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1. Handbook Change And Waiver Clause

My signature below indicates that I understand that this Handbook is the property of the Employer, Michigan Japanese Bilingual Education Foundation (MJBEF), under contract to Hinoki International School (Hinoki), and contains the current policies and procedures of the Employer in outline form. It is only meant to serve as a reference guide for the current school year. I know, also, that the policies and benefits described are conditions of employment but do not constitute an express or implied contract between the Employer and me.  I also understand that the Employer reserves the unilateral right to add, delete or amend the Employer policies and benefits.  
I have read the current Handbook and have been provided an opportunity to pose questions regarding its contents. I agree to comply with all of the terms and conditions set forth in the Handbook.  I also understand that I have no reasonable expectation to believe these policies will remain unchanged. 

__________________________________
Printed Name of Employee

_________________________________________________
____________

Employee Signature






Date      
2. Purpose and History of MJBEF
The Michigan Japanese Bilingual Education Foundation, or MJBEF, is a non-profit, 501(c)3 corporation with a mission to support bilingual education opportunities in Japanese and English in Michigan.  In July of 2010, MJBEF added the role of being an Educational Service Provider (ESP) in support of the Japanese American School of South East Michigan (JASSEM), the first bilingual Japanese-English public charter school in Michigan, now known as Hinoki International School.   MJBEF now employs teachers and educational support staff under contract to schools providing Japanese language immersion, such as Hinoki and Himawari Preschool LLC.
3. Equal Employment Opportunity Statement

MJBEF subscribes to a policy of equal employment opportunities and will maintain and conduct all practices relating to recruitment, hiring, discipline and other terms and conditions of employment in a manner which does not discriminate on the basis of race, color, religion, national origin, age, sex, disability, marital status, height, weight or veteran status.  Under Michigan law, a person with a disability needing accommodations for employment must notify the Employer in writing within 182 days after the need is known or reasonably should have been known.  Failure to notify the Employer may result in a loss of your rights.  Should you have any questions or concerns on your rights, please contact the Lead Administrator immediately in writing.

This organization will not discriminate against persons with disabilities in regard to any employment practices or terms, conditions and privileges of employment. This prohibition covers all aspects of the employment process, including application, testing, hiring, assignment, evaluation, disciplinary actions, promotion, medical examinations, training, layoff recall, termination, compensation, leave, benefits or any other term, condition or privilege of employment.  If you are a person with a covered disability as defined by law, we will make reasonable accommodations available to you.  Please notify the Lead Administrator immediately of any need for accommodations.
4. Qualifications and Responsibilities
Offers of employment will be extended to only those applicants that can demonstrate that they meet all of the Employer’s employment requirements and qualifications. Applicants will be evaluated based on the position for which they have applied.  The Employer reserves the sole discretion to define the required qualifications for each category of staff positions.

The Employer is required to comply with extensive state and federal laws that govern the hiring of Employees and the maintenance of personnel records. Accordingly, the Employer must have the following documents on file prior to the commencement of the relationship or by the time otherwise designated:

1. Fingerprinting
2. Federal and State Withholding Tax Forms

3. Employment Immigration Eligibility Form (I-9) 
4. Background check (ICHAT)
5. New Hire Reporting Form

6. Driver’s License (copy)
All of this information must be turned in to the office within three weeks of the date of hire, unless a shorter time period is noted.

5. Personnel File/Record

Contents of File

A personnel file will be kept for each Employee. The personnel file of each Employee may contain his/her application for employment; Federal and State tax forms; resume; evidence of education, certifications, training and previous experience; the records of hiring, job assignments, work schedules, salary, individualized development plans, and job performance evaluations; correspondence relating to the Employee, reprimands and other discipline.  The file may also contain other information not prohibited by law.

Personnel Files

For the purpose of maintaining complete and accurate personnel files, Employees are required to report any changes in their personal status to the Employer. The information needed is:

1. Change of address or telephone number;

2. Any change affecting your tax withholding status;

3. Legal change of name;

4. Change of person(s) designated to call in case of emergency;

5. Changes that would affect your insurance benefits.

Employee Access to File

Pursuant to Michigan law, Employees may review and request a copy of their personnel file at any time. They may also file a response regarding the content of the personnel file. If an Employee would like to review his or her personnel file, a written request must be submitted to the Employer.

6. Job Description

Upon application, each Employee will receive a written job description which includes the following:

1. Qualifications necessary for the position

2. Essential functions of the position

3. Job classification

4. Brief description of responsibilities and duties

5. Title of immediate supervisor

Any job description distributed by the Employer is not inclusive of all duties that the Employee will be required to perform. The Employer expressly reserves the right to change the duties and responsibilities at its sole discretion. The job description may be changed orally by the Employer, and the Employer will provide a new written job description.

Upon hire, the job description shall be signed by the Employee to indicate acceptance and knowledge of the responsibilities of the position. The signed job description shall be placed in the Employee’s personnel file at the office with a copy provided to the Employee.

7. Promotions
It is the policy of the Employer that, as the organization continues to expand and grow, it will endeavor to fill new job opportunities from among existing Employees, provided, in the Employer’s sole judgment, a fully qualified person is available.

