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Welcome

GODFREY-LEE

LEGENDS




Board of Education & Central Administration

Board of Education

NAME POSITION TERM END DATE
Tammy Schafer President
Alyssa Zamarripa Vice President

Josephine Coleman Secretary

Joel Kibbe Treasurer
Joel Van Dyke Trustee
Ryan Kelsey Trustee
Cheryl Slaughter Trustee

Central Administration

Dr. Arnetta Thompson
Marcus Bradstreet
Andrew Smith
Jaime Bellant

..................................................................................... Superintendent
..................................................................... Chief Administrative Officer
...................................................................... Director of Teaching & Learning
............................................................................. Special Education Supervisor
Andrea Donovan..............c.ooiiiiiiiiii Supervisor of Multilingual Education

Administrative Services Office

Godfrey-Lee Public Schools
1414 Burton Street SW
Wyoming, Michigan 49509
Phone: 616.241.4722
Fax: 616.383.8021



Education Meetings

Regular Meetings
Meetings are held monthly at the Lee Middle & High School at 1335 Lee Street SW within our
district media center. A schedule of meetings is available on our website:
https://www.godfrey-lee.org/our-district/board-of-education/.
We encourage our parents, staff, and community partners to join and participate at our Board
meetings.

Board meeting agendas and minutes are available on the district website under Board of
Education or at the link provided above. Public Notice of meetings are posted at the
Administration Building at least 18 hours before a Board meeting.

How to Participate
If you wish to address the Board during its public meeting, you may do so during the Public
Comment section of the agenda. Please sign in prior to the meeting. Each individual will
have up to three minutes to address the board.

How to Write the Board
Letters from community residents and staff members may be addressed to the Board of
Education and mailed to the Administrative Office at: Godfrey-Lee Public Schools, 1324
Burton Street SW, Wyoming, Michigan 49509. Letters may be addressed individually or
collectively, and they will be distributed to Board members.


https://www.godfrey-lee.org/our-district/board-of-education/

Mission Statement & Core Values

GODFREY-LEE

LEGENDS

together to construct personalized learning and supports

~ GODFREY-LEE PUBLIC SCHOOLS STRATEGIC PLAN

MISSION:

Qe

BE YOU. BE BRILLIANT.

Godfrey-Lee believes in the unique identities of the staff, students, and

families of our school community. We strive to sulpport all in gaining the
confidence to contribute their unique skills and tale

nts to our community.
Through nurturing kindness and belongingH we work

that extend
beyond our walls and into the world around us.

We redefine success and provide diverse opportunities for

expression and passion pursuit that engages all and encourages an

enduring love of learning.

o o o
Relationships: T

Establishing strong and healthy relationships which
value and affirm the individual stories and perspectives

— == Equity:

of students, staff, and families serves as the foundation Achieving educational equity through the
for a safe and nurturing culture of learning in which all personalization of learning and honoring
people belong. the uniqueness of each learner's culture,

background, and experience.

OAGASGAGAS,
m Community: Academic Excellence:

Providing opportunities and partnerships for Striving for excellence through a
relevant, real-world experiences, higher strong curriculum, relevant learning
levels of family engagement, and service experiences, and high expectations.

opportunities within the community.

we== DISTRICT STRATEGIC GOALS:

- Godfrey-Lee Public Schools prioritizes family engagement and diversity for an
inclusive environment. We aim to have a 30% increase in family participation in
school activities using attendance data from conferences, education events, and
volunteer opportunities.

« GLPS will use a robust MTSS framework for personalized learning, aiming for
60% state proficiency in ELA & Math and 80% low-risk students for social-
emotional wellbeing, measured by SAEBRS and MySAEBRS.

» GLPS prioritizes safety and inclusivity through comprehensive measures, aiming to
reduce major behavior incidents by 10% and achieve a 3.0 on School Climate
Survey Scores for all student and staff groups

+ By the end of the 2025-2026 academic year, GLPS aims to establish data-driven
decision-making at all levels, leading to a 40% improvement in student
proficiency on State assessments, measured partly by MTSS Tiered Fidelity
Inventories.




Terms of Employment

Terms and conditions of employment are contained in an employee’s individual contract,
applicable collective bargaining agreement (CBA) or conditions of employment. Unless provided
otherwise in the contract, CBA or conditions of employment, Godfrey-Lee Public Schools has an
“at-will” relationship with its employees. An employee is free to terminate his or her
employment with Godfrey-Lee Public Schools with or without cause and with or without notice.
Likewise, Godfrey-Lee Public Schools retains a similar right to terminate the employment of any

employee with or without cause and with or without notice.



