
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*  Instruction  *  Leadership  *  Service  *  Community  * 

 

 

 

 

JACKSON COUNTY INTERMEDIATE 

SCHOOL DISTRICT  

 

Administrative, Managerial and 

Technical Personnel Handbook 

 

 

2019-2020 

 

 

 

 

Approved 05-21-19 



Administrative Handbook 2019-20  Page 2 

ADMINISTRATIVE HANDBOOK 
TABLE OF CONTENTS 

 
 

SECTION         PAGE # 

Introduction             3 

 

Employment 

 Job Posting         4 

 Personnel Files           5 

 Complaint Resolution Procedure        5 

 Performance Reviews          5 

 Layoff          6 

 

Compensation Policies 

 Classifications of Employment        6 

 Work Hours           7 

 Recording Work Hours          7 

 Regular Pay Procedures         8 

 Overtime Pay Procedures         8 

 Salary Administration Programs         8 

 

Time Off Benefits 

 Sick Days         10   

 Personal Business Days         10 

 Vacation Days           10 

 Vacation Payout        11 

 Holidays           11 

 Bereavement           12 

 Jury and Witness Duty          12 

 Military            12 

 Sabbatical           12 

 Unpaid Leaves of Absence         13 

 

Group Benefits 

 Our Employee Benefits Programs      13    

 Health Insurances          14 

 Life Insurance           15  

 Long-Term Disability Insurance         15 

 Cafeteria Plan           15 

 Workers’ Compensation Insurance        15 

 Retirement Plan           16 

 Voluntary Retirement Savings Plan        16 

 Longevity           17 

 Professional Dues        17 

 Indemnification         17 

 

Placement of Positions on Salary Schedules     18-20 

 Administrator/Coordinator Salary Ranges            21 

 Technical/Operational Support Salary Ranges             22  



Administrative Handbook 2019-20  Page 3 

INTRODUCTION 
 
Welcome to the Jackson County Intermediate School District 
 
 An interesting and challenging experience awaits you as an employee of Jackson 
County Intermediate School District (JCISD).  To answer some of the questions you may have 
concerning the JCISD and its policies, we have written this Handbook.  Please read it 
thoroughly and retain it for future reference.  The policies stated in this Handbook are guidelines 
only, and are subject to change at the discretion of the JCISD, as are all other policies, 
procedures, benefits, and other programs of JCISD.  From time to time, you may receive 
updated information concerning changes in policy.  If you have any questions regarding any of 
our policies, procedures, rules or regulations, set forth in this handbook or elsewhere, please 
ask your supervisor or a member of our Human Resources Department for assistance. 
 
 We wish you the best in your position and hope that your employment relationship with 
JCISD will be a successful and rewarding experience. 
 

NOTE:  We have avoided the use of specific gender pronouns in this Handbook wherever 
possible.  However, where such avoidance would have led to very awkward sentences, we 
have used the masculine pronoun.  This use should be considered to refer to both genders. 

 
About Our District – The JCISD Story 
 
 JCISD is one of 56 intermediate school districts in Michigan established by Public Act 
190 in 1962.  Since that time, Michigan ISDs have provided student-centered, data-driven 
solutions, and expanded educational opportunities for students and teachers of Michigan’s 548 
public school districts and 300 charter schools.  ISDs foster efficiency and innovation while 
optimizing the use of public funds through the pooling of resources and providing cost effective 
and high quality assistance to local districts regionally.    
 
 The JCISD boundaries encompass most of Jackson county, as well as small areas of 
Calhoun, Eaton, Hillsdale, Ingham, Lenawee and Washtenaw counties.  We serve all of 
Jackson’s 12 public school districts, 3 public school academies, and area parochial schools with 
a combined general and special education student population exceeding 24,000 and 
approximately 1200 teachers.  More than 500 persons are employed by the JCISD to staff the 
JCISD North, East and South Campuses, Camp McGregor, Youth Center and local district 
special education classrooms, as well as itinerant services.  Our primary service areas for area 
school districts include special education, career and technical education, staff professional 
development for Pre-K through high school graduation, technology services, business services, 
and a variety of grant-funded services.  
 

The JCISD has a collaborative relationship with Jackson College, Spring Arbor 
University, Baker College, Eastern Michigan University, regional health and human service 
agencies, county government, and various business and industrial groups. 
 
 JCISD is funded through a variety of sources:  permanent millages for vocational, special 
education and general education programs, a renewable millage for special education programs, 
federal and state supplemental moneys received through many different departments, funds from 
local school districts, special projects, and assorted grants. 
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 More helpful information about the JCISD is included each year in the annual program 
and service planning booklet on our website (www.jcisd.org, see the About Us page for the link).  
 
Purpose Statement 
 

The Jackson County Intermediate School District is committed to the success of 
all students.  The ISD provides educational leadership, services, programs and 
resources in partnership with local schools and the community. 

 
Goal Areas that Guide Our Work 
 

 Career readiness, work-based learning experiences and credential opportunities 
 Increased goal attainment in special education IEPs 
 Meaningful, impactful professional learning opportunities 
 Enhance employee and constituent engagement with the JCISD purpose and values 

 
Our Values 
 

Instruction:   Quality, creativity and relevance 
Leadership:   Envisioning, engaging and executing 
Service:   Listening, caring then serving 
Community:   Collaboration and partnerships 

 
 

EMPLOYMENT 
 
Job Posting 
 
 JCISD has established a job posting program to give all employees an opportunity to 
apply for positions that they are interested in and for which they are qualified.  Vacancies are 
normally posted on designated bulletin boards at all JCISD locations, and on the District’s 
website.  Postings generally include the title, the salary range, the minimum qualifications 
required, the essential functions of the job, and the closing date for filing applications. Positions 
are normally posted for at least ten workdays, but the posting period will always be at least five 
workdays. 
 
