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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 Admin Handbook has been prepared to serve as a reference for Admin staff in their employment with 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 Superintendent.  If he/she does not have the answer, the employee should feel free to contact the Board President.

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 Admin staff.  Nothing stated in this policy alters the at-will nature of employees’ employment

Because all Admin staff are at-will employees, 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 Superintendent to make changes prior to the beginning of the school year.

Complaints regarding the application of this handbook are to be directed to the Superintendent within ten (10) calendar days of the incident upon which the complaint is based.  If an employee is not satisfied following the discussion with the Superintendent, the employee may contact the Board President.  The Board’s determination on complaints is considered final.
The Superintendent and Board of Education 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 Applicants and Employees
The 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 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 Board President as an alternate.  If the complaint relates to either of these individuals, the complaint may be filed with the Board Vice 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.  The Superintendent shall promptly investigate all incidents of sexual harassment.  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.

Administrative Classifications

1. Central Office 

2. Building Principals

3. Department Directors
Work Year/ Assignment

The work calendar for Admin employees is a year round contact. The contract year corresponds with the School fiscal year July 1st to June 30th. Use of time off is encouraged during the summer months. However, during the school year and the months of June and August the building office must be open with either an administrator or a secretary from 8:00 a.m. to 3:00 p.m. Monday through Friday. If an administrator is absent Monday through Friday between the hours of 8:00 a.m. and 3:00 p.m. the use of leave time is required. 
ORIENTATION FOR NEW ADMINISTRAOR
Upon notification of employment, the employee will report to the Business Office and:  (1) receive a copy of the Admin Handbook, (2) provide information to the payroll office, (3) provide information for personnel file. 
Prior to starting work, the administrator will have an orientation meeting with the Superintendent.  At this time the administrator will receive their individual contract as well as 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 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

A “dress code” or “dress regulation” is not published regarding appropriate attire and grooming.  However, personal discretion regarding appropriate dress is expected at all times.

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. Administrators should carry a handheld radio at all times 
Reporting on Suspected Child Abuse
Administrator staff employees are 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 Superintendent.  Furthermore, an individual who reports suspected child abuse in good faith, is immune from liability.  

COMPENSATION INFORMATION

Admin Wage Schedule
Admin employees will routinely be considered for a pay increase at the beginning of the school fiscal year (July 1).   Pay increases shall be determined by the Board of Education with input from Administration.
Pay Periods
Paychecks shall be electronically transferred to the banking institute of the employee’s choice by 4:30 p.m. on the day prior to the pay date.  Paychecks will be issued every other Friday.
Punctuality

Punctuality and regular attendance are expected of everyone and are important for satisfactory performance.  In the event the absence is for three (3) consecutive days without notification to the superintendent, the administrator will be considered to have abandoned his/her position.

Payroll Deductions

Federal and State income taxes will be deducted from payroll checks in accordance with the number of exemptions claimed on the W-4 withholding certificates.  Social Security tax and retirement will be deducted as required by law.  The Board of Education also makes it possible for admin staff, through payroll deductions, to contribute to United way, 403 (b) investments, and other voluntary deductions.

FRINGE BENEFITS
Retirement
As per state law, a percentage amount of the administrator’s staff wages as determined by MPSERS will be paid by the school district into the Michigan Public School Employees Retirement System.  The percentage amount may be revised by MPSERS on October 1st of each year.  Employees hired on or after January 1, 1990 will be required to have a percentage deducted from their wages each pay period according to state law.

If an employee retires from the district after 10 consecutive years of employment, they shall receive upon retirement, 4% of their current salary in a one time lump sum payment. 

Insurance

Full time Admin employees will be eligible for health/dental/vision coverage.  Those employees accepting health insurance will also receive additional basic term life insurance. This coverage will begin on the first day of full time employment.  The employee will be responsible for a portion of the monthly insurance premium.  The employee contribution will be determined by the Board of Education each school fiscal year (July 1).  If a full time administrator has alternative insurance coverage, they may opt to receive dental/ vision insurance only and cash in lieu of health insurance.  The amount of cash in lieu will be determined at the beginning of each school fiscal year (July 1). Insurance coverage will end at the time employment ends.  

LEAVE TIME

Sick leave, personal leave, and vacation time are credited in advance on July 1 each school 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, personal, Holiday and vacation 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 is subject to superintendent 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. 
Willsub is to be used to track leave time/absences. The employee is responsible for entering all leave time used into the Willsub system. If leave time needs to be entered after the fact, the employee should contact the superintendent or the Business Manager.

Sick Leave

Admin staff will be credited with a maximum of 12 sick leave days per year.  Those days will be credited to the employee at the beginning of the school fiscal year (July 1st) 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 administrator is required to notify the Superintendent or Business Manger 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 administrator must have a certificate signed by a doctor in order to receive additional sick pay.
Family Illness – The administrator 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.

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 administrator 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 Superintendent.

Vacation Leave
See your individual contact for the number of days of vacation leave allocated to you by the district. Vacation leave will be credited to the employee at the beginning of the school fiscal year (July 1) subject to proration as a result of mid-year termination.    
At the end of the school fiscal year (June 30) the employee will have the option of being paid for a maximum of five days of unused vacation or carrying those 5 days to the next year.  Any vacation days over five will be lost.  Whenever possible, vacation leave time should be requested at least one week in advance.   Approval of vacation leave is at the discretion of the Superintendent.

Accumulated vacation 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 vacation leave.

Holiday Leave

Administrators will receive the following three (10) paid holidays:

Labor Day




New Year’s Eve Day 

Thanksgiving Day



New Year’s Day

Day After Thanksgiving


Good Friday

Christmas Eve Day 


Memorial Day

Christmas Day



4th of July

If the holiday should fall on a Saturday or Sunday, the administrator will receive the holiday pay on the day before or after the holiday as determined by the Superintendent.  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 Superintendent.

Unscheduled days off

If a scheduled work day is cancelled for any reason, the admin employees are required to work unless they use leave time.  

Personal Leave

Personal Leave will be credited to the employee at the beginning of the school fiscal year (July 1st ) subject to proration as a result of mid-year termination. Administrators will be credited with 3 personnel days per year.  Personal days may accumulate to a maximum of 5 days.  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 Superintendent.
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.  All unpaid leave must be approved by the Superintendent.  All accumulated paid leave time must be utilized before unpaid leave will be granted.   Unpaid leave not qualifying for The Family and Medical Leave Act of 1993 will result in loss of cash in lieu benefits, or the payment by the employee of monthly insurance premiums for any time while on unpaid leave.  
Jury Duty

Beal City Public Schools considers jury duty to be a civic and community responsibility.  When an administrator receives a call for jury duty, he/she should immediately notify the Superintendent.  When serving as a member of a jury the administrator 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.   The administrator is 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 superintendent, the administrator will receive pay for the balance of the day.

DISCIPLINARY PROVISIONS                  
Disciplinary measures may be taken by either the Superintendent or the subject to prior approval of the Superintendent or the Board of Education
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.  

Personnel File

A personnel file will be developed for all administrators and will be kept in the Superintendent’s Office.  All records that are generated in connection with employment with the Beal City Public Schools, except pay records and medical records, will be maintained in the administrator’s personnel file.  The information gathered is considered privileged information and will be treated confidentially in accordance with Board Policy.  The administrator may review the contents of his/her personnel file with proper notice.
Evaluation
It is the responsibility of the Superintendent to evaluate admin 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 Central Office will post the position for not less than five (5) work days.  The posting shall be placed in the offices of the school buildings and Central Office.  The posted administrative position notice will contain (1) job title, (2) hours to be worked, (3) main duties (4) contact person, (5) date of posting.  Administrators may apply for an open administrative 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 Superintendent to the Board of Education.  The Board has final approval for any employee hired. An employee may occupy more than one position within the district, provided schedules do not conflict.
Injury on the Job
If an administrator is injured in the course of employment at Beal City Public Schools, he/she must verbally notify the superintendent during the work shift in which injury occurred and fill out an accident report form as soon as possible.  Failure to report the injury within two (2) days of the accident may absolve the district of any responsibility.  Accident report forms may be obtained from the business office.

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. 
Beal City Public Schools

Admin Handbook Certification

I have received a copy of the Beal City Public Schools Admin 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 Schools Administrator.

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 Superintendent for clarification.

__________________________________

Administrator (please print)

__________________________________


_______________

Administrator Signature





Date

___________________________________

Superintendent (please print)

__________________________________________

__________________
Superintendent Signature





Date

BEAL CITY PUBLIC SCHOOLS

ADMINISTRATOR EVALUATION:______
Name:  ___ __________








Position:  _ _____








Number of Years with District: __
Instructions; Using the rating scale below, circle your rating of the administrator’s performance for each of the expectations listed below. Then comment, if necessary, in the space below each expectation. 


Rating Scale:
1 – Not meeting district’s expectations




2 – Working towards district’s expectations-(Needs Improvement)




3 – Meeting district’s expectations




4 – Exceeding district’s expectations

MAJOR DUTIES AS SPECIFIED IN JOB DESCRIPTION

Helps develop and supervise the total Educational program.


1   2   3   4

Demonstrates skill in hiring of new staff members, and works 
 
1   2   3   4

 with all staff to ensure maximum opportunity for success

Effectively helps develop and manage the budget as assigned to the 
1   2   3   4

 department.

Advocates school improvement/reform and encourages staff

1   2   3   4

 to be innovative in the delivery of quality  education.  Leads productive 

 staff meetings to ensure that lines of communications are open.

Is an effective evaluator of instruction and / or department and able to 
1   2   3  4

make objective decisions regarding the retention or dismissal of personnel.

Effectively manages an efficient, clean, and organized office

1   2   3   4

 and has a useable record-keeping system.
                                     

Demonstrates  care and concern for the well-being of all students and staff
1   2   3   4

Develops a fair and consistent system for student and staff discipline.
1   2   3   4

Establishes positive public relations within and outside the school.

1   2   3   4

 Encourages staff to do the same.

Has clear, quality goals for themselves and the School and/ or department
1   2   3   4

PERSONAL AND PROFESSIONAL QUALITITES

Defends principle and conviction in the face of pressure 


1   2   3   4

 and partisan influence.

Maintains high personal and professional standards of ethics,

1   2   3   4

 honesty and integrity.

Earns respect and standing among professional colleagues.


1   2   3   4

Devotes time and energy effectively to the position.



1   2   3   4

Is a team player and contributor.





1   2   3   4

Exercises good judgment and the democratic processes in


1   2   3   4

 arriving at decisions.

Possesses and maintains the health and energy necessary to meet 

1   2   3   4  responsibilities of the position.

Is professionally attired and well groomed.




1   2   3   4

Demonstrates effective command of language (written and oral)

1   2   3   4

 in dealing with staff, board members and the public.

Speaks well in front of large and small groups.  



1   2   3   4

 Expresses ideas in a logical and forthright manner.

Maintains professional knowledge and development by reading

1   2   3  4

 professional material, membership in a professional organization, 

 conference attendance, professional committee work, visiting other 

schools, course work and / or meetings with other administrators.

Demonstrates loyalty to the organization and to colleagues.


1   2   3   4

Is progressive in his or her thinking and effectively plans for 

1   2   3   4

 organizational improvement.

Is a positive emissary for the district within the community.


1   2   3   4

Other Comments:

I verify that this appraisal is accurate, to the best of my judgment, and reflects my true professional opinion of the administrative performance of the herein-named principal.

_______________________​​​___________________

_________________

Superintendent’s Signature






Date

I acknowledge that I have been informed of the contents of this evaluation.

_______________________​​​___________________

_________________

Administrator’s Signature






Date

I exercise my right to respond in writing to the appraisal of my administrative performance.

_______________________​​​___________________

_________________

Administrator’s Signature






Date

STRENGTHS / ACCOMPLISHMENTS

AREAS OF GROWTH AND IMPROVEMENT

PROFESSIONAL GROWTH FOR NEXT YEAR
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