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I. Philosophy 
 
The Lapeer County Intermediate School District Board of Education (“Board”) believes that 
education should develop habits, attitudes, understandings, and skills necessary for a productive and 
satisfying life in a civilized society.  In cooperation with local school districts, as well as local and 
State agencies, the Board will develop and maintain a school system which will best support this 
philosophy. 
 

II. Mission Statement  
 
The mission of the District is to promote, initiate, and implement educational and support services 
for its constituent local districts; engage in cooperative programs with other entities; and plan, 
implement, and carry-out programs that promote the educational, career, and service needs of the 
LCISD service area. 
 

III. District Organization  
 
The District is an agency which operates at a regional level, giving coordination and supplementary 
services to local school districts, operating specialized instructional programs, and serving as a link 
between local school districts and the State Department of Education. 
 
The District is under the supervision and control of a school board composed of five members who 
are elected biennially for a term of six (6) years. 
 

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

Further, it is the policy of this District to provide an equal educational opportunity for all students, 
without regard to the Protected Classes, place of residence within the boundaries of the District, or 
social or economic status, to learn through curriculum offered in this District. 

The following individuals have been designated by the Board of Education as the District’s 
Compliance Officers to handle inquiries regarding the District’s nondiscrimination, prohibition against 
discrimination based on disability, and anti-harassment policies: 

   Michelle Proulx, Director of Special Education (student-related) 
    Ann M. Schwieman, Director of Administrative Services and Personnel (staff-related) 
    Address (for mailing purposes only): Lapeer County ISD Administration Building 
       1996 W. Oregon St., Lapeer, MI  48446 
   Phone (to speak to or schedule an appointment with a Compliance Officer): (810) 664-5917 
    Fax: (810) 664-1011 
    E-mails: mproulx@lapeerisd.org and aschwieman@lapeerisd.org 

The Compliance Officers are responsible for coordinating the District’s efforts to comply with 
applicable Federal and State laws and regulations, including the District’s duty to address in a 
prompt and equitable manner any inquiries or complaints regarding discrimination, retaliation, or 
denial of equal access.  

  The Compliance Officers shall also verify that proper notice of nondiscrimination for Title II of the  
  Americans with Disabilities Act of 1990 (as amended), Titles VI and VII of the Civil Rights Act of  
  1964, Title IX of the Education Amendments 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. 

mailto:mproulx@lapeerisd.org
mailto:aschwieman@lapeerisd.org
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An individual who believes that he or she has been unlawfully discriminated/retaliated against, 
unlawfully harassed/retaliated against, denied equal opportunity, or denied access to programs or 
services may file a complaint with the appropriate Compliance Officer.  See the following District 
Policies for additional information regarding the filing of a complaint, including descriptions of the 
informal and formal complaint procedures: 

• 2260 – Nondiscrimination and Access to Equal Educational Opportunity 
• 3122/4122 – Nondiscrimination and Access to Equal Employment Opportunity 
• 3362/4362 – Anti-Harassment (Staff) 
• 5517 – Anti-Harassment (Students) 
• 2260.01 – Section 504/ADA Prohibition Against Discrimination Based on Disability 
• 3123/4123 – Section 504/ADA Prohibition Against Disability Discrimination in Employment 

 
Individuals also have the right to file a complaint with: 

• United States Department of Education Office for Civil Rights (“OCR”) 
Address: 1350 Euclid Avenue, Suite 325, Cleveland, OH 44115 
Telephone: (216) 522-4970 
Fax: (216) 522-2573 
TDD: (216) 522-4944 
E-mail: ocr.cleveland@ed.gov 
Website: http://www.ed.gov/ocr  
 

• Equal Employment Opportunity Commission 
Address: Patrick V. McNamara Building, 477 Michigan Avenue, Room 865, Detroit, MI 48226 

 
V. Introduction 

 
It is the Board’s belief that each employee should be apprised of the working conditions provided by 
the District.  Therefore, the purpose of this Employment Guide is to define the personnel policies 
and procedures of the District as they apply to the following employee groups for the period 
beginning July 1, 2020 thru and including June 30,2021: 
 
A. Administrators (except the Superintendent); 

 
B. Non-Represented Professional Staff; 

 
C. Non-Represented Support Staff; and 

 
D. Ancillary Staff. 

 
(NOTE: Not all sections of this Employment Guide apply to all employee groups – sections that only 
apply to certain employee groups will be specified) 
 
This Employment Guide supersedes all previous employment guides and/or handbooks for the 
employee groups listed above. 
   
Any District Policies or Administrative Guidelines that are in conflict with sections of this Employment 
Guide supersede those sections. 
 