 To be eligible to be considered for a posted position, you must meet the minimum 
qualifications required for the position, be capable of performing the essential functions of the 
job, with or without a reasonable accommodation, be an employee in good standing in terms of 
your overall work record, and generally have been in your current position for a minimum of six 
months. 

 
 You are responsible for monitoring job vacancy notices and for completing an on-line 
application form with the Human Resources Department during the posting period for a specific 
opening. 
 
 You are not required to notify your supervisor when submitting an application for a 
posted position.  However, if you are a finalist for the position, your supervisor will be notified 
prior to the completion of the application process for, among other things, a recommendation.  A 
member of the Human Resources Department will contact you regarding your application and 
the status of your candidacy. 
 
  

http://www.jcisd.org/
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Personnel Files 
 
 JCISD maintains personnel files on each employee. These files contain documentation 
regarding all aspects of the employee's tenure with JCISD, such as performance appraisals, 
beneficiary designation forms, disciplinary warning notices, and letters of commendation. You 
may review your personnel file up to two times per year. If you are interested in reviewing your 
file, contact the Human Resources Department to schedule an appointment. 
 
 To ensure that your personnel file is up to date at all times, notify your supervisor or the 
Human Resources Department of any changes in your name, telephone number, home 
address, marital status, number of dependents, beneficiary designations, scholastic 
achievements, the individuals to notify in case of an emergency, and so forth 
 
Complaint Resolution Process 
 
 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, if a situation persists that you believe is 
detrimental to you or the JCISD, you should bring your complaint to management's attention, 
following the chain of command whenever possible. 
 

NOTE: This procedure is to be used for all issues other than alleged discrimination or 
unlawful harassment.  Issues concerning alleged discrimination or harassment 
should be reported using the JCISD’s Complaint Procedure, set forth in the Board 
Policy 3362 or 3362.01.  Pursuant to Board Policy, these types of complaints may be 
taken to any of the following:  the Principal of Torrant/Kit Young, the Principal of the 
Career Center or the Director of Human Resources. 
 
NOTE 2:  The process applicable to complaints from students alleging discrimination 
or harassment by a staff person differs somewhat.  Staff is required to pass such 
complaints on within two business (not school) days to an administrator.  Only the 
administrators listed in the NOTE, above, are authorized to perform these 
investigations. 

 
Performance Reviews 
 
 To ensure that you perform your job to the best of your abilities, it is important that you 
be recognized for good performance and that you receive appropriate suggestions for 
improvement when necessary.  Consistent with this goal, your performance will be evaluated by 
your supervisor (or another employee designated by the department head) on an ongoing basis.  
You will also receive periodic written evaluations of your performance.  JCISD endeavors to 
conduct written performance reviews of each exempt employee's performance annually. 
 
 All written performance reviews will be based on your overall performance in relation to 
your job responsibilities and will also take into account your conduct, demeanor, and record of 
attendance and tardiness, etc. 
 
 In accordance with Michigan law, employees holding certain instructional positions must 
be evaluated using an instrument that significantly “weights” the employee’s apparent impact on 
student achievement.  Additionally, the law requires that student growth be a factor in the 
compensation of covered employees.  An evaluation tool that addresses impact on student 
achievement has been adopted for professional instructional staff.  The District has determined 
that Principals are covered by this law; Special Education Supervisors may be covered as well.  
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The Board determines the amount of the performance incentive pursuant to Board Policy 3220 
and by budgeting the funds. 
 
 In addition to the regular performance evaluations described above, special written 
performance evaluations may be conducted by your supervisor at any time to advise you of the 
existence of performance or disciplinary problems. 
 
Layoff 
 
 In the event it becomes necessary, administrators will be provided with notice of layoff 
as required by law.  All other employees will be provided at least 30 days’ notice that they may 
be subject to a reduction in force. 
 
 

COMPENSATION POLICIES 
 
Classifications of Employment 
 
 For purposes of salary administration and eligibility for overtime payments and employee 
benefits, JCISD classifies its employees and other workers as follows: 
  
Twelve month regular employees: Employees hired to work fifty-two weeks (260 workdays) per 
year and thirty-seven and one-half hours per week on a regular basis.  Such employees may be 
"exempt" or "nonexempt" as defined below. 
 
Extended school year regular employees:  Employees hired to work less than fifty-two, but at 
least forty-six weeks (230 workdays), and thirty-seven and one-half hours per week on a regular 
basis.  Such employees may be “exempt” or “nonexempt” as defined below. 
 
Pro-rated year regular employees:  Employees hired to work for fewer than forty-six weeks but 
at least all the weeks of the regular academic year, and thirty-seven and one-half hours per 
week on a regular basis.  Such employees may be ”exempt” or “nonexempt” as defined below. 
 
Part-time regular employees: Employees hired to work fewer than thirty-seven and one-half 
hours per week, irrespective of the number of weeks per year, on a regular basis or employees 
who work thirty-seven and one-half hours per week on a regular basis, but for fewer weeks than 
the academic year. Such employees may be “exempt” or “nonexempt” as defined below. 
 

NOTE:  Assignment to a specific schedule does not restrict the Administration from 
determining it is necessary for one or more work groups to be subject to a temporary 
operational shut down, and affected employees being “furloughed” without pay for 
short periods.  Such action will not impact benefits.   