8. Performance Evaluations

At least annually, the Employer will schedule performance evaluations.  Such evaluations may be more frequent and may be conducted without notice at the Employer’s sole discretion.
9. Training and Staff Meetings

All Employees must complete all necessary training required by the Employer, or any state, federal or local agency.  Documentation of attendance at training will be kept in each Employee’s personnel file. All Employees will be required to attend all regular and special staff meetings and special in-service training sessions that may be held by the Employer.  Documentation of in-service attendance will be kept on file.

10. Classification of Employment

For purposes of administration and eligibility for overtime compensation, the Employer classifies its Employees as follows:

A)  Full-Time Employees:  Employees hired to work the Employer’s normal, full-time work week of at last thirty (30) hours on a regular basis. Such Employees may be "exempt" or "nonexempt” for overtime purposes, as defined below.

B) Part-Time Employees:  Employees hired to work fewer than thirty (30) hours per week on a regular basis.

C) Hourly Nonexempt Employees:  Employees who are required by law to be paid overtime at the rate of one and one-half (1 1/2) their regular rate of pay for all hours worked beyond forty (40) hours in a work week.

D) Salaried Exempt Employees:  Employees who are not required by law to be paid overtime for work performed beyond forty (40) hours in a work week. Executive, professional, administrative and outside sales Employees may be exempt, if their duties meet applicable U. S. Department of Labor standards.

11. Work Schedules (hourly, nonexempt employees)
The work period for overtime calculations is based upon a seven (7)-day work period beginning 12:00 AM on Monday and ending 11:59PM on Sunday.  All hours worked over 40 in this work period will be compensated at one and one-half (11/2) times the Employee’s regular rate of pay.

Employees are expected to work overtime when scheduled or requested by the Employer. This is a condition of employment.

The Employer will endeavor to give at least twenty-four (24) hours notice of overtime whenever possible. All Employees are expected to work a reasonable amount of overtime, including holidays and weekends, on less than twenty-four (24) hour notice when requested.

Due to the nature of the employment, Employees are expected to take a temporary or permanent reduction in work hours and/or a permanent or temporary transfer to another worksite if requested by the Employer.

12. Working Conditions
Due to the uniqueness of Hinoki’s teaching system, the target teacher-classroom ratio is 1.5:1 in this school.  This high ratio of teachers to classrooms is necessary for team-teaching and support in both languages.  Teachers are expected to eat lunch with the children, and to spend non-instructional time during the school day working with their team-teaching coworkers.
In addition, teachers may be assigned other responsibilities/tasks as necessary, such as coordinating certain instructional areas, either year-round or as needed, and are expected to be flexible in working with these assignments.
13. General Daily Work Schedule
Teachers are required to be at school from 8:30 am to 4:00 pm during all days when classes are in session (see “School Calendar” section in this Handbook).  Additional times will also be expected (after school staff meetings, special events, professional development days, etc.).  
14. Reimbursable Expenses
The Employer will reimburse Employees for approved expenses only when supported by a written expense report explaining the business purpose or benefit to the Employer.  All expenses should be documented by an original receipt. As a result, all entries on expense accounts for supply purchases, food, travel, etc. must be accompanied by an original detailed bill with explanation of business nature.

15. Absence and Tardiness

Upon accepting employment with the Employer, each Employee assumes the personal responsibility of being on the job each scheduled day.  Employees should strive for perfect attendance.

Absenteeism is defined as a failure to meet a scheduled work shift exclusive of approved leaves. Tardiness is defined as the failure to report to work at the time scheduled.  Staff are expected to notify their supervisor by email, phone, or other appropriate means at least ½ hour before their scheduled work time if they will be absent or late.
16. Leaves of Absence
A. Sick Leave Allowance

1. At the beginning of each school year, the Teacher shall be credited with a ten (10) day sick leave allowance to be used for absences caused by the following:

a. Personal illness;

b. Temporary physical disability of the Teacher;
c. Illness in the immediate family; or,

d. Temporary physical disability of immediate family member,
e. If Teacher leaves the employment of the school, or serves in an unpaid capacity for one semester for more, that Teacher’s annual sick leave allowance shall be prorated accordingly, with a maximum of 50 days accumulation.

(In the case of the resignation of a Teacher, the excess use of sick leave and personal business days will be pro-rated and the reminder of the salary reduced by this proration).

2. Immediate family of the Teacher shall be defined as:  spouse, parents, child(ren), siblings, and grandparents of both the Teacher and the Teacher’s spouse.
3. There shall be limitation of five (5) days for illness in the immediate family for any occurrence with no limitation as to number of occurrences.

In extenuating circumstances, additional days may be granted.  However, there will be no limitation on the number of family illness days for FMLA (Family Medical Leave Act)* related illness.
4.   In addition to the above leave days, a teacher shall be allowed up to three (3) days for any death in the immediate family.  In extenuating circumstances, additional days may be granted.

*The FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave for specified family and medical reasons with continuation of group health insurance coverage under the same terms and conditions as if the employee had not taken leave. Eligible employees are entitled to: 

1.  Up to twelve (12) workweeks of leave in a 12-month period for:

a. the birth of a child and to care for the newborn child within one year of birth; 

b. the placement with the employee of a child for adoption or foster care and to care for the newly placed child within one year of placement; 

c. to care for the employee’s spouse, child, or parent who has a serious health condition; 

d. a serious health condition that makes the employee unable to perform the essential functions of his or her job;

e. any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or parent is a covered military member on “covered active duty;” or 

2. Up to twenty-six (26) workweeks of leave during a single 12-month period to care for a covered servicemember with a serious injury or illness if the eligible employee is the servicemember’s spouse, son, daughter, parent, or next of kin (military caregiver leave). 