Language, wage and salary schedules, benefits, and other working conditions of employment 
described in this Employment Guide may be unilaterally revised at the sole discretion of the Board at 
any time. 
 
 
 

mailto:ocr.cleveland@ed.gov
http://www.ed.gov/ocr
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VI. Operational Guidelines 
 
A. Professional Qualifications and Assignments 

 
The following general criteria will be utilized in filling personnel vacancies.  A vacancy is 
defined as an unfilled position or a newly created position. 
 
1. A written job description consisting of qualifications and functions (i.e., assigned 

duties and responsibilities) will be prepared for each job classification. 
 

2. The Board reserves the right, in its sole discretion, to not fill a vacancy or to 
unilaterally revise job classifications, wages and salaries, fringe benefits, and other 
working conditions of employment when filling a vacancy. 
 

3. Employees do not acquire any transfer, promotion, or other rights to any vacancy. 
 
4. In filling a vacancy, experience, competency, educational qualifications, and length-

of-service with the District will be considered, along with other relevant factors (such 
as attendance, evaluations, and recommendations).  An employee may apply for any 
vacancy, but must fulfill credential, testing, and interviewing requirements for the 
posted position. 
 

5. The Board reserves the right, in its sole discretion, to revise individual job functions 
and assign/re-assign employees. 
 

B. Working Hours and Continuity of Operations 
 
1. Working Hours 

Working hours will be set by the appropriate Administrators for all employees 
covered by this Employment Guide. 
 

2. Absenteeism and Tardiness 
Employees are expected to observe scheduled starting times.  Absenteeism and 
tardiness lower the efficiency of District operations.  If an employee is unable to 
report for work on time, the employee must contact his/her immediate supervisor 
and give him/her an estimated time of arrival.  If an employee is unable to report for 
work at all, the employee must contact his/her immediate supervisor concerning 
his/her inability to report for work at least one (1) hour prior to his/her normal 
reporting time.  Attendance records, including absenteeism and tardiness, will be 
maintained and used in staff evaluations. 
 
a. Short-Term Illness 

In the event an employee’s absence is due to a short-term illness, it is 
expected that the employee contact his/her immediate supervisor each day 
unless some other arrangement is made with the supervisor.  
 

b. Physician’s Statement 
An employee may be required to provide documentation, including a 
physician’s statement, detailing the nature of the employee’s, or employee’s 
family member’s illness and/or disability.  Said statement must be actually 
signed by the physician.  A stamped signature may not be accepted. 
 

c. Inability to Report to Work Due to Inclement Weather 
When District buildings and offices are open, but weather conditions make it 
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impossible to report for work, the employee must contact his/her immediate 
supervisor concerning his/her inability to report for work prior to his/her 
normal reporting time. 
 
Employees unable to report for work due to inclement weather may: 
 
i. Use a paid-leave day (i.e., personal business, sick, or vacation); or 
ii. Take a day without pay. 

 
3. Closures (District Buildings and Offices)  

All District buildings and offices will be closed on certain holidays, according to a 
schedule which will be published by the Superintendent each year. 
 
All District buildings and offices may be closed for inclement weather when the 
Superintendent determines that weather conditions are so severe that it is not 
reasonable to remain open. 
 

4. Class Cancellations 
In the event classes are cancelled for Lapeer County Career and Technical Education 
students, CTE Paraprofessionals will not be expected to report to work (if classes are 
cancelled prior to the workday) or will be allowed to leave within fifteen (15) minutes 
following the students’ dismissal (if classes are cancelled during the workday).   
 
CTE Paraprofessionals will be required to report on make-up days for classes that 
were cancelled; however, those that are in the Non-Represented Support Staff 
employee group will not receive additional compensation.   

 
C. Employee Conduct and Corrective Discipline 

 
Employees are expected to conduct themselves in a professional manner at work or while 
engaged in District business.  See District Policies 3139/4139 (Staff Discipline) and 
Administrative Guidelines 3139/4139 (Misconduct) for additional information. 
 

D. Staff Evaluations 
 
The main purposes of staff evaluations are to 1) gauge performance, 2) provide feedback, 
and 3) establish goals.  They will be conducted in accordance with District Policies and 
Administrative Guidelines 3220/4220. 
 
Evaluations will be in written format, signed by the employee indicating that the employee 
has received a copy of the evaluation, and placed in the employees’ official personnel file.  
In accordance with law, an employee who disagrees with the contents of an evaluation may 
submit a written statement explaining the employee’s position, which will be attached to the 
file copy of the evaluation (see MCL 423.505). 
 

E. Appearance 
 
All employees will, when assigned to District duty: 
 
1. be physically clean, neat, and well-groomed; 

 
2. dress in a manner consistent with their responsibilities; 

 
3. dress in a manner that communicates to others a pride in personal appearance; 
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4. dress in a manner that does not cause damage to District property; and 
 

5. be groomed in such a way that their hairstyle or dress does not disrupt the 
educational process or cause a health or safety hazard. 

 
F. Employee Concerns or Complaints 

 
Employee concerns or complaints which cannot be resolved thru informal discussions with the 
appropriate Administrator should be submitted in writing to the Director of Administrative 
Services and Personnel. 
 

G. Staff Reductions 
 
Administrators and Non-Represented Professional Staff 
In the event the Board determines, in its sole discretion, that a reduction in Administrators or 
Non-Represented Professional Staff is warranted, the Board will identify the position(s) to be 
eliminated.  If applicable, the affected employee(s) will be provided “a notification of 
nonrenewal of contract” in accordance with the Revised School Code (see MCL 380.1229).  
Otherwise, the affected employees(s) will be provided a written notice of termination.  Said 
employee(s) have no right to transfer to another position or displace any other employee(s) 
unless a transfer or displacement is specifically approved by the Board, at its sole discretion.  
 
Non-Represented Support Staff and Ancillary Staff 
In the event the Board determines, in its sole discretion, that a reduction in Non-Represented 
Support Staff or Ancillary Staff is warranted, the Board will identify the position(s) to be 
eliminated.  The affected employees(s) will be provided written notice of termination.  Said 
employee(s) have no right to transfer to another position or displace any other employee(s) 
unless a transfer or displacement is specifically approved by the Board, at its sole discretion. 
 

H. Exit Interview 
 
Administrators and Non-Represented Professional Staff 
All Administrators and members of the Non-Represented Professional Staff separated from the 
District will be required to complete an exit interview. 
 

VII. Employees Assigned to Other Entities 
 
The wages/salaries and benefits of employees assigned to other entities may deviate from the 
wages/salaries and benefits outlined in this Employment Guide if the other entity reimbursing the 
District for employee-related costs requests a deviation and the request is approved. 
 
 

VIII. District Policies and Administrative Guidelines 
 
All District Policies and Administrative Guidelines are incorporated by reference.  It is expected that 
all employees will comply with said policies and guidelines.   
 
Hard copies of all policies and guidelines are maintained in the Superintendent’s Office and 
electronic copies may be accessed on-line at https://go.boarddocs.com/mi/lapisd/Board.nsf/Public. 
 
A list of policies and guidelines that all employees should familiarize themselves with can be found in 
the Staff Information Center on the District’s website. 
 

https://go.boarddocs.com/mi/lapisd/Board.nsf/Public
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Appendix A – Compensation 
 

I. Wage and Salary Adjustments 
 
A. The Board retains the right to adjust wages/salaries during the term of this 

Employment Guide if part of a uniform plan affecting the wages/salaries of all 
employees or as part of a cost-reduction plan.  On June 19, 2013, the Board decided 
that “future raises or reductions will apply to individual wages/salaries, but will not 
apply to wage/salary schedules.” 
  

B. Pay increases, if any, will be approved by the Board. 
 

II. Wages and Salaries 
 
Unless otherwise specified in the table below, wages/salaries will be established by the 
Board.  When making a wage/salary recommendation to the Board, Administration may 
consider the candidate’s qualifications and experience, comparable wage/salary data 
obtained from local districts and/or other ISDs, the candidate’s current wage/salary, and/or 
other relevant sources of comparable wage/salary data. 
 

 

Classification 

Hourly Rate 

Start 
After 90 Calendar Days 

+ 
Satisfactory Evaluation 

Adult Education Instructor $22.20  

Courier Driver $9.22 $10.25 
Receptionist – Education and 
Technology Center $9.57 $10.61 

Student – Work-Based Learning 
Experience Minimum Wage  

Teacher of the Homebound and 
Hospitalized 

$35.00 
($87.50 per 2.5-

hour session) 
 

Testing Coordinator $13.69 $15.21 
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III.  Substitute Rates 
 

 
Classification 

 
Rate 

Substitute Teacher 

 
$105.00/full day 
$52.50/half day 

 

Substitute Teacher (Long-
Term) 

If assignment is expected to last 60 
or more consecutive days, the daily 
rate will be equivalent to the daily 
rate for the lowest salary on the 

teacher salary schedule 
 

Substitute Special 
Education Instructional 
Aide 

$11.50/hour 

 
Substitute CTE 
Paraprofessional 
 

$11.50/hour 

Substitute Receptionist 

 
Minimum Wage or 

$10.35/hour 
(if previously employed by District) 

 

Substitute Secretary and 
After-Hours Supervisor 

 
Minimum Wage or  

$12.01/hour (if previously employed 
by District) 
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Appendix B – Benefits 

I. All Staff 
 
A. Years-of-Service 

 
“Years-of-service” is defined as the number of uninterrupted years of employment with the 
District, based on a 52-week work schedule (“full year”) of five (5) workdays per week (“full 
week”).  Employees working less than full-time will be credited with a pro-rated portion of 
“years-of-service.” 
 

