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Section 1000 Administration

Title CORPORATION ORGANIZATION
Code po1100

Status Active

Adopted January 9, 2001

1100 - CORPORATION ORGANIZATION

The School Board recognizes that the grouping of grades and services within the facilities of the Corporation can assist the efficient
operation of the Corporation and help achieve a more effective instructional program.

The Superintendent shall continually monitor the effectiveness of the Corporation organizational plan and recommend to the Board
such modifications in the plan which are in the best interests of the students, make wisest use of Corporation resources, and serve
the educational goals of the Board.

The Superintendent shall be the chief executive officer of the School Corporation. The Superintendent shall define and recommend
those administrative positions required to implement the educational system and program of learning established by the Board.

Responsibility shall flow clearly from the Superintendent through the administrative staff to the operational personnel.

It shall be the responsibility of the Superintendent to determine the need for and define operational requirements sufficient to
ensure the smooth functioning of the Corporation. Maintenance of an efficient, skilled operational staff is essential to the effective
performance of the system.

On occasion, the Superintendent may find it necessary to recommend to the Board the employment of specialists or consultants to
maintain or support programs implemented by the Corporation in areas requiring specialized knowledge. These positions will be
considered by the Board on the merits of their potential contribution to the School Corporation and the specific conditions of the
stated contract or agreement.
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ASSESSMENT OF CORPORATION GOALS
pol110

Active

January 9, 2001

1110 - ASSESSMENT OF CORPORATION GOALS

One of the major functions of the Board of School Trustees is to work with the administration to establish the goals by which the

Corporation can accomplish its mission and to provide the resources necessary for their accomplishment. Because of the importance

the Board places on accomplishing goals, it has established the following policy for effective assessment of the Corporation's

progress toward their realization.

In conjunction with its annual evaluation of the Superintendent, the Board shall also provide the time for both the Board and the
administration to assess the progress of the Corporation, during the previous year, toward the achievement of current goals. Both
the Superintendent's evaluation and the progress-assessment of goals shall take place at a time of the year when the following

conditions are most favorable to assure this policy operates as intended.

A. Data on results-to-date of each Corporation goal are available so assessment and evaluation can focus on how well the

Corporation is accomplishing its goals.

B. Evaluations or progress-assessments of the Corparation's learning programs as well as evaluations ‘of key administrators and

other staff have been completed so such data is available for reference by the Superintendent and Board during the

assessment of Corporation goals and the evaluation of the Superintendent.

C. Summaries and synthesized data, compiled from the evaluation of the Superintendent, the Board's self-assessment, and the

evaluation data on programs and staff, are available to serve as reference information when determining the reasons for
progress and/or lack of progress toward accomplishment of Corporation goals.

This annual process of assessing/evaluating the Board, the Superintendent, staff, programs, and resources shall not be considered

finished until:

A. Corporation goals and the strategies and actions being used to accomplish them have been reviewed:;

B. revisions have been made in light of what all of the evaluation data for that year has indicated.
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1113 - SCHOOL DIRECTORY
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The School Board authorizes the Superintendent to prepare a school directory annually, and it shall contain the names, assignments,

addresses, and telephone numbers of all professional and support staff as well as the Board and Superintendent.

Directories shall be distributed to all Corporation personnel, but shall not be available to individuals and/or firms for commercial or
private gain unless, in the judgment of the Superintendent, such distribution will be of a direct educational benefit to the staff or

students.

https://go.boarddocs.com/in/nhjusc/Board.nsf/Private?open&login#

1”1



11/4/22, 1:50 PM

Book
Section
Title
Code
Status
Adopted

Last Revised

BoardDocs® PL

Policy Manual

1000 Administration
CONFLICT OF INTEREST
pol130

Active

January 9, 2001

June 7, 2016

1130 - CONFLICT OF INTEREST

A. The maintenance of unusually high standards of honesty, integrity, impartiality, and professional conduct by School
Corporation employees, officers, and agents is essential to ensure the proper performance of schoal business as well as to
earn and keep public confidence in the Corporation.

To accomplish this, the School Board has adopted the following guidelines which apply to all Corporation employees, officers,
and agents, including Trustees, to assure that conflicts of interest do not occur. These guidelines are not intended to be all
inclusive; nor are they intended to substitute for good judgment.

An employee, officer, or agent of the Corporation making a recommendation to the Board on a matter to be considered by the
Board shall not accept a gift or gratuity from a person or entity having a substantial personal or pecuniary interest in the
Board's decision on the matter in accordance with the restrictions and provisions of 1.C. 35-44.1-1- 4,

R

3.

No employee, officer (that is, any member of the Board), or agent shall engage in or have a financial or other interest
in, directly or indirectly, any activity that conflicts or raises a reasonable question of conflict with his/her Corporation
responsibilities.

