placed in the Administrator's file.

Discipline may include, but is not limited to:

A. written warning;

B. written reprimand;

C. suspension (paid or unpaid);

D. discharge;

E. financial penalty in accordance with Michigan law.
The District does not have to apply discipline in a progressive manner, but, rather, may impose
discipline consistent with seriousness of the Administrator's conduct, as determined by the District.
Additionally, nothing in this policy limits the District's right to take other appropriate action, such as
placing an Administrator on administrative leave during the pendency of an investigation or issuing a

counseling memorandum, which is considered instructional, not disciplinary.

If it appears that disciplinary action beyond written reprimand may be necessary, the Superintendent
should contact the Board to discuss the disciplinary action that is to be taken.

Discharge, demotion or non-renewal of an Administrator may only be imposed by the Board in
adherence with the requirements of the Revised School Code.

© Neola 2017
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1443 - NON-RENEWAL OF ADMINISTRATIVE CONTRACTS

If the Board of Education determines to consider non-renewal of the contract of an administrator,
either the Board or the Superintendent shall notify the administrator in writing of:

A. the reasons for possible non-renewal, which shall not be arbitrary or capricious; and

B. the right to meet with a majority of the Board, in open or closed session, to discuss the
decision prior to the vote on non-renewal.

Such notice must be delivered to the administrator at least thirty (30) days prior to the date that the
Board will vote on the issue of non- renewal.

The vote on non-renewal must occur:
A. in an open session; and
B. at least sixty (60) days prior to the termination date of the administrator's contract,

Written notice of the non-renewal decision must be provided to the administrator at least sixty (60)
days prior to the termination date of the administrator's contract.

If the Board fails to allow for a meeting, or if the non-renewal is for arbitrary or capricious reasons as
determined by a court, then the contract is renewed for one additional year.

© Neola 2012
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Adoption Date: June 13, 2012



Hamtramck Public Schools - Board
Policies BoardDocs® PL

Policy:po1616
Section: 1000 Administration

1616 - STAFF DRESS AND GROOMING
The Board of Education believes that administrators set an example in dress and grooming for their
students to follow. An administrator who understands this precept and adheres to it enlarges the
importance of his/her task, presents an image of dignity, and encourages respect for authority. These
factors act in a positive manner toward the maintenance of discipline.
The Board retains the authority to specify the following dress and grooming guidelines for staff that
will prevent such matters from having an adverse impact on the educational process. When assigned
to District duty, all professional staff members shall:

A. be physically clean, neat, and well-groomed;

B. dress in a manner consistent with their professional responsibilities;

C. dress in a manner that communicates to students a pride in personal appearance;

D. dress in a manner that does not cause damage to District property.

The Board recognizes employees’ right to dress in accordance with their gender identity, within the
constraints of the preceding dress and grooming guidelines.

© Neola 2022
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1619 - GROUP HEALTH PLANS

The Board of Education shall have discretion to establish and maintain group health plans for the
benefit of eligible employees. The definition of group health plans as used in this policy may include,
but is not limited to, major medical, prescription drug, dental and/or vision plans. These group health
plans may provide certain health benefit plans to employees as permitted by law.

The Board has elected to provide minimum value health coverage for some or all of its eligible
employees. The terms and conditions of the health coverage are set forth in the appropriate plan
documents.

Eligible employees who have coverage through the employer of a working spouse may receive
additional compensation if they waive the District’s medical coverage. Eligible employees who waive
the medical coverage will be paid an additional monthly compensation equal to $200 per month of the
cost of single medical coverage for that employee, with the understanding that this additional
compensation is subject to FICA and Federal, State and local income tax. To receive this
compensation, the eligible employee must provide the District with proof of medical coverage provided
by the spouse’s employer.

© Neola 2016
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1619.01 - PRIVACY PROTECTIONS OF SELF-FUNDED GROUP HEALTH PLANS

The Board of Education provides coverage to eligible employees under self-funded group health plans.
The Board has established Dental Plan as a self-funded group health plan.

The Board acknowiedges that these group health plans are required to comply with the Health
Insurance Portability and Accountability Act (HIPAA) Privacy Rule, as amended by Title I of the Genetic
Information Nondiscrimination Act (GINA). Certain health information maintained by these group
heaith plans is afforded significant protection by this Federal law.

The Board hereby appoints the Benefits Coordinator to serve as the Privacy Official of the group health
plans. The Privacy Official shall develop, propose to the Board, and implement policies and procedures
for the group health plan(s) relating to the use and disclosure of Protected Health Information. The
Privacy Official shall verify that the policies and procedures are current and comply with Federal law,

The Board also acknowledges that the HIPAA Security Rule requires the group health plan(s) to
implement various security measures with respect to electronic Protected Health Information. The
Board hereby appoints the Benefits Coordinator to serve as the Security Official of the group heaith
plans. The Security Official shall conduct a risk analysis and to develop, propose to the Board, and
implement policies and procedures for the group health plan(s) relating to the security of electronic
Protected Health Information, if applicable. The Security Official shall verify that the policies and
procedures are current and comply with Federal law.

The Board further delegates authority to the Privacy Official and/or the Security Official to undertake
such other actions as provided by the HIPAA administrative guidelines in effect from time to time. The
Privacy Official and/or Security Official shall report his/her progress to the Board.

The Department of Health and Human Services (HHS) has the authority to impose civil monetary
penalties upon Covered Entities. HHS has not historically imposed these penalties directly upon
individuals. Notwithstanding the foregoing, the Board agrees to indemnify and hold harmless the
Privacy Official and Security Official in connection with the performance of their delegated duties for
the group health plans, except to the extent that any liability is imposed as the result of intentional
misconduct or gross negligence by the Privacy Official or Security Official as defined by law.



The group health plans administrator(s) shall provide timely notifications of breaches of unsecured
protected health information in accordance with the Health Information Technology for Economic and
Clinical Health (HITECH) Act and accompanying regulations.

The Board reserves the right to revoke any or all appointments set forth in this policy at any time for
any reason.

© Neola 2016
Legal References: 42 U.S.C. 1320d-5 et seq.
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1619.02 - PRIVACY PROTECTIONS OF FULLY INSURED GROUP HEALTH PLANS

The Board of Education provides coverage to eligible employees under fully insured group health
plans. The Board has established the following fully insured group heaith plans:

A. Medical Plan

B. Prescription Drug Plan

C. Dental Plan - Biue Cross/Blue Shield
D. Vision Plan

E. Employee Assistance Plan

The Board acknowiedges that these group health plans are required to comply with the Health
Insurance Portability and Accountability Act (HIPAA) Privacy Rule as amended by Title I of the Genetic
Information Nondiscrimination Act (GINA). Fully insured group health plans generally are exempt from
many of the requirements imposed upon self-funded group health plans.

The Board also acknowledges that these fully insured group health plans are required to comply with
the HIPAA Security Rule. The group health plans, working together with the insurer, will ensure the
confidentiality, integrity, and availability of the group health plans’ electronic Protected Health
Information in accordance with the HIPAA Security Rule.

The Board hereby appoints the Benefits Coordinator to serve as the Security Official of the group
health plans. All of the group heaith plans’ functions are carried out by the insurer and the insurer
owns and controls all of the equipment and media used to create, maintain, receive, and transmit
electronic Protected Health Information relating to the group health plans. Accordingly, the insurer is

in the best position to implement the technical, physical, and administrative safeguards required by
the HIPAA Security Rule.

The Security Official does not have the ability to assess or adjust the insurer’s policies related to the
HIPAA Security Rule. Accordingly, unless otherwise determined by the Security Official, the group
health plans shall utilize as administrative guidelines the insurer’s own policies addressing security
measures for the group health plans’ electronic Protected Health Information.

The Department of Health and Human Services (HHS) has the authority to impose civil monetary
penalties upon Covered Entities. HHS has not historically imposed these penalties directly upon
individuals. Notwithstanding the foregoing, the Board agrees to indemnify and hold harmless the
Privacy Official and Security Official in connection with the performance of their delegated duties for
the group health plans, except to the extent that any liability is imposed as the result of intentional
misconduct or gross negligence by the Privacy Official or Security Official as defined by law.



The fully insured group health plans established by the Board shall:

A. Refrain from taking any retaliatory action against any individual for exercising any right under
the plan, filing a complaint with Health and Human Services, participating in any proceeding
under Part C of Title XI of the Social Security Act, or opposing any act or practice made
unlawful by the Privacy Rule provided that the individual has a good faith belief that the
practice opposed is unlawful.

B. Not impose a requirement that participants waive their rights under the Privacy Rule as a
condition of the provision of payment, enroliment in a health plan, or eligibility of benefits.

C. If the plan document is amended in accordance with the Privacy Rule, the plan must retain a
copy of the pian document as amended for six (6) years from the date of its amendment or
the date when it last was in effect, whichever is iater.

D. Provide notification to affected individuals, the Secretary of the U.S. Department of Health and
Human Services, and the media (when required), if the plan or one of its business associates
discovers a breach of unsecured protected health information, in accordance with the
requirements of HIPAA and its implementing regulations.

Fully insured group health plans established by the Board shall not create or receive protected health
information, except for:

A. Summary health information. Summary health information is de-identified information that
summarizes claims history, claims expenses, or type of claims experienced by heaith plan
participants.

B. Information on whether an individual is participating in a group health plan, or is enrolled in or
has disenrolled from a health insurance issuer or HMO offered by the plan.

C. Information disclosed to the plan under a signed authorization that meets the requirements of
the Privacy Rule.

© Neola 2016
Legal References: 42 U.S.C. 1320d-5 et seq.
45 C.F.R. 160.102(a)

45 C.F.R. 164.308, 164.308(a)(2)

45 C.F.R. 164.530, 164.530(a), 164.530(i)

Adoption Date: June 11, 2014
Last Revised: November 09, 2016



Hamtramck Public Schools - Board
Policies BoardDocs® PL

Policy:p01619.03
Section: 1000 Administration

1619.03 - PATIENT PROTECTION AND AFFORDABLE CARE ACT

The Board of Education acknowledges that the Patient Protection and Affordable Care Act ("ACA™)
imposes certain obligations upon the District. Such obligations may include the following:

A. The District shall notify new employees of health insurance options available through the
Health Insurance Marketplace within fourteen (14) days of an employee’s employment start
date. Sample form notices are available from the U.S. Department of Labor at:
http://www.dol.gov/ebsa/healthreform/regulations/coverageoptionsnotice.html

B. Employees of the District have the option to enroll in the Health Insurance Marketpiace. If a
full-time employee (as defined by the ACA) of the District enrolls in the Health Insurance
Marketplace and receives a subsidy, then the District may be liable for a penalty.

In event that the District concludes that it is fiscally-wise to incur the potential penaity in lieu
of providing affordable, minimum value coverage to all full-time employees, the District shall
incur the potential penalty.

© Neola 2016
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1623 - SECTION 504 /ADA PROHIBITION AGAINST DISABILITY DISCRIMINATION IN
EMPLOYMENT

The Board of Education prohibits discrimination against any employee or applicant based upon his/her
disability. As such, the Board will not engage in employment practices or adopt policies that
discriminate on the basis of disability, or otherwise discriminate against qualified individuals with
disabilities in regard to job application procedures, the hiring, advancement or discharge of
employees, empioyee compensation, job training, or other terms, conditions and privileges of
employment. The Board further will not limit, segregate or classify applicants or employees in any way
that adversely affects their opportunities or status because of disability. Additionally, the Board will
not participate in any contractual or other relationships that have the effect of subjecting qualified
individuals with disabilities who are applicants or employees to discrimination on the basis of disability.

"An individual with a disability" means a person who has, had a record of, or is regarded as having, a
physical or mental impairment that substantially limits one (1) or more major life activities. Major life
activities are functions such as caring for one's self, performing manual tasks, walking, seeing,
hearing, eating, sleeping, standing, lifting, bending, speaking, breathing, learning, reading,
concentrating, thinking, communicating, sitting, reaching, interacting with others, and working.

Major life activities also include the operation of a major bodily function, including, but not limited to,
functions of the immune system, special sense organs and skin, normal cell growth, and digestive,
genitourinary, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, hemic,
lymphatic, musculoskeletal and reproductive functions. The operation of a major bodily function
includes the operation of an individual organ within a body system.

An impairment that is episodic in nature or in remission is considered a disability if it would
substantially limit a major life activity when active.

The determination of whether an impairment substantially limits a major life activity must be made
without regard to the ameliorative effects of mitigating measures such as medication, medical
supplies, equipment or appliances, low-vision devices (defined as devices that magnify, enhance, or
otherwise augment a visual image, but not including ordinary eyeglasses or contact lenses),
prosthetics (including limbs and devices), hearing aid(s) and cochlear implant(s) or other implantable
hearing devices, mobility devices, oxygen therapy equipment or supplies, use of assistive technology,
reasonable accommodations or "auxiliary aids or services," learned behavioral or adaptive neurological
maodifications, psychotherapy, behavioral therapy, or physical therapy.

A qualified person with a disability means the individual satisfies the requisite skill, experience,
education and other job-related requirements of the employment position such individuai holds or
desires and, with or without reasonable accommodation, can perform the essential functions of the job
in question.

The Board will provide a reasonable accommodation to a qualified individual who has an actual
disability or who has a record of a disability, unless the accommodation would impose an undue
hardship on the operation of the District's program and/or activities. A reasonable accommodation is
not required for an individual who is merely regarded as having a disability.



Compliance Officer(s)

The Board designates the following individual(s) to serve as the District's 504 Compliance
Officer(s)/ADA Coordinator(s) (hereinafter referred to as the "District Compliance Officer(s)").

Director of Student Services
3201 Roosevelt St.
Hamtramck, MI 48212

(313) 892-2037
TitleIX@hamtramckschools.org

Director of Human Resources
3201 Roosevelt St
Hamtramck, MI 48212

(313) 892-3817
TitleIX@hamtramckschools.org

The name(s), title(s), and contact information of this/these individual(s) will be published annually on
the School District's website.

The District Compliance Officer(s) is responsible for coordinating the District's efforts to comply with
and fulfill its responsibilities under Section 504 and Title II of the Americans with Disabilities Act, as
amended ("ADA"). A copy of Section 504 and the ADA, including copies of their implementing
regulations, may be obtained from the District Compliance Officer(s).

The District Compliance Officer(s) will oversee the investigation of any complaints of discrimination
based on disability, which may be filed pursuant to the Board's adopted internal complaint procedure,
and will attempt to resolve such complaints. The Board will provide for the prompt and equitable
resolution of complaints alleging violations of Section 504/ADA. See below.

Training

The District Compliance Officer(s) will also oversee the training of employees in the District so that all
employees understand their rights and responsibilities under Section 504 and the ADA, and are
informed of the Board's policies, administrative guidelines and practices with respect to fully
implementing and complying with the requirements of Section 504/ADA.

The Board will provide in-service training and consultation to staff responsible for the education of
persons with disabilities, as necessary and appropriate.

Facilities

No qualified person with a disability will, because the District's facilities are inaccessible to or unusable
by persons with disabilities, be denied the benefits of, be excluded from participation in, or otherwise
be subjected to discrimination under any program or activity to which Section 504/ADA applies.

For facilities constructed or altered after June 3, 1977, the District will comply with applicable
accessibility standards. For those existing facilities constructed prior to June 3, 1977, the District is
committed to operating its programs and activities so that they are readily accessible to persons with
disabilities.

Notice
Notice of the Board's policy on nondiscrimination in employment practices and the identity of the

District's Compliance Officer(s) will be published on the District's website and posted throughout the
District, and included the District's recruitment statements or general information publications.



Complaint Procedures

If a person believes that s/he has been discriminated against on the basis of his/her disability, the
person may utilize the following complaint procedures as a means of reaching, at the lowest possible
administrative level, a prompt and equitable resolution of the matter.

In accordance with Section 504 of the Rehabilitation Act of 1973 and its implementing regulations
("Section 504"), employees will be notified of their right to file an internal complaint regarding an
alleged violation, misinterpretation or misapplication of Section 504. In addition, employees will be
notified of their right to file a complaint with the U.S. Department of Education's Office for Civil Rights.

Internal complaints must be put in writing and must identify the specific circumstances or areas of
dispute that have given rise to the complaint, and offer possible solutions to the dispute. The
complaint must be filed with a District Compliance Officer within the time limits specified below. The
District's Compliance Officer is available to assist individuals in filing a complaint.

Unless expressly stated otherwise, the term "day"” or "days" as used in this policy means business
day(s) (i.e., a day(s) that the Board office is open for normal operating hours, Monday - Friday,
excluding State-recognized holidays).

Internal Complaint Procedure

The following internal complaint procedure is available to employees for the prompt and equitable
resolution of complaints alleging discrimination based upon disability. This complaint procedure is not
available to unsuccessful applicants. Use of the internal complaint procedure is not a prerequisite to
the pursuit of other remedies, including the filing of a complaint with the U.S. Department of
Education's Office for Civil Rights.

A.  An employee with a complaint based on alleged discrimination on the basis of disability may
first discuss the problem with the District Compliance Officer.

B. If the informal discussion does not resolve the matter, or if the employee skips Step A, the
individual may file a formal written complaint with the District Compliance Officer. The written
complaint must contain the name and address of the individual or representative filing the
complaint, be signed by the complainant or someone authorized to sign for the complainant,
describe the alleged discriminatory action in sufficient detail to inform the District Compliance
Officer of the nature and date of the alleged violation, and propose a resolution. The complaint
must be filed within thirty (30) days of the circumstances or event giving rise to the
complaint, unless the time for filing is extended by the District Compliance Officer for good
cause.

C. The District Compliance Officer will conduct an independent investigation of the matter (which
may or may not include a hearing). This complaint procedure contempiates informal, but
thorough investigations, affording all interested persons and their representatives, if any, an
opportunity to present withesses and other evidence relevant to the complaint. The District
Compliance Officer will provide the complainant with a written disposition of the complaint
within ten (10) days. If no decision is rendered within ten (10) days, or the decision is
unsatisfactory in the opinion of the complainant, the employee may file, in writing, an appeal
with the Superintendent. The District Compliance Officer shall maintain the District's files and
records relating to the complaint.



D. The Superintendent will, within ten (10) days of receiving the written appeal, conduct a
hearing with all parties involved in an attempt to resolve the complaint,

The Superintendent will render his/her decision with ten (10) days of the hearing.

E. The employee may be represented, at his/her own cost, at any of the above-described
meetings/hearings.

F. The right of a person to a prompt and equitable resolution of the complaint shall not be
impaired by the person's pursuit of other remedies such as the filing of a complaint with the
Office for Civil Rights or the filing of a court case. Use of this internal complaint procedure is
not a prerequisite to the pursuit of other remedies.

If it is determined that the Complainant was subjected to uniawful discrimination, the CO must identify
what corrective action will be taken to stop, remedy, and prevent the recurrence of the
discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate and
effective, and tailored to the specific situation.

OCR Complaint

At any time, if an employee believes that s/he has been subjected to discrimination based upon
his/her disability in violation of Section 504 or the ADA, the individual may file a complaint with the
U.S. Department of Education’s Office for Civil Rights ("OCR"). The OCR can be reached at:

U.S. Department of Education
Office for Civil Rights
Cleveland Office

1350 Euclid Avenue

Suite 325

Cleveland, Ohio 44115

(216) 522-4970

FAX: (216) 522-2573

TDD: (216) 522-4944

E-mail: OCR.Cleveland@ed.gov
Web: hitp://www.ed.gov/ocr

Retaliation

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



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

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

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

Revised 10/9/19
Revised 12/8/21
T.C. 11/6/24

© Neola 2021

Legal References: 29 C.F.R. Part 1630
29 U.S.C. 794, Section 504 Rehabilitation Act of 1973, as amended
34 C.F.R. Part 104
42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as

amended

Adoption Date: June 11, 2014
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1662 - ANTI-HARASSMENT
General Policy Statement

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

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

The District will offer counseling services to any person found to have been subjected to unlawful
harassment, and, where appropriate, the person(s) who committed the uniawful harassment.

Other Violations of the Anti-Harassment Policy

The Board will also take immediate steps to impose disciplinary action on individuals engaging in any
of the following prohibited acts:

A. Retaliating against a person who has made a report or filed a complaint alleging unlawful
harassment, or who has participated as a witness in a harassment investigation.

B. Filing a malicious or knowingly false report or complaint of uniawful harassment.
C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of

harassment, when responsibility for reporting and/or investigating uniawful harassment
charges comprises part of one’s supervisory duties.



Definitions

Words used in this policy shall have those meanings defined herein; words not defined herein shall be
construed according to their plain and ordinary meanings.

Complainant is the individual who alleges, or is alleged, to have been subjected to unlawful
harassment, regardless of whether the person files a formal complaint or is pursuing an informal
resolution to the alleged harassment.

Respondent is the individual who has been alleged to have engaged in unlawful harassment,
regardless of whether the Reporting Party files a formal complaint or is seeking an informal resolution
to the alleged harassment.

School District community means students and Board employees (i.e., administrators, and
professional and classified staff), as well as Board members, agents, volunteers, contractors, or other
persons subject to the control and supervision of the Board.

Third Parties include, but are not limited to, guests and/or visitors on School District property (e.g.,
visiting speakers, participants on opposing athletic teams, parents), vendors doing business with, or
seeking to do business with, the Board, and other individuals who come in contact with members of
the School District community at school-related events/activities (whether on or off District property).

Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means
business day(s) (i.e., a day(s) that the Board office is open for normal operating hours, Monday -
Friday, excluding State-recognized holidays).

Bullying

Bullying rises to the level of unlawful harassment when one or more persons systematically and
chronically inflict physical hurt or psychological distress on one (1) or more students or employees and
that bullying is based upon one (1) or more Protected Classes, that is, characteristics that are
protected by Federai civil rights laws. It is defined as any unwanted and repeated written, verbal, or
physical behavior, including any threatening, insulting, or dehumanizing gesture, by an adult or
student, that is severe or pervasive enough to create an intimidating, hostile, or offensive educational
or work environment; cause discomfort or humiliation; or unreasonably interfere with the individual's
school or work performance or participation; and may involve:

A. teasing;

B. threats;

C. intimidation;
D. stalking;

E. cyberstalking;

F. cyberbullying;

G. physical violence;



H. theft;

I. sexual, religious, or racial harassment;
J. public humiliation; or

K. destruction of property.

"Harassment" means any threatening, insulting, or dehumanizing gesture, use of technology, or
written, verbal or physical conduct directed against a student or school employee that:

A. places a student or school employee in reasonable fear of harm to his/her person or damage
to his/her property;

B. has the effect of substantially interfering with a student’'s educational performance,
opportunities, or benefits, or an employee's work performance; or

C. has the effect of substantially disrupting the orderly operation of a school.

Sexual Harassment

For purposes of this policy and consistent with Title VII of the Civil Rights Act of 1964, "sexual
harassment” is defined as:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature, when:

A. Submission to such conduct is made either implicitly or explicitly a term or condition of an
individual's employment, or status in a class, educational program, or activity.

B. Submission or rejection of such conduct by an individual is used as the basis for employment
or educational decisions affecting such individual.

C. Such conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working, and/or learning
environment; or of interfering with one's ability to participate in or benefit from a class or an
educational program or activity.

Sexual harassment may involve the behavior of a person of any gender against a person of the same
or another gender.

Sexual Harassment covered by Policy 2266 - Nondiscrimination on the Basis of Sex in Education
Programs or Activities is not included in this policy. Allegations of such conduct shall be addressed
solely by Policy 2266.



Prohibited acts that constitute sexual harassment under this policy may take a variety of forms.
Examples of the kinds of conduct that may constitute sexual harassment include, but are not limited
to:

A. Unwelcome sexual propositions, invitations, solicitations, and flirtations.
B. Unwanted physical and/or sexual contact.

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

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

E. Sexually suggestive objects, pictures, graffiti, videos, posters,_audio recordings or literature,
placed in the work or educational environment, that may reasonably embarrass or offend
individuals.

F. Unwelcome and inappropriate touching, patting or pinching; obscene gestures.
G. Asking about, or telling about, sexual fantasies, sexual preferences, or sexual activities;

H. Speculations about a person's sexual activities or sexual history, or remarks about one's own
sexual activities or sexual history;

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

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

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

L. Inthe context of employees, consensual sexual relationships where such relationship leads to
favoritism of a subordinate employee with whom the superior is sexually involved and where
such favoritism adversely affects other employees or otherwise creates a hostile work
environment.

M. Inappropriate boundary invasions by a District employee or other adult member of the School
District community into a student's personal space and personal life.

N. Verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or sex-
stereotyping that does not involve conduct of a sexual nature.

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



Race/Color Harassment

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

Religious (Creed) Harassment

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

National Origin/Ancestry Harassment

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

Disability Harassment

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



Anti-Harassment Compliance Officers

The following individual(s) shall serve as the District’s Anti-Harassment Compliance Officer(s)
(hereinafter, “the Compliance Officer(s)”):

Director of Student Services
3201 Roosevelt St.
Hamtramck, MI 48212

(313) 892-2037
TitleIX@hamtramckschools.org

Director of Human Resources
3201 Roosevelt St
Hamtramck, MI 48212

(313) 892-3817
TitleIX@hamtramckschools.org

The names, titles, and contact information of these individuals will be published annually.

The Compliance Officer(s) are responsible for coordinating the District’s efforts to comply with
applicable Federal and State laws and regulations, including the District’'s duty to address in a prompt
and equitable manner any inquiries or complaints regarding harassment.

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

Compliance Officers shall accept reports of unlawful harassment directly from any member of the
School District community or a Third Party or receive reports that are initially filed with an
administrator, supervisor, or other District-level official. Upon receipt of a report of alleged
harassment, the Compliance Officer(s) will contact the Complainant and begin either an informal or
formal complaint process (depending on the request of the Complainant or the nature of the alleged
harassment), or the Compliance Officer(s) will designate a specific individual to conduct such a
process. The Compliance Officer(s) will provide a copy of this policy to the Complainant and
Respondent. In the case of a formal complaint, the Compliance Officer(s) will prepare
recommendations for the Superintendent or will oversee the preparation of such recommendations by
a designee. All Board employees must report incidents of harassment that are reported to them to the
Compliance Officer within two (2) days of learning of the incident.

Any Board employee who directly observes unlawful harassment is obligated, in accordance with this
policy, to report such observations to the Compliance Officer(s) within two (2) days. Additionally, any
Board employee who observes an act of unlawful harassment is expected to intervene to stop the
harassment, unless circumstances make such an intervention dangerous, in which case the staff
member should immediately notify other Board employees and/or local law enforcement officials, as
necessary, to stop the harassment. Thereafter, the Compliance Officer(s) or designee must contact
the Complainant, if age eighteen (18) or older, or Complainant's parents/guardians if the Complainant
is under the age of eighteen (18), within two (2) days to advise of the Board's intent to investigate the
alleged wrongdoing.



Reports and Complaints of Harassing Conduct

Members of the School District community along with Third Parties are encouraged to promptly report
incidents of harassing conduct to an administrator, supervisor or other School District official so that
the Board may address the conduct before it becomes severe, pervasive, or persistent. Any
administrator, supervisor, or other District official who receives such a report shall file it with

the Compliance Officer within two (2) days of receiving the report of harassment.

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

If, during an investigation of alleged bullying, aggressive behavior and/or harassment in accordance
with Policy 5517.01 - Bullying and Other Forms of Aggressive Behavior, the Principal believes that the
reported misconduct may have created a hostile work environment and may have constituted unlawful
discriminatory harassment based on a Protected Class, the Principal shall report the act of bullying,
aggressive behavior and/or harassment to the Compliance Officer(s) who shall investigate the
allegation in accordance with this policy. If the alleged harassment involves Sexual Harassment as
defined by Policy 2266, the matter will be handled in accordance with the grievance process and
procedures outlined in Policy 2266. While the Compliance Officer investigates the allegation, or the
matter is being addressed pursuant to Policy 2266, the Principal shall suspend the Policy 5517.01
investigation to await the Compliance Officer's written report or the determination of responsibility
pursuant to Policy 2266. The Compliance Officer shall keep the Principal informed of the status of the
Policy 1662 investigation and provide the Principal with a copy of the resulting written report.
Likewise, the Title IX Coordinator will provide the Principal with the determination of responsibility that
results from the Policy 2266 grievance process.

Investigation and Complaint Procedure (See Form 1662 F1)

Except for Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of Sex
in Education Program or Activities, any employee or other member of the School District community
or Third Party (e.g., visitor to the District) who believes that they have been subjected to uniawful
harassment or retaliation may seek resolution of the complaint through either the procedures
described below. The formal complaint process involves an investigation of the Complainant's claims of
harassment or retaliation and a process for rendering a decision regarding whether the charges are
substantiated.

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

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



Informal Complaint Procedure

The goal of the informal complaint procedure is to promptly stop inappropriate behavior and

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

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

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

As an initial course of action, if a Complainant feels comfortable and safe in doing so, the individual
should tell or otherwise inform the Respondent that the alleged harassing conduct is unwelcome and
must stop. The Complainant should address the allegedly harassing conduct as soon after it occurs as
possible. The Compliance Officers are available to support and counsel individuals when taking this
initial step or to intervene on behalf of the Complainant if requested to do so. A Complainant who is
uncomfortable or unwilling to directly approach the Respondent about the allegedly inappropriate
conduct may file an informal or a formal complaint. In addition, with regard to certain types of
unlawful harassment, such as sexual harassment, the Compliance Officer may advise against the use
of the informal complaint process.

A Complainant may make an informal complaint, either orally or in writing: 1) to a teacher, other
employee, or building administrator; 2) directly to one of the Compliance Officers; and/or 3) to the
Superintendent or other District-level employee.

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

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

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

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

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

While there are no set time limits within which an informal complaint must be resolved, the
Compliance Officer/designee is directed to attempt to resclve all informal complaints within fifteen
(15) days of receiving the informal complaint. If the Complainant is dissatisfied with the informal
complaint process, the Complainant, may proceed to file a formal complaint and, as stated

above, either party may request that the informal process be terminated at any time to move to the
formal complaint process.



Formal Complaint Procedure

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

The Complainant may file a formal complaint, either orally or in writing, with a teacher, Principal, the
Compliance Officer, Superintendent, or other District official. Due to the sensitivity surrounding
complaints of unlawful harassment and retaliation, timelines are flexible for initiating the complaint
process; however, individuals should make every effort to file a formal complaint within thirty

(30) days after the conduct occurs while the facts are known and potential witnesses are available. If
a Complainant informs a teacher, Principal, Superintendent, or other District official, either orally or in
writing, about any complaint of harassment or retaliation, that employee must report such information
to the Compliance Officer/designee within two (2) business days.

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

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

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

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

actions deemed appropriate in consuitation with the Superintendent.

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

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



Although certain cases may require additional time, the Compliance Officer/designee will attempt to
complete an investigation into the allegations of harassment/retaliation within fifteen (15) days of
receiving the formal complaint. The investigation will include:

A. interviews with the Complainant;
B. interviews with the Respondent;

C. interviews with any other witnesses who may reasonably be expected to have any information
relevant to the allegations;

D. consideration of any documentation or other information presented by the Complainant,
Respondent, or any other witness that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the Compliance Officer/designee shall prepare and deliver a
written report to the Superintendent that summarizes the evidence gathered during the investigation
and provides recommendations based on the evidence and the definition of unlawful harassment as
provided in Board policy and State and Federal law as to whether the Respondent engaged in unlawful
harassment/retaliation of the Complainant. The Compliance Officer's recommendations must be based
upon the totality of the circumstances. In determining if discriminatory harassment or retaliation
occurred, a preponderance of evidence standard will be used. The Compliance Officer may consult with
the Board's legal counsel before finalizing the report to the Superintendent.

Absent extenuating circumstances, within five (5) business days of receiving the report of the
Compliance Officer/designee, the Superintendent must either issue a written decision regarding
whether the complaint of harassment has been substantiated or request further investigation. A copy
of the Superintendent's final decision will be delivered to both the Complainant and the Respondent.

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

The decision of the Superintendent shali be final.

In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their
representative within twenty (20) business days of the receipt of such an appeal. A copy of the
Board's disposition of the appeal shall be sent to each party within ten (10) business days of this
meeting. The decision of the Board will be final.

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

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

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



Privacy/Confidentiality

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

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

Sanctions and Monitoring

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

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

Retaliation

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

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

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

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



Allegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct

State law requires any school teacher or school employee who knows or suspects that a child with a
disability under the age of twenty-one (21) or that a child under the age of eighteen (18) has suffered
or faces a threat of suffering a physical or mental wound, disability or condition of a nature that
reasonably indicates abuse or neglect of a child to immediately report that knowledge or suspicion to
the county children's services agency. If, during the course of a harassment investigation, the
Compliance Officer or a designee has reason to believe or suspect that the alieged conduct reasonably
indicates abuse or neglect of the Complainant, a report of such knowledge must be made in
accordance with State law and Board Policy.

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

Education and Training

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

Retention of Investigatory Records and Materials

The Compliance Officer(s) is responsible for overseeing retention of all records that must be
maintained pursuant to this policy. All individuals charged with conducting investigations under this
policy shall retain all documents, electronically stored information ("ESI"), and electronic media (as
defined in Policy 8315) created and/or received as part of an investigation, which may include but not
be limited to:

A. all written reports/aliegations/complaints/grievances/statements/responses pertaining to an
alleged violation of this policy;

B. any narratives that memorialize oral

reports/allegations/complaints/grievances/statements/responses pertaining to an alleged
violation of this policy;

C. any documentation that memorializes the actions taken by District personnel or individuals
contracted or appointed by the Board to fulfill its responsibilities related to the investigation
and/or the District’s response to the alleged violation of this policy;

D. written witness statements;

E. narratives, notes from, or audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, or social media posts that directly relate to or constitute evidence pertaining to

an alleged violation of this policy (i.e., not after-the-fact commentary about or media coverage
of the incident);



G. notes or summaries prepared contemporaneously by the investigator in whatever form made
(e.g., handwritten, keyed into a computer or tablet, etc.), but not including transitory notes
whose content is otherwise memorialized in other documents;

H. written disciplinary sanctions issued to students or employees and other documentation that
memorializes oral disciplinary sanctions issued to students or employees for violations of this
policy;

I. dated written determinations/reports (including summaries of relevant exculpatory and
inculpatory evidence) and other documentation that memorializes oral notifications to the
parties concerning the outcome of the investigation, including any consequences imposed as a
result of a violation of this policy;

J.  documentation of any supportive measures offered and/or provided to the Complainant and/or
the Respondent, including no contact orders issued to both parties, the dates the no contact
orders were issued, and the dates the parties acknowledged receipt of the no contact orders;

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or
harassment, prevent its recurrence, eliminate any hostile environment, and remedy its
discriminatory effects;

L. copies of the Board policy and/or procedures/guidelines used by the District to conduct the
investigation, and any documents used by the District at the time of the alleged violation to
communicate the Board’s expectations to students and staff with respect to the subject of this
policy (e.g., Student Code of Conduct and/or Employee Handbooks);

M. copies of any documentation that memorializes any formal or informal resolutions to the
alleged discrimination or harassment;

N. documentation of any training provided to District personnel related to this policy, including
but not limited to, notification of the prohibitions and expectations of staff set forth in this
policy and the role and responsibility of all District personnel involved in enforcing this policy,
including their duty to report alleged vioclations of this policy and/or conducting an
investigation of an alleged violation of this policy;

O. documentation that any rights or opportunities that the District made available to one party
during the investigation were made available to the other party on equal terms;

P. copies of any notices sent to the alleged perpetrator/responding party of the allegations
constituting a potential violation of this policy;

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview,
meeting, or hearing;

R. copies of any documentation or evidence used during informal and formal disciplinary
meetings and hearings, including the investigation report, and any written responses
submitted by the Complainant or the Respondent,

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public
records and records exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State law - e.g.,
student records and confidential medical records.



The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an
investigation shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy
8330 for not less than three (3) years, but longer if required by the District’s records retention
schedule.
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