B. Retirement 
 
District’s portion of retirement contribution to the Michigan Public School Employee’s 
Retirement System (MPSERS). 
 

C. 403(b) Plan 
 
The District offers a 403(b) Plan (Plan).  Participation in the Plan is universally available on a 
voluntary basis.  The vendor list includes companies mutually agreed upon by all the 
employee groups, both unionized and non-unionized, and the Board.  A minimum of five (5) 
District employees must request the same company before it will be considered for addition 
to the vendor list.  Furthermore, said companies must agree to comply with IRS Code 
mandates or the Plan as adopted by the Board prior to being considered for addition to the 
vendor list.  Vendors in current use by employees will not be eliminated from the Plan unless 
the vendor refuses to comply with IRS Code mandates or the Plan as adopted by the Board.  
The total number of companies on the vendor list shall not exceed ten (10) at one time.  
Employees may contribute to no more than two (2) companies during any given pay period.  
Employees who are interested in participating in the Plan should contact the Business Office. 
 

D. The Board retains the right to change (i.e., amend, modify, or delete) benefits during the 
term of this Employment Guide if part of a uniform plan affecting the benefits of all 
employees or as part of a cost-reduction plan. 
 

E. Use of Paid-Leave 
 
In accordance with District Policies 3420/4420, all paid-leave must be taken in half-day or 
full-day increments. 
 

II. Staff Assigned to Other Entities 
 
Benefits provided to staff assigned to other entities (other than benefits provided to all staff) may be 
determined by the other entity.  

 
III. Administrators and Non-Represented Professional Staff 

 
The actual terms, conditions, and duration of each Administrator’s and Non-Represented 
Professional Staff Member’s employment are controlled by and subject to his/her individual 
employment contract.  The terms and conditions of individual employment contracts supersede any 
provisions of the Employment Guide. 
 
A. Insurances 

 
The following insurance coverages may be offered to all full-time employees who are 
Administrators or members of the Non-Represented Professional Staff, except for the Grant 
Manager: 
 
1. Health, Dental, and Vision 
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a. An eligible employee may elect to receive $150 cash payment per month in 

lieu of health insurance. 
 

b. Open enrollment period for health insurance will be in November, with an 
effective date of January 1st. 

 
c. The District will pay for the continuation of an employee’s health insurance 

for one (1) year while the employee is on medical leave unless it is continued 
by the long-term disability insurance carrier. 

 
d. Effective: first day of month that follows first day of employment; however, if 

first day of employment falls on first day of month, will be effective on that 
day.  

 
e. Termination: last day of month of last day of employment. 

 
2. Dual Coverage 

 
Employees who are eligible for health insurance coverage may not have dual health 
insurance coverage under both the District’s health insurance plan (“District’s 
coverage”) and the health insurance plan provided by the employer of a spouse or 
other family member (“other coverage”); however, dual coverage is allowed for 
dental and vision insurance coverages.  During the open enrollment period, which 
begins November 1st, all eligible employees will be asked to sign a statement 
indicating whether or not they have dual health insurance coverage.  Employees who 
have dual health insurance coverage will have sixty (60) days to elect to continue 
the other coverage and drop the District’s coverage, or to continue the District’s 
coverage.  If the District’s coverage is elected, the employee must certify to the 
District that s/he has been dropped from the other plan. 
 

3. Life 
 
a. $75,000. 
 
b. Effective: following completion of first day of employment. 

 
c. Termination: last day of month of last day of employment. 

 
4. Short-Term Disability 

 
a. Effective (coverage): 31st workday thru the 90th calendar day of a long-term 

illness. 
 

b. Termination (eligibility): last day of employment. 
 

5. Long-Term Disability  
 
a. Effective (coverage): 91st calendar day of a long-term illness. 

 
b. Termination (eligibility): last day of month of last day of employment. 