. Employees, officers (that is, any member of the Board), and agents shall not engage in business, private practice of

their profession, the rendering of services, or the sale of goods of any type where advantage is taken of any
professional relationship they may have with any student, client, or parents of such students or clients in the course of
their employment or professional relationship with the Corporation.

Included, by way of illustration rather than limitation are the following:
a. the provision of any private lessons or services for a fee

b. the use, sale, or improper divulging of any privileged information about a student or client gained in the course
of the employee's employment or professional relationship with the Corporation through his/her access to
Corporation records

c. the referral of any student or client for lessons or services to any private business or professional practitioner;
if there is any expectation of reciprocal referrals, sharing of fees, or other remuneration for such referrals

d. the requirement of students or clients to purchase any private goods or services provided by an employee,
officer (that is, any member of the Board), or agent or any business or professional practitioner with whom any
employee, officer (that is, any member of the Board), or agent has a financial relationship, as a condition of
receiving any grades, credits, promotions, approvals, or recommendations

Employees, officers (that is, any member of the Board), and agents shall not make use of materials, equipment, or
facilities of the Corporation in private practice. Examples would be the use of facilities before, during, or after regular
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business hours for service to private practice clients, or the checking out of items from an instructional materials
center for private practice.

Ea

Employees, officers (that is, any member of the Board), and agents shall not solicit gifts, travel packages, and other
Incentives from prospective contractors,

%41

Employees, officers (that is, any member of the Board), and agents shall not participate in the selection, award and
administration of any contract to an entity in which they have a pecuniary interest or from which they derive a profit
or in which a dependent of the employee, officer (that is, any member of the Board), or agent has a pecuniary interest
or from which the dependent derives a profit. "Dependent” includes the employee’s spouse; unemancipated child,
stepchild or adopted child under the age of eighteen (18); or individual for whom the employee, officer (that is, any
member of the Board), or agent provides more than one-half (1/2) of the individual’s support during a year. A
"pecuniary interest" means an interest in a contract or purchase that will result or is intended to result in an
ascertainable increase in the income or net worth of the employee, officer (that is, any member of the Board), or
agent or the employee’s, officer’s (that Is, any member of the Board), or agent’s dependent who is under the direct or
indirect administrative control of the employee, officer, or agent or who receives a contract or purchase order that is
reviewed, approved, or directly or indirectly administered by the employee, officer (that is, any member of the Board),
or agent,

- No conflict of interest will be deemed to be present if the Corporation employee's, officer's {(that Is, any member of the
Board), or agent’s interest in the contract or purchase and all other contracts and purchases made by the Corporation during
the twelve (12) months before the date of the contract or purchase was $250 or less.

. Sheuld exceptions te this policy be necessary in order te provide mandatory services to students or clients of the Corporatlon,
alf such exceptions will be made known to the employee's supervisor, or to the School Board if there is no supervisor, and will
be disclosed to the Superintendent before entering into any private relationship.

. To the extent that the Corporation has a parent, affiliate or subsidiary organization that is not a State, local government or
Indian tribe, the Corporation may not conduct a procurement action Involving the parent, affiliate or subsidiary organization if
the Corporation 1s unable, or appears to be unable, to be impartial,

. Employees, officers and agents must disclose any potential conflict of interest which may lead to a violation of this policy to
the Corporation, Upon discovery of any potential conflict of interest, the Corporation will disclose, in writing, the potential
conflict of interest to the appropriate Federal awarding agency or, if applicable, the pass-through entity.

The Corporation also will disclose, in a timely manner, all violations of Federal criminal law involving fraud, bribery or gratuity
that affect a Federal award to the appropriate Federal awarding agency or, if applicable, the pass-through entity.

. Employees, officers and agents found to be in violation of this conflict of interest policy will be subject to disciplinary action
up to and including termination, as permitted by applicable Board policy.

Revised 6/10/08
Revised 11/10/15

© Neola 2016

Legal

I.C. 20-26-3-4
1.C. 20-26-5-4

1.C. 35-44.1-1-1, 35-44.1-1-2, 35-44.1-1-4, 35-44.1-1-5
2 C.FR. 200.112, 200.113, 200.318

7 C.ER. 3016.36(b)(3) and 3019.42
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Title ADMINISTRATOR ETHICS
Code pol1200
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Adopted June 10, 2008

1200 - ADMINISTRATOR ETHICS
The proper performance of school business and administration of an effective educational program requires the services of
individuals of integrity, high ideals, and human understanding. To maintain and promote these essentials, the School Board expects
all administrators to maintain high standards in their working relationships, provide professional leadership in the Corporation and
community, and in the performance of their duties, to:

A. recognize basic dignities of all individuals with whom they interact in the performance of duties;

B. represent accurately their qualifications;

C. exercise due care to protect the mental and physical safety of students, colleagues, and subordinates;

D. seek and apply the knowledge and skills appropriate to assigned responsibilities;

E. keep in confidence legally-confidential information;

F. ensure that their actions or those of another on their behalf are not made with specific intent of advancing private economic
interests;

G. avoid accepting anything of value offered by another for the purpose of influencing judgment;
H. refrain from using his/her position or public property, or permitting another person to use an employee's position or public
property for partisan political or religious purposes. (This will in no way limit constitutionally or legally protected rights as a

citizen.)

