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FUNCTIONS

0131 Legislative

0131.1 Bylaws and Policies

The Board of Education shall adopt bylaws and policies for the
organization and operation of this Board and the District.

Those bylaws and policies which are not dictated by the statutes or
rules of the State Board of Education or ordered by the
Superintendent of Public Instruction or a court of competent
authority may be adopted, amended, and repealed at any meeting of
the Board, provided the proposed adoption, amendment, or repeal
shall have been proposed at a previous Board meeting and, once
proposed, shall have remained on the agenda of each succeeding
Board meeting until approved or rejected, except that the Board may
upon a vote and where compelling reasons exist, cause to suspend
at any time the operation of a bylaw or policy herein contained,
provided the suspension does not conflict with law, and such
suspension shall terminate at the next meeting of the Board or at
such earlier time as is specified in the motion to suspend.

These bylaws and policies may be adopted or amended at a single
meeting of the Board in an emergency. An emergency shall be
defined for purposes of this rule as any situation or set of
circumstances which the Board has reason to believe will close the
schools or jeopardize the safety or welfare of the students or
employees of the District.

Any resolution adopted under emergency conditions shall expire
automatically at the first public meeting of the Board following the
abatement of the emergency unless the Board moves to adopt said
resolution in final form.
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Bylaws shall be adopted, amended, or repealed by a vote of five (5)
members of the full Board (physically present). Policies shall be
adopted, amended, or repealed by a vote of four (4) members of the
full Board (physically present).

x Periodically, it may be deemed necessary to make technical
corrections to policies that have already been adopted
through normal procedures. These technical corrections
may include statutory references, scrivener’s errors,
renumbering that does not change the order of the sections
or _subsections, grammatical corrections or additions
including punctuation or typographical errors, as well as
alterations and omissions not affecting the construction or
meaning of any sections, subsections, chapters, titles, or
policies as a whole. Technical corrections may also include
the updating of the named individuals in these policies
where the originally named individual no longer works for
the District or no longer works in the applicable position.
Should the Board choose to make such technical
corrections, it may be accomplished by resolution without
going through the normal policy adoption procedures.

The Board may adopt, amend, or repeal rules of order for its own
operation by simple resolution of the Board passed by a majority of
those present and voting.
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0132

0132.1

0132.2

The adoption, modification, repeal, or suspension of a Board bylaw
or policy shall be recorded in the minutes of the Board. All bylaws
and policies shall be printed in the Board policy manual. Any policy
or part of a policy that is superseded by a term in a negotiated
agreement shall no longer be in force and effect as a policy.

Savings Clause

The adoption of these bylaws shall not be construed to alter existing
rights or liabilities acquired or incurred at the time these bylaws
take effect, not to alter or affect the term of office of the Board or of
its officers or the organization or operation of the District, except as
otherwise specifically provided herein.

M.C.L.A. 380.1201 et seq., 380.1261, 380.1300

Revised 2494 /20/15

Executive
Selection of Superintendent

The Board of Education shall exercise its executive power in part by
the appointment of a Superintendent who shall enforce the statutes
of the State of Michigan, rules of the State Board of Education, and
the policies of this Board. (M.C.L.A. 380.132)

Administrative Guidelines

The Board shall delegate to the Superintendent the function of
specifying required actions and designing the detailed arrangements
under which school will be operated. These guidelines and other
detailed arrangements shall constitute the administrative guidelines
governing the schools. These administrative guidelines must, in
every respect, be consistent with the policies adopted by the Board,
and shall be submitted to the Board for their comment and
information. The Board itself shall formulate and adopt
administrative guidelines only when specific State laws require
Board adoption or when the Superintendent recommends Board
adoption. The Superintendent shall file a copy of each
administrative guideline which s/he promulgates in the Board copy
of the District's manual of administrative guidelines.
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NEW POLICY - VOL. 28, NO. 2

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 the following self-funded group
health plans:

() Medical Plan

() Prescription Drug Plan

()X  Dental Plan

() Vision Plan

() Employee Assistance Plan

() Long-term Care Plan (not long-term disability)

£(X) Health Flexible Spending Accounts (FSA)

() Other; specify

The Board acknowledges 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 health plans is afforded significant
protection by this Federal law.

The Board hereby appoints the Asst. Superintendent- to serve
as the Privacy Official of the group health plans. The Board delegates authority to
the Privacy Official to 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. In the event that the HIPAA Privacy Rule is
subsequently amended, the Privacy Official is directed to recommend to the Board
necessary amendments to the policies and procedures.
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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 Asst. Supt. to serve as
the Security Official of the group health plans. The Board delegates authority to the
Security Official 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. In the event that the HIPAA Security
Rule is subsequently amended, the Security Official is authorized to recommend to
the Board necessary amendments to the policies and procedures.

The Board further delegates authority to the Privacy Official and/or the Security
Official to undertake such other actions as provided by the administrative guidelines
in effect from time to time. The Privacy Official and/or Security Official shall report
his/her progress to the Board upon request. The Board reserves the right to revoke
any or all delegations set forth in this policy at any time and for any reason.

Hx Since the Department of Health and Human Services (HHS) has the
authority to impose civil monetary penalties (CMP) for violations of the
HIPAA Privacy Rule and the HIPAA Security rule, the Board agrees to
indemnify and hold harmless the Privacy Official and Security Official for
any CMP imposed upon the Privacy Official or Security Official in
connection with the performance of his/her duties for the group health
plans. Notwithstanding the foregoing language, the Board shall not
indemnify the Privacy Official or Security Official in the event the CMP was
imposed as the result of intentional misconduct or gross negligence by the
Privacy Official or Security Official.

29 C.F.R. Part 1635

42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
42 U.S.C. 1320d-5(a)(1)

45 U.S.C. 160.102(a), 164.308(a)(2), 164.530(a), 164.530(i)

© NeEoLA 2014
2/94/20/15
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PRIVACY PROTECTIONS OF SELF-FUNDED GROUP HEALTH PLANS

The Board of Education may provide coverage to eligible employees under self-
funded group health plans. The Board may establish the following self-funded
group health plans:

A. Dental Plan
B. Health Flexible Spending Accounts (FSA)

The Board acknowledges 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 health plans is afforded significant
protection by this Federal law.

The Board hereby appoints BusinessManagerthe Asst. Superintendent to serve as
the Privacy Preteection-OfficerOfficial of the group health plans. The Board delegates
authority to the Privacy PretectionOfficer-Official to develop, propose to the Board,
and implement the—intermal-policies and procedures for the group health plan(s)
relating to the use and disclosure of Protected Health Information. In the event that
the HIPAA Privacy Rule is subsequently amended, the Privacy Protection Officer
Official is autherized—to—make—directed to recommend to the Board necessary

amendments to the internal policies and procedures.

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 Asst. Superintendent
to serve as the Security Official of the group health plans. The Board delegates
authority to the Security Official 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. In the event that the HIPAA
Security Rule is subsequently amended, the Security Official is authorized to
recommend to the Board necessary amendments to the policies and procedures.

The Board further delegates authority to the Privacy Official and/or the Security
Official to undertake such other actions as provided by the Administrative

© NeoLA 2010
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Guidelines in effect from time to time. The Privacy Official and/or Security Official
shall report his/her progress to the Board upon request. The Board reserves the
right to revoke any or all delegations set forth in this policy at any time and for any
reason.

[X] Since the Department of Health and Human Services (HHS) has the authority
to impose civil monetary penalties (CMP) for violations of the HIPAA Privacy Rule and
the HIPAA Security rule, the Board agrees to indemnify and hold harmless the
Privacy Official and Security Official for any CMP imposed upon the Privacy Official
or Security Official in connection with the performance of his/her duties for the
group health plans. Notwithstanding the foregoing language, the Board shall not
indemnify the Privacy Official or Security Official in the event the CMP was imposed
as the result of intention misconduct or gross negligence by the Privacy Official or
Security Official.

© NeoLA 2010
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29 C.F.R. Part 1635

42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
42 U.S.C. 1320d-5(a)(1)

45 U.S.C. 160.102(a), 164.308(a)(2), 164.530(a), 164.530(i)

Adopted 12/11/06
Revised 11/8/10
Revised 4/20/15

© NeoLA 2010
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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 the following self-funded group
health plans:

A. Dental Plan
B. Health Flexible Spending Accounts (FSA)

The Board acknowledges 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 health plans is afforded significant
protection by this Federal law.

The Board hereby appoints Business-Manager-The Asst. Superintendent to serve as
the Privacy Preteetion-OfficerOfficial of the group health plans. The Board delegates
authority to the Privacy PreteetionOfficer-Official to develop, propose to the Board,
and implement the—interaal-policies and procedures for the group health plan(s)
relating to the use and disclosure of Protected Health Information. In the event that
the HIPAA Privacy Rule is subsequently amended, the Privacy PretectionOfficer
Official is directed to recommend to the Board autherized—te—makenecessary

amendments to the internal-policies and procedures.

The Board also acknowledges that the HIPAA Security Rule requires the group
health plans to implement various security measures with respect to electronic
Protected Health Information. The Board hereby appoints the Asst. Superintendent
to serve as the Security Official of the group health plans. The Board delegates
authority to the Security Official to develop and implement internal policies and
procedures for the group health plan(s) relating to the security of electronic
Protected Health Information, if applicable. In the event that the HIPAA Security
Rule is subsequently amended, the Security Official is authorized to recommend to
the Board necessary amendments to the policies and procedures.

The Board further delegates authority to the Privacy Official and/or the Security
Official to undertake such other actions as provided by the Administrative

© NeoLA 2010
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Guidelines in effect from time to time. The Privacy Official and/or Security Official
shall report his or her progress to the Board upon request. The Board reserves the
right to revoke any or all delegations set forth in this policy at any time and for any
reason.

X Since the Department of Health and Human Services (HHS) has the authority
to impose civil monetary penalties (CMP) for violations of the HIPAA Privacy Rule and
the HIPAA Security rule, the Board agrees to indemnify and hold harmless the
Privacy Official and Security Official for any CMP imposed upon the Privacy Official
or Security Official in connection with the performance of his/her duties for the
group health plans. Notwithstanding the foregoing language, the Board shall not
indemnify the Privacy Official or Security Official in the event the CMP was imposed
as the result of intention misconduct or gross negligence by the Privacy Official or
Security Official

© NEoLA 2010
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29 C.F.R. Part 1635

42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
42 U.S.C. 1320d-5(a)(1)

45 U.S.C. 160.102(a), 164.308(a)(2), 164.530(a), 164.530(i)

Adopted 12/11/06
Revised 11/8/10
Revised 4/20/15 2/9/15

© NeEoLA 2010
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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,
employee 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 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 aides or services,” learned
behavioral or adaptive neurological modifications, psychotherapy, behavioral
therapy, or physical therapy.

© NeoLA 2011
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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 individual 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 neeessarily-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)").

[NOTE: School Districts may want to consider appointing both a male and a
female District Compliance Officer in order to provide complainants with the
option to report their concerns to an individual of the gender with which they
feel most comfortable. Additionally, by appointing two (2) District Compliance
Officers, there should always be a Compliance Officer available to investigate a
claim that pertains to the other Compliance Officer.]

Ste Christi
ve Goss ne Veld
Name Name
As HR
st. Supt. Coordinator
(School District Title) (School District Title)
26 269-
9-321-1000 321-1000
(Telephone Number) (Telephone Number)
30 301 S.

1 S. Kalamazoo St, Vicksburg, MI Kalamazoo St, Vicksburg, MI 49097
49097

(Office Address) (Office Address)
E-mail} {E-mail)

© NeEoLA 2011
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The name(s), title(s), and contact information of this/these individual(s) will be
published annually:

#x  in the staff handbooks.

in the School District Annual Report to the public.

on the School District's web site.

in the School District's calendar.

1]
Q
| 8] on each individual school's web site.
(0]
(]

The District Compliance Officer(’s) are 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 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 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.

© NeEoLA 2011
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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 will be posted throughout the District,
and published in 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.

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.

© NeEoLA 2011
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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

|

|

©

E.