 
6. Employee Contribution 

 
a. The maximum allowance for insurance coverages (other than short-term 

disability) to be paid by the District will not be more than that allowed under 
the Publicly Funded Health Insurance Contribution Act (“Legislative Cap”) or 
six percent (6%) of the previous year’s maximum allowance (“6% Cap”), 
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whichever is the least cost to the District.  Should the actual cost to the 
District for said insurance coverages exceed the maximum allowance, each 
employee will be financially responsible for the difference.  The difference 
will be paid in the form of an employee contribution thru payroll deductions, 
which will begin on the first pay of July and continue for a total of 26 pays. 

 
b. Maximum Allowances 

 
i. Health (Legislative Cap): Determined by PA 152 of 2011 
 
ii.    Health, Dental, Vision, Life, and Long-Term Disability (6% Cap):  
  $3,072.58 
 
iii.  Dental, Vision, Life, and Long-Term Disability (6% Cap): 
 

∗ Single:  $140.34 
∗ 2-Person:  $216.72 
∗ Family:  $328.90. 

 
B. Workers’ Compensation 

 
An employee who is on a medical leave as the result of a work-related injury or illness will 
be compensated in accordance with the Worker’s Disability Compensation Act.  For portions 
of a work-related medical leave not covered by the Act, an employee will be expected to use 
his/her personal Vacation, Personal Business, or Sick Days for compensation purposes.    
 

C. Paid-Leave  
 
The following paid-leave benefits will be provided to all full-time, year-round * employees 
who are Administrators or members of the Non-Represented Professional Staff, except for 
the Grant Manager: 
 
(*NOTE: Employees working less than full-time will receive a pro-rated 
portion of paid-leave.  Employees that do not work year-round will receive a 
pro-rated portion of personal business days and sick days only.) 
 
1. Vacation Days 

 
a. Employees hired before 8/17/11: 

 
i. 20 per fiscal year, credited on July 1st and based on 

continuous employment with the District 
ii. An employee may carry over up to five (5) days of 

vacation time to the next year, in cases of necessity, 
at the sole discretion of the Superintendent 

iii. Employees will not be paid for unused vacation days. 
 

b. Employees hired on or after 8/17/11: 
 
i. Up to 20 per fiscal year, at the Superintendent’s 

discretion, credited on July 1st and based on 
continuous employment with the District 

ii. An employee may carry over up to five (5) days of 
vacation time to the next year, in cases of necessity, 
at the sole discretion of the Superintendent 

iii. Employees will not be paid for unused vacation days. 
 

2. Personal Business Days – 3 per fiscal year, credited on July 1st. 
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a. Unused Personal Business Days will convert to Sick Days at 

the end of the fiscal year. 
 

b. Personal Business Days are to be used to conduct business 
that cannot be conducted during non-working hours and is 
not for recreational/vacation purposes or union business.   

 
c. Requests for Personal Business Days may be granted for the 

purpose of conducting religious affairs.  
 

d. Except in the case of an emergency, requests for Personal 
Business Days must be submitted at least three (3) days in 
advance and will not be granted either before or after a 
Holiday. 
 

3. Sick Days – 12 per fiscal year, credited on July 1st  
 
a. Employees may accumulate up to 90 Sick Days. 

 
b. Sick Days are to be used for an employee to recover from an 

illness or injury, or for an employee to provide necessary care 
for an ill or injured member in the employee’s immediate 
family, which includes the following: 

 
i. Spouse 

 
ii. Employee’s or Employee’s Spouse’s 

∗ Parent 
∗ Step-parent 
∗ Sibling 
∗ Step-sibling 
∗ Child 
∗ Step-child 
∗ Grandparent 
∗ Grandchild. 
 

(NOTE:  Employees who have banked Sick Days as of 7/1/11 will be allowed 
to maintain those banked Sick Days for reimbursement purposes  
of $45 per day for each unused banked Sick Day upon separation from  
employment.) 
 
4. Sick Leave Bank 

 
A Sick Leave Bank has been established by the Administrators, Non-
Represented Professional Staff, and Non-Represented Support Staff.   
For information regarding this, please contact the Director of 
Administrative Services and Personnel. 
 

5. Holidays  
 
a. Employees hired before 5/25/11: 

 
4th of July, Labor Day, Thanksgiving Day, Friday following 
Thanksgiving Day, Christmas Eve, Christmas Day, New Year’s 
Eve, New Year’s Day, 3 additional weekdays around 
Christmas/New Year’s (to be determined by the 
Superintendent), Good Friday, and Memorial Day. (NOTES: 1) 
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When the 4th of July falls on a Saturday or Sunday, the 
Monday following the 4th of July will be treated as a Holiday  
and 2) when Christmas Eve, Christmas Day, New Year’s Eve, 
or New Year’s Day fall on a Saturday or Sunday, the 
Superintendent will determine which weekdays around 
Christmas/New Year’s will be treated as Holidays.)  
 

b. Employees hired on or after 5/25/11: 
 
4th of July, Labor Day, Thanksgiving Day, Friday following 
Thanksgiving Day, Christmas Eve, Christmas Day, New Year’s 
Eve, New Year’s Day, 1 additional weekday around 
Christmas/New Year’s (to be determined by the 
Superintendent), Good Friday, and Memorial Day. (NOTES: 1) 
When the 4th of July falls on a Saturday or Sunday, the 
Monday following the 4th of July will be treated as a Holiday 
and 2) when Christmas Eve, Christmas Day, New Year’s Eve, 
or New Year’s Day fall on a Saturday or Sunday, the 
Superintendent will determine which weekdays around 
Christmas/New Year’s will be treated as Holidays.) 
 

6. Bereavement Days – 3, or up to 5 at the Superintendent’s discretion 
for extenuating circumstances, per death in the immediate family, 
which includes the following: 
 
a. Spouse. 

 
b. Employee’s or Employee’s Spouse’s 

i. Parent 
ii. Step-parent 
iii. Sibling 
iv. Step-sibling 
v. Child 
vi. Step-child 
vii. Grandparent 
viii. Grandchild. 

 
 

7. Conference Days 
 
Conference Days may be used for attendance at conferences, 
workshops, seminars, or training sessions that are related to an 
employee’s job duties and responsibilities. 
 

8. Jury Duty Days 
 
An employee who is summoned for jury duty, or subpoenaed for 
other court-related matters, during normal work hours will be paid 
his/her normal gross pay that would have been earned during the 
same period.  Any fees paid to the employee by the court must be 
paid to the District, less mileage and meal expenses. 

 
All requests for paid-leave must be made via the submission of a leave 
request in the Employee Access Center (EAC).  When an employee submits a 
leave request, he/she is certifying that the leave is for a valid reason.  Misuse 
of any paid-leave may result in discipline. 
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Administration, in its sole discretion, reserves the right to grant or deny 
requests for paid-leave. 
 

D. Unpaid Leave 
 
Administration, in its sole discretion, reserves the right to grant or deny requests for unpaid 
leave.    
 

E. Miscellaneous 
 
All benefits will be prorated on a fiscal year basis upon date of employment or separation.  

 
IV. Non-Represented Support Staff 

 
A. Insurances 

 
The following insurance coverages may be offered to all full-time employees who are 
members of the Non-Represented Support Staff: 

 
1. Health, Dental, and Vision 

 
a. An eligible employee may elect to receive $150 cash payment per month in 

lieu of health insurance. 
 

b. Open enrollment period for health insurance will be in November, with an 
effective date of January 1st.  

 
c. The District will pay for the continuation of an employee’s health insurance 

for one (1) year while the employee is on medical leave unless it is continued 
by the long-term disability insurance carrier. 
 

d. Effective: first day of month that follows first day of employment; however, if 
first day of employment falls on first day of month, will be effective on that 
day.  
 

e. Termination: last day of month of last day of employment. 
 

2. Dual Coverage 
 
Employees who are eligible for health insurance coverage may not have dual health 
insurance coverage under both the District’s health insurance plan (“District’s 
coverage”) and the health insurance plan provided by the employer of a spouse or 
other family member (“other coverage”); however, dual coverage is allowed for 
dental and vision insurance coverages.  During the open enrollment period, which 
begins November 1st, all eligible employees will be asked to sign a statement 
indicating whether or not they have dual health insurance coverage.  Employees who 
have dual health insurance coverage will have sixty (60) days to elect to continue 
the other coverage and drop the District’s coverage, or to continue the District’s 
coverage.  If the District’s coverage is elected, the employee must certify to the 
District that s/he has been dropped from the other plan. 
 

3. Life 
 
a. $50,000. 

 
b. Effective: following completion of first day of employment. 
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c. Termination: last day of month of last day of employment. 
 

4. Short-Term Disability 
 
a. Effective (coverage): 31st workday thru the 90th calendar day of a long-term 

illness. 
 

b. Termination (eligibility): last day of employment. 
 

5. Long-Term Disability  
 
a. Effective (coverage): 91st calendar day of a long-term illness. 

 
b. Termination (eligibility): last day of month of last day of employment. 

 
6. Employee Contribution 

 
a. The maximum allowance for insurance coverages (other than short-term 

disability) to be paid by the District will not be more than that allowed under 
the Publicly Funded Health Insurance Contribution Act (“Legislative Cap”) or 
six percent (6%) of the previous year’s maximum allowance (“6% Cap”), 
whichever is the least cost to the District.  Should the actual cost to the 
District for said insurance coverages exceed the maximum allowance, each 
employee will be financially responsible for the difference.  The difference 
will be paid in the form of an employee contribution thru payroll deductions, 
which will begin on the first pay of July and continue for a total of 26 pays. 
 

b. Maximum Allowances 
 
i. Health (Legislative Cap): Determined by PA 152 of 2011 
 
ii.    Health, Dental, Vision, Life, and Long-Term Disability (6% Cap):  
  $3,072.58 
 
iii.  Dental, Vision, Life, and Long-Term Disability (6% Cap): 

 
∗ Single:  $140.34 
∗ 2-Person:   $216.72 
∗ Family:  $328.90.  

 
B. Workers’ Compensation 

 
An employee who is on a medical leave as the result of a work-related injury or illness will 
be compensated in accordance with the Worker’s Disability Compensation Act.  For portions 
of a work-related medical leave not covered by the Act, an employee will be expected to use 
his/her personal Vacation, Personal Business, or Sick Days for compensation purposes.   

 
C. Paid-Leave 

 
The following paid-leave benefits will be provided to all full-time, year-round * employees 
who are members of the Non-Represented Support Staff: 
 
(*NOTE: Employees working less than full-time will receive a pro-rated 
portion of paid-leave.  Employees that do not work year-round will receive a 
pro-rated portion of personal business days and sick days only.) 
 
1. Vacation Days  
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a. General 
 
i. Vacation Days will be credited on July 1st  based upon 

continuous employment with the District, as well as 
the maximum years-of-service that will be attained 
within the upcoming fiscal year 

 
ii. An employee may carry over up to five (5) days of 

vacation time to the next year, in cases of necessity, 
at the sole discretion of the Superintendent 

 
iii. Employees will not be paid for unused vacation days. 

 
b. Allotments  

 
Years-of-Service Allotment 

0 to 4 Years 2 Weeks 
5 to 9 Years 3 Weeks 
Over 10 Years 4 Weeks 

 
 

2. Personal Business Days - 3 per fiscal year, credited on July 1st.  
 

a. Unused Personal Business Days will convert to Sick Days at 
the end of the fiscal year. 
 

b. Personal Business Days are to be used to conduct business 
that cannot be conducted during non-working hours and is 
not for recreational/vacation purposes or union business. 
 

c. Requests for Personal Business Days may be granted for the 
purpose of conducting religious affairs. 
 

d. Except in the case of an emergency, requests for Personal 
Business Days must be submitted at least three (3) days in 
advance and will not be granted either before or after a 
Holiday. 
 

3. Sick Days - 12 per fiscal year, credited on July 1st.  
 
a. Employees may accumulate up to 90 Sick Days 

 
b. Sick Days are to be used for an employee to recover from an 

illness or injury, or for an employee to provide necessary care 
for an ill or injured member in the employee’s immediate 
family, which includes the following: 
 
i. Spouse 

 
ii. Employee’s or Employee’s Spouse’s 

* Parent 
* Step-parent 
* Sibling 
* Step-sibling 
* Child 
* Step-child 
* Grandparent 
* Grandchild. 
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              (NOTE:  Employees who have banked Sick Days as of 7/1/11 will be allowed to maintain  
             those banked Sick Days for reimbursement purposes of $45 per day for each unused  
             banked Sick Day upon separation from employment.) 
 

4. Sick Leave Bank 
 
A Sick Leave Bank has been established by the Administrators, Non-Represented 
Professional Staff, and Non-Represented Support Staff.   For information regarding 
this, please contact the Director of Administrative Services and Personnel. 
 

5. Holidays  
 
a. Employees hired before 5/25/11: 

 
4th of July, Labor Day, Thanksgiving Day, Friday following Thanksgiving Day, 
Christmas Eve, Christmas Day, New Year’s Eve, New Year’s Day, 3 additional 
weekdays around Christmas/New Year’s (to be determined by the 
Superintendent), Good Friday, and Memorial Day. (NOTES: 1) When the 4th of 
July falls on a Saturday or Sunday, the Monday following the 4th of July will 
be treated as a Holiday and 2) when Christmas Eve, Christmas Day, New 
Year’s Eve, or New Year’s Day fall on a Saturday or Sunday, the 
Superintendent will determine which weekdays around Christmas/New Year’s 
will be treated as Holidays.) 
 

b. Employees hired on or after 5/25/11: 
 
4th of July, Labor Day, Thanksgiving Day, Friday following Thanksgiving Day, 
Christmas Eve, Christmas Day, New Year’s Eve, New Year’s Day,  1 additional 
weekday around Christmas/New Year’s (to be determined by the 
Superintendent), Good Friday, and Memorial Day. (NOTES: 1) When the 4th of 
July falls on a Saturday or Sunday, the Monday following the 4th of July will 
be treated as a Holiday and 2) when Christmas Eve, Christmas Day, New 
Year’s Eve, or New Year’s Day fall on a Saturday or Sunday, the 
Superintendent will determine which weekdays around Christmas/New Year’s 
will be treated as Holidays.) 
 