 
Temporary employees. Employees engaged to work full-time or part-time on JCISD's payroll 
with the understanding that their employment will be terminated no later than upon completion 
of a specific assignment. (Note that a temporary employee may be offered and may accept a 
new temporary assignment with JCISD and thus still retain temporary status.) Such employees 
may be "exempt" or "nonexempt" as defined below. (Note that employees hired from temporary 
employment agencies for specific assignments are employees of the respective agency and not 
of JCISD.) 
 
Leased Workers. Workers assigned to work at JCISD through a leasing organization. Leased 
workers are similar to contract temporary workers assigned to work at JCISD through temporary 
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employment agencies. Leased workers differ from contract temporaries, however, in that leased 
workers are normally engaged for extended periods of time as opposed to the brief periods for 
which temporary agency workers are engaged. Leased workers may be "exempt" or 
"nonexempt" as defined below. Leased workers are employees of the leasing organization and 
not of JCISD. 
 
Nonexempt employees. Employees who are required to be paid overtime at the rate of time and 
one half (i.e., 1.5 times) their regular rate of pay for all hours worked beyond forty hours in a 
workweek, in accordance with applicable federal wage and law hours.   
 
Exempt employees. Employees who are not required to be paid overtime, in accordance with 
applicable federal wage and hour laws, for work performed beyond forty hours in a workweek.  
Executives, professional employees, and certain employees in administrative positions are 
typically exempt.  This status is frequently referred to as “salaried.” 
 
 You will be informed of your initial employment classification as an exempt or nonexempt 
employee during your orientation. If you change positions during your employment as a result of 
a promotion, transfer, or otherwise, the Human Resources Department will inform you if your 
exemption status changes.  Please direct any questions regarding your employment 
classification or exemption status to the Human Resources Department. 
 
Work Hours 
 
 The regular work week for all full-time employees is thirty-seven and one-half hours, 
divided into five days, Monday through Friday, with employees regularly scheduled to work 
seven and one-half hours per day. 
 
 The normal office hours are 8:00 A.M. to 4:30 P.M., with a one hour unpaid meal period, 
normally taken between and 11:00 A.M. and 2:00 P.M.  You must seek approval from your 
supervisor for working hours outside of the normal office hours and for part-time work 
schedules. 
 
 Daily and weekly work schedules may be changed from time to time at the discretion of 
JCISD to meet the varying conditions of our business. Changes in work schedules will be 
announced as far in advance as practicable.  A supervisor may also approve an employee’s 
request to adjust his/her regular schedule within the same work week, so that the regular work 
week hours are fulfilled, but distributed differently among the work days (sometimes referred to 
as “flexing” the employee’s schedule). 
 
Recording Work Hours 
 
 It is the policy of JCISD to comply with applicable laws that require records to be 
maintained of the hours worked by our employees. To ensure that accurate records are kept of 
the hours you actually work (including overtime where applicable) and of the accrued leave time 
you have taken, and to ensure that you are paid in a timely manner, you will be required to 
report your absences according to department procedures and to record your overtime time 
worked and your absences on JCISD's official time record forms.  For most employees, 
absences are reported by phone or internet to the MUNIS system, and training to use MUNIS 
will be provided during orientation.   
 
 Please ensure that your actual overtime hours worked and leave time taken are 
recorded accurately. Falsification of a time record is a breach of JCISD policy and is grounds for 
disciplinary action, including the possibility of discharge. 
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Regular Pay Procedures 
 
 JCISD employees will be paid twice per month, on the 8th and 23rd, and will be paid in 
twenty-four (24) equal installments.  If the semi-monthly pay date falls on a weekend or district-
observed holiday, payments will be made on the regular business day immediately preceding 
the scheduled pay date.  (Note: an employee who works less than 46 weeks per year may 
request in writing by July 1 of that year to be paid in 20 equal installments.)  All required 
deductions, such as for federal, state, and local taxes, and all authorized voluntary deductions, 
such as for insurance contributions, will be withheld automatically from your paychecks.  
 
 No paper checks are issued, as all pay is deposited directly into an employee-
designated account.  (If you do not have a bank or credit union account, another non-check 
option will be explored with you.)  A digital “check stub” is sent to employees that details 
compensation, deductions and related information.  Please review your “check stub” for errors. 
If you find a mistake, report it to your supervisor immediately. Your supervisor will assist you in 
taking the steps necessary to correct the error. 
 
Overtime Pay Procedures 
 
 If you are classified as a nonexempt employee (see the classifications of employment 
policy section for the definition of nonexempt employee), you will receive compensation for 
approved overtime work as follows: 
 

o You will be paid at straight time (i.e., your regular hourly rate of pay) for all hours worked 
between your standard weekly schedule (typically 37.5 hours) and forty (40) hours in any 
given workweek. 

 
o You will be paid one-and-one-half (1.5) times your regular hourly rate of pay for all hours 

worked beyond the fortieth (40) hour in any given workweek. 
 
 Your supervisor will attempt to provide you with reasonable notice when the need for 
overtime work arises. Please remember, however, that advance notice may not always be 
possible.  Overtime may not be worked without prior supervisory approval. 
 
 You will normally receive payment for overtime in the pay period following the period in 
which such overtime is worked, providing that your time record has been properly prepared, 
approved by your supervisor, and forwarded to Payroll for processing in a timely manner. 
 
Salary Administration Programs 
 
 To attract and retain above-average employees, JCISD endeavors to pay salaries 
competitive with those paid by other employers in our industry and in the applicable labor 
markets in which we maintain facilities. In line with this objective, JCISD periodically monitors its 
wage scales to ensure that they are kept in line with local as well as national economic 
conditions. 
 