In addition, the Board believes that each administrator should maintain standards of exemplary professional conduct and conform

his/her behavior to the code of ethics set forth below as adopted from the American Association of School Administrators' Statement

of Ethics for School Administrators by:
A. making the well-being of students the fundamental value of all decision making and actions;
B. fulfilling professional responsibilities with honesty and integrity;
C. supporting the principle of due process and protecting the civil and human rights of all individuals;

D. obeying local, State and national laws and not knowingly joining or supporting organizations that advocate, directly or
indirectly, the overthrow of the government;

E. implementing the Board's policies and administrative rules and regulations;

F. pursuing appropriate measure to correct those laws, policies, and regulations that are not consistent with sound educational

goals;
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G. avolding the use of his/her position for personal gain through political, social, religious, economic, or other influences;
H. accepting academic degrees or professional certification only from duly accredited institutions;

I, maintaining the standards and seeking to Improve the effectiveness of the profession through research and continuing
professional development;

J. honering all centracts until fulfillment, release or dissolution mutually agreed upon by all parties to the contract.
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Section 1000 Administration

Title BOARD - SUPERINTENDENT RELATIONSHIP
Code pol210

Status Active

Adopted January 9, 2001

1210 - BOARD - SUPERINTENDENT RELATIONSHIP

The School Board believes that, in general, it is the primary duty of the Board to establish policies and that of the Superintendent to
administer such policies. The Superintendent should be given the latitude to determine the best method of implementing the policies
of the Board.

The Superintendent, as the chief administrator of the School Corporation, is the primary professional advisor to the Board. S/He is
responsible for the development, supervision, and operation of the school program and facilities. His/Her methods should be made
known to the staff through the administrative guidelines of the Corporation.

The Board shall retain oversight supervision of such guidelines.

In order to expedite negotiation procedures, the Superintendent is appointed the chief representative of the School Board for the
purpose of determining negotiation strategies and members of negotiation teams for collective bargaining with recognized unions

and employee units.

The Board is responsible for determining the success of the Superintendent in meeting the goals established by the Board through
annual evaluations of the Superintendent's performance.
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Section 1000 Administration
Title STAFF GIFTS

Code pol214

Status Active

Adopted June 10, 2008

Last Revised November 10, 2015

1214 - STAFF GIFTS
The School Board discourages the presentation of gifts to administrators.

Upon the recommendation of the Superintendent, the Board shall consider, as appropriate, the presentation of token gifts to retiring
members of the staff who have rendered service for a period of time.

Administrators shall not accept any form of compensation from vendors that might influence their recommendations on or raise a
conflict of interest with respect to the eventual purchase of equipment, supplies, or services. See also Board Policy 1130 - Conflict of
Interest. Furthermore, administrators shall not accept any compensation from a vendor after a decision has been made to purchase
equipment, supplies, or services from said vendor. In addition, administrators who recommend purchases shall not enter into a
contractual arrangement with a vendor seeking to do business with the Corporation or a vendor with whom the Corporation is doing
business, whereby an individual administrator receives compensation in any form for services rendered.

Such compensation includes, but is not limited to cash, checks, stocks, or any other form of securities, and gifts such as televisions,
microwave ovens, computers, discount certificates, travel vouchers, tickets, passes, and other such things of value. In the event that
an administrator receives such compensation, albeit unsolicited, from a vendor, the administrator shall notify the Superintendent, in
writing, that s/he received such compensation and the compensation has been returned to the vendor.

A Corporation employee making a recommendation to the Board on a matter to be considered by the Board shall not accept a gift or
gratuity from a person or entity having a substantial personal or pecuniary interest in the Board's decision on the matter in

accordance with the restrictions and provisions of I.C. 35-44.1-1-4.

© Neola 2015
Legal I.C. 35-44.1-1-1, 35-44,1-1-2, 35-44,1-1-4, 35-44.,1-1-5

2 C.FR. 200.318
7 C.F.R. 3016.36(b)(3) and 3019.42
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Section 1000 Administration
Title EMPLOYMENT OF THE SUPERINTENDENT
Code pol220
Status Active
Adopted July 1, 2003
Last Revised November 9, 2021

1220 - EMPLOYMENT OF THE SUPERINTENDENT

The School Board vests the primary responsibility for administration of the School Corporation in the Superintendent. The
appointment of the Superintendent is, therefore, one of the most important functions the Board can perform.

Whenