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JOB DESCRIPTIONS

The Board of Education wishes—authorizes the Superintendent to maintain

%Htmﬁe&slyka—eem-pfeheﬁswe—eeerdaﬁa{ed—set—e{—pb descriptions which shall be

br1ef factual and, wherever pos31b1e generically descrlptlve of s1m11ar jobs. fer

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 and shall contain the following provision:

"The employee shall remain free of any nonprescribed controlled
substance and shall not use alcohol or abuse any prescribed
medication in the workplace throughout his/her employment in
the District."

Revisions to job descriptions shall be reviewed with the employees affected prior to

promulgation their use.

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

%m-pleﬁ&enféed—pfepeiel-y—aﬂé—m—eemphaﬁee—Emplovees shall properlv 1mplement Board

Policy 3122, Policy 4122, and Policy 2260 on non-discrimination and shall comply
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).
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ENTRANCE AGE

The Board of Education shall establish student entrance age requirements which are
consistent with Michigan Law and sound educational practice and—which ensure
equitable treatment.

A child who turns six (6) years of age before December 1st must be enrolled on the
first school day of the school year in which the child's sixth birthday occurs, and a
child who turns six (6) years of age on or after December 1st must be enrolled on the
first school day of the school year following the school year in which the child's sixth
birthday occurs.

A. Prekindergarten (GSRP)
A child is eligible for entrance into the District’s prekindergarten program if
s/he attains the age of four (4) on or before December 1st of the yvear in which
s/he applies for entrance and has not yet attained the age at which s/he will
be admitted to kindergarten. Children attending prekindergarten shall be
charged tuition in accordance with Board policy.

B. Kindergarten

A child who is a resident of the District and at least 5 years of age on or before
Nevember1s-6£2013,-October 1st of 2014, or September 1, 2015 or any school year
of enrollment thereafter is eligible for entrance to the kindergarten program for that
school year. The child may not be placed in an alternative program without
permission of the parent.

(& Early Entrance

Upon written request by the parent or guardian, a child who is a resident but not yet
five (5) years of age on or before the specified eligibility date for the applicable school
year will be admitted to kindergarten under the following circumstances:

Al.  the child will have attained the age of five (5) by December 1st of the
school year of enrollment; and either 2 or 3 below:

B2. the parent or guardian provides written notice to the District by
June Ist prior to the school year of enrollment of intent to enroll the
child; or

€3. the parent or guardian provides written notice to the District by
August 1st prior to the school year of enrollment of intent to enroll
the child, if the child became resident in the District after June 1st,
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The District may make a recommendation to the parent or guardian that the child is
not ready to start kindergarten due to age or other factors, but the decision whether
to enroll the child will remain with the parent or guardian.

The District must allow early entry by nonresident Schools of Choice students,
provided the parent/guardian notifies the District by the applicable notification date
above (C.2. or 3.) of the intent to participate in the early enrollment option and
timely applies for and is selected under the District’s Schools of Choice program.

The District shall notify the Department of Education by December 31st of each
school year of the number of students enrolled under the Early Entrance exception
for that school vear.
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D. Preschool — Disadvantaged Children

Readiness and compensatory education programs may be provided for
disadvantaged children of preschool age. If they have been certified in accordance
with the rules and requirements of the State, such as the Great Start Readiness

Program.

All such programs must comply with any applicable State and Federal requirements.

M.C.L. 380.1147, 380.1561, 388-1636-1639

388.1606

Dear Colleague Letter, Feb. 29, 2012, U.S.D.0O.E., Office of Special Education and
Rehabilitative Services

A.C. Rule 340.1754

Revised 8-12-13
12-8-14

© NEoLA 2013



BOARD OF EDUCATION STUDENTS
VICKSBURG COMMUNITY SCHOOLS 5517.01/page 1 of 6

BULLYING AND OTHER AGGRESSIVE BEHAVIOR TOWARD
STUDENTS

It is the policy of the District to provide a safe and nurturing educational
environment for all of its students.

This policy protects all students from bullying/aggressive behavior regardless of the
subject matter or motivation for such impermissible behavior.

Bullying or other aggressive behavior toward a student, whether by other students,
staff, or third parties, including Board members, parents, guests, contractors,
vendors, and volunteers, is strictly prohibited. This prohibition includes written,
physical, verbal, and psychological abuse, including hazing, gestures, comments,
threats, or actions to a student, which cause or threaten to cause bodily harm,
reasonable fear for personal safety or personal degradation.

Demonstration of appropriate behavior, treating others with civility and respect, and
refusing to tolerate harassment or bullying is expected of administrators, faculty,
staff, and volunteers to provide positive examples for student behavior.

This policy applies to all "at school” activities in the District, including activities on
school property, in a school vehicle, and those occurring off school property if the
student or employee is at any school-sponsored, school-approved or school-related
activity or function, such as field trips or athletic events where students are under
the school’s control, or where an employee is engaged in school business.
Misconduct occurring outside of school may also be disciplined if it interferes with
the school environment.

Notification

Notice of this policy will be annually circulated to and posted in conspicuous
locations in all school buildings and departments within the District and discussed
with students, as well as incorporated into the teacher, student, and
parent/guardian handbooks. State and Federal rights posters on discrimination
and harassment shall also be posted at each building. All new hires will be required
to review and sign off on this policy and the related complaint procedure.

Parents or legal guardians of the alleged victim(s), as well as of the alleged
aggressor(s), shall be promptly notified of any complaint or investigation as well as
the results of the investigation to the extent consistent with student confidentiality
requirements. A record of the time and form of notice or attempts at notice shall be
kept in the investigation file.

© NeEoLA 2012
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To the extent appropriate and/or legally permitted, confidentiality will be
maintained during the investigation process. However, a proper investigation will, in
some circumstances, require the disclosure of names and allegations. Further, the
appropriate authorities may be notified, depending on the nature of the complaint
and/or the results of the investigation.

Implementation

The Superintendent is responsible to implement this policy, and may develop further
guidelines, not inconsistent with this policy.

This policy is not intended to and should not be interpreted to interfere with
legitimate free speech rights of any individual. However, the District reserves the
right and responsibility to maintain a safe environment for students, conducive to
learning and other legitimate objectives of the school program.

Procedure

Any student who believes s/he has been or is the victim of bullying, hazing, or other
aggressive behavior should immediately report the situation to the Principal or
assistant principal. The student may also report concerns to a teacher or counselor
who will be responsible for notifying the appropriate administrator or Board official.
Complaints against the building principal should be filed with the Superintendent.
Complaints against the Superintendent should be filed with the Board President.

Every student is encouraged, and every staff member is required, to report any
situation that they believe to be aggressive behavior directed toward a student.
Reports shall be made to those identified above. Reports may be made
anonymously, but formal disciplinary action may not be taken solely on the basis of
an anonymous report.

The Principal (or other administrator as designated) shall promptly investigate and
document all complaints about bullying, aggressive or other behavior that may
violate this policy. The investigation must be completed as promptly as the
circumstances permit after a report or complaint is made.

If the investigation finds an instance of bullying or aggressive behavior has occurred,
it will result in prompt and appropriate remedial action. This may include up to
expulsion for students, up to discharge for employees, exclusion for parents, guests,
volunteers and contractors, and removal from any official position and/or a request
to resign for Board members. Individuals may also be referred to law enforcement or
other appropriate officials.

© NEoLA 2012
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If, during an investigation of a reported act of harassment, intimidation and/or
bullying/cyberbullying, the Principal or appropriate administrator believes that the
reported misconduct may have created a hostile learning environment and may have
constituted unlawful discriminatory harassment based on a Protected Class, the
Principal will report the act of bullying and/or harassment to one of the Anti-
Harassment Compliance Officers so that it may be investigated in accordance with
the procedures set forth in Policy 5517 - Anti-Harassment.

The individual responsible for conducting the investigation shall document all
reported incidents and report all verified incidents of bullying, aggressive or other
prohibited behavior, as well as any remedial action taken, including disciplinary
actions and referrals, to the Superintendent. The Superintendent shall submit a
compiled report to the Board on an annual basis.

Non-Retaliation/False Reports

Retaliation or false allegations against any person who reports, is thought to have
reported, files a complaint, participates in an investigation or inquiry concerning
allegations of bullying or aggressive behavior (as a witness or otherwise), or is the
target of the bullying or aggressive behavior being investigated, is prohibited and will
not be tolerated. Such retaliation shall be considered a serious violation of Board
policy, independent of whether a complaint of bullying is substantiated. Suspected
retaliation should be reported in the same manner as bullying/aggressive behavior.

Making intentionally false reports about bullying/aggressive behavior for the
purpose of getting someone in trouble is similarly prohibited and will not be
tolerated. Retaliation and intentionally false reports may result in disciplinary
action as indicated above.

Prevention/Training

The Superintendent may establish a program or other initiatives involving school
staff, students, clubs or other student groups, administrators, volunteers, parents,
law enforcement, community members, and other stakeholders, aimed at the
prevention of bullying or other aggressive behavior.

The District may provide, and all administrators, school employees, contracted
employees who have significant contact with students shall undertake training on
preventing, identifying, responding to, and reporting incidents of bullying and other
aggressive behavior.

The District may provide, and all students shall undertake, annual training on
preventing, identifying, responding to, and reporting incidents of bullying, cyber
bullying and other aggressive behavior.

© NEoLA 2012
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The District may provide for parents or legal guardians training on preventing,
identifying, responding to, and reporting incidents of bullying, cyber bullying and
other aggressive behavior.

Definitions

The following definitions are provided for guidance only. If a student or other
individual believes there has been bullying, hazing, harassment or other aggressive
behavior, regardless of whether it fits a particular definition, s/he should report it
immediately and allow the administration to determine the appropriate course of
action.

"Aggressive behavior" is defined as inappropriate conduct that is repeated enough,
or serious enough, to negatively impact a student’s educational, physical, or
emotional well-being. Such behavior includes, for example, bullying, hazing,
stalking, intimidation, menacing, coercion, name-calling, taunting, making threats,
and hitting/pushing/shoving.

"At School" is defined as in a classroom, elsewhere on school premises, on a school
bus or other school related vehicle, or at a school-sponsored activity or event
whether or not it is held on school premises. It also includes conduct using a
telecommunications access device or telecommunications service provider that
occurs off school premises if either owned by or under the control of the District.

"Bullying" is defined as any gesture or written, verbal, graphic, or physical act
(including electronically transmitted acts — i.e. internet, telephone or cell phone,
personal digital assistant (PDA), or wireless hand held device) that, without regard to
its subject matter or motivating animus, is intended or that a reasonable person
would know is likely to harm one (1) or more students either directly or indirectly by
doing any of the following:

A. substantially interfering with educational opportunities, benefits, or
programs of one (1) or more students;

B. adversely affecting the ability of a student to participate in or benefit
from the school district's educational programs or activities by
placing the student in reasonable fear of physical harm or by
causing substantial emotional distress;

C. having an actual and substantial detrimental effect on a student's
physical or mental health; and/or

D. causing substantial disruption in, or substantial interference with,
the orderly operation of the school.

© NEoLA 2012
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Bullying can be physical, verbal, psychological, or a combination of all three. Some
examples of bullying are:

. Physical - hitting, kicking, spitting, pushing, pulling; taking and/or
damaging personal belongings or extorting money, blocking or
impeding student movement, unwelcome physical contact.

B. Verbal - taunting, malicious teasing, insulting, name calling,
making threats.

. Psychological — spreading rumors, manipulating social relationships,
coercion, or engaging in social exclusion/shunning, extortion, or
intimidation. This may occur in a number of different ways,
including but not limited to notes, emails, social media postings,
and graffiti.

"Harassment" includes, but is not limited to, any act which subjects an individual
or group to unwanted, abusive behavior of a nonverbal, verbal, written or physical
nature, often on the basis of age, race, religion, color, national origin, marital status
or disability, but may also include sexual orientation, physical characteristics (e.g.,
height, weight, complexion), cultural background, socioeconomic status, or
geographic location (e.g., from rival school, different state, rural area, city, etc.).

"Intimidation/Menacing" includes, but is not limited to, any threat or act intended
to: place a person in fear of physical injury or offensive physical contact; to
substantially damage or interfere with person's property; or to intentionally interfere
with or block a person's movement without good reason.

"Staff" includes all school employees and Board members.
"Third parties" include, but are not limited to, coaches, school volunteers, parents,
school visitors, service contractors, vendors, or others engaged in District business,

and others not directly subject to school control at inter-district or intra-district
athletic competitions or other school events.

© NEoLA 2012
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For further definition and instances that could possibly be construed as:
A. Harassment, see Policy 5517;

B. Hazing, see Policy 5516.

M.C.L. 380.1310B (Matt's Safe School Law, PA 241 of 2011)
Policies on Bullying, Michigan State Board of Education
Model Anti-Bullying Policy, Michigan State Board of Education

Adopted 12/11/06
Revised 5/14/12
Revised 12/8/14
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REVISED POLICY - VOL. 28, NO. 2

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" shall 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 allowing an individual, who is subiject 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 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 shall 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 (Form ) or similar "red light/green licht" procedure.

! Individuals who act on behalf of the District, work on a regular or continuous basis
in the District, are involved in the hiring process of District emplovees, and have
successfully undergone a fingerprint-based criminal history record check by the
District, may continue to submit and receive such criminal history record checks on
behalf of the District, regardless of their status as employees, contractors, vendors
or similar classification.
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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.

For substitute teachers or substitute bus drivers currently working in another
district, public school academy or non-public school in the State, the
Superintendent may use a report received from the State Police by such school to
confirm the individual has no criminal history. Absent such confirmation, a
criminal history record check shall be performed.

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

Individuals who previously received a statutorily required criminal background
check and who have been continuously employed by a school district, intermediate
school district, public school academy or non-public school within the State, with no
separation, may have their previous record check sent to the District in lieu of
submitting to a new criminal background check. If this method is used, the
Superintendent must confirm that the record belongs to that individual and whether
there have been any additional convictions by processing the individual's name, sex
and date of birth through the Internet Criminal History Access Tool (ICHAT).
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"No separation," for purposes of the preceding paragraph, means a layoff or leave of
absence of less than twelve (12) months with the same employer; or the employee
transfers without a break in service to another school district, intermediate school
district, public school academy or non-public school within the State.

All criminal history record check reports received from the State Police or produced
by the State Police and received by the District from another proper source will be
maintained in the individual's personnel record.

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

Verified convictions may result in termination of employment or rejection of an
application. The District will not hire or continue to employ any individual, either
directly or as a contracted employee to work regularly and continuously in the
schools, who has been convicted of a "listed" offense as defined in M.C.L. 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 or receipt of the original report of the
conviction.

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

£X) submit, at no expense to the District,

e

0 ‘de. ’

a set of fingerprints, prepared by an entity approved by the Michigan State Police,
upon receiving an offer of employment, or as required by State law for continued

employment.

Confidentiality

All information and records obtained from such criminal background inquiries and
disclosures are to be considered confidential and shall not be released or
disseminated to those not directly involved in evaluating the applicant's
qualifications. Records involving misdemeanor convictions for sexual or physical
abuse or any felony are not subject to these restrictions. Violation of confidentiality
is considered a misdemeanor 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.

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

M.C.L. 380.1230 et. seq., 380.1535, 380.1535a, 380.1809, 28.722
12-8-14
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