 Each position at JCISD has been studied and assigned a salary level. Each level has 
been assigned a corresponding salary range.  Periodically, JCISD may revise its job 
descriptions, evaluate individual jobs to ensure that they are rated and paid appropriately, and 
review job specifications to ensure that they are job-related.  If it is appropriate, an employee’s 
job may be reclassified, which could also include a salary level adjustment. 
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 There are two salary schedules, Administrative/Coordinator Salary Ranges and the 
Technical/Operational Support Salary Ranges.  Both the Administrative/Coordinator and the 
Technical/Operational Salary Ranges have a series of pay levels (or grades).  Salary ranges for 
each position are identified in the school district’s position descriptions.  The range listed for 
each pay level is based on 52-week work schedule.  An employee who works fewer than 52 
weeks each year will have his/her salary determined by prorating the annual salary for the 
number of weeks of the employee’s assignment.  
 

The level ranges are indicated on the salary schedules for each applicable time period, 
and classification range number. 

Experience 
 
 Beginning July 1, 2015, experience steps, if granted, will be one percent of the 
employee’s salary level on June 30 of that calendar year. Typically, the Board considers wage 
increases for administrative staff during its consideration of the annual budget and approves any 
increases at that time. Newly hired employees must be actively working by January 1 to be 
eligible for a first step increase the following July 1. Unsatisfactory performance may result in no 
salary increase for a given year. 
  
Salary Administration 
  
 New employee placement on the salary schedule will be based upon the 
recommendation of the Superintendent and will take into consideration all relevant factors, 
including the prior successful experience of the employee, relevant education, specialized 
training, relevant certifications, and any other relevant and appropriate consideration. 
 
 Administrators will be provided individual contracts of employment.  Administrators will 
be offered one-year contracts at the option of the Board.  These contracts are renewable 
annually, also at the option of the Board. 
 
 Your salary will be reviewed on an annual basis, and if you are granted a salary increase 
to reflect additional experience, it will normally be effective on the first workday of your contract 
year.   
 
 The Superintendent may also readjust an employee’s salary placement within his 
assigned classification level when an employee has established that he has added significant 
value to his current job assignment.  For example, the Superintendent may consider the 
achievement of significant educational goals related to the employee’s current assignment, 
successful application of specialized training to his duties, and successful assumption of 
additional responsibilities within his classification level. 
 
 Your total compensation at JCISD consists not only of the salary you are paid but also of 
the various benefits you are offered, such as group health and life insurance and your 
retirement plan, as described in a later section of this handbook. 
 

Questions regarding our salary administration program or your individual salary should 
be directed to your supervisor or the Human Resources Department. 
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TIME OFF BENEFITS 
 
 The benefit year for time-off benefits is July 1 through June 30.  Time off benefits will be 
prorated for employees who work less than full-time (at least 46 weeks and 37 ½ hours per 
week) and/or who are on unpaid status for a portion of the scheduled work year for their 
positions. 
 
Sick Days 
 

Employees (other than temporary employees) shall begin employment with sixty (60) 
days of paid sick time.  At the beginning of the accrual year following the employee’s fifth 
anniversary of employment and every year following, each employee will be advanced a yearly 
sick leave allowance of fourteen (14) days.  Unused days will be allowed to accumulate to a 
maximum of the number of days equal to his/her regular work year.  Sick time may be used for 
personal illness or injury, family illness or injury, funeral travel time, and additional funeral time 
other than that provided in bereavement leave, and any other uses required by Section MCL 
408.964 of the Paid Medical Leave Act. 

 
Family means the employee’s spouse, children, sibling, parents, and grandparents of the 

employee or spouse.  Beginning July 1, 2019, these relationships will be defined as provided in 
Section 408.962 of the Paid Medical Leave Act.  

 
In the event an employee exhausts his/her paid sick time prior to the time when s/he 

becomes eligible for long-term disability insurance benefits, the JCISD will pay the employee  
66 2/3% of the employee’s daily rate for a maximum of thirty (30) calendar days or until s/he is 
eligible to receive other long-term disability insurance benefits, whichever comes first. 
 
 Employees who are on sick leave or unpaid leave for extended periods due to their 
personal health conditions will be expected to provide medical certification of their ability to 
perform the essential functions of their position, with or without accommodation, prior to their 
return to work. 
 
NOTE:  temporary employees who are not eligible for paid leave pursuant to this handbook will 
be evaluated for eligibility for paid leave benefits under the Michigan Paid Medical Leave Act.  
See Administrative Regulation 3430.02 for more information. 
 
Personal Business Days 
 
 Personal business days total four (4) per year.  An employee may use these days to 
conduct business that cannot be scheduled outside regular business hours.  Unused personal 
business days will be converted to sick time and credited to the employee’s accumulated sick 
bank. 
 
Vacation Days 
 
Administrator & Coordinator Employees 
 

Twelve-month employees shall be provided twenty-two (22) days of paid vacation per 
year which may be used between July 1 of that year and June 30 of the subsequent year. 
Employees may defer up to ten (10) days of paid vacation time into the next fiscal year.  
Vacation time carried over is not cumulative and cannot exceed ten (10) days. (NOTE:  Carried 
over vacation will always be used prior to the current year’s vacation accrual.) 
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Extended School Year (46 week) employees shall be provided twelve (12) days of paid 
vacation per year.  Vacation time cannot be carried over into the next fiscal year.  Employees 
who are scheduled less than 46 weeks per year are not eligible for paid vacation days. 