F.
© NeEoLA 2011

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

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) calendar 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.

The District Compliance Officer will conduct an independent
investigation of the matter (which may or may not include a
hearing). This complaint procedure contemplates informal, but
thorough investigations, affording all interested persons and their
representatives, if any, an opportunity to present witnesses 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) work days. If no decision is rendered
within ten (10) work 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.

The Superintendent will, within ten (10) work 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 within ten (10)
work days of the hearing.

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

The right of a person to a prompt and equitable resolution of the
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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 unlawful 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: http://www.ed.gov/ocr

Retaliation

Retaliation against a person who makes a report or files a complaint alleging
unlawful discrimination, or participates as a witness in an investigation, is
prohibited. Specifically, the Board will not discriminate/retaliate against, coerce,
intimidate, threaten or interfere with any individual because the person opposed any
act or practice made unlawful by Section 504 or the ADA, or because that individual
made a charge, testified, assisted or participated in any manner in an investigation,
proceeding, or hearing under those laws, 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.

29 C.F.R. Part 1630
29 U.S.C. 794, Section 504 Rehabilitation Act of 1973, as amended,

© NEoLA 2011
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34 C.F.R. Part 104

42 U.S.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended

Adopted 4/16/12
Revised 4/20/15

© NeoLA 2011
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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,
employee 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 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 aides or services,” learned
behavioral or adaptive neurological modifications, psychotherapy, behavioral
therapy, or physical therapy.

© NeoLA 2011
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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 individual 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 necessarilyrequired
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)").

[NOTE: School Districts may want to consider appointing both a male and a
female District Compliance Officer in order to provide complainants with the
option to report their concerns to an individual of the gender with which they
feel most comfortable. Additionally, by appointing two (2) District Compliance
Officers, there should always be a Compliance Officer available to investigate a
claim that pertains to the other Compliance Officer.]

Steve Goss Christine Veld

Name Name

Asst. Supt. HR Coordinator
(School District Title) (School District Title)
269-321-1000 269-321-1000
(Telephone Number) (Telephone Number)

301 S. Kalamazoo St, Vicksburg, MI 301 S. Kalamazoo St. Vicksburg, MI 49097
49097
(Office Address) (Office Address)

The name(s), title(s), and contact information of this/these individual(s) will be
published annually:

X in the staff handbooks.

© NeoLA 2011
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The District Compliance Officers is—are 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 Officers.

The District Compliance Officer 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 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.

© NeoLA 2011
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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 will be posted throughout the District,
and published in 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 eqguitable
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.

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.
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BOARD OF EDUCATION PROFESSIONAL STAFF
VICKSBURG COMMUNITY SCHOOLS 3123 /page 5 of 8
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.

|

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

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) calendar 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.

The District Compliance Officer will conduct an independent
investigation of the matter (which may or may not include a
hearing). This complaint procedure contemplates informal, but
thorough investigations, affording all interested persons and their
representatives, if any, an opportunity to present witnesses 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) work days. If no decision is rendered
within ten (10) work 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.

The Superintendent will, within ten (10) work 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 within ten (10)
work days of the hearing.

The employee may be represented, at his/her 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




BOARD OF EDUCATION PROFESSIONAL STAFF

VICKSBURG COMMUNITY SCHOOLS 3123 /page 6 of 8
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 unlawful 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 subijected 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: http://www.ed.gov/ocr

© NEoLA 2011
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Retaliation

Retaliation against a person who makes a report or files a complaint alleging
unlawful discrimination, or participates as a witness in an investigation, is
prohibited. Specifically, the Board will not discriminate/retaliate against, coerce,
intimidate, threaten or interfere with any individual because the person opposed any
act or practice made unlawful by Section 504 or the ADA, or because that individual
made a charge, testified, assisted or participated in any manner in an investigation,
proceeding, or hearing under those laws, 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.
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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

Adopted 4/16/12
Revised 4/20/15
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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,
employee 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 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 aides or services,” learned
behavioral or adaptive neurological modifications, psychotherapy, behavioral
therapy, or physical therapy.
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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 individual 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 necessarilyyrequired
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)").

[NOTE: School Districts may want to consider appointing both a male and a
female District Compliance Officer in order to provide complainants with the
option to report their concerns to an individual of the gender with which they
feel most comfortable. Additionally, by appointing two (2) District Compliance
Officers, there should always be a Compliance Officer available to investigate a
claim that pertains to the other Compliance Officer.]

Steve Goss Christine Veld

Name Name

Asst. Supt. HR Coordinator
(School District Title) (School District Title)
269-321-1000 269-321-1000
(Telephone Number) (Telephone Number)

301 S. Kalamazoo St, Vicksburg, MI 301 S. Kalamazoo St, Vicksburg, MI 49097
49097
(Office Address) (Office Address)

The name(s), title(s), and contact information of this/these individual(s) will be
published annually:

(x) in the staff handbooks.
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The District Compliance Officers is—are 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 Officers.

The District Compliance Officer 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 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.

© NeoLA 2011
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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 will be posted throughout the District,
and published in 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.

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.
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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.

|

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

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) calendar 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.

The District Compliance Officer will conduct an independent
investigation of the matter (which may or may not include a
hearing). This complaint procedure contemplates informal, but
thorough investigations, affording all interested persons and their
representatives, if any, an opportunity to present witnesses 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) work days. If no decision is rendered
within ten (10) work 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.
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The Superintendent will, within ten (10) work 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 within ten (10)
work days of the hearing.

The employee may be represented, at his/her own cost, at anvy 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 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 unlawful 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:

© NeEoLA 2011

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: http://www.ed.gov/ocr
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Retaliation

Retaliation against a person who makes a report or files a complaint alleging
unlawful discrimination, or participates as a witness in an investigation, is
prohibited. Specifically, the Board will not discriminate/retaliate against, coerce,
intimidate, threaten or interfere with any individual because the person opposed any
act or practice made unlawful by Section 504 or the ADA, or because that individual
made a charge, testified, assisted or participated in any manner in an investigation,
proceeding, or hearing under those laws, 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.

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

Adopted 4/16/12
Revised 4/20/15
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NONDISCRIMINATION AND
ACCESS TO EQUAL EDUCATIONAL OPPORTUNITY

Any form of discrimination or harassment can be devastating to an individual's
academic progress, social relationship and/or personal sense of self-worth.

As such, the Board of Education does not discriminate on the basis of the Protected
Classes—of—race, color, national origin, sex, (including sexual orientation or
transgender identify), disability, age (except as authorized by law), religion, military

status, ancestry, or genetic information any—etherstatutorily—protectedecategory

(collectively, "Protected Classes") in its educational programs or activities.

The Board also does not discriminate on the basis of Protected Classes in its
employment policies and practices as they relate to students, and does not tolerate
harassment of any kind.

Equal educational opportunities shall be available to all students, without regard to
the Protected Classes, race;colorrnational-erigin, sex-disabilityage (unless age is a
factor necessary to the normal operation or the achievement of any legitimate
objective of the program/activity), place of residence within the boundaries of the
District, or social or economic background, to learn through the curriculum offered
in this District. Educational programs shall be designed to meet the varying needs
of all students.

In order to achieve the aforesaid goal, the Superintendent shall:

A. Curriculum Content

review current and proposed courses of study and textbooks to
detect any bias based upon Protected Classes; ascertaining whether
or not supplemental materials, singly or taken as a whole, fairly
depict the contribution of both genders, various races, ethnic
groups, etc. toward the development of human society;

B. Staff Training

develop an ongoing program of in-service training for school
personnel designed to identify and solve problems of bias based
upon Protected Classes in all aspects of the program;
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C. Student Access

1. review current and proposed programs, activities, facilities,
and practices to ensure that all students have equal access
thereto and are not segregated on the basis of the Protected
Classes in any duty, work, play, classroom, or school
practice, except as may be permitted under State regulations;

2 verify that facilities are made available, in accordance with
Board Policy 7510 - Use of District Facilities, for non-
curricular student activities that are initiated by parents or
other members of the community, including but not limited to
any group affiliated with the Boy Scouts of America or any
other youth group listed in Title 36 of the United States Code
as a patriotic society;

This language does not prohibit the District from establishing and
maintaining a single-gender school, class, or program within a
school if a comparable school, class, or program is made available to
students of each gender.

D. District Support

verify that like aspects of the District program receive like support
as to staff size and compensation, purchase and maintenance of
facilities and equipment, access to such facilities and equipment,
and related matters;

E. Student Evaluation

verify that tests, procedures, or guidance and counseling materials,
which are designed to evaluate student progress, rate aptitudes,
analyze personality, or in any manner establish or tend to establish
a category by which a student may be judged, are not differentiated
or stereotyped on the basis of Protected Classes.
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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

HCOSH] X

[NOTE: School Districts are advised to appoint both a male and a female CO in
order to provide complainants with the option to report their concerns to an
individual of the gender with which they feel most comfortable. The COs may
also serve as the District's Section 504 Compliance Officer/ADA Coordinator
and Title IX Coordinator. Additionally, by appointing two (2) COs, there should
always be a CO available to investigate a claim of discrimination that pertains
to the other CO.]

Steve Goss Christine Veld
Name Name
Asst. Superintendent HR Manager

(School District Title)

269-321-1000
(Telephone Number)

301 S. Kalamazoo Street
Vicksburg, MI 49097
(Office Address)

(School District Title)

269-321-1000
(Telephone Number)

301 S. Kalamazoo Street
Vicksburg, MI 49097
(Office Address)
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The names, titles, and contact information of these individuals will be published

annually:
X) on the School District's web site.

The Cos S+
e£ﬁeer—(—s}—whe+s+are respons1ble for coordmatmg the Dlstnct S efforts to comply w1th
applicable Federal and State laws and regulatlons 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-Compliance-Officer{s COs}
shall also verify that proper notice of nondiscrimination for Title II of the Americans
with Disabilities Act (as amended), Title VI and VII of the Civil Rights Act of 1964,
Title IX of the Education Amendment Act of 1972, Section 504 of the Rehabilitation
Act of 1973 (as amended), and the Age Discrimination Act of 1975 is provided to
students, their parents, staff members, and the general public. A copy of each of the
Acts and regulations on which this notice is based may be found in the CQO’s office.

The Superintendent shall attempt—annually attempt —to identify children with
disabilities, ages 0-25, who reside in the District but do not receive public education.

In addition, s/he shall establish procedures to identify students who are Limited
English Proficient (LEP), including immigrant children and youth, to assess their
ability to participate in District programs, and develop and administer a program
that meets the English language and academic needs of these students. This
program shall include procedures for student placement, services, evaluation and
exit guidelines and shall be designed to provide students with effective instruction
that leads to academic achievement and timely acquisition of proficiency in English.
As a part of this program, the District will evaluate the progress of students in
achieving English language proficiency in the areas of listening, speaking, reading
and writing, on an annual basis (also see Policy 2225).

Reports and Complaints of Unlawful Discrimination and Retaliation

Students and all other members of the School District community and third parties
are encouraged to promptly report incidents of unlawful discrimination and/or
retaliation to a teacher, administrator, supervisor, or other District official so that
the Board may address the conduct. Any teacher, administrator, supervisor, or
other District employee or official who receives such a complaint shall file it with the
CO at his/her first convenience.

Members of the School District community, which includes students or third
parties, 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 complaining individual's
employment or participation in educational or extra-curricular programs. While
there are no time limits for initiating complaints under this policy, individuals
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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
constitute unlawful discrimination based on a Protected Class, the Principal shall
report the act to one of the COs who shall investigate the allegation in accordance
with this policy. While the CO investigates the allegation, the Principal shall
suspend his/her Policy 5517.01 investigation to await the CO’s written report. The
CO shall keep the Principal informed of the status of the Policy 2260 investigation
and provide him /her with a copy of the resulting written report.
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The COs will be available during regular school/work hours to discuss concerns
related to unlawful discrimination/retaliation. COs shall accept complaints of
unlawful discrimination /retaliation directly from any member of the School District
community or a visitor to the District, or receive complaints that are initially filed
with a school building administrator. Upon receipt of a complaint either directly or
through a school building administrator, a CO will begin either an informal or formal
process (depending on_ the request of the person alleging the
discrimination /retaliation or 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 any person who files a complaint. 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 davys of learning of the
incident/conduct.

Any Board employee who directly observes unlawful discrimination/retaliation of a
student 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 student, if age eighteen (18) or
older, or the student's parents if the student is under the age eishteen (18), within
two (2) school days to advise s/he/them of the Board's intent to investigate the
alleged wrongdoing.

Investigation and Complaint Procedure

Any student who believes that s/he has been subjected to unlawful discrimination
or retaliation may seek resolution of his/her complaint through the procedures
described below. The formal complaint procedures involve an investigation of the
individual’s claims 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 should make every effort to file a complaint within thirty (30) calendar
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 a
student to pursue a complaint of unlawful discrimination or retaliation with the
United States Department of Education Office for Civil Rights (“OCR”). The
Cleveland Office of the OCR can be reached at 1350 Euclid Avenue, Suite 325,
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Cleveland, Ohio 44115; Telephone: (216) 522-4970; Fax: (216) 522-2573: TDD:
(216) 522-4944; E-mail: ocr.cleveland@ed.gov; Web: http: / /www.ed.gov/ocr.

Informal Complaint Procedure

The goal of the informal complaint procedure is to quickly stop inappropriate
behavior and facilitate resolution through an informal means, if possible. The
informal complaint procedure is provided as a less formal option for a student who
believes s/he has been unlawfully discriminated or retaliated against. 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 parties (the
alleged target of the discrimination and individual(s) alleged to have engaged in the
discrimination) agree to participate in it.

Students who believe that they have been unlawfully discriminated/retaliated
against 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.
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All complaints involving a District employee or any other adult member of the School
District community against a student will be formally investigated.

As an initial course of action, if a student feels that s/he is being unlawfully
discriminated /retaliated against and s/he is able and feels safe doing so, the
individual should tell or otherwise inform the person who engaged in the allegedly
discriminatory/retaliatory conduct that it is inappropriate and must stop. The
complaining individual should address the alleged misconduct as soon after it
occurs as possible. The COs are available to support and counsel individuals when
taking this initial step or to intervene on behalf of the individual if requested to do
so. An individual who is uncomfortable or unwilling to inform the person who
allegedly engaged in the unlawful conduct of his/her concerns is not prohibited from
otherwise filing an informal or a formal complaint. In addition, with regard to
certain types of unlawful discrimination, such as sexual discrimination, the CO may
advise against the use of the informal complaint process.

A student who believes s/he has been unlawfully discriminated/retaliated against
may make an informal complaint, either orally or in writing: (1) to a teacher, other
employee, or building administrator in the school the student attends: (2) to the
Superintendent or other District-level emplovee; and/or (3) directly to one of the
COs.

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 students
who believe they are being unlawfully discriminated/retaliated against 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 student claiming
unlawful discrimination/retaliation, informal resolution may involve, but not be
limited to, one or more of the following:

A. Advising the student about how to communicate his/her concerns
to the person who allegedly engaged in the
discriminatory/retaliatory behavior.

B: Distributing a copy of Policy 2260 — Non-Discrimination as a
reminder to the individuals in the school building or office where the
individual whose behavior is being questioned works or attends.

C. If both parties agree, the CO may arrange and facilitate a meeting

between the student claiming discrimination/retaliation and the
individual accused of engaging in the misconduct to work out a
mutual resolution.
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While there are no set time limits within which an informal complaint must be
resolved, the CO or designee will exercise his /her authority to attempt to resolve all
informal complaints within fifteen (15) business days of receiving the informal
complaint. Parties who are dissatisfied with the results of the informal complaint
process may proceed to file a formal complaint. And, as stated above, parties may
request that the informal process be terminated at any time to move to the formal
complaint process.

All materials generated as part of the informal complaint process will be retained by
the COs in accordance with the Board's records retention policy and/or Student
records policy. (See Policy 8310 and Policy 8330)

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, if one (1) of
the parties requested that the informal complaint process be terminated to move to
the formal complaint process, or if the student elects to file a formal complaint
initially, the formal complaint process shall be implemented.

A student who Dbelieves s/he has been subjected to  unlawful
discrimination /retaliation (hereinafter referred to as the "Complainant") may file a
formal complaint, either orally or in writing, with a teacher, Principal, or other
District employee at the student’s school, the CO, Superintendent, or another
District employee who works at another school or at the District level. Due to the
sensitivity surrounding complaints of unlawful discrimination, timelines are flexible
for initiating the complaint process; however, individuals should make every effort to
file a complaint within thirty (30) calendar days after the conduct occurs. If a
Complainant informs a teacher, Principal, or other District employee at the student’s
school, Superintendent, or other District employee, either orally or in writing, about
any complaint of discrimination/ retaliation, that employee must report such
information to the CO within two (2) business days.

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

All formal complaints must include the following information to the extent it is
available: the identity of the individual believed to have engaged in, or be engaging
in; the discriminatory/retaliatory conduct; a detailed description of the facts upon
which the complaint is based; 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.
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Upon receiving a formal complaint, the CO will 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 person alleged to have
engaged in the misconduct. In making such a determination, the CO should consult
the Complainant to assess his/her agreement to the proposed action. If the
Complainant is unwilling to consent to the proposed change, the CO may still take
whatever actions s/he deems 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 unlawful discrimination/retaliation. {}-A Principal-will not conductan
investicationunlessdirected todo-sebythe CO,

Simultaneously, the CO will inform the individual alleged to have engaged in the
discriminatory or retaliatory conduct (hereinafter referred to as the "Respondent")
that a 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 2260 - Nondiscrimination. The
Respondent must also be informed of the opportunity to submit a written response
to the complaint within five (5) business days.

Although certain cases may require additional time, the CO or 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 or 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 Complainant has been subjected to
unlawful discrimination/retaliation. The CO's recommendations must be based
upon the totality of the circumstances, including the ages and maturity levels of
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those involved. In determining if unlawful discrimination or retaliation occurred, a
preponderance of evidence standard will be used.

Absent extenuating circumstances, within five (5) business days of receiving the
report of the CO or designee, the Superintendent must either issue a final 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) days. At the conclusion of the
additional investigation, the Superintendent shall issue a final written decision as
described above.

If the Superintendent determines the Complainant was subjected to unlawful
discrimination /retaliation, s/he 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.

The Board reserves the right to investigate and resolve a complaint or report of
unlawful discrimination /retaliation regardless of whether the student 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 Complainant may be represented, at his/her 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 or the filing of a court case. Use of this
internal complaint procedure is not a prerequisite to the pursuit of other remedies.

Privacy/Confidentiality

The School 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. All Complainants
proceeding through the formal investigation process will be advised that their
identities may be disclosed to the Respondent(s).
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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 s/he learns and/or provides during the course
of the investigation.

All records created as a part of an investigation of a complaint of
discrimination /retaliation will be maintained by the CO in accordance with the
Board's records retention policy. Any records that are considered student education
records in accordance with the Family Educational Rights and Privacy Act or under
Michigan’s student records law will be maintained in a manner consistent with the
provisions of the Federal and State law.

Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful
discrimination/retaliation by taking appropriate action reasonably calculated to stop
and prevent further misconduct. 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, including the ages and maturity levels of those involved. 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
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 reoccurrence, and remedy its effects.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging
unlawful discrimination, or participates as a witness in an investigation is
prohibited. Specifically, the Board will not retaliate against, coerce, intimidate,
threaten 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 charge, testified, assisted or participated in any manner in an
investigation, proceeding, or hearing under those laws, 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.
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Education and Training

In support of this policy, the Board promotes preventative educational measures to
create greater awareness of unlawful discriminatory practices. The Superintendent
or designee 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 discrimination in general,
will be age and content appropriate.

The District will endeavor to assist the student and/or his/her parents in their
access to District programs by providing notices to the parents and students in a
language and format that they are likely to understand.

Materials approved by the State Department of Education describing the benefits of
instruction in Braille reading and writing shall be provided to each blind student’s
individualized planning committee. The District shall not deny a student the
opportunity for instruction in Braille, reading, and writing solely because the
student has some remaining vision.

M.C.L. 380.1146, 380.1704, 37.1101 et seq., 37.2402, 37.1402, 37.2101-37.2804
Fourteenth Amendment, U.S. Constitution

20 U.S.C. Section 1681, Title IX of Education Amendments Act

20 U.S.C. Section 1701 et seq., Equal Educational Opportunities Act of 1974

20 U.S.C. Section 7905, Boy Scouts of America Equal Access Act

29 U.S.C. Section 794, Rehabilitation Act of 1973

29 C.F.R. Part 1635

42 U.S.C. Section 2000d et seq., Civil Rights Act of 1964

42 U.S.C. Section 2000ff et seq., The Genetic Information Nondiscrimination Act
42 U.S.C. 6101 et seq.

34 C.F.R. Part 110 (7/27/93)

Vocational Education Program Guidelines for Eliminating Discrimination and Denial
of Services, Department of Education, Office of Civil Rights, March 1979

42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990

Revised 7/96

Revised 9/00

Revised 11/12/01
Revised 11/13/06
Revised 10/11/10
Revised 8/12/13
Revised 2/9/4154/20/15

© NEoLA 2012
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NEW POLICY - VOL. 28, NO. 2

EPINEPHRINE AUTO-INJECTORS

Students who are prescribed epinephrine to treat anaphylaxis shall be allowed to
self-possess and self-administer the medication if they meet the conditions as stated
in Policy 5330.

Commencing with the 2014-15 school year, each school in the District shall have at
least two (2) epinephrine auto-injectors (Epi-Pens) available at the school site. It

shall be the responsibility of Central Office Admin Asst. [insert person
or position] to be sure that the supply of Epi-Pens is maintained at the appropriate
level and they have not expired. The Central Office Admin Asst.—— shall also

be responsible for coordinating the training of District employees to administer Epi-
Pen injections and to maintain the list of employees authorized to administer such
injections.

Individuals Qualified to Administer

Only a licensed, registered professional nurse employed or contracted by the District
or a school employee who has successfully passed the required training shall be
allowed to possess and administer Epi-Pen injections to students. The list of
persons authorized to use the District maintained Epi-Pens will be maintained in
each school by the Principal, and shall be available on an electronically accessible
site for employees' reference.

Each school shall have at least one person trained in the appropriate use and
administration of an Epi-Pen injection. In each school with ten (10) or more
combined instructional and administrative staff, at least two (2) employees at that
site shall be appropriately trained in the use of an Epi-Pen.

Training of employees on the appropriate use and administration of an Epi-Pen
injection shall be done in accordance with any guidelines provided by the Michigan
Department of Education, and shall be conducted under the supervision of a
licensed registered professional nurse. The training shall include an evaluation by
the nurse of the employees' understanding of the protocols for administering an
Epi-Pen injection.
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Students to Whom Injections May Be Administered

A licensed, registered, professional nurse or trained and authorized employees under
this policy may administer Epi-Pen injections to 1) any student who has a
prescription on file with the District, in accordance with the directives in such
prescription, and 2) any individual on school grounds who is believed to be having
an anaphylactic reaction.

Reporting of Injections

Any person who administers an Epi-Pen injection to a student shall immediately
request additional medical services for the student and promptly notify {}—the
studente—sorentlerardios ) —the Principal, who shall be
responsible for promptly notifying the student's parent/guardian that an injection
has been administered.

All Epi-Pen injections by District employees to students shall be reported in writing
to Central Office Admin Asst.———— The report shall include whether the school's
or student's Epi-Pen was used, and whether the student was previously known to be
subject to severe allergic reaction (anaphylaxis).

The Central Office Admin Asst.———— shall at least annually report to the
Department of Education, in the form and manner determined by the Department,
information on the number of injections provided to students, the number of
injections with District Epi-Pens and the number of incidents where students were
not know to be subject to severe allergic reactions.

M.C.L. 380.1178, 380.1179, 380.1179A
Michigan Department of Education, Model Policy and Guidelines for Administering
Medications to Pupils at School

4/20/15
© NeoLA 2014
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CRIMINAL JUSTICE INFORMATION SECURITY
(NON-CRIMINAL JUSTICE AGENCY)

The District is required by State law to have the Michigan State Police (MSP) obtain
both a State and a Federal Bureau of Investigation (FBI) criminal history record
information (CHRI) background check report for all employees of the District and
these—contractors, vendors and their employees —who work on a regular and
continuous basis in the District. To assure the security, confidentiality, and
integrity of the CHRI background check information received from the MSP/FBI, the
following standards are established.

A. Sanctions for Non-Compliance

Employees who fail to comply with this policy and any guidelines issued to
implement this policy will be subject to discipline for such violations.
Discipline will range from counseling and retraining to discharge, based on
the nature and severity of the violation. All violations will be recorded in
writing, with the corrective action taken. The Superintendent shall review,
approve, sign and date all such corrective actions.

B. Local Agency Security Officer (LASO)

Christine Veld shall be designated as the District’s Security Officer (LASO)
and shall be responsible for overall implementation of this policy and for data
and system security. This shall include:

Al. ensuring that personnel security screening procedures are being
followed as set forth in this policy;

B2. ensuring that approved and appropriate security measures are in
place and working as expected,;

C©3. supporting policy compliance and institute the CSA incident
response reporting procedures;

D4. ensure that the Michigan State Police €SA-ISO—isare promptly
informed of any security incidents involving the abuse or breach of
the system and/or access to criminal justice information;
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E5. to the extent applicable, identifying and documenting how District
equipment is connected to the Michigan State Police system:;

£6. to the extent applicable, identify who is using the Michigan State

Police approved hardware, software and firmware, and ensuring that
no unauthorized individuals have access to these items.

The District’s LASO shall be designated on the appropriate form as prescribed
and maintained by the Michigan State Police.

C. Agency User Agreements

The District shall enter into any User Agreement required, and future
amendments, by the Michigan State Police necessary to access the statuterily
required CHRI on applicants, volunteers, and all other statutorily required
individuals, such as contractors/-and-vendors and their emplovees assigned
to the District.—and-ecentractors: The LASO shall be responsible for assusring
the District’s compliance with the terms of any such User Agreement.

D. Personnel Security

All individuals that have access to any criminal justice information shall be
subject to the following standards.

Al. Background Checks - A Michigan (or state of residency if other than
Michigan) and a national fingerprint-based criminal history record
check shall be conducted within thirty (30) days of assignment to a
position with direct access to criminal justice information or with
direct responsibility to configure and maintain computer systems
and networks with direct access to criminal justice information.

+a. A felony conviction of any kind will disqualify an individual for
access to criminal justice information.

2b.  If any other results/records are returned, the individual shall
not be granted access until the LASO reviews and determines
access is appropriate. This includes, but is not limited to,
any record which indicates the individual may be a fugitive or
shows arrests without convictions. Such approval shall be
recorded in writing, signed, dated and maintained with the
individual’s file.
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3c. Support personnel, contractors, vendors and custodial
workers with access to physically secure locations or
controlled areas (during criminal justice information
processing) are subject to the same clearance standards as
other individuals with access, unless they are escorted by
authorized personnel at all times when in these locations or
areas.

Subsequent Arrest/Conviction - If an individual granted access to
criminal justice information is subsequently arrested and/or
convicted, access shall be suspended immediately until the matter is
reviewed by the LASO to determine if continued access is
appropriate. Such determination shall be recorded in writing,
signed, dated and maintained with the individual’s file. In the event
that the LASO has the arrest/conviction, the Superintendent (if not
the designated LASO) shall make the determination.

Public Interest Denial - If the LASO determines that access to
criminal justice information by any individual would not be in the
public interest, access shall be denied whether that person is
seeking access or has previously been granted access. Such
decision and reasons shall be in writing, signed, dated and
maintained in the individual’s file.

Approval for Access - All requests for access to criminal justice
information shall be as specified and approved by the LASO. Any
such designee must be an employee of the District.

Termination of FEmployment/Access - Upon termination of
employment, all access to criminal justice information shall be
terminated for that individual, and steps taken to assure security of
such information and any systems at the District to access such
information.

Transfer /Re-assignment - When an individual who has been granted
access to criminal justice information has been transferred or
re-assigned to other duties, the LASO shall determine whether
continued access is necessary and appropriate. If not, s/he shall
take such steps as necessary to block further access to such
information.

Contractors and Vendors! — Prior to granting access to criminal
justice information to a contractor or vendor, identification must be

verified via a Michigan (or state of residency if other than Michigan)
or national fingerprint-based criminal history record check. A felony
conviction of any kind, as well as any outstanding arrest warrant,
will disqualify a contractor or vendor for access to criminal justice
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information. A contractor or vendor with misdemeanor offense(s)
may be granted access if the LASO determines the nature or severity
of the misdemeanor offense(s) does not warrant disqualification. If
any other results/records are returned, the individual shall not be
granted access until the LASO reviews and determines access is

appropriate.
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! For purposes of Section D.(7.), contractors and vendors are individuals who act on
behalf of the District, work on a regular or continuous basis in the District, and are
involved in the hiring process of District employees. For example, this might be a
third-party provided manager or support staff person working in the personnel
department. It does not authorize third party contractors or vendors to directly
perform the criminal background checks in lieu of the District, or to access criminal
justice information for the contractor's or vendor's own review.

E. Media Protection

Access to electronic and physical media in all forms, which contains criminal
history background information provided by the Michigan State Police
through the statutory record check process, is restricted to authorized
individuals only.  Only individuals involved in the hiring process of District
employees, including contractors and vendors who act on behalf of, and work
on a regular and continuous basis in, the District, shall be authorized to
access electronic and physical media containing CHRI.

Al. Media Storage and Access — All electronic and physical media shall
be stored in a physically secure location or controlled area, such as
locked office, locked cabinet or other similarly secure area(s) which
can only be accessed by authorized individuals. If such security
cannot be reasonably provided, then all electronic CHRI background
data shall be encrypted.