B. Personal Business

Every school year, the Teacher may use up to four (4) days of his/her sick leave allowance for the Teacher’s personal business.

Personal business absences shall be granted for personal or private business, including the observance of religious holidays, as well as the marriage of a Teacher and/or his/her children, provided the absence in necessary; is for a reason beyond the control of the individual requesting; and is sought for a legitimate activity that can be accomplished only during school hours.  Teachers planning to use a personal leave day(s), shall notify their Principal at least one (1) week in advance, except in cases of emergency.  Personal business days may not be used for vacation.

Personal business absences will not be granted ordinarily in the first or last week of the school year or within one (1) day before or after a break/recess period (see School Calendar section in this Handbook). 
C. Professional Business

Each Teacher may, with the approval of the Lead Administrator, or his/her designee, be granted:

1. One (1) day per year, upon written request, with full pay, for the purposes of visiting other approved classrooms for observations at other schools.
2. Upon written request, and with full pay, release time to attend educational workshops, and any other approved activities as are conducive to professional growth.

If possible, all requests for professional business absences shall be submitted to the Lead Administrator at least (2) weeks before the anticipated day of absence.
17. Non-FMLA Leave Policy

A leave of absence without pay may be granted an Employee who has completed 12 consecutive months of full-time employment.  A leave of absence shall not exceed 12 weeks.  A minimum of 30 days written notice is required unless medical conditions preclude the availability of such advance notice.  The leaves of absence may be granted for medical leaves, educational leaves, maternity/adoption leaves and personal leaves.  These leaves may be granted at the sole discretion of the Employer as follows:

Medical or Maternity/Adoption Leave may be granted in the event of a serious health condition of the Employee or birth or adoption of a child.  A physician’s certification shall be required for medical leaves.

Educational or Personal Leave may be granted for personal reasons, return to college, student teaching, seminars, or for any other educational purpose as approved by the Employer.

The Employer shall continue to pay its portion of health insurance benefits under the Employer’s policies for an Employee during a medical leave or a maternity/adoption leave.  Any co-pays and/or shared premiums by Employees shall be the responsibility of the Employee, and payment is due at the regularly scheduled payment date. Failure to make timely payments will result in termination of benefits.  These benefits shall cease 12 weeks from the date that a medical leave or maternity/adoption leave commenced, if an Employee does not return to work at that time. These benefits shall also cease if an Employee is unable to work for any reason, including a work-related injury, when 12 weeks have elapsed since the last date that the Employee worked for the Employer.

An Employee shall be responsible for the entire expense of continued health insurance during educational leaves and personal leaves. The Employer will not contribute any amount to the premiums. The Employee must pay the entire premium at the regularly scheduled payment date. Failure to make timely payments will result in termination of benefits.  For any Employee who accepts another job or position while on a leave of absence (excluding educational leave if for teaching) his/her employment shall be terminated and all benefits will cease immediately.

Vacation time, sick and personal time and holidays are not paid, earned or accumulated during a medical leave, educational leave, maternity/adoption leave or personal leave. Seniority is not accumulated during any of these leaves of absence.

Again, the above-referenced leaves are unpaid.  Employees must substitute and exhaust all earned and accrued all-purpose leave time for all or part of the leave.  Upon return to work from a leave of absence, the Employee will be reinstated to his or her former position, a comparable position for which he or she is qualified at the previous compensation level or to the next available open position for which he or she is qualified.

An Employee desiring to return to work from a leave of absence shall notify the Employer 30 days prior to the date that the Employee desires to return to work.  If 30 days notice is not reasonable under certain circumstances, the Employee shall provide as much notice as is reasonable under the circumstances.

If the Employee is a person with a covered disability, the Employee may request a modification of this policy as a reasonable accommodation.

18. Military Leave

The Employer will comply with its obligations under the Uniformed Services Employment and Reemployment Rights Act (USERRA) of 1994. The Act applies to persons who perform duty, voluntarily or involuntarily, in the "uniformed services." These services include the Army, Navy, Marine Corps, Air Force, Coast Guard, and Public Health Service Commissioned Corps, including their reserve components. Federal training or service in the Army National Guard and Air National Guard also provides rights under USERRA.

"Uniformed services" include active duty, active duty for training, inactive duty training (such as drills), and initial active duty training, as well as absence from an employment position for an examination to determine fitness to perform any such duty. USERRA covers all Employees except those serving in positions where there is "no reasonable expectation that employment will continue indefinitely or for a significant period."

The following five eligibility criteria must be met for an Employee to be entitled to the rights provided under this law:
1) The Employee must have held a civilian job;
2) The Employee must have given notice to the Employer that he or she was leaving the job for service in the uniformed services;

3) The period of service must not have exceeded five years (see exception below);

4) The Employee must have been released from service under honorable conditions; and

5) The Employee must have reported back to the civilian job in a timely manner or have submitted a timely application for reemployment.

USERRA establishes a five-year cumulative total on military service with a single Employer, with certain exceptions allowed for call-ups during emergencies, for reserve drills and annually scheduled active duty for training, etc. USERRA also allows an Employee to complete an initial period of active duty that exceeds five years, e.g., enlistees in the Navy’s nuclear power program who are required to serve six years.

Pursuant to this law the following are Employee time limits for returning to work, with the exception of fitness for service examinations:

· Less than 31 days service: By the beginning of the first regularly scheduled work period after the end of the last calendar day of duty plus time required to return home safely. If this is impossible or unreasonable, then as soon as possible.

· 31 to 180 days: Application for reemployment must be submitted no later than 14 days after completion of a person’s service. If this is impossible or unreasonable through no fault of the person, then as soon as possible.

· 181 days or more: Application for reemployment must be submitted no later than 90 days after completion of a person’s military service.

· Service-connected injury or illness: Reporting or application deadlines are extended for up to two years for persons who are hospitalized or convalescing.

Pursuant to USERRA, the Employer provides health benefits continuation for service members and their families during military service for up to 18 months. USERRA decrees that reemployed persons pension plan benefits be accrued during military service, regardless of whether the plan is a defined benefit plan or a defined contribution plan.

19. Confidentiality of Children's Information

Each child has a right to confidentiality. In accepting employment at this facility, Employees are placed in a position of trust in regard to any and all information regarding the children/students in the program. Employees must constantly be aware of the confidential nature of all information regarding the children/students.

20. Anti-Harassment Policy

Harassment because of religion, race, color, national origin, sex, age, height, weight, handicap, disability, marital status or other legally protected status is unlawful discrimination and is prohibited by federal law and the Employer. The Employer will not tolerate any form of harassment.

For the purposes of this policy, "harassment" means unwelcome verbal communication or physical contact because of religion, race, color, national origin, sex, age, height, weight, handicap, disability, marital status or other legally protected status, which unreasonably interferes with a person’s work performance or which creates an intimidating, hostile or offensive work environment.

"Harassment” includes "sexual harassment," which means unwelcome sexual advances, unwelcome requests for sexual favors, and other unwelcome verbal or physical conduct or communication of a sexual nature when: 

a) submission to such conduct or communication is made either explicitly or implicitly a term or condition of the individual’s employment;

b) submission to or rejection of such conduct or communication by an individual is used as a basis for employment decisions affecting such individual; or 

c) such conduct or communication has the purpose or effect of unreasonably interfering with an individual’s employment or creating an intimidating, hostile or offensive work environment.

Examples of harassment may include one or more of the following:

· Physically touching an Employee in an offensive manner;

· Making suggestive or derogatory comments or gestures about a person’s religion, race, color, national origin, age, sex, height, weight, handicap, disability, marital status or other legally protected status;

· Displaying magazines, cartoons or jokes which are derogatory about a person’s religion, race, color, national origin, age, sex, height, weight, handicap, disability, marital status or other legally protected status;

· Telling jokes which are derogatory about a person’s religion, race, color, national origin, age, sex, height, weight, handicap, disability, marital status or other legally protected status.

Examples of sexual harassment may include one or more of the following:

· Repeated and unwelcome requests for dates after work;

· Sending letters which make romantic suggestions;

· Sexual advances or propositions or threats;

· Continuing to express interest after being informed that the interest is unwelcome;

· Suggestive or insulting comments or sounds, including whistling;

· Commentary about an individual’s body;

· Display of sexually suggestive objects, pictures or letters;

· Obscene gestures;

· Unwanted physical contact, including touching, pinching, brushing the body, impeding or blocking movement, unwanted sexual intercourse or other unwanted sexual acts, sexual assault or battery.

The above lists are not meant to be exhaustive, but are included to provide examples of prohibited actions.

The Employer does not condone, either explicitly or implicitly, and will not tolerate, harassment of any kind by anyone in the organization or others including clients, vendors, independent contractors, applicants for employment, or visitors to the workplace.

Complaint Procedure
The Employer is responsible for fostering a workplace free from harassment, for discouraging employment related harassment and for implementing and enforcing this policy.

This responsibility is continuing, whether or not complaints of harassment have been brought to the attention of the Employer.

Any person who feels that he or she has been subjected to harassment, who is aware of conduct prohibited under this policy, or who feels that he or she has been retaliated against for having brought a complaint of or having opposed harassment and/or for having participated in the complaint process is encouraged to bring the matter to the attention of the Lead Administrator.  
Complaints against the Lead Administrator should be filed with the Board President.
The Employer will investigate all allegations of harassment promptly. To protect the interests of the complainant, the person complained against, witnesses, any other person who may report an incident of harassment and all other persons affected, confidentiality will be maintained to the extent practicable and appropriate under the circumstances.

The Employer will conduct a prompt, thorough and impartial investigation using the following procedures:

1. Interviewing the complainant, both at the time the complaint is initially presented and at the time the complaint is reduced to writing;
2. Interviewing all witnesses identified by the complainant and reducing their statements to writing, either by requesting that the witnesses do so or by reducing their statements to writing to be signed or otherwise acknowledged by the witnesses;
3. Reviewing any documentary or other evidence submitted by the complainant;
4. Interviewing the alleged harasser and reducing his or her statement to writing;
5. Interviewing all witnesses identified by the alleged harasser and reducing their statements to writing, either by requesting that the witnesses do so or by reducing their statements to writing to be signed or otherwise acknowledged by the witnesses;
6. Interviewing other potential witnesses who may have observed the conduct alleged or who may possess knowledge regarding the allegation under investigation and reducing their statements to writing, either by requesting that the witnesses do so or by reducing their statements to writing to be signed or otherwise acknowledged by the witnesses;
7. Reviewing any documentary or other evidence submitted by the alleged harasser;
8. Informing all witnesses including the complainant and the alleged harasser of the confidentiality of the investigation;
9. Completing a written determination of the validity of the complaint.

Resolving the Complaint

A. If Violation Found

If, as a result of an investigation, it is determined that a violation of this policy has occurred, the Employer will take prompt and appropriate remedial action to eliminate the policy violation and ensure that it does not reoccur.

Such remedial action may include:

1. Disciplinary action of the harasser up to and including termination;

2. Restoration to an individual of any employment benefits or employment status impaired as a result of the harassment or the exercise of the right to make a complaint of harassment, to oppose harassment or to participate in an investigation under this policy;

3. Removal from the individual’s personnel record or other records of the Employer of any documents containing adverse or negative references to the complainant flowing from the policy violation;

4. Other appropriate measures to assure that any individual adversely affected by the filing of a complaint, participation in any complaint proceeding or opposition to harassment is restored to the position held prior to the policy violation;

5. Removal of the effects of the policy violation in the workplace, such as the removal of offensive graffiti or posters or similar objects of harassment, the elimination of unwanted physical contact or verbal communication;

6. Other appropriate measures to assure that this policy, and the Employer’s commitment to enforcing this policy, are reiterated in the workplace, such as republication of the policy and in-house training relating to this policy.

B. If No Violation Found

If as a result of the investigation, it is determined that no violation of this policy has occurred, the Employer will:
1. Inform the complainant and the alleged harasser of the results of the investigation and the reasons for its finding of no policy violation;

2. Advise the complainant and the alleged harasser that the Employer is committed to the enforcement of this policy and will not tolerate harassment or retaliation of any sort;

3. Notwithstanding the determination that no policy violation has occurred, advise all individuals that there will be no retaliation for making a complaint of harassment, opposing harassment or participating in an investigation under this policy;

4. Advise the complainant to provide additional information relating to any policy violations in the future;

5. Take appropriate measures to assure that this policy, and the Employer’s commitment to enforcing this policy, are reiterated in the workplace, such as republication of the policy and in-house training relating to this policy.

C. If No Determination Possible

If, as a result of the investigation, it is determined that there is insufficient information from which to make a determination whether a policy violation has occurred, the Employer will:

1. Inform the complainant and the alleged harasser of its finding that no determination can be made;

2. Advise the complainant and the alleged harasser that the Employer is committed to the enforcement of this policy and will not tolerate harassment of any sort; 

3. Notwithstanding the determination that there is insufficient information from which to determine that a policy violation has occurred, advise all individuals that there will be no retaliation for making a complaint of harassment, opposing harassment or participating in an investigation under this policy;

4. Advise the complainant to provide additional information relating to any policy violations in the future;

5. Take appropriate measures to assure that this policy, and the Employer’s commitment to enforcing this policy, are reiterated in the workplace, such as republication of the policy and in-house training relating to this policy.

21. Health and Safety
The Employer makes every effort to maintain safety, and safety is the shared responsibility of every Employee. Employees must always use their best judgment and avoid carelessness and risky situations. If an accident involving a child/student, Employee, or visitor should occur, Employee(s) must report it immediately to the appropriate supervisor, who will then make certain that all necessary steps are taken.

All Employees are expected to practice excellent hygiene at all times. Children may be susceptible to diseases and may even be carriers of various diseases which are easily transmitted when poor hygiene is practiced. Employees must master the safety procedures necessary to avoid either contracting or spreading disease.

If an Employee has special medical risks or problems, he or she must educate himself or herself on how to deal with the special risks. It is not the responsibility of the Employer to automatically transfer Employees or to relieve the Employees of their duties based on the medical risks of the Employees. The primary responsibility of the Employer is the care and protection of the children in the program.  The Employer makes every effort to provide adequate training and information for the Employees and urges Employees to make every effort to practice safe procedures and good hygiene.  All incidents and accidents must be reported in writing in the forms established by the Employer. 
If an Employee is aware of any medical or health problems which pose a direct threat and result in a significant risk of substantial harm to himself, herself or someone else, the Employee must discuss the matter with his or her supervisor. The Employer reserves the right to request medical evaluations, including drug screens, at the Employer’s expense for Employees when it appears, in the Employer’s judgment, that an Employee has a condition that is potentially dangerous to children in the program, other employees or him or herself.

Employees have a right to know about the chemicals and materials used in the workplace. The Employer has identified hazardous chemicals/materials, labeled containers, secured Material Safety Data Sheets and trained all Employees with regard to the safe utilization of all hazardous chemicals/materials in the workplace.

Where Employee injuries require a doctor’s attention, the Employer will arrange to send the Employee to the Employer’s selected physician or clinic. The appropriate supervisor will sign the Employee’s time card (non-exempt), note time of departure and indicate the nature of the injury. If, according to a doctor, an injured Employee can return to work during that same shift, the Employee must do so as soon as possible. If, according to a doctor, the Employee cannot return to work, that Employee will suffer no loss in pay for the remainder of that shift.

Employees are expected to follow all rules and regulations as set forth in this Handbook, as well as any other Handbook, directive, guidelines or other such documents that the Employer may, at its sole discretion, issue in the future. Any violation of any statute, rule or regulation (including health and safety violations) must be, if possible, corrected immediately and under any circumstances be reported to the supervisor.

22. Communications

If a work-related matter is troubling an Employee or if an Employee feels s/he is not being treated fairly, the Employee should discuss the matter with his/her supervisor. When a group of people are working together closely, some misunderstandings are bound to occur.

The Employer welcomes and encourages suggestions. Employees may have suggestions, problems or complaints which, when expressed, can offer an improved workplace for everyone. It may be a method to improve productivity, a solution to reduce waste or a clarification of a policy. The Employer hopes that each Employee feels free to offer ideas that could help improve the quality and efficiency of operations.

23. Complaint Resolution Procedure

Misunderstandings or conflicts can arise in any organization. To ensure effective working relations, it is important that such matters be resolved before serious problems develop. Most incidents resolve themselves naturally; however, should a situation persist that the Employee believes is detrimental, the Employee should follow the procedure described here for bringing the complaint to the Employer’s attention.

Step One
Discussion of the problem with the Employee’s immediate supervisor is encouraged as a first step. If, however, the Employee does not believe a discussion with his or her supervisor is appropriate, he or she may proceed directly to Step Two.
Step Two

If the Employee’s problem is not resolved after discussion with his or her supervisor, or if the Employee feels discussion with the supervisor is inappropriate, and wishes to pursue the problem or complaint further, the Employee may prepare a written summary of his or her concerns and request that the matter be reviewed by the Lead Administrator.  In an effort to resolve the problem, the Lead Administrator will consider the facts, conduct an investigation and may also review the matter with the Board. The Employee will normally receive a response regarding his or her problem within five working days of meeting with the Lead Administrator.

Step Three

If the Employee is not satisfied with the Lead Administrator’s decision, or if the Employee feels discussion with the Lead Administrator is inappropriate, and wishes to pursue the problem or complaint further, the Employee may prepare a written summary of his or her concerns and request that the matter be reviewed by the Board.

The Board, after a full examination of the facts (which may include a review of the written summary of the Employee’s statement, discussions with all individuals concerned and a further investigation if necessary), will normally advise the Employee of his or her decision within 15 working days. The decision of the Board shall be final.

The Employer does not tolerate any form of retaliation against Employees availing themselves of this procedure. The procedure should not be construed, however, as preventing, limiting or delaying the Employer from taking disciplinary action against any individual, up to and including termination, in circumstances (such as those involving problems of overall performance, conduct, attitude or demeanor) where the Employer deems disciplinary action appropriate.

Furthermore, this procedure does not alter the Employer’s right to terminate the Employee’s "at will" employment at any time, with or without cause and with or without notice. Thus, the complaint resolution procedure is not available for Employer decisions resulting in termination of employment.

24. Substance Screen Policy

It is the policy of the Employer to maintain a drug free work environment for Employees. The Employer reserves the right to require Employees to submit to a substance screen by urine or blood sample when requested.

25. Release of Children

The Employer maintains a strict policy regarding the release of children to parents, guardians or others. No child in the care of this educational program should be released to anyone other than those individuals the child's parents or guardian have identified on the signed child release card. The list of authorized individuals is maintained and periodically updated by the parents or guardian. Absolutely no child should be released to any person who is not on the child release card. Prior to releasing a child to someone unknown to an Employee, the Employee must verify the person's identity by viewing a driver's license or state issued photo identification. Any unauthorized releases, special release arrangements, or otherwise questionable releases must be handled by the Lead Administrator.  Parents and guardians are aware that any and all temporary or permanent modification to the child release instructions must be communicated in writing.
26. Incidents and Accidents

A. In the event of the death of a child, any accident or illness that requires hospitalization, any incidents that involve serious hostility, any attempts at self inflicted harm or harm to others, or any instances of destruction of property, staff members shall do the following:

1. Immediately inform the Lead Administrator.

2. Complete a written incident and accident report; date and sign the report and submit it to the Lead Administrator.

3. The Lead Administrator shall make a reasonable attempt to contact the student’s parents or guardian by telephone. This responsibility may be delegated to a staff person. If a message is left, write down the time and the name of the person who received the message.
B. The Lead Administrator shall immediately investigate the cause of an accident or incident that involves a child, staff person or visitor.

C. An accident record or incident report shall be prepared for each accident or incident that involves a child, staff member, or visitor. "Incident" means a seizure or highly unusual behavior episode.

27. Hinoki School Board Anti-Bullying Policy
Hinoki International School Board Policy - Section 5517.01 - Bullying and Other Aggressive Behavior Toward Students
The staff have the responsibility to observe this policy and be aware of bullying.  The details of this policy are provided separately from this Staff Handbook, but key excerpts appear below.  
It is the policy of the school to provide a safe and nurturing educational environment for all of its students.  This policy protects all students from bullying/aggressive behavior regardless of the subject matter or motivation for such impermissible behavior.  
Bullying or other aggressive behavior toward a student, whether by other students, staff, or third parties, including Board members, parents, guests, contractors, vendors, and volunteers, is strictly prohibited.  This policy applies to all activities on school property, to all school sponsored activities, whether on or off school property, and to all students.  Any student who believes s/he has been or is the victim of bullying, hazing, or other aggressive behavior, should immediately report the situation to the Lead Administrator.  Complaints against the Lead Administrator should be filed with the Board President.
Notification
Notice of this policy will be annually circulated to and posted in conspicuous locations in all school buildings and departments within the School and discussed with students, as well as incorporated into teacher, student, and parent/guardian handbooks. All new hires will be required to review and sign off on this policy and the related complaint procedure.
Confidentiality

To the extent appropriate and/or legally permitted, confidentiality will be maintained during the investigation process.  However, a proper investigation will, in some circumstances, require the disclosure of names and allegations.  Further, the appropriate authorities may be notified, depending on the nature of the complaint and/or the results of the investigation.

28. Abuse Reporting
Hinoki International School prohibits abuse in any form, whether verbal, physical, or otherwise. Only positive forms of student discipline, such as redirection, will be used at this school.

Conduct such as hitting, punching, slapping, dropping objects upon, or otherwise impermissibly or inappropriately touching a child, or using verbal threats or tones of voice that denigrate or demote a child, are considered abuse and neglect and may be grounds for immediate dismissal.

We are required by law to report abuse and neglect to the appropriate authorities whenever we have a reasonable suspicion of it occurring. It is our policy that any employee that has a reasonable suspicion of any child abuse or neglect immediately inform the Lead Administrator orally and in writing, and as required by law, immediately report suspected abuse and neglect to children’s protective services (contact DHS at 1-800-942-4357).
I,　　　　　　　                   　 have been told by the Hinoki International School about this Michigan law:( R400.5102(2)(c) )

1. I am aware that abuse and neglect of children is against the law.

2. I have been informed of the center’s policies on child abuse and neglect (see below).

3. I know that I, and other staff members at Hinoki International School, are required by law to immediately report suspected abuse and neglect to children’s protective services (contact DHS at 1-800-942-4357).
　　　　　　    Date 





   Signature

The Hinoki International School’s Policy Regarding Child Abuse and Neglect

Hinoki International School is a public charter school.  Therefore, the law says that we must report any child abuse or neglect of which we are aware.

Child abuse is:  harm or threatened harm to a child's health or welfare that occurs through non-accidental physical or mental injury, sexual abuse, sexual exploitation, or maltreatment, by a parent, a legal guardian, or any other person responsible for the child's health or welfare or by a teacher, a teacher's aide, or a member of the clergy. Note: DHS does not investigate child abuse by a teacher, teacher's aide, or a member of the clergy. DHS will refer these types of complaints to law enforcement.

Child neglect is:  harm or threatened harm to a child's health or welfare by a parent, legal guardian, or any other person responsible for the child's health or welfare that occurs through either of the following:

· Negligent treatment, including the failure to provide adequate food, clothing, shelter, or medical care.

· Placing a child at an unreasonable risk to the child's health or welfare by failure of the parent, legal guardian, or other person responsible for the child's health or welfare to intervene to eliminate that risk when that person is able to do so and has, or should have, knowledge of the risk.
Also, we must report any child abuse or neglect that we think might have happened.  Hinoki International School is very serious about child abuse and neglect, and we will report any child abuse or neglect that we know about, or that we think may have happened.
ACKNOWLEDGEMENT OF POLICY ON ABUSE AND NEGLECT
As a staff member or volunteer of MJBEF, you are required to read and adhere to the following:

1. I am aware that abuse and neglect of children is against the law.

2. I have been informed of the policy of MJBEF forbidding the verbal and/or physical abuse of children, and I am aware that MJBEF is mandated by law to report abuse and neglect.

3. I have never been convicted of a crime other than a minor traffic violation and/or involved in substantiated abuse or neglect of children.

__________________________________
Name of Employee

______________________________________________

___________
Employee Signature






Date
29. Discipline

Employees shall use developmentally appropriate positive methods of discipline which encourage self-control, self-esteem, and cooperation.

Employees shall not:

(a) Hit, spank, shake, bite, pinch, or inflict other forms of corporal punishment.

(b) Restrict a child's movement by binding or tying him or her.

(c) Inflict mental or emotional punishment, such as humiliating, shaming, or threatening a child.

(d) Deprive a child of meals, snacks, rest, or necessary toilet use.

(e) Confine a child in an enclosed area, such as a closet, locked room, box or similar cubicle.

Other non-severe and developmentally appropriate discipline or restraint may be used when reasonably necessary to prevent a child from harming himself or herself or to prevent a child from harming other persons or property.

30. Volunteers

It is the policy of the Employer to encourage volunteers to work in the facility. The volunteers need to be healthy, and have no criminal record.  The school reserves the right to ask questions regarding a volunteer’s health condition and criminal record.  Depend upon the content of the volunteer work, school may require signing “Non Disclosure Agreement” (NDA) to protect student/staff personal and/or confidential information.
31. Workers’ Compensation

All Employees, full-time and part-time, are protected while on the job by Workers’ Compensation insurance. This insurance will provide coverage for work-related injuries, occupational illnesses at work and prolonged absences due to such injury. In case of an accident or injury, no matter how slight, the Employee must notify the supervisor and fill out an accident report immediately. Payments for medical expenses and lost time at work are determined by state law. This insurance also provide death benefits to the Employee’s dependents (if any) in case of death caused at work. The Employer pays the full cost of this protection. Failure to promptly report an injury may result in loss of benefits.

In accordance with the leave of absence policy, upon return to work the Employee will be reinstated to his or her former position or to a comparable position. Workers’ compensation leaves of absence will be classified as Family Medical Leave Act leaves if FMLA eligibility is met. Both leaves of absence will run concurrently.

For all Employees, the Employer will continue to pay its portion of the Employee’s health insurance premium for up to 12 weeks of approved workers’ compensation leave, regardless of FMLA eligibility. The Employee must make timely payments on shared health insurance premiums. Failure to pay will result in termination of benefits.

32. Resignation
Upon the voluntary decision to resign, the Employee is required to notify his or her supervisor so that proper arrangements may be made in regard to the Employee’s final paycheck and other administrative requirements. A summary explanation of post-termination benefits, if any, is available from MJBEF.  Employees are urged to promptly read the medical insurance plan booklet explanation of conversion privileges, if applicable.
33. Exit Interview

Each Employee, upon termination or resignation, shall engage in an exit interview. At the time of this interview, the Employee may be asked to fill out an exit interview form. He or she will also be required to return all Employer property presently in his/her possession, including, but not limited to, keys, cell phones, pagers, gasoline credit cards, etc.
34. Titles and Headings
Titles and headings to articles, sections or paragraphs are inserted for convenience of reference only and are not intended to affect the interpretation or construction of this Handbook.
35. School Calendar
The school calendar year 2012-2013 is attached.  For reference, future plans up to five years ahead are also attached.

	2012-2013 SCHOOL EVENTS

	
	
	

	2012年
	Thu 8/9 (木）
	Teachers prepare classrooms/ PD activities (date may change)

	 
	
	研修や教室の準備(仮日程)

	 
	Fri 8/10 (金）
	teachers prepare classrooms / PD activities (date may change)

	 
	
	研修や教室の準備(仮日程)

	 
	Mon 8/13（月）
	1st day of classes; welcome ceremony

	 
	
	新学期開始、 入学式、始業式

	 
	Fri 8/31 （金）
	No School

	 
	
	休校日

	 
	Mon 9/3 (月）
	Labor Day Holiday - No School

	 
	
	休校：レイバーデー

	 
	Tue 11/6（火）
	Teachers' Professional Development Day - No School

	 
	
	休校日

	 
	Thu&Fri 11/22-23 (木・金)
	Thanksgiving Break

	 
	
	休校：サンクスギビング

	 
	Mon-Wed 12/10-12 (月~水)
	Parent Teacher Conferences

	 
	
	個人懇談

	 
	Sat-Wed 12/22 to 1/2 （土〜水）
	Winter Break

	 
	
	冬季休業

	2013年
	Wed 1/7 (水）
	Classes Resume

	 
	
	授業再開

	 
	Mon 1/14 (月）
	MLK Jr. Day - Field Trip to Rosa Parks bus @ Henry Ford

	 
	
	ﾏﾙﾃｨﾝ･ﾙﾀｰ･ｷﾝｸﾞ･ｼﾞｭﾆｱの日／ﾌｫｰﾄﾞ博物館見学

	 
	Mon 2/18 (月）
	Mid-winter Break, No School

	 
	
	休校：冬季中休み

	 
	Mon 2/18 (月）
	Professional Development Day for teachers 

	 
	
	中島和子教授と研修

	 
	Tue 2/26 (火）
	Hinoki Open House 6:00-8:30pm

	 
	
	ひのきオープンハウス 6:00-8:30pm

	 
	Fri-Sun 3/23-4/7 (金-日）
	Spring Break, No School

	 
	
	春季休業 

	 
	Mon 4/8 (月）
	Classes Resume

	 
	
	授業再開

	 
	Mon 5/20 (月）
	Sports Day (date may change)

	 
	
	運動会(仮日程)

	 
	Mon 5/27 (月）
	Memorial Day, No School

	 
	
	休校：メモリアルデー

	 
	Fri 6/28 （金）
	Closing ceremony and last day of school

	 
	
	終業式


Hinoki Winter Breaks – 2012-2017 (subject to change):

2012/2013:  Sat 12/22 to Sun 1/6 

2013/2014:  Sat 12/21 to Sun 1/5 
2014/2015:  Sat 12/20 to Sun 1/4 
2015/2016:  Sat 12/19 to Sun 1/3
2016/2017:  Wed 12/21 to Tue 1/3 

Hinoki Spring Breaks – 2012-2017 (subject to change):

2012/2013:  Sat 3/23 to Sun 4/7 

2013/2014:  Sat 4/12 to Sun 4/27  

2014/2015:  Sat 3/28 to Sun 4/12 

2015/2016:  Sat 3/19 to Sun 4/3 

2016/2017:  Sat 4/8 to Sun 4/23 
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