6. Bereavement Days – 3, or up to 5 at the Superintendent’s discretion for extenuating 
circumstances, per death in the immediate family, which includes the following: 
 
a. Spouse. 

 
b. Employee’s or Employee’s Spouse’s 

 
i. Parent 
ii. Step-parent 
iii. Sibling 
iv. Step-sibling 
v. Child 
vi. Step-child 
vii. Grandparent 
viii. Grandchild. 

 
7. Conference Days 

 
Conference Days may be used for attendance at conferences, workshops, seminars, 
or training sessions that are related to an employee’s job duties and responsibilities. 
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8. Jury Duty Days 
 
An employee who is summoned for jury duty, or subpoenaed for other court-related 
matters, during normal work hours will be paid his/her normal gross pay that would 
have been earned during the same period.  Any fees paid to the employee by the 
court must be paid to the District, less mileage and meal expenses. 
 

All requests for paid-leave must be made via the submission of a leave 
request in the Employee Access Center (EAC).  When an employee submits a 
leave request, he/she is certifying that the leave is for a valid reason.  Misuse 
of any paid-leave may result in discipline. 
 
Administration, in its sole discretion, reserves the right to grant or deny requests for paid-
leave. 
 

D. Unpaid Leave 
 
Administration, in its sole discretion, reserves the right to grant or deny requests for unpaid 
leave. 
 

E. Longevity Pay 
 
1. Longevity Pay will be paid with the 2nd pay in July to eligible employees currently on 

the active payroll.  Eligible employees who return from a leave or who are separated 
from a full-time position with no break in service will receive a prorated portion 
based on the number of actual workdays during the fiscal year. 

 
2. Amounts 

 
a. Employees hired on or after 7/1/18 will not receive Longevity Pay. 

 
b. Administrative Assistants, Secretaries, and Clerks (Hired on or before 6/30/18) 

 
 
 
 
 
 
 
 
 
 

F. Extra Compensation 
 

   Shoe Allowance: $100 per fiscal year for Facility Maintenance Technicians. 
 

G. Miscellaneous 
 
All benefits will be prorated on a fiscal year basis upon date of employment or separation. 
 

V. Ancillary Staff 
 
A. Paid Time Off (PTO) Days 

 
1. PTO Days, which may be used on days when an employee is normally scheduled to 

work for illness/injury, personal business, holiday, vacation, bereavement, or jury 
duty purposes, will be provided to certain employees who are members of the 
Ancillary Staff as follows: 

Years-of-Service Amount 
0 to 4 Years None 
5 to 7 Years $350 
8 to 11 Years $400 
12 to 15 Years $550 
16 to 19 Years $650 
Over 20 Years $800 
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Classification Number of Days 

After-Hours Supervisor 7 
Receptionists 8 
Preschool Program Supervisor 
Animal Center Manager 
 All Part-Time Positions (unless 
otherwise specified) 

9 

 
   2.  PTO Days will be credited on July 1st. 
 
   3. Employees may accumulate up to 20 PTO Days. 
 

4.  Requests for Paid-Leave 
 
a. All requests for PTO Days must be made via the Employee 

Access Center (EAC).  When an employee submits a leave 
request, he/she is certifying that the leave request is for a 
valid reason.  Misuse of PTO Days may result in discipline. 
  

b. Administration, in its sole discretion, reserves the right to 
grant or deny requests for PTO Days. 

 
(NOTE:  Employees who have banked PTO Days as of 7/1/11 will be allowed to maintain 
those banked PTO Days for reimbursement purposes of $45 per day for each unused banked 
PTO Day upon separation from employment). 
 

B. Workers’ Compensation 
 
An employee who is on a medical leave as the result of a work-related injury or illness will 
be compensated in accordance with the Worker’s Disability Compensation Act.  For portions 
of a work-related medical leave not covered by the Act, an employee will be expected to use 
his/her personal Paid-Leave Days for compensation purposes. 
 

C. Unpaid Leave 
 
Administration, in its sole discretion, reserves the right to grant or deny requests for unpaid 
leave. 
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