School District Sites and Phone Directory

Early Childhood Center
961 Joosten Street SW
Wyoming, MI 49509

(616) 452-8703

Kathleen Pool, Principal

Godfrey Elementary
1920 Godfrey Street SW
Wyoming, MI 49509
(616) 243-0533

Joseph Alcaraz, Principal

Lee Middle and High School
1335 Lee Street SW

Wyoming, MI 49509

(616) 452-3296

Andrew Steketee, LHS Principal
Adrianne Rose, LMS Principal

East Lee Campus

982 Lee Street SW

Wyoming, MI 49509

(616) 241-2661

Andrew Steketee, Principal
Julia Bierema, Site Supervisor

Building Hours
Building Start Dismissal % Day Dismissal
Early Childhood Center 8:10 AM 3:10 PM 12:10 PM
Godfrey Elementary 8:00 AM 3:00 PM 12:00 PM
Lee Middle & High School 7:50 AM 2:50 PM 11:50 AM
East Lee Campus 9:00 AM 2:50 PM 11:50 AM




Building Maps

Early Childhood Center

Early Childhood Center, 961 Joosten SW, Wyoming 49509
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Godfrey Elementary

Godfrey Elementary, 1920 Godfrey St. SW, Wyoming 49509
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Lee Middle & High School

Lee High/Middle School, 1335 Lee St. SW, Wyoming 49509
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6th Grade Campus

@ Sixth Grade Campus
TERE

Sixth Grade Campus, 1335 Lee 5t. SW, Wyoming 49509
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East Lee Campus

East Lee Campus, 982 Lee 5t. SW, Wyoming 49509
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School Calendar

AUGUSTIAGDSTO SEFTEMEBER | SEFTIEMERE
GODFREY-LEE PUBLIC SCHOOLS S|M|T|W|T|F|S S|M|T | WIT|F)|S
Aug 18 ......... *First Day of School / *1er dia de Clases il 3 - EFEI M
Aug 22 Mo Schooll No clases g
Aug 29 Mo Schoolf No clases 3|a|s5]|6]|7]B]S 7|8 |e|m|#n|1z|a
JEn i Ho School! Bo,clecs w1 |z ]|15]. 14|15 |16 | 17| 18 | 1= | =
Sep23&25... EastLee Conf —C ias de
Escuela East Lee wlw|w| || |z]|= 21 | 22 |33 24 | 35 a6 27
Sep 26 ......... Mo Schooll No clases
Ot .o Count Day — Dia de Contar i b et Rl Bl )| 2] 20
Oct7T&9 ... Secondary C ices! C i 3
Padres/Masstros de Secundaria
Oct14 & 16... Elementary Conferences/ Conferencias
Padres/Maestros de Primaria OCTOBERIOCTUBRE NOVEMBER | EMBRE
Oct 17 s Early Release [ Salida Temprana S|M|T|W|T|F|S S M|{T|(W|T|F|S
End of Marking Period -
Fin de periodo de calificacion A 1
Oct3........... E.a!hf Release [ Salida TEITIDIEI'IS. 5 3 7 8 o 10 | # 2 3 4 5 I3 T 8
MNov 24-28 ... No School / No Clases - Thanksgiving Break/
Vacaciones de Accion de Gracias 2 13| 14|15 |B8]17| 18 g (11|12 13|u]|1s
Dec18&19... Eary Release/ Sa!ida'Tempmna 1o o2 |22 |23 2¢e]2s 6 (17|18 |1a| 2|2 |22
Secondary Exams-Examenes Secundanas -
End of Marking Period - 2 |27 |28 |20 |30 | & 23 |24 |25 | 25 26 | 2
Fin de periodo de calificacion
Dec 22 - 31 ..... Winter Break / Descanso de Inviemo
Jan 1-2 ..........  Winter Break / Descanso de Inviemo MECEMBER [ -ILIEYBRE ARNRRRY, 2 NERD
Jan 19 ... No School / No Clases - MLK Day S| || e | EE] E S S MT W TE S
Feb 11 Count Day - Dia de Contar I T I P S v |
Feb 13 No Schoolf No Clases — Mid-Winter Break
[ - + T [ — Mo School / No Clases — Mid-Winter Break T|B |9 23 L - T B O
Feb 24 & 26 ... EastLee Conferences — Conferencias de
wlws|w| 17|13 1z u|s|.]|w
Escuela East Lee
Mar3 &5 . Secondary Conferences/ Conferencias nlz|lz|a|lxs]|x]| T 18 |18 |20 | 21| 22 | 23 | 24
Padres/Maesiros de Secundaria
Mar 10 & 12 Elementary Conferences / Conferencias = [ il b el el s
Padres/Maestros de la Primaria
Mar 13 ... Early Release [ Salida Temprana FEBRUARY | FEBRERO MARCH | MARZO
End of Marking Period -
Fin de periodo de calificacion o W i TR ) ! Rl P Y [
B2 crsin o Early Release / Salida Temprana 1 2|l3]|la]ls]s]~ 1| z 3 ¢ S 6| 7
Apr3-10 ... Spring Break / Descanso de Primavera
May25 ... No School { No Clases — Memorial Day 8 | o | [FaE] 12 A3 12 a o fm| ]| n
May 28 ... Early Release / Salida Temprana 156 |7 |w|w]|m|=n s (16| |alw|ao|n
Secondary Exams-Examenes Secundarias
May29 ... Early Release / Salida Temprana 2| 2 2 e 7 | 2 | 2] Ml 96 | )|
Secondary Exams-Examenes Secundarias w5 | 3] @
Last Day of Schooll Ultimo dia de Clases
School! | Start! Dismissal | Early Releasel | School Attendance APRIL J ABRIL MAYMAYO
Escuela | Inicio 1 Salida Salida Number {
e s e s|m|[T|w|T|F|s s(Mm|T|w|T|F|s
Asistencia Escolar
1]2]3] 4 1|2
ECC 8:10 AM | 3:10 PM 12:10 PM Z‘}I:—:gf?ﬂ:& % = 2 SRR |, % i & z “ & 3
Godirey | 8:00 AM | 300 PM e SRS 2|15 || 7| wnfz{E|a|1s]6
B 232 1o | |21 |22 |23 |24 28 w1 |ao|2n|2=2]|2=
Lee 750 AM | 2:50 FM 11:50 AM 618-452-3286 % |27 |z |2 | 24 |25 | 25 | =7 |28 | 20 | a0
MS/HS MS5. 3136 7 HS. 3321
E:t ZOLAME | ZEM | il Eﬁ?ﬁm" No School / No Clases GonferencesiConferencias PadresiMassiros
‘Count Day! Dia De Cuenta! Early Rielease Day ! Dia de Salida Temprana
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Staff Information
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Notice of Nondiscrimination

The Board of Education is committed to maintaining a learning/working environment in which all
individuals are treated with dignity and respect, free from discrimination and harassment. There
will be no tolerance for discrimination or harassment on the basis of race, color, national origin,
religion, gender, sexual orientation, marital status, genetic information, disability or age. The
District prohibits harassment and other forms of discrimination whether occurring at school, on
District property, in a District vehicle, or at any District related activity or event. The
Superintendent will designate compliance officers and develop implementation regulations for the
reporting, investigation and resolution of complaints or discrimination or harassment.

All inquiries concerning the District's implementation of its non-discrimination policy may be
referred to the appropriate compliance officer as listed below:

Title IX Coordinators:

Marcus Bradstreet

Chief Administrative Officer
1414 Burton St. SW
Wyoming, MI 49509
616-241-4722 x5330
mbradstreet@godfrey-lee.org

See Policy 4122: NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY
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Harassment Incident Form

>

Harassment Incident Report

O Physical Conduct — assault,
O Other:

0 Written Conduct — notes, letters, etc.
O Visual Conduct — body language, gestures, intimidation, etc.

battery, etc.

Building Name:
Godfrey-Lee ~ubl Today’s Date:
DATE OF INCIDENT TIME PLACE
J / U School hours 1 On campus [ Off campus — school event
iy ad YWYy U Non-school hours | [ On schoolbus [ Directly to & from school
INCIDENT TYPE

Civil Rights Basis

Nature of the allegation (check all that apply)
{check all that apply) 3 Race
U Sex
0 Verbal Conduct — slurs, threats, etc. O Ethnicity

O National Origin
1 Religion or Creed
O Ancestry

O Cther:

Date reported to police

Please attach written statements of reporter, victim, accused person {if applicable)
and any known witnesses.
! /
mm dd VYV
SUSPECT(S)
Suspect No. 1 Suspect No. 2 Suspect No. 3

U Student at this school [ Student at this schoal 1 Student at this school
U Employee of this school [ Employee of this school U Employee of this school
4 Other: O Other: O Other:
Name: Name: Name:

Victim Witness(es) Resolution
Name: Name: Please check one:
Gender: Name: U Informal
—— " _ J Formal

ity e U Complaint dropped

O Student at this school Name: s
O Employee of this school
4 Other:
Signature of person filling out form print name phone no.
Signature of administrator print name phone no.

All farms can be submitted to the HR Department in the Administration Building -1324 Burton 5t 5T, Woming MI 49309
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Sexual Harassment

Godfrey Lee Public Schools is committed to providing equal opportunity for all staff and Board of
Education members and creating an environment which is without sexual harassment, as defined
by law. Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors or
other verbal or physical conduct or communication of a sexual nature. In the employment and
educational context, such actions are prohibited when:

1. Submission to such conduct is made an expressed or implied condition of obtaining
employment or educational benefit.

2. Submission to or rejection of such conduct is used as a basis for decisions affecting
the employment or educational benefit of the individual who submits or rejects; or

3. Such conduct has the purpose or effect of unreasonably interfering with an
individual's employment or education or creating an intimidating, hostile, or
offensive working or learning environment. Examples of such conduct might
include: off-color language, jokes, cartoons, or nicknames, propositions, repeated
unwanted social invitations, gestures, touching, sexually oriented posters, suggestive
or insulting sounds.

Behavior by any individual that results in the sexual harassment of a staff member or a Board of
Education member will not be tolerated. Such conduct may result in disciplinary actions including
verbal or written warnings, suspension without pay, or more severe discipline including immediate
discharge or removal from office. Students who engage in sexual harassment of staff or Board of
Education members are subject to discipline, including suspension or expulsion per the Student
Code of Conduct.

Each individual has a special responsibility to assure the success of the District's commitment and
to take positive steps to comply with equal employment policies. Any individual who engages in
sexual harassment or who fails to comply with the equal employment policies of the District is
acting without authority and outside the scope of his or her responsibilities.

If an individual has reason to believe that he or she has been subjected to discrimination in the
form of sexual harassment, or that such exists, it shall be reported immediately to the Chief
Administrative Officer @ 1414 Burton Street SW, Wyoming MI 49509. As an alternative, an
individual may report such discrimination to the Superintendent.
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Payroll
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Pay Periods

District employees will be paid bi-weekly on Fridays and according to the District payroll
schedule. Your pay will be for a two-week period ending the prior Friday. Payroll questions may
be directed to the Payroll Department. Holiday schedules may result in a variation of pay dates.

Direct Deposit

Direct deposits will be made to any bank or credit union. If an employee does not have a bank
account, a printed paycheck will be provided by the District.

A copy of the paycheck stub will be made available electronically via Munis Self Service at
https://godfreyleepsd.munisselfservice.com/default.aspx. Employees will also be able to access

by email as they are released bi-weekly by inputting your last 4 numbers of your social security
number.

Pay Adjustments

Employees covered by a collective bargaining agreement

The pay rates and salary schedules for employees covered by a collective bargaining agreement
(CBA) are contained within the applicable CBA.

Employees not covered by a collective bargaining agreement

The District evaluates salaries and pay ranges each year. Increases, however, are not guaranteed.
Any changes must be approved by the Board of Education.

Garnishments

Under Michigan law, an employee’s wages may not be garnished unless the creditor has obtained
a legal judgment from a court. Federal law limits the amount that creditors can obtain through the
garnishment of wages. Godfrey-Lee Public Schools may not discipline or discharge employees
because their wages have been garnished.

The District must comply with all writs of garnishment it receives. An employee will be notified
at the time garnishments are made. Information about the garnishment will be held in confidence.
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Tax Sheltered Accounts

Godfrey-Lee Public Schools offers all employees the opportunity to participate in a Tax
Sheltered Annuity (TSA) program, whereby your pay can be reduced by a deduction amount you
elect, and this amount will be free from federal and state income taxes until it is withdrawn by
you at a future date.

There are annual calendar year limitations for the maximum amount of TSA you may elect
before you incur taxable income and possibly penalties. Please discuss any limitations to which
you may be subject with the TSA carrier representative.

The technicalities of the TSA program and the performance of the 5 carriers we offer depends
largely on your personal financial circumstances and your view of the companies. For a list of
our carriers, please see the list below:

Legend Group

Rep: Robert Bernhardt

Email: RBernhardt@M3Advisor.com
Ph: (248) 543-3400

MEA Financial
Rep: Paul Cummings

Email: PCummings@mea.org
Ph: (616) 897-3053

Plan Member

Rep: Gary Immink

Email: gimmink@williams-co.com
Ph: (616) 257-7221

Valic

Rep: Corey Baker

Email: Corey.Baker@valic.com
Ph: 800-892-5558 Ext. 89075

GLP & Associates

Rep: Scott Byrne

Email: sbyrne@glpwins.com
Ph: (616) 272-3524

24


mailto:RBernhardt@M3Advisor.com
mailto:PCummings@mea.org
mailto:tim@williams-co.com
mailto:Corey.Baker@valic.com
mailto:sbyrne@glpwins.com

Workplace Environment

4
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Confidentiality

In the course of your employment, you may have access to private information about our
students, parents, community members and other employees. This information must be kept
confidential. If you are uncertain about whether information is confidential, check with your
supervisor before discussing it with anyone. For further information regarding this topic, please
reference board policy 8350.

Relations with Students, Parents, Community Members & Other
Employees

Our students are our primary customers. Parents and community members are also our
customers; fellow employees are considered our internal customers. When dealing with a
customer, always be courteous, polite and patient. Occasionally, a situation may arise that is
unique. In such cases, inform the customer that you will contact your supervisor and get back to
him or her promptly.

Drug-Free Workplace

In accordance with Federal and State law, the Board hereby establishes a "Drug-Free School
Zone" that extends 1000 feet from the boundary of any school property. The Board prohibits the
use, possession, sale, concealment, delivery, or distribution of any drug or any drug-related
paraphernalia at any time on District property, within the Drug-Free School Zone, or at any
District-related event. Furthermore, the Superintendent shall take the necessary steps to ensure
that an individual eighteen (18) years of age or older who knowingly delivers or distributes
controlled substances so designated and prohibited by Michigan statute within the Drug-Free
School Zone to another person is prosecuted to the fullest extent of the law.

A staff member convicted of a drug violation in the workplace will be subject to disciplinary
action in accordance with state and federal statutes, applicable labor contracts and the District's
policies and procedures, and/or be required to satisfactorily participate in a substance abuse
assistance or rehabilitation program. Disciplinary action may result in penalties up to, and
including, discharge.

For more guidance and information related to this topic, please reference board policy
3122.01/4122.01.

Tobacco-Free Workplace

The Board of Education recognizes that the use of tobacco presents a health hazard which can
have serious consequences both for the user and the nonuser and is, therefore, of concern to the
Board.
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In order to protect students and employees who choose not to use tobacco from an environment
noxious to them and potentially damaging to their health, the Board prohibits the use of tobacco
on District premises, in District vehicles, and in all school buildings owned and/or operated by the
District.

The Board prohibits the use of tobacco products by professional staff members in District
buildings, on District property (owned or leased), on District buses, and at any District-related
event.

For more guidance and information related to this topic, please reference board policy
3215/4215/7434.

Weapons-Free Workplace

The Board of Education prohibits professional staff members from possessing, storing, making, or
using a weapon in any setting that is under the control and supervision of the District for the
purpose of school activities approved and authorized by the District including, but not limited to,
property leased, owned, or contracted for by the District, a school-sponsored event, including
athletic events, or in a District vehicle without the permission of the Superintendent.

The term "weapon" means any object which, in the manner in which it is used, is intended to be
used, or is represented, is capable of inflicting serious bodily harm or property damage, as well as
endangering the health and safety of persons. Weapons include, but are not limited to, firearms,
guns of any type, including spring, air and gas-powered guns (whether loaded or unloaded) that
will expel a BB, pellet, or paint balls, knives, razors, clubs, electric weapons, metallic knuckles,
martial arts weapon, ammunition, and explosives or any other weapons described

in 18 U.S.C. 921.

The Superintendent shall refer a staff member who violates this policy to law enforcement
officials. The staff member will also be subject to disciplinary action, up to and including
termination, as permitted by applicable Board policy and the terms of existing collective
bargaining agreements.

For more guidance and information related to this topic, please reference board policy
1217/3217/4217.

Anti-Bullying

It is the policy of the Board of Education to maintain an education and work environment that is
free from all forms of unlawful harassment, including sexual harassment. This commitment
applies to all School District operations, programs, and activities. All students, administrators,
teachers, staff, and all other school personnel share responsibility for avoiding, discouraging, and
reporting any form of unlawful harassment. This policy applies to unlawful conduct occurring on
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school property, or at another location if such conduct occurs during an activity sponsored by the
Board.

The Board will vigorously enforce its prohibition against discriminatory harassment based on
race, color, national origin, sex (including sexual orientation and transgender identity), disability,
age (except as authorized by law), religion, height, weight, martial or family status, military status
ancestry, or genetic information (collectively, "Protected Classes") that are protected by Federal
civil rights laws (hereinafter referred to as unlawful harassment), and encourages those within the
School District community as well as third parties, who feel aggrieved to seek assistance to rectify
such problems. The Board will investigate all allegations of harassment and in those cases where
unlawful harassment is substantiated, the Board will take immediate steps to end the harassment,
prevent its recurrence, and remedy its effects. Individuals who are found to have engaged in
unlawful harassment will be subject to appropriate disciplinary action.

For more guidance and information related to this topic, please reference board policy 1662/3362/4362.
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Employment Records

4

29



Personnel Files

State law governs the maintenance and disclosure of employee personnel files. The
Bullard-Plawecki Employee Right to Know Act, 1978 PA 397, defines what constitutes a
personnel record, limits its use, provides for employee review, and restricts its disclosure to
third parties.

You have a right to examine your personnel file or to obtain a copy of your file upon a written
request to the Assistant Superintendent for Human Resources and Labor Relations. If you wish
to examine your file, you may do so during normal office hours by calling and pre-arranging a
time. All procedures, including payment for copies, are in accordance with the
Bullard-Plawecki Right to Know Act.

Social Security Number Confidentiality

It is the policy of Godfrey Lee Public Schools to comply with the Social Security Number
Privacy Act which restricts certain uses of social security numbers and is designed to combat
identity theft.

Administration is authorized to establish regulations to implement this policy. It is the purpose
of this policy to ensure that:

1. The confidentiality of social security numbers is maintained to the extent practicable;
2. The unlawful disclosure of social security numbers is prohibited;

3. Access to information or documents containing social security numbers is limited; and
4. Documents containing social security numbers are disposed of properly.

Persons who violate this policy, or the rules that implement it, may be subject to disciplinary
action up to and including suspension or expulsion for students and termination for employees.
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Employee Safety & Health
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Work Related Accidents & Injuries

EMPLOYEE’S REPORT OF INJURY

PERSONAL INFORMATION

MNAME CLAIM #

ADDRESS HIOME PHOME CELL PHONE
Gender: [ Jue [ Femas

DWTE OF BIRTH SOCIAL SECURITY MUMBER

CCOUPATION EMPLOYER DEPARTHMENT
EMPLOYER ADDRESS

NUMBER OF DAYS PER WEEK MUMBER OF HOURS PER DAY MOAMAL DAYS OFF
LEMGTH OF EMPLOYMENT 'WIMCES (HOURLY RATE OF PAY)

INJURY INFORMATION

DATE OF IMJURY TIME DWTE INJURY REPORTED
Arcdent reported to: By {name):

‘Who witnessed accdent (name & address for ezch person listed)?

Drescribe fully how imjury happened (continue on back f necessary):

‘What part(s) of your body was ijured?

Dhd you stop work as a result of your accident? Drss |:|NC| When:

‘Was your pay continued during any part of your disability? [Cves |:| MO

li 50, for what period? Last day fior which you were paid?

I mot working, date you expact to return to work? If you did retumn to wiork, list data?

From whom did you receive first medical treatment {list data)?

Are you still under medical treatment? How often do you receive treatment?

NAME OF DOCTCR ADDRESS FHOME

SIGNATURE

SIGMATURE DATE CLAIM #

SET SEG/CCMSI | (800) 292-5421 | www.setseg.org

In the event an employee is injured in a work-related accident or receives a
work-related injury, the employee must follow the procedures outlined below:
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1. Immediately report the injury/accident to the supervisor. If the
supervisor is not available the injury/accident should be reported to
another supervisor or to the benefits coordinator in the Human

Resources Department.

2.  An Employee Accident Report form is to be completed in its entirety
and requires the employee’s signature in his/her own handwriting.
Following completion, the form is to be submitted to the employee’s
supervisor within five (5) working days following the injury/accident.

3. If medical treatment is needed, authorization for treatment must be
obtained from the  Human Resources Department. You must then
report to the authorized district medical clinic:

Spectrum Health Occupational Clinics

6105 Wilson Ave SW — Grandville
9350 Broadmoor Ave SE — Grand
Rapids

This initial treatment and follow-up exams must be obtained at the authorized district
medical clinic for the first twenty eight (28) days following the injury/accident. If,
during the first twenty eight days, treatment is obtained from a health care provider
other than the authorized medical clinic, the employee may be responsible for any

charges incurred.

4. Employees must have his/her health care provider complete the
Physician’s Release to Return to Work form, indicating the diagnosis,
current treatment, follow-up treatment and the length of time the
employee is expected to be off work. It is to the employee’s advantage

that all items of concern related to the injury/accident be in writing.

5. Workers’ Compensation benefits will be paid according to the state of
Michigan Workers’ Disability Compensation Act and, if applicable, the
master agreement between the employee’s bargaining unit and the
Godfrey Lee Public Schools Board of Education.

Employee injuries are to be treated in a serious manner regardless of observable severity.

33



Leave of Absence
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Vacation, Leave Days, & Leaves of Absences

Godfrey Lee Public Schools provides leave days and paid vacation days for eligible
regular and full-time employees. Employees should refer to their collective bargaining
agreement, individual contract or conditions of employment to determine how such
vacation and leave days may be utilized.

Use of Personal Days:

Personal days may not be used for extended vacations. Accordingly, personal days
cannot be utilized on a day immediately before or after a holiday, vacation or beginning
or end of the school year. Leave days must be requested in advance and are subject to
the approval of the supervisor.

Family and Medical Leave

In accordance with the Family and Medical Leave Act (FMLA), eligible employees will
be provided with up to twelve weeks of unpaid leave each year for family medical or
personal medical purposes. Employees who have worked at least 12 months and have
accumulated at least 1,250 hours during the preceding 12 months are eligible for FMLA
leave. Eligible employees may request FMLA unpaid leave of absence for up to 12
weeks for the following reasons:

e the birth of a child to the employee

e the adoption of a child by the employee

e a child has been placed with the employee for foster care

e to care for the spouse, child or parent of the employee if the spouse, child or
parent has a qualifying serious health condition

e a qualifying serious health condition that makes the employee unable to perform
his/her job duties

e for qualifying exigencies related to the foreign deployment of a military member
who is the employees spouse, child or parent

e An eligible employee who is a covered service member’s spouse, child or
parent or next of kin, may also take up to 26 weeks of FMLA Leave in a single
12 month period to care for the service member with a serious injury or illness

The request for the leave must be in writing and should be presented to the Executive
Director of Finance, Human Resources and Administration at least 30 days in advance of

the requested departure date, when applicable. Employees requesting the leave for health
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reasons must provide medical certification of the need for the leave and the probable
duration of the leave.

Employees are required on commencing the FMLA leave, simultaneously, to take any
paid leave days for which they are eligible in accordance with collective bargaining
agreements, contracts and conditions of employment. If an employee is on leave due to
disability or workers’ compensation, the leave will be credited against the employee’s
FMLA leave entitlement.

Godfrey-Lee Public Schools will continue group health coverage for those employees
who are covered under the District’s medical insurance at the time of the leave, but if the
employee fails to return to work following the leave, he/she may be required to repay the
insurance premiums paid by the District on behalf of the employee during the leave.
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Family Medical Leave Act
Overview

A What is FMLA
1. FMILA is 12 weeks of unpaid, job-protected leave
2. FMLA can run concurrently with leaves provided by the employer
3. "Rolling” 12 month period measured backward from the dale of any FMLA usage

B. When are employees enfitled to FMLA?
1. The empioyer i5 a “coverad emplover” = 50= total employeas
2. The employee is 3 “covered employes”
a. Has worked for the employer for at least 1 year
b. Has worked for the employer for al least 1250 hours in past 12 months

Mode — The employes mus! be fold of ineligibility within 2 business days of when the
Ernpiovar recaived notice of tha need for leave. Otherwize the employves iz deamed aligible.

. Chualifying reaszons for FMLA leswe
1. Employes’s own sanous health condifion that makes kmber unable 1o parform thair job,
2. Employee’s care needed for a spowse, child or parent with a serlous health condifion
3. Caring for newly born or newly placed child
4, Caring for a covered servicemember with a senious injury or iliness

Mot = “Sarious Health Condition™
1. Inpatient Cara
2. Incapacity of more than 3 consecutive days, plus 2 treatments by a HCP (Health Cara
Prowider).
3. Incapacity of more than 3 consecutive days, plus 1 reatment by HCP and regimen af
continuing trealment
4. Pranatal care of ncapacity due 1o pragnancy
5. Chronic Condition
6. Parmanent’Long-term incapacity
7. Conddions requiring muliiple treatments that would result in incapacity withoul medical
raatman

0. Employes Responsibilites
1. 30-day advanced nolice when abla/practical
2. Provide sufficient mformalion 1o determine whether FMLA may apply
3. Firgt time qualifying event — Employee doesn't need to specifically request FMLA leave 1o receive
FMLA beave.

E. FMLA dogsn't cover
1. Childcare/Daycare probdems
£, Care for in-laws, grandparents, sibings, aunis & uncles, signilicant cthers
3. Care for adult children unbess they are incapable of self care
4, Minor probéems such as routine dental problems or the comman coldlu

Mote — The employee does nol have o mention the FMLA to provide notice of a need for FMLA leawe. Tha
employee need only give enough information o put the employer on nofice that the employes may be eligible.
Examples: An employea
1. Calls in sick for more than 2 days
|z admitied overnight into a hospital
Repeatedly misses work for the same health condition
Misses work to care for 2 spouse, parent or child
Tells you that she is pregnant
Tells you that he'she has a permaneni or long-term condition such as cancer or Alzheimer's

LSl
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Godfrey Lee Public Schools
FMLA Questions

. Wiy is thiz mmporiant?

The Family Madical Leave Aot s Federal Law. Wa do mot have g choice as fo whathar we oo or oo mof folliow the
guidalings.

. How do | know which employees | need 1o notify you about?

You rered ip send rofiication on ol employecs, We wil deferming wiwlier or nol e argroyes gqualifes for
FRALA i the Admimizinaliion Ofice, Az sicenge as i sounds, nal nolifng an employes thal ey aoee meligble can
make them sligibls.

How much time off constiivies FMLA Leave?

The Feaeral govermmen) afaws an emypoyer 0 use whalever increments ey deoud seave brme ar. Al Godirey
Lene: wer s b2 (L 25) day as the smalies! amownd b deduct Bave fime. To stvl’quaily for FUMLA, we follow the
Perspngl [iness o Digakiiity postion of the contracts of anpthing mone han 2 conseculive daps. Both the contract
el FRLA cnr redpnr &) choelar s SEanlivnend.

. Whao da | notify?

Cal or sand an e-mal fo Terssa Wesh at the Adminisiration (Mice a5 2000 a5 youw know an smployes may be ouwt
far FMLA. We aniy have 2 days from the fime the empioyee nofifies you. I Terasa iz nof availabls, pleass
contast Roxanne Claxion.

What is FMLA?

FMLA (5 12 weeks of unpaid. job-profecied lagve. | siress [he unpakd pontion of ihls sendence because & ol of

employess oo nof realize this. While FUMLA fsave s unpaid, any employer paid insurance they have will confinue
far the extent of the FIMLA lsgve. [If the smployee 9/ was paying fov & porion of thal insurance, they wouky stiy

ba badie for any partion of thal papment durng the FMLA eava.)

. How does thas fit in with cur contracted leave’eave day policies?

FMLA fent in addifion fo the benafts aleady provided by Godfrey Les Pubiic Schoois. If is a basstine of
protection'coverags fhal appdes o all "Tovered Employers/Emplayess” in the Unifed States. If fhe baneafi
recaived at Godirey Lee is beliar than the 12 weeks of FMLA coverags, the banefit raceivad wall faks precedant.
The FMLA Leave wilf rui congurremil (@i the same fime] will ihe beoell provided by Goolrey Lee,

. What if an employee doasn’t know 30 days ahead of time thal he/she will need FMLA Leave?

There are always excepiions io the rufe. Please misrm the Agdminisirahion Ofice 88 5000 83 FoU KNOW SOMEennd
will be oul far mgre than 2 days. Somertkmes. fhis may be on the 37 day they are oul. We witl follow up with the
nesded papeneonk.

. Can FMLA Leave be hedd and added on to the end of a leave 1o exiend the leave iime perod?

N, The purpose of FMLA Leave was nod lo acd addilional benglls o fose employees who aready ave
coverage. N was fo provide o 12 week peviod” of job profeched feave. Secause FMLA feave wall s af the same
nirme wallr reguiiar feave, f will Y in any gaps tal may ocour §@ reqular leaeee fme nans ool Example: Your need 12
wpks of v, Bul you only b 8 wesks of foave bme, Yoo would dse all of powr 8 weeis of pand feave, have &
wpks of eripuid feave and dse a folal af 12 weeks FMLA e

. Whiat are the consequences of not repording FMLATY

Az with aff things invalving the Feders! Govemmeand, If pou don? do 52 they reguest, thare will be panaties
szgeseed W empioyees sre nod reporfed within the 2 day guidsines, non-slabie amolpess may become aligible
and eligible amployeas will recsive an axtension of \save tims. Both of these crcumstances can result in an
incregse of employer paud INsUrance cosk
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Professional Considerations
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Attendance

Regularity of attendance and punctuality is essential to the orderly performance of our work. As
an employee, you are expected to be punctual and regular in your attendance. When you are
absent or late for work, your work must be performed by others just as you must perform their
work when they are absent.

You are expected to report to work on time and be prepared to start work at your regular
scheduled starting time. You are also expected to remain at work through the end of your
schedule except for regularly scheduled breaks or authorized leaves.

It is important that when you may be absent or late in your arrival, you notify your supervisor as
soon as possible before you are expected to arrive at work but no later than one hour before your
normal scheduled starting time. (If your building or department has specific reporting
requirements, please follow these requirements). In all cases where you may be absent or tardy,
you must provide your supervisor with an explanation. Whenever possible, you must also inform
you supervisor of when you will arrive or return to work. Absent extenuating circumstances, you
must call in on any day you are scheduled to report and will not be able to report.

Excessive absenteeism, whether excused or not, is not acceptable. Each situation of excessive
absenteeism or tardiness will be evaluated on a case-by-case basis.

If you fail to report to work without any notification to your supervisor for a period of three
days or more, we will consider that you have voluntarily terminated your employment.

Dress Code

All District employees are expected to dress appropriately for work. Your supervisor may assist
you in determining what attire is appropriate. Some jobs may have additional restrictions for
safety reasons.

Use of District Facilities

Any organization or individual desiring to use District facilities shall complete an application
form and submit it to the Director of Operations for approval.

The Director of Operations shall clear each application with respect to date, time, and other
arrangements and will provisionally approve or deny the use of school facilities on the basis of
Board policy.
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Charges for school personnel shall be based on the appropriate rate of pay for persons in the
respective job classification (custodian, cook, lifeguard, etc.) whenever extra pay for school
employees is required as a result of the use.

The District reserves the right to demand sufficient time for full investigation, notice, and
arrangements of all requests for the use of school facilities and reserves first claim to the use of
its own property. In no case will those who have been granted permits assign, transfer, sublet,
or charge a fee to others for the use of school property.
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If You Have a Questions or Concerns
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Open Door Policy

It is the school District’s desire to provide good working conditions and maintain harmonious working
relationships among employees, as well as between employees and management. In order to correct any
work- related problems, we must be fully informed about them. You are encouraged to discuss concerns
or suggestions with your supervisor. If the supervisor cannot adequately address the situation, you are
encouraged to discuss the problem with his/her supervisor, the applicable manager, director, assistant

superintendent, on up to the superintendent.

If you are covered by a collective bargaining agreement (CBA), please refer to the applicable grievance

procedure contained in the CBA.
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If You Leave Our Employment
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Resignation Procedures

As a matter of courtesy, employees who desire to leave Godfrey-Lee Public Schools are expected to give
at least 14 calendar days notice in writing. An employee shall be paid earned salary to the date of which
employment terminates. Employees whose employment is terminated by the school district, and resigning
employees who give the requested notice, will be paid for accumulated but unused vacation. Resigning
employees who fail to give the requested notice may not be paid accumulated vacation. Terminating
employees will not receive pay in lieu of time off for accumulated, unused sick or personal time unless
this benefit is provided by a collective bargaining agreement or conditions of employment, and the
employee provides the required notice of termination.

The employer’s contributions to insurance plans will be made through the end of

the month in which termination occurs.

Resignation Procedures
1. Employee should submit a written resignation to be placed in his/her personnel file.
2. The employee must return all office keys, security cards, computer, credit cards and

other property of the District. Please see your building or district administrator for
further details.
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Acknowledgement of Handbook
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Acknowledgment Signoff

Acknowledgment

| acknowledge that | have received and agree to
read this Handbook.

Signature:

Date:
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