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Series 4000: District Employment 

4300 Non-Exempt Staff 

4301 Definition 

“Non-exempt staff” may include transportation, custodial, maintenance, food service, 
clerical, and paraprofessional employees and other employees who do not meet an 
exemption under the Fair Labor Standards Act or the Michigan Improved Workforce 
Opportunity Wage Act. The term does not include “exempt” professional staff, 
administrators, supervisors, or the Superintendent (as defined in Policies 4401, 4501, and 
4601). Non-exempt staff are employed at-will and their employment may be altered or 
terminated at any time with or without cause, unless governed by a collective bargaining 
agreement or individual employment contract containing a different standard of 
employment security. 

Legal authority: 29 USC 201 et seq.; MCL 380.11a(3), 380.601a; MCL 408.934a 

Date adopted: June 25, 2025 

Date revised: 
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Series 4000: District Employment 

4300 Non-Exempt Staff 

4302 Employee Pay, Including Minimum Wage and Overtime 

Non-exempt staff will receive hourly compensation at a rate not less than the hourly 
minimum wage required by federal or state law, whichever is greater. Wages will be paid 
for all hours worked, including for training time required by the District. 

Non-exempt staff will receive overtime compensation at a rate of 1.5 times his/her regular 
hourly rate for work more than 40 hours in a work week, unless a higher rate is established 
through a collective bargaining agreement or other written agreement covering the non-
exempt staff member. Paid leave time (e.g., vacation, sick, or personal days) will not count 
as hours worked for overtime compensation, unless otherwise stated in a collective 
bargaining agreement or individual employment contract. 

Overtime work must be pre-approved by a supervisor and properly recorded. 

If the non-exempt staff member is compensated at multiple hourly wage rates during a 
work week, the overtime rate will be based on a weighted blend (by hours worked at each 
wage rate) of the wage rates earned by the employee in the applicable work week. 

Collective bargaining agreements and individual employment contracts may provide for 
additional overtime compensation. 

Legal authority: 29 USC 201 et seq.; MCL 408.931 et seq. 

Date adopted: 

Date revised: 
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4303 Intentionally Left Blank 
 

Legal authority:  

Date adopted: June 25, 2025 

Date revised: 
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4300 Non-Exempt Staff 

4304 Employee Timekeeping Responsibilities 

Non-Exempt Staff must record all hours worked in compliance with District procedures. 
Non-Exempt Staff will be compensated for authorized recorded hours worked, including 
preliminary and subsequent work activities and overtime. Timekeeping records must 
reflect actual time worked to ensure accurate payment of wages. 

Substantiated falsification or misrepresentation of hours worked may result in discipline, 
including discharge. 

Legal authority: 29 USC 201 et seq.; MCL 408.471 et seq. 

Date adopted: June 25, 2025 

Date revised: 
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4300 Non-Exempt Staff 

4305 Intentionally Left Blank 

Legal authority:  

Date adopted: June 25, 2025 

Date revised: 
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4300 Non-Exempt Staff 

4306 Assignment and Transfer 

The Board authorizes the Superintendent or designee to assign and transfer Non-Exempt 
Staff to meet identified District needs, including curricular, fiscal, personnel management, 
or other operating reasons. The Superintendent’s or designee’s authority includes 
assignment, transfer, and the addition or removal of Non-Exempt Staff member’s duties 
and responsibilities. In exercising authority pursuant to this Policy, the Superintendent or 
designee will comply with the applicable collective bargaining agreement or individual 
employment contract. 

Legal authority: MCL 380.11a(3), 380.601a 

Date adopted: June 25, 2025 

Date revised: 
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4300 Non-Exempt Staff 

4307 Performance Evaluation 

The Superintendent or designee will determine the frequency of evaluations for Non-
Exempt Staff not covered by a collective bargaining agreement that addresses evaluation 
frequency. 

Unless an evaluation tool is specified in a Non-Exempt Staff member’s collective 
bargaining agreement, the Superintendent or designee may select an evaluation tool that 
serves the District’s best interests. 

Non-Exempt Staff covered by a collective bargaining agreement or individual employment 
contract will be evaluated using the procedures and criteria set forth in that agreement. 

Legal authority: MCL 380.11a(3), 380.601a 

Date adopted: June 25, 2025 

Date revised: 
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4308 Reduction and Recall of Non-Exempt Staff 

The Board, in its sole discretion, may determine that a reduction in force of a Non-Exempt 
Staff member is appropriate due to curricular, fiscal, personnel management, or other 
operating conditions. A reduction in force may consist of a reduction of hours or personnel. 
Reductions in force and recalls are subject to Board approval. 

A. Staff Subject to a Collective Bargaining Agreement or Individual Employment 
Contract 

If the Board determines that a reduction of Non-Exempt Staff governed by a 
collective bargaining agreement or individual employment contract is necessary, 
the Superintendent will implement a reduction in force in conformance with the 
applicable agreement(s). 

B. Non-Exempt Staff Not Subject to a Collective Bargaining Agreement or Individual 
Employment Contract Containing Reduction and Recall Provisions 

1. Reduction in Force 

The Superintendent or designee will make reduction in force recommendations 
to the Board. The Superintendent’s or designee’s recommendation to the Board 
may consider the following criteria for reduction, which are not in order of 
priority or weight: 

a. programs and services to be offered; 

b. employee qualifications, abilities, skills, and education; 

c. federal, state, and local funding; 

d. employment experience that is relevant to an assignment; 

e. federal and state laws or regulations that may mandate certain employment 
practices; 

f. special or advanced training that would be of present or future value to the 
District; 

g. the organizational and educational effect caused by a reduction of Non-
Exempt Staff member(s); 

h. formal and informal evaluation of Non-Exempt Staff performance by a 
supervisor; 

i. length of service with the District and within a classification; and 
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j. any other criteria that are rationally related to providing effective support 
services and operation of or administration of the District, such as discipline 
record and compliance with attendance Policies and procedures. 

2. Notification 

Notice will be provided as follows: 

a. Before the Board considers a reduction in force, the Superintendent or 
designee will notify, in writing, each affected non-exempt staff member that 
the Superintendent or designee is recommending a reduction in force or 
hours that would affect the non-exempt staff member and the date and time 
of the Board meeting at which the Board will consider the reduction in force. 

b. After the Board’s decision on reduction in force, the Superintendent or 
designee will provide written notice of the Board’s action to the affected non-
exempt staff member(s). 

c. A non-exempt staff member who is subject to a reduction in force must, 
during the period which the member is eligible for recall, provide the District 
with an accurate residential address, email address, and phone number and 
report any subsequent change in the employee’s contact information. 
Failure to maintain current contact information may be deemed a waiver of 
recall rights. 

d. The District may allow a laid off non-exempt staff member to be included on 
the District’s list of substitutes at the Superintendent’s or designee’s 
discretion. If the District uses a laid off non-exempt staff member as a 
substitute, remuneration will be determined by the District or an applicable 
collective bargaining agreement. 

C. Recall 

A Non-Exempt Staff member subject to a reduction in force as described above 
will have preferred rights to recall to employment for a period of 12 months 
commencing on the date that the District implemented the reduction in force. The 
Non-Exempt Staff member will be recalled to any position within the member’s 
classification. Recall decisions will be based on the criteria specified in subsection 
B.1 of this Policy. 

A Non-Exempt Staff member who declines an offer of recall to a position 
comparable to that held at the time of layoff or for which he/she is otherwise 
qualified will be removed from the recall list and will forfeit any further employment 
rights with the District. 

A Non-Exempt Staff member must respond within 10 days after the date the District 
sent notice of recall. Failure to do so may be deemed a waiver of recall rights. 

Legal authority: MCL 380.11a(3), 380.601a 
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Date adopted: June 25, 2025 

Date revised: 
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4309 Discipline and Termination 

A. Discipline 

The Superintendent or designee may discipline non-exempt staff for behavior 
warranting discipline, as determined by the Superintendent or designee, provided 
the discipline is not for an unlawful reason. Off-duty conduct may result in discipline 
if it adversely affects the District and is not a legally protected activity. Before 
discipline is imposed, the Non-Exempt Staff member will be provided notice of the 
alleged inappropriate behavior and an opportunity to respond to the allegations. 

A Non-Exempt Staff member governed by a collective bargaining agreement or 
individual employment contract will be disciplined consistent with the procedures 
and standards specified within that agreement. 

A Non-Exempt Staff member who reasonably believes an investigatory interview 
may result in discipline may bring a representative consistent with Policy 4108. 

The Superintendent or designee will record discipline in writing, if warranted. 
Written discipline will be placed in the Non-Exempt Staff member’s personnel file. 
The Non-Exempt Staff member may submit a written rebuttal letter consistent with 
Policy 4224. 

Consistent with Revised School Code Section 1230b, unprofessional conduct will 
not be suppressed or removed from a personnel file. 

B. Termination 

A Non-Exempt Staff member is employed at-will and subject to discharge by the 
Superintendent or designee, with or without cause, provided the discharge is not 
for an unlawful purpose, unless a collective bargaining agreement, individual 
employment contract, law, Policy, or handbook provides otherwise. 

Legal authority: MCL 380.1230b(6); MCL 423.501 et seq.; NLRB v J. Weingarten, Inc., 
420 US 251 (1975) 

Date adopted: June 25, 2025 

Date revised: 


