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GENERAL STATEMENTS

Mission Statement 
Beal City Schools, in harmony with home and community, will educate our children in a positive environment that meets individual needs and goals in order that all students successfully function in an ever-changing global society.
Purpose Statement

This Paraprofessional Handbook has been prepared to serve as a reference for Paraprofessional staff in their employment with PCMI and the Beal City Public School District.  A variety of information has been assembled.  If a question or problem arises which is not covered in this handbook, the question or problem should be directed to the immediate supervisor.  If he/she does not have the answer, the employee should feel free to contact the Business Manager or the Superintendent.

Here after, the immediate supervisor shall be defined as the District Technology Director or one of the District’s Building Principals. 

Disclaimer Statement

This handbook is not intended to serve as a contract of employment.  It is intended to address the general conditions of employment for the paraprofessionals.  Nothing stated in this policy alters the at-will nature of employees’ employment

Because all paraprofessional staff are at will employees, PCMI and the Beal City Public School district retains all management rights to hire, fire and assign such employees.  Where possible, every effort will be made by the Administration to make changes prior to the beginning of the school year.

Complaints regarding the application of this handbook are to be directed to the immediate supervisor within ten (10) calendar days of the incident upon which the complaint is based.  If an employee is not satisfied following the discussion with his/her supervisor, the employee may contact the Superintendent.  The Superintendent’s determination on complaints is considered final.

Administration reserves the right to modify this handbook at any time.  This handbook may only be amended by formal action of the Board of Education.  Suggestions for improvement are welcomed.

Disabled Applicant and/or Employee Rights
PCMI and Beal City Public Schools will consider for employment disabled applicants who can perform the essential functions of the position being applied for with reasonable accommodations as defined in the Americans with Disabilities Act (ADA) and the Michigan Handicapper’s Civil Rights Act (MHCRA).

Current employees who become handicapped will remain employed by PCMI and the Beal City Public Schools if they can perform the essential functions of the job with reasonable accommodations as defined in ADA and the MHCRA.

The ADA and MHCRA Compliance Officer for the Beal City Public Schools is the Superintendent.
Sexual Harassment
Harassment of staff (including those who volunteer their services) or applicants for employment is prohibited, and will not be tolerated.  This includes inappropriate conduct by any person in the school environment, including other employees, Board members, parents, guests, teachers, contractors, vendors, and volunteers.  It is the policy of the Board to provide a safe, positive work environment free of harassment for its staff.  Board of Education policy manuals and rules regarding sexual harassment are available for review at www.neola.com/bealcity-mi, item 4362 Classified Staff.

Any employee may and should report, in writing or orally, any and all incidents of such activity.  Complaints may be directed to the Superintendent of Schools or the immediate supervisor as an alternate.  If the complaint relates to either of these individuals, the complaint may be filed with the Board President.  There will be no retaliation against an employee for making a complaint or taking part in the investigation of a complaint.  All complaints will be investigated.  To the extent it can, the District will keep matters confidential.  Violation of the policy shall subject the offending employee(s) to appropriate disciplinary action up to and including discharge from employment.  
Equal Employment Opportunity
Beal City Public Schools shall comply with all Federal laws and regulations prohibiting discrimination and with all requirements and regulations of the U.S. Department of Education.  It is the policy of the Board that no employee or candidate for employment in the district shall, on the basis of race, color, religion, national origin or ancestry, age, gender, marital status, disability, height, weight, and/or any other legally protected characteristic, be discriminated against, excluded from participation in, denied the benefits of, or otherwise be subjected to, discrimination in any program or activity for which the Board is responsible or for which it receives financial assistance from the U.S Department of Education.  
Employment Notices

State and Federal labor law information is posted in the elementary staff lounge, the high school staff lounge, and the Superintendent’s office. 

Paraprofessional Classifications

All persons employed as paraprofessionals are subject to the conditions identified in this handbook.

1. Teacher Assistant (requires Child Development Associate Credential (CDA) license or equivalent or two years of post secondary classes in an education related field)
2. Full Time Paraprofessional
3. Part Time Paraprofessional

ORIENTATION FOR NEW PARAPROFESSIONALS
Upon notification of employment, the employee will report to the Business Office and:  (1) receive a copy of the Paraprofessional Handbook.
Prior to starting work, the paraprofessional will have an orientation meeting with the immediate supervisor.  At this time the paraprofessional will receive information concerning: (1) physical facilities, (2) identified work 
schedules (hours), (3) briefing on building characteristics, personnel, and procedures, (4) briefing on the nature of work assignment and (5) answers to questions.