B2. Media Transport —Electronic and physical media shall be protected
when being transported outside of a controlled area. Only
authorized individuals shall transport the media. It shall be directly
delivered to the intended person or destination and shall remain in
the physical control and custody of the authorized individual at all
times during transport. Access shall only be allowed to an
authorized individual. To the extent possible, electronic media (e.g.,
hard drives and removable storage devices such as disks, tapes,
flash drives and memory cards) shall be either encrypted and/or be
password protected during the transport process.

©3. Media Disposal/Sanitization — When the CHRI background check is
no longer needed, the media upon which it is stored shall either be
destroyed or sanitized. The LASO and the Superintendent shall
approve in writing the media to be affected. This record shall be
maintained by the LASO for a period of at least five (5) years. [Note:
the regulations do not specify a specific period for maintaining
this information. This time period is suggested as it will likely
cover most statutes of limitation and can be retained in
electronic format.]

1a. Electronic Media - Sanitization of the media and deletion of
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the data shall be accomplished by either overwriting at least
three (3) times or by degaussing, prior to disposal or reuse of
the media. If the media is inoperable or will not be reused, it
shall be destroyed by shredding, cutting, or other suitable
method to assure that any data will not be retrievable.

Physical Media — Disposal of documents, images or other type
of physical record of the criminal history information shall be
cross-cut shredded or incinerated. Physical security of the
documents and their information shall be maintained during
the process by authorized individuals. Documents may not
be placed in a waste basket or burn bag for unauthorized
individuals to later collect and dispose of.
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All disposal/sanitization shall be either conducted or witnessed by
authorized personnel to assure that there is no misappropriation of
or unauthorized access to the data to be deleted. Written
documentation of the steps taken to sanitize or destroy the media
shall be maintained for ten (10) years, and must include the date as
well as the signatures of the person(s) performing and/or witnessing
the process. (See also, AG 8321.)

CHRI Background Check Consent and Documentation

All individuals requested to complete a fingerprint-based CHRI background
check must have given written consent-properly signed and dated—at time
of application and be notified fingerprints will be used to check the criminal
history records of the FBI, prior to completing a fingerprint-based CHRI
background check. The Livescan form (RI-030) will satisfy this requirement
and must be retained. Individuals subject to a fingerprint-based CHRI
background check shall be provided the opportunity to complete or
challenge the accuracy of the individual's criminal history record.

Some type of documentation identifying the position for which a fingerprint-
based CHRI background check has been obtained must be retained for
every CHRI background check conducted, such as an offer letter, job
posting indicating successful candidate, Board minutes of approved hiring
for particular position, etc.

G Controlled Area

All CHRI obtained from the Michigan State Police pursuant to the statutorily
required background checks shall be maintained in a controlled area, which
shall be a designated office, room, area or lockable storage container. The
following security precautions will apply to the controlled area:

Al. Limited unauthorized personnel access to the area during times that
criminal justice information is being processed or viewed.

B2. The controlled area shall be locked at all times when not in use or
attended by an authorized individual.

3. Information systems devices (e.g., computer screens) and physical
documents, when in use, shall be positioned to prevent
unauthorized individuals from being able to access or view them.

B4. Encryption shall be used for electronic storage of criminal justice
information. (See AG 8321.)
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H. Passwords (Standard Authentication)

All authorized individuals with access to computer or systems where
processing is conducted or containing criminal justice information must have
a unique password to gain access. This password shall not be used for any
other account to which the individual has access and shall comply with the
following attributes and standards.

Al. atleast eight (8) characters long on all systems
B2. not be a proper name or a word found in the dictionary
€3. not be the same as the user identification

B4. not be displayed when entered into the system (must use feature to
hide password as typed)
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E5. not be transmitted in the clear outside of the secure location used
for criminal justice information storage and retrieval

F6. must expire and be changed every ninety (90) days

G7. renewed password cannot be the same as any prior ten (10)
passwords used (See also, AG 8321.)

I. Security Awareness Training

All individuals who are authorized by the District to have access to criminal
justice information or to systems which store criminal justice information
shall have basic security awareness training within six (6) months of initial
assignment/authorization and every two (2) years thereafter. The training
shall, to the extent possible, be received through the Michigan State Police or
a program approved by the Michigan State Police. At a minimum, the
training shall comply with the standards established by the U.S. Department
of Justice and Federal Bureau of Investigation for Criminal Justice
Information Services. (See AG 8321.)

2Applicable to districts that maintain CHRI within an electronic system of records,
such as an electronic database, filing system, record keeping software, spreadsheets,
etc. Not applicable if CHRI kept solely via e-mail and/or paper copies.

J. Secondary Dissemination of Information

If criminal history background information received from the Michigan State
Police is released to another authorized agency under the sharing provision
designated by The Revised School Code, a log of such releases shall be
maintained and kept current indicating:

Al.  the date of release;

B2. record disseminated;

S3. method of sharing;

D4. agency personnel that shared the CHRI;

ES5. the agency to which the information was released;

F6. whether an authorization was obtained.
A log entry need not be kept if the receiving agency/entity is part of the

primary information exchange agreements between the District and the
Michigan State Police.
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If CHRI is received from another District or outside agency, an Internet
Criminal History Access Tool (ICHAT) background check shall be performed to
ensure the CHRI is based on personal identifying information, including the
individual's name, sex, and date of birth, at a minimum.
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K. Audit Retention

The District shall retain audit records (Position description, consent, and
CHRI for both applicants that are hired and those that are not) for at least
365 days. Audit records must continue to be maintained until it is
determined they are no longer needed for administrative, legal, audit, or
other operational purposes. This includes, for example, retention and
availability of audit records subject to Freedom of Information Act (FOIA)
requests, subpoena, litigation hold and law enforcement actions.

Ref: Criminal Justice Information Services - Security Policy (Version-5:0;:20115.2,
2013),

U.S. Dept. of Justice and Federal Bureau of Investigation

Noncriminal Justice Agency Compliance Audit Review, Michigan State

Police, Criminal Justice Information, Center, Audit and Training Section
Conducting Criminal Background Checks, Michigan State Police, Criminal Justice
Information Center
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