Dearborn Public Schools
Work Rules And Regulations for
Non-Instructional Staff

Staff Conduct Policy

The orderly efficient operation of the Dearborn Public Schools requires that all employees maintain
discipline and proper personal standards of conduct at all times. The purpose of the general work rules
and regulations is not to restrict the rights of anyone, but to define and protect the rights of all, which
will ensure safety and fairness to all employees in their work.

Discipline and proper standard of conduct are necessary to protect the health and safety of all
employees, to maintain uninterrupted services and jobs, and to protect the school district's goodwill and
property.

To that end, the Dearborn Board of Education authorizes the P-12 administration to establish written
rules and regulations which, together with the observance of proper standards of conduct, employees
are required to observe.

An employee who fails to maintain proper standard of conduct at all times and/or who violates the
rules, regulations and policies of the Dearborn Public Schools, shall be subject to appropriate disciplinary
action.

Responsibility and authority to recommend and/or take the disciplinary action, in accordance with
appropriate procedures, against an employee who fails to maintain proper standards of conduct and/or
who violates the rules, regulations, and polices of the Dearborn Public Schools.

All rules and regulations will be administered without regard to race, color, creed, religion, sex,
handicap, or national origin Statement of Policy

In compliance with Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, and the Americans
with Disabilities Act of 1990, it is the policy of the Dearborn School District that no person shall, on the
basis of race, color, religion, national origin or ancestry, gender, age, disability, height, weight, or marital
status, be excluded from participation in, be denied benefits of, or be subject to discrimination during
any activity or in employment. For information, contact Hassane Jaafar, OCR Consultant at (313) 827-
3181.



Work Rules

Violation of any of the following work rules and regulations may result in disciplinary action ranging from

reprimand to discharge:

1.
2.

10.

11.

12.
13.
14.
15.
16.
17.

18.

Possession of firearms or other weapons on district property.

Consumption and /or possession of any kind of illicit drugs or narcotics; the soliciting, dispersing
and/or selling of any kinds of drugs, pills or narcotics which disrupts the ability to perform the
duties of the job.

Drinking or possession of liquor or any alcoholic beverage on district property at any time.
Scuffing, rowdy behavior, and/or horseplay on district property.

Reporting to work under the influence of alcohol, narcotics, or any mind-altering substance which
disrupts the ability to perform the duties of the job.

Theft or misappropriation of property and/or funds of students, employees, or the school district.
Conducting personal business during working hours or on school district premises, or use of
district equipment for personal reasons.

The use of district vehicles for reasons other than work assignments.

Operation and/or use of machines, telephones, tools, or other Board owned equipment without the
approval from the employee's supervisor; abuse, misuse or destruction of Board and/or other's
property, tools, or equipment.

Employee misuse or removal from the Board’s premises, without proper written authorization
from the immediate supervisor, of Board property, records or other Board materials.

False statements knowingly, or recklessly made, or violently abusive and personally defamatory
statements or slander of another employee, of a student, parent or Board member and where such
conduct is related to and interferes with the educational process, and administration thereof.
Falsification of any reports or records including personal, absence or sickness.

Refusal to do a job assignment or insubordinate conduct.

Smoking where and when prohibited.

Gambling, or taking part in any game of chance, on Board premises.

Slowdown in performance or causing slowdown in performance.

Violation of district, state, federal safety rules or practices and/or engaging in any conduct which
tends to create a safety hazard which endangers self and/or others. Employees must at all times,
wear safety articles and use protective equipment where required, and immediately report to their
supervisors any injury or accident.

Unauthorized or unexcused absence, reporting late to work, leaving work or building during work



19.

20.
21.
22.
23.

24.
25.
26.
27.

28.

29.
30.

hours without prior authorization.

Failure to be at work station at the start of the work day, end of the lunch period, or failure to
remain at the work station up to the start of lunch period or end of the work day.

Neglect of duties, loafing or wasting time during work hours.

Unlawful or improper conduct of an employee, on school district property.

Fighting, agitating a fight and/or attempting bodily harm or injury to another person.

Distribution of obscene, vulgar, or indecent written or printed matter which tends to disrupt the
school or school district or results in danger to other persons on school property or interferes with
school work or discipline.

Poor housekeeping, creating or contributing lo unhealthy or unsanitary conditions.

Dress or grooming that disrupts the school setting.

Falsely stating or making claims of injury.

Clocking the time card of another employee. Failure to use the time card at designated time clock.
Failure to clock in or out by use of your own time card. Failure to clock out when leaving work
station or tampering with the office time clock.

Paid lunch must be taken in the assigned work station. Employees must be available for
assignment as necessary during the 30 minute paid lunch break.

Fatigue breaks must be taken in the assigned work building.

Conduct deemed not in the best interest of the Dearborn Public School

Disciplinary action will be handled on an individual basis and will be based on the specific facts
surrounding each case.

STAFF CONDUCT POLICY

The orderly efficient operation of the Dearborn Public Schools requires that all employees

maintain

Questions regarding work rules should be directed to:

Human Resources Department
Dearborn Public Schools 18700 Audette
Dearborn, M1 48 | 24

(313) 827-3002
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