 
Technical & Operational Support Employees 
 

Twelve-month employees shall be provided seventeen (17) days of paid vacation per 
year during the first five (5) years of continuous employment with the district.  Beginning the 
sixth (6th) year of employment, employees shall be provided twenty-two (22) days of paid 
vacation per year.  Vacation days for a year may be used between July 1 of that year and June 
30 of the subsequent year. Employees may defer up to ten (10) days of paid vacation into the 
next fiscal year.  Vacation time carried over is not cumulative, cannot exceed ten (10) days, and 
must be used prior to the current year’s vacation accrual. 
 

Extended School Year (46 weeks) employees shall be provided twelve (12) days of paid 
vacation per year.  Vacation days for Extended School Term employees may not be carried 
over in the next fiscal year. Employees who are scheduled less than 46 weeks per year are not 
eligible for paid vacation days. 
 
Option For Compensation In Lieu Of Taking Vacation Time 

 A twelve-month employee may elect to receive compensation for a portion of his/her 
accrued vacation.  Eligible employees will be given the option prior to the end of the fiscal year 
to trade up to 50 accrued hours of vacation time for compensation.  All eligible employees who 
choose this option will be paid for the designated vacation time at an hourly rate of $20.00.  Any 
hours traded for compensation will be removed from the employee’s vacation bank and will not 
be considered when the maximum vacation carryover limit becomes effective on July 1. 
 
Vacation Payout 
 
 Administrative, managerial and technical personnel who terminate their employment with 
JCISD will be eligible for payout of all vacation carried over from a previous fiscal year and not 
used.  Employees who terminate their employment will also be eligible to use or be paid for all 
or a portion of the balance of their final year’s accrual, as follows.  The current year’s vacation 
accrual will be prorated based on a formula that divides the number days on which the 
employee was on paid status during the fiscal year by the number of days the employee was 
contracted to work during the fiscal year. Payouts are calculated using the employee’s rate of 
pay on the date the employee’s termination is effective. 
 
Scheduling Vacation Time 
 
 In most circumstances, employees may request time off for vacation consistent with both 
their desires and business necessity.  In each instance, vacation requests must be approved in 
advance by the supervisor.  The JCISD reserves the right, however, to require employees to 
use their paid vacation time during periods when it will be least disruptive.  For example, 
employees could be required to use paid vacation during holiday breaks or operational shut-
downs. 
 
Holidays 
 

The following holidays have been established for employees.  Those employees 
assigned less than a 52-week work year must be scheduled to work when a holiday occurs in 
order to be eligible for holiday pay. 
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Good Friday (provided the instructional staff is not working) 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
Friday after Thanksgiving Day 
Christmas Eve through New Year’s Day 
Holidays falling during a weekend shall be scheduled for Monday or Friday (Provided 
instructional staff is not working). 
 
Bereavement 
 

Employees will be excused from work in the event of a death in the immediate family for 
up to three (3) days for each occurrence.  Immediate family shall include employee’s spouse, 
children, brothers, sisters, parents, step-parents, or parent surrogate, spouse’s parents, and 
grandparents of the employee or spouse. 
 
Jury and Witness Duty 
 

Employees will be excused from work when summoned for jury duty or subpoenaed to 
testify in court, provided the testimony is not against the school district.  Employees must report 
to payroll any fees received for jury duty or witness testimony.  An employee’s pay shall be 
reduced by any fees received for jury duty or witness testimony.  Alternatively, the employee 
may provide the business office with the court’s documentation regarding payment for service 
and provide the employer with a check for that amount. 

 
To qualify for jury or witness duty leave, you must submit to your supervisor a copy of 

the summons to serve as soon as it is received.  In addition, proof of service must be submitted 
to your supervisor when your period of jury or witness duty is completed. 

 
JCISD will make no attempt to have your service on jury postponed except when 

business conditions necessitate such action. 
 
Military 
 
 Leaves of absence without pay for military or Reserve duty are granted to regular 
employees.  If you are called to active military duty or to Reserve or National Guard training, or 
if you volunteer for the same, you should submit copies of your military orders to your supervisor 
as soon as is practical. You will be granted a military leave of absence without pay for the period 
of military service, in accordance with applicable federal and state laws.  If you are a reservist or 
a member of the National Guard, you are granted time off without pay for required military 
training. Your eligibility for reinstatement after your military duty or training is completed is 
determined in accordance with applicable federal and state laws. 
 
Sabbatical 
 

Regular employees may request a sabbatical leave of absence subject to the 
recommendation of the Superintendent and the approval of the JCISD Board of Education.  The 
purpose of a sabbatical leave is to improve an employee’s ability to render educational services.  
A sabbatical leave may be taken for formal study, research, travel, or other reasons approved 
by the Board of Education.  The requesting employee must have at least seven (7) consecutive 
years of satisfactory service as a full time employee of the JCISD.  A sabbatical leave may be 
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granted for a period of not less than one (1) full semester nor for more than two (2) full 
consecutive semesters. 

 
Employees on sabbatical leave will be paid one-half of his/her salary, which would be 

received if s/he were on active status for the period in which the leave is effective.  Payment of 
salary shall be made following the regular pay schedule.  All current fringe benefits shall be 
provided to the employee while on sabbatical leave. 

 
The employee must sign an agreement to return to service with the JCISD immediately 

upon termination of a sabbatical leave and to continue in such service for a period of two (2) full 
years.  Failure of the employee to comply with this provision shall require him to reimburse the 
salary paid and cost of the benefits to the school district within two years, unless waived by the 
Board of Education. 
 
Unpaid Leaves of Absence 
 

Leaves of absence without pay of up to one (1) year shall be granted. Leaves of 
absences shall not exceed one (1) year inclusive of paid and unpaid time. Such leaves may be 
for the following reasons:  
 

 Child care following the birth or adoption of a child. 

 Ill health (the employee must exhaust all paid sick time). 

 Illness in the immediate family (the employee must exhaust all paid sick time). 

 Leaves of absence without pay of up to one (year) may be granted by the employer for 
educational or leadership purposes. 

 
An employee will be returned to work to a comparable position following leaves of one year 

or less.  In the event that the JCISD determine that special circumstances warrant granting a 
leave of absence of more than one year, the employee returning to work will return to the first 
available position for which s/he is certified and qualified.  In no case will leaves of absence for 
a third year be granted; failure to return to work after two years will result in termination.  If the 
employee does not accept a position offered, the right to placement terminates. Placement 
under this provision shall not extend beyond one year from the date of release to return to work. 

 
Employees must provide written notice of intent to return to work as early as possible.  

Employees shall give such notification at least five (5) workdays prior to the anticipated date of 
return. 

 
Any employee failing to give proper notification or to return to work upon expiration of a 

leave shall be deemed an automatic resignation. 
 

 
GROUP BENEFITS 

 
Our Employee Benefit Programs 
 
 JCISD has established a variety of employee benefits programs designed to assist you 
and your eligible dependents in meeting the financial burdens that can result from illness, 
disability, and death, and to help you plan for retirement, deal with job-related or personal 
problems, and enhance your job-related skills. 
 
 Our insurance and retirement-related programs are described more fully in summary 
plan description booklets, with which you are provided once you are eligible to participate in 



Administrative Handbook 2019-20  Page 14 

these programs, and which are updated from time to time and placed on the HR page of the 
JCISD website. Complete descriptions of our group health insurance programs are also in 
JCISD's master insurance contracts with insurance carriers, which are maintained in the Human 
Resource Department and the business office.  If information in this handbook and our summary 
plan descriptions contradicts information in these master contracts or master plan documents, 
the master contracts/documents shall govern in all cases. 
 
 JCISD reserves the right to amend or terminate any of these programs or to require or 
increase employee premium contributions toward any benefits with or without advance notice at 
its discretion. This reserved right may be exercised in the absence of financial necessity. The 
respective plan administrator will notify plan participants of all approved amendments or plan 
terminations. 
 
 Premiums for benefits are paid by JCISD and the employee, and the employee premium 
contribution for full-time employees will be published each year, consistent with the state-
required maximum employer contribution formula.   
 
 For more complete information regarding any of our benefits programs, please contact 
our Human Resources Department, or sign into the JCISD website and go to the For Staff page. 
 
Health Insurances  
  
 Eligible employees are provided medical, prescription, dental, and vision insurance 
coverage. Benefit details are covered in summary documents.  Participating employees may be 
required to pay a portion of premiums through payroll deduction. 
 
 Medical insurance participation is limited to eligible employees who do not have 
comparable, employer-paid medical insurance available from another source.  Full-time 
employees who have medical insurance through another source and who opt out of JCISD 
medical insurance will receive $5,400 in lieu thereof.  (Part-time employees who are eligible to 
participate in the health insurance coverage are also eligible to participate in the opt-out on a 
prorated basis.) If two JCISD employees are married and both are eligible for employee benefit 
coverage from the JCISD, the Employer will pay for one health insurance policy, one dental plan 
and one vision plan to cover the family.  Both employees will be eligible for the applicable LTD 
and life insurance coverage.  Employer-paid group health insurance will be effective on the first 
of the month on or after the date the employee is hired.  Employer-paid health insurance will 
terminate on the last day of the month during which the employee retires, resigns or is otherwise 
terminated.  Employees who are eligible to make mid-year family coverage changes (i.e., 
additions and deletions of covered family members), must provide supporting documentation to 
Human Resources within thirty (30) days of the family change (marriage, new child, loss of 
coverage through spouse’s employer, etc.).  

 Effective January 1, 2014, part-time, regular employees who work, on average, at least 
30 hours per week for the academic year will be eligible for the least expensive single 
subscriber health insurance option available to full-time employees, along with the single 
subscriber vision and dental plans, life insurance and long term disability; they may also choose 
to enroll their eligible dependents in the same health insurance plan and pay the difference in 
premium between the single subscriber dollar cap and the cost of the dependent coverage.   
Part-time, regular employees who work, on average, less than 30 hours but at least 20 hours 
per week, are eligible to participate in the dental, vision, life, and long term disability insurances 
on a prorated basis.  Part-time, temporary employees who are expected to work at least 30 
hours per week for a full year will be eligible for the least expensive single subscriber health 
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insurance option available to full-time regular employees, but are not eligible for other employer-
paid benefits. 

 Medical insurance premiums will be paid by district for up to one (1) year from first day of 
absence of medical leave (paid and unpaid, inclusive) for the employee, so long as the 
employee pays his/her portion of the premiums (if any) during the leave period. Contact the 
Human Resource Department for more details on this benefit. 
 
Life Insurance 
 
 Employees are provided term life insurance equal to two times their annual salary up to 
a maximum of $160,000.00.  The insurance carrier will provide employees with a certificate of 
insurance upon receipt of enrollment application. 
 
Long Term Disability Insurance 
 
 Long term disability insurance is provided for employees, providing a benefit of two-
thirds an employee’s monthly salary up to a maximum of $9,723 per month, after a 90-day 
eligibility waiting period.  Details of the benefit will be provided by the insurance carrier upon 
receipt of the enrollment application. 
 
Cafeteria Plan 

 The JCISD maintains a Section 125 cafeteria plan to offer employees choices in their 
benefit plans.  A medical flexible spending account and a dependent care account are included 
as cafeteria plan options.  Employees may also elect to pay for additional insurances through 
payroll deductions.  These options are described in the summary documents and will be 
reviewed during orientation. 
 
Workers’ Compensation Insurance 
 
 To provide for payment of your medical expenses and for partial salary continuation in 
the event of a work-related injury or illness, you are covered by employer-funded workers' 
compensation insurance. The amount of benefits payable and the duration of payment depend 
on the nature of your injury or illness.  In general, however, all medical expenses incurred in 
connection with an injury or illness are paid in full and partial salary payments are provided in 
compliance with Michigan’s Workers’ Compensation laws. 
 
 If you are injured or become ill on the job, you must immediately report such injury or 
illness to your supervisor and the Human Resources Department. This ensures that JCISD can 
assist you in obtaining appropriate medical treatment. You will also be required to complete an 
injury report in a timely manner.  Your failure to follow this procedure may result in the 
appropriate workers' compensation report not being filed in accordance with the law, which may 
consequently jeopardize your right to benefits in connection with the injury or illness.  
Additionally, the employer may direct an injured worker to a treating physician or medical facility 
of the employer’s choice for the first 10 days of care following the work injury or illness. 
 
 Questions regarding workers' compensation should be directed to the Human Resources 
Department. 
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Retirement Plan 
 

The State of Michigan has established the Michigan Public School Employees 
Retirement System (MPSERS), a retirement program to assist school employees in their post-
employment years. You are encouraged to begin planning for retirement early in your career so 
that MPSERS retirement benefits, benefits from the federal government's social security 
program, and income from your personal investments can grow together to provide future 
financial security. 
 
 MPSERS has several different plan designs, and employee eligibility for the various 
plans is dependent on the date of employment in a MPSERS-covered position, the option(s) 
available on that date, and elections made by employees in 2012.  Most JCISD employees have 
one of two defined benefit plans (“Basic” or “MIP”). Employees who started work for a Michigan 
public school on or after July 1, 2010 have a program that combines a smaller defined benefit 
plan and a defined contribution plan to produce the total retirement benefit (“Pension Plus”), or a 
defined contribution plan alone. The amount of benefits you receive when you retire depends 
on, among other things, your years of credited service with Michigan public schools, your 
income, and your contributions to the system.  
 
 Questions regarding MPSERS retirement plan should be directed to the MPSERS, 800-
381-5111, www.michigan.gov/orsschools.  Defined contribution plan members may also receive 
help from  Voya Financial, https://stateofmi.voya.com/eportal/welcome.do. You may obtain a 
summary plan booklet by contacting MPSERS. 
 
Voluntary Retirement Savings Plan 
 

JCISD has established a voluntary retirement savings plan that is available to 
employees.  This program offers both 403(b) and 457(b) options. The purpose of the plan is to 
encourage eligible employees to save to build a financial reserve for retirement. Under the plan, 
eligible employees may elect to have JCISD withhold up to the maximum limit per year, 
prescribed by IRS regulations, of their gross compensation through payroll deductions and 
contribute that amount to the plan as a retirement savings contribution. Employees may 
suspend their contributions at any time and may also increase or decrease the amount of their 
contributions as permitted by the plan.   

 
 The money contributed by employees is invested by the plan administrator, based on the 
elections made by employees. A variety of investment options are available to employees, 
including both pre-tax and post-tax. The value of each employee's account at retirement 
depends on a number of factors, such as how long an employee has been a member of the 
plan, how much the employee has contributed, and investment gains. 
 
 The district will match employee contributions to the retirement savings plan, dollar for 
dollar, up to $1,000.00 per year.  The district’s matching dollars will be distributed to the 
employee’s 403(b) plan, if existing, then to the employee’s 457 plan, during January and July 
based on the employee contributions during the previous six months. 
 
 Information about the plan will be posted on the JCISD For Staff web page.  Questions 
regarding our voluntary retirement savings plan may also be directed to the Human Resources 
Department or the business office.  
 
 While the district is committed to offering a wide variety of retirement investment choices 
to employees, it reserves the right to add or delete investment plan options, to amend plan 

https://stateofmi.voya.com/eportal/welcome.do


Administrative Handbook 2019-20  Page 17 

documents, to discontinue the plan, and to make any other decision consistent with the plan 
documents. 
 
Longevity 
 
 A five hundred dollar ($500.00) longevity stipend is provided by the Board annually for 
those administrators who were a JCISD employee for twelve (12) years or more on July 1, 
2015.   [Please note:  Payment of the longevity benefit will continue in future years only for 
individuals who qualified on July 1, 2015.]  Longevity payments, if due, will be made in 
December. 
 
Professional Dues 
 
 Dues to professional organizations that assist administrators in reaching their objectives 
and in carrying out their duties shall be reimbursed 100%; however, that membership shall be 
subject to approval of the superintendent. 
 
Indemnification 
 

The school district agrees, as a further condition of administrative employment, that it 
shall defend, hold harmless, and indemnify administrators from any and all demands, claims, 
suits, actions and legal proceedings brought against them, in their individual capacity or in their 
official capacity as agent and employee of the district, provided the incident arose while the 
administrator was acting within the scope of his or her employment. 
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PLACEMENT OF POSITIONS ON SALARY SCHEDULES 
 

Administrator/Coordinator Positions:     Level 
 
 Assistant Superintendent      Level 1 
  

Director of Instruction                       Level 2  
 Director of Special Education      Level 2  
 
 Director of Finance & Operations        Level 3                
 Director of Human Resources & Legal Services           Level 3 
 Director of Technology & Collaborative Services         Level 3  
 

Principal of JACC/CEPD Supervisor             Level 5 
 
Assistant Director of Special Education    Level 6 

 Principal/Torrant & Kit Young      Level 6 
 
Special Education Lead Supervisor     Level 7   

  
 Assistant Director of Finance      Level 8 
 Assistant Director of Instruction     Level 8 

Information Systems Supervisor     Level 8 
 Special Education Supervisor            Level 8 
  
 Assistant Principal               Level 9 
 Assistant Director of Human Resources    Level 9 
 
 Education Consultant – Lead      Level 10 
 Information Systems Manager             Level 10 
  
 Education Consultant          Level 11 
  

Early College Administrator      Level 13 
Educational Technology Solutions Developer & Analyst  Level 13 

 General Information Systems & User Services Supervisor  Level 13 
  
 Communications/Marketing Consultant    Level 14 
 Great Start/Early Childhood Consultant    Level 14  

Whole Child-School Health Consultant (13/14)   Level 14 
 
Educational Technology Consultant – Lead    Level 15 
 
Educational Technology Consultant     Level 16 

 Dean of CTE Program Services     Level 16 
 Education Coordinator III              Level 16 
 Instructional Coach       Level 16 
  
  
 Marketing/Special Projects Coordinator    Level 17 

Education Coordinator II                   Level 17 
 
Attendance Officer       Level 18 
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Early Literacy Coach/Coordinator     Level 18 
Education Coordinator I                       Level 18 
 
Early Childhood Specialist      Level 19 

 
Technical/Operational/Support Positions:    Level 
  

Engineering Supervisor      Level 1 
 
Student Information Systems Supervisor    Level 2 
 
Database Applications Specialist I     Level 3 
Facilities Supervisor               Level 3 
 
Transportation Supervisor              Level 4 
 
ISD Business Manager      Level 6 
LEA Business Manager II      Level 6 
Student Data Supervisor      Level 6 
 
Database Applications Specialist II         Level 7 
LEA Business Manager I          Level 7 
 
Assistant Transportation Supervisor     Level 8 
Manager of School Medicaid Cost Recovery    Level 8 
Technical Services Coordinator     Level 8 
Network Engineer       Level 8 
 
Lead Bus Mechanic               Level 9 
Computer Hardware Technician     Level 9 
LEA Accountant II       Level 9 
 
Administrative Assistant to Superintendent            Level 10 
Associate Network Engineer      Level 10 
Bus Mechanic        Level 10 
Human Resources Generalist     Level 10 
Grants Coordinator/Budget & Compliance    Level 10 
Information Technology Systems Support        Level 10 

 Information Technology Support Analyst       Level 10 
Purchasing & Logistics Manager     Level 10  
Student Data Coordinator II              Level 10 
Supervisor of Payroll & Payables     Level 10 
Technology Services Coordinator     Level 10 
 
Student Data Coordinator I              Level 11 
 
Employee Benefits Specialist II     Level 13 
Payroll/Accounts Payable Accountant II    Level 13 
 
Employee Benefits Specialist I     Level 14 
Lead Pupil Accounting Auditor      Level 14 
 
Accounts Payable Accountant     Level 15 
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Accounts Receivable Accountant     Level 15 
Graphics Designer       Level 15 
LEA Student Data Specialist/Auditor     Level 15 
Payroll/Accounts Payable Accountant I    Level 15 
 
Early Childhood Grant Activities Specialist    Level 16 
Early Childhood Grant Support & Data Specialist   Level 16 
IT Technician II       Level 16 
Project Data Specialist –or- Data Specialist    Level 16 
 
IT Technician        Level 17 
Teen Leadership Advisory Liaison     Level 17 
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2019-20 ADMINISTRATOR/COORDINATOR SALARY RANGES 
12 Month/52 Week Salaries 

1.5% increase  
 

Level Base Top 

1 109,576 124,739 

2 107,282 122,446 

3 102,627 117,386 

4 100,409 114,974 

5 98,189 112,562 

6 95,051 109,149 

7 92,789 108,310 

8 90,530 105,852 

9 88,267 101,778 

10 85,036 98,266 

11 82,740 95,769 

12 80,441 93,271 

13 78,144 90,774 

14 74,833 87,173 

15 72,491 84,631 

16 70,153 82,086 

17 67,813 79,545 

18 65,474 77,002 

19 63,135 74,458 

20 60,793 71,915 

21 58,455 69,372 

22 56,114 66,829 

  
 

  



Administrative Handbook 2019-20  Page 22 

2019-20 TECHNICAL/OPERATIONAL SUPPORT SALARY RANGES 
12 Month/52 Week Salaries  

1.5% Increase 
 

Level Base Top 

1 72,674 86,196 

2 70,340 83,608 

3 68,005 81,022 

4 65,671 78,436 

5 63,336 75,849 

6 61,002 73,262 

7 58,667 70,676 

8 56,333 68,090 

9 53,998 64,300 

10 51,664 61,676 

11 49,329 59,051 

12 46,995 56,425 

13 44,660 53,798 

14 42,326 51,172 

15 39,991 48,545 

16 37,657 45,920 

17 35,322 43,294 

 

  

 
 