RESPONSIBILITIES

Personal Conduct
An employee of PCMI and Beal City Public Schools is required to perform assigned duties conscientiously, to conduct himself/herself in a manner that reflects pride in Beal City Public Schools, to respect the administrative authority of those directing the work and to observe the spirit, as well as the letter, of the school policy governing conduct.  It is the employee’s responsibility to familiarize himself/herself with the Beal City Board of Education policy manual and rules found at www.neola.com/bealcity-mi, item 4000 Classified Staff.
Dress
When appropriate Paraprofessionals will be provided with a winter jacket to be worn while on playground duty.  Appropriate attire (clean, no holes, etc.) and grooming are expected at all time. 
Safety
Safety is paramount at all times and under all conditions.  The school system attempts to maintain safe working conditions and encourages employees to be constantly alert to hazardous situations and to promptly report all unsafe conditions to their supervisor or to the business office.

Reporting on Suspected Child Abuse
While Paraprofessional staff employees are not required to report suspected child abuse directly to DSS under the Child Protection Act, MCLA 722.521 et seq., he/she should report concerns to the immediate supervisor.  Furthermore, an individual who reports suspected child abuse in good faith, is immune from liability.  

COMPENSATION INFORMATION

Paraprofessional Staff Wage Schedule
A Paraprofessional employee will routinely be considered for a pay increase at the beginning of the school year.  Pay increases shall be determined by the Board of Education with input from administration.  (See page 22 Wage Increase Guidelines)

Pay Periods
Paychecks will be issued by PCMI every other Friday.
Work hours/Breaks

The work year will be based upon the official school calendar.  Scheduled work hours and specific assignments are established by the immediate supervisor, subject to final approval by the Superintendent.  No hours may be worked outside of the established schedule without the prior written approval of the employee’s supervisor.  The work calendar for paraprofessional staff employees includes those days students are in attendance and any additional professional development/meeting days as determined by the immediate supervisor. Paraprofessional staff employees are entitled to a fifteen-minute break for every four consecutive hours worked.  Paraprofessional staff employees are entitled to one half hour unpaid lunch if working a consecutive six hours.
Punctuality
Punctuality and regular attendance are expected of everyone and are important for satisfactory performance.  Employees are not allowed to punch in before, or work beyond their normal hours without approval from their supervisor.  Timecard minutes will be rounded to the nearest quarter hour.  If a paraprofessional is unable to report for work, the elementary secretary should be notified as soon as possible, in accordance with the procedure established.  In the event the absence is for three (3) consecutive days without notification to the supervisor, the paraprofessional will be considered to have abandoned his/her position.

Overtime
Non-exempt employees covered by the employee handbook will be paid overtime at a rate of one and one-half for any time worked over 40 hours per week.   Leave time and holiday pay will not be considered when determining over time hours.  Overtime must be specifically authorized in writing (whenever feasible) by a supervisor before the hours are worked.  The payperiod begins at 12:00 a.m. Sunday and ends at 11:59 p.m. Saturday. 

Attending Conferences
Paraprofessional staff will be paid for the hours of the conference attendance according to the conference agenda.  Travel time will be excluded.  
FRINGE BENEFITS
LEAVE TIME

Sick leave and personal leave are credited in advance on July 1 each fiscal year in anticipation of the employee completing the entire work year.  Partial years of service as a result of a mid-year hire or termination, or other reasons will result in a pro-ration of the annually awarded sick, and personal leave days.  Any unearned leave time that has been used will be deducted from any remaining pay check(s).  Scheduling of leave days of all types are subject to supervisory approval.

For purposes of this section, the term “day” shall be defined as the number of hours the employee is regularly scheduled to work per day.
The employee is responsible for requesting leave time from their supervisor giving as much notice as possible.

Sick Leave
Paraprofessional staff will be credited with a maximum of 10 sick leave days per year.  Those days will be credited to the employee at the beginning of the school year subject to proration as a result of mid-year termination.  Sick leave can be accumulated to a maximum of 180 days.
Sick leave may be used in accordance with the schedule specified herein for personal or family illness.  For all absences, the paraprofessional is required to notify his/her immediate supervisor upon first knowledge of the necessity to be absent.  
The district may require verification from physicians or others as it relates to absences where over-utilization or misuse is suspected, or when other conditions warrant.  

Before returning to work after surgery, injury, or serious illness a physician’s release to work will be required.

Sick leave may be used as follows:

Personal Illness –The primary purpose of the sick leave allowance is to cover the absence of the employee from the school because of personal illness or disability sufficiently severe that it shall make his/her presence in school inadvisable.  After five (5) consecutive days of absence, the Paraprofessional  must have a certificate signed by a doctor in order to receive additional sick pay.

Family Illness – The paraprofessional may use a maximum of ten days of sick leave for illness in the immediate family.  These ten days are cumulative on an annual basis and are not on a per illness basis.  Immediate family shall be defined as spouse, children, step-children, parents, mother-in-law and father-in-law and grandparents and grandchildren.  Use of sick leave for others outside those listed in this paragraph may be approved at the discretion of the Superintendent.
The immediate supervisor of the paraprofessional, at his/her discretion, may request a doctor clearance for a paraprofessional employee to return to work following an illness.

Sick Leave Incentive Program


Unused sick days are paid at 50% of teachers’ sub rate times the number of unused days up to a maximum of 100 days; 10 years of service as an employee of the Beal City Public Schools are necessary in order to qualify.  Proration of unearned sick leave will apply.
Bereavement Leave
Bereavement leave may be taken if there is a death of a member of the immediate family.  The paraprofessional may take a maximum of the following number of days per death:

· Husband, wife, mother, father, brother, sister, children, grandchildren or other family members listed below who reside in the employee’s home – 5 days. 

· Father-in-law, Mother-in-law, brother-in-law, sister-in-law – 3 days.

· Grandparents – 2 days.

Additional non-paid days may be taken upon approval of the immediate supervisor.

Vacation Leave
Vacation leave will follow the school calendar as listed in the teacher’s contract.  Vacation leave will be unpaid.
Holiday Leave

Paraprofessionals will receive the following three (3) paid holidays:


Thanksgiving Day

Christmas Day


New Year’s Day

If the holiday should fall on a Saturday or Sunday, the paraprofessional will receive the holiday pay on the day before or after the holiday as determined by the immediate supervisor.  To receive holiday pay the employee must work their last day scheduled before the holiday and the first scheduled day after the holiday.  An exception may be made in the event of short term leave at the discretion of the immediate supervisor.

Unscheduled days off

If a scheduled work day is cancelled for any reason, employees can not use leave time to make up those lost hours.  

Personal Leave

Personal Leave will be credited to the employee at the beginning of the school year subject to proration as a result of mid-year termination.  Paraprofessionals will be credited with 3 personal days per year.  At no time will an employee have more than 8 days of personal leave credited.  If the award of 3 personal days at the beginning of the fiscal year will cause the personal leave bank to exceed 8, all personal days beyond 8 will be moved to sick leave.

Whenever possible, personal leave should be requested at least one week in advance.  Approval of personal leave is at the discretion of the immediate supervisor.
Accumulated personal leave will be paid out upon leaving the district if the employee notifies the district of their intent to leave the District two weeks prior to their last day worked.  If two weeks notice is not given, the employee forfeits all accumulated personal leave. In the event of termination the employee forfeits all accumulated leave.  Proration of unearned personal leave will apply.
Family Medical Leave Act

Information regarding possible benefits for eligible employees under the Family Medical Leave Act (FMLA) is available in district policies and administrative guidelines, available for review at www.neola.com/bealcity-mi, item 4430.01.  Employees are required to use all accrued paid sick leave to substitute for the family leave described in this policy.  The employee will have the option to use paid vacation or personal leave to substitute for the unpaid family leave described in this policy.  Paid leave and unpaid leave run concurrently with family medical leave.

Unpaid Leave (Other Than Family Medical Leave Act)
Requests for unpaid days off and extended unpaid leaves of absences must be submitted in writing to the Superintendent, with a copy to the employee’s supervisor.  All unpaid leave must be approved by the immediate supervisor and the Superintendent. All accumulated paid leave time must be utilized before unpaid leave will be granted. 

Jury Duty
The school administration considers jury duty to be a civic and community responsibility.  When a paraprofessional receives a call for jury duty, he/she should immediately notify the immediate supervisor.  When serving as a member of a jury the paraprofessional will receive his/her regular pay and will submit any jury duty pay received to the school district.  It is not necessary to submit payment from the court for mileage.  Employees are expected to report to work if not impaneled for the day. If released during the day, the employee must contact their supervisor to receive directions as to whether to report.  If excused by the supervisor, the employee will receive pay for the balance of the day. 
DISCIPLINARY PROVISIONS

Disciplinary measures may be taken by either the Superintendent or the immediate supervisor subject to prior approval of the Superintendent.  

Disciplinary measures may consist of:

-verbal warning (1st offense)

-written warning (2nd offense)

-suspension (3rd offense)

-termination (4th offense)

While disciplinary measures for employee misconduct will generally follow this progression, disciplinary measures may be accelerated depending on the nature and severity of the misconduct. 

PERSONNEL INFORMATION

Background Check
New employees are required to submit to a criminal background check before officially starting work.

In addition, each employee of the district is required to self-report to their employer and the Michigan Department of Education when they have been arraigned / charged with certain identified crimes.  The report must be made within three business days of the arraignment or the employee will be guilty of an additional crime.  The crimes are listed in MCL 380.1535a.  

Evaluation
It is the responsibility of the immediate supervisor to evaluate paraprofessional staff in his/her building at a minimum of once per year or as many times as necessary to ensure continued satisfactory performance. See attached for Evaluation form.

PRACTICES AND PROCEDURES

Job Postings

Whenever a vacancy arises, the immediate supervisor will notify the Central Office who will then post the position for not less than five (5) work days.  The posting shall be placed in the offices of the principals and Central Office.   The posted paraprofessional position notice will contain (1) job title, (2) hours to be worked, (3) main duties (4) contact person, (5) date of posting.

Paraprofessionals may apply for an open paraprofessional position.  Both internal and external candidates will be considered for the position.  It is the expectation of the Board of education that the best qualified candidates be selected to fill vacancies.  Work experience related to the position, attendance, punctuality, interpersonal skills, relationships with others, work performance and other matters will be taken into consideration.  Recommendations for hire are made by the immediate supervisor and the Superintendent to the board of Education
An employee may occupy more than one position within the district, provided schedules do not conflict or create an overtime payment requirement.
Injury on the Job
If a paraprofessional is injured in the course of employment at Beal City Public Schools, he/she must verbally notify the immediate supervisor during the work shift in which the injury occurred and fill out a PCMI accident report form as soon as possible, even if treatment is not needed  This report can be found on PCMI’s website www.pcmiservices.com.  To navigate to the form you will click on District Resources and then Accident/Injury.  In addition to the injury report form, you will also find a copy of PCMI’s complete Workers Compensation Procedure.  As PCMI’s forms are subject to change, please refrain from keeping copies on the report on file and instead always refer to PCMI’s website.  

Employee Termination of Employment
A minimum of two (2) weeks written notice is required for termination of employment by the employee.  Earlier written notice is helpful whenever possible.
PCMI/Beal City Public Schools

Paraprofessional Handbook Certification

I have received a copy of the Beal City Public Schools Paraprofessional Handbook.

I understand that I have the responsibility to read and review the handbook and familiarize myself with its contents.

I understand that this handbook is provided to me at the time of my employment as a Beal City Public Schools Praprofessional.

I am to maintain the handbook in good order and repair.  I will return said handbook at the end of my employment.

I will direct all questions regarding the content of the handbook to the Immediate Supervisor for clarification.

________________________________                                    Paraprofessional (please print)


  

________________________________
_________________

Paraprofessional Signature


Date

________________________________
                              Immediate Supervisor (please print)


________________________________
__________________

Immediate Supervisor Signature

Date

Paraprofessional Evaluation Form
Beal City Jr/Sr High School


Name:


Date of Report:




Assignment:_____________________ 


DEFINITIONS OF RATINGS

The following definitions are used to identify the employee’s level of performance.
HIGHLY EEFECITIVE
(HE)
Performs assigned duties in a manner indicating



exceptional understanding of essential functions.



Results achieved are often better than expected.

EFFECTIVE
(E)
Performs assigned duties at an acceptable level



through demonstrated application of skills.

MINIMALY EEFECTIVE
(ME)
Performance in one or more areas does not meet



the requirement for a “Meets Expectations” rating.



Improvement is required.

INEFFECTIVE
(I)
Even under close direction, performance does not



indicate the ability and/or willingness to



produce required results.

	PERFORMANCE

	
	COMMENTS/EXAMPLES

	1
Quality/Quantity of work 

· Accurate/Thorough

· Consistently charts student progress

· Student planners/notebooks completed in professional manner

· Sound Judgment/Decision-making exhibited
	
	

	2
Work habits 

· Organized

· Effectively uses time

· Dependable

· Adaptable/Flexible

· Positive attitude

· Demonstrates initiative/Self-starter 
	
	.


	3
Work relationships

· Works well with other adult staff

· Contributes to the team

· Communicates effectively with supervisors

· Maintains professional boundaries with parents
	
	

	4
Work Commitments –

· Completes assignments effectively

· Follows procedures and school rules

· Complies with district safety policies and practices

· Demonstrates consistent attendance

· Maintains professional appearance and demeanor
	
	

	5
Student Interaction

· Helps establish and maintain a positive and challenging learning environment

· Fosters student independence

· Provides effective behavior management for all students

· Takes action when needed

· Supports student needs

· Treats students with fairness, respect, and consistency
	
	


	6
Communication Skills

· Writes and speaks clearly

· Conveys important messages to teachers and parents

· Maintains confidentiality in all communications
	
	.

	7       Overall performance


	
	


Summary of Strengths:

Area of Skills Acquisition and Refinement:

______________________________________         

_______________

Evaluator Signature                  





           Date

______________________________________

_______________ Administrator Signature                  




           Date                          

Employee Comments:













 Employee Signature                  





           Date

Paraprofessional Self Appraisal Form
Beal City Jr/Sr High School

___________________________________________

_______________

Employee Name                               




           Date

The questions below are designed to be discussed during the appraisal session with your supervisor. They will be used in conjunction with the Paraprofessional Performance Review and Evaluation. Please fill this out prior to the appraisal session with your supervisor. 

1. What do you consider to be the important abilities which your job requires?

2. What are some aspects of your job that you like the best? That you like the least?

3. What are ways in which your supervisor can help you do a better job?

4. In what aspects of your job do you feel you need more training and experience?

5. What do you feel are the strengths, highlights, or accomplishments of the school year?

6. What are your professional goals and how do you plan to reach them?
Beal City Public Schools

Paraprofessional

Performance Evaluation

Name: __________________________________

Date: __________

DEFINITION OF RATING

Use the following definitions to identify employee’s level of performance when rating factors.

EXCEEDS EXPECTATIONS

(E)
Performs assigned duties in manner indicating   

exceptional understanding of essential functions.  Results achieved are often better than expected of performance rated “Meet Expectations.” 

MEET EXPECTATIONS

(M)
Performs assigned duties at an acceptable level 






through demonstrated application of skills.

NEEDS IMPROVEMENT

(N)
Performance in one or more areas does not meet 






the requirements for a “Meets Expectations” 






rating.  Improvement is required if acceptable 






results are to be achieved.

UNSATISFACTORY


(U)
Even under close direction, performance does 



not demonstrate the ability and/or willingness to 



produce required results.

I. PERFORMANCE





COMMMENTS

A. Is neat about work

___

B. Is accurate


___

C. Displays organizational skills ___

D. Uses time effectively

___

E. Follows directions

___

F. Displays oral and written

Communication skills

___

II. INTERPERSONAL RELATIONSHIPS


COMMENTS

A. Works well with others
___

B. Has rapport with students
___

C. Ability to get verbal or

Written messages across

In a clear, organized and

Appropriate manner

___

D. Manages Conflict

___

E. Is Tactful


___

III. PERSONAL QUALITIES




COMMENTS

A. Shows enthusiasm

___

B. Accepts suggestions/

Criticism


___

C. Has positive attitude

___

D. Presents good personal 

Appearance


___

E. Is confidential


___

F. Is dependable


___

G. Shows flexibility

___

H. Displays initiative

___

I. Is punctual


___

J. Strives for improvement

Of skills


___

Wage Increase Guideline Sheet

A department administrator will

1. meet with each of the groups to talk about ideas, issues, concerns and/or compensation/benefits/language of handbooks.

2. meet with the business manager and superintendent to discuss ideas and/or concerns.

3. work with the business manager and superintendent on a proposal to take to the Business/Finance Committees and then to the Personnel Committee and finally to the Board of Education.

1. Once approved those wage increases will be given as follows:  The Percent (%) approved will be calculated on each person’s hourly wage, averaged together ( by job title) to determine an equal percent an hour increase that each person will receive.  This will hold the levels of compensation consistent, not allowing gaps to grow, while paying for years of experience.  









Example:  (average hourly wages x percent of wage increase)

($8.25 + $9.25 + $9.35 = $26.85 / 3 = $9.00 x 2.5% =  $0.225 )

2. We will increase base wage each year based on the calculations above. The base wage will increase by ½ of the amount that regular wages increase for each job title. 


Example:  (average hourly wages x percent of wage 
increasex50%)($8.25 + $9.25 + $9.35 = $26.85 / 3 = $9.00 x 
2.5% =  $0.225 x 
50% = .1125 )

Base wage will be looked to be adjusted every other year as needed. 

3. This salary guidelines document will be placed in the support staff handbooks once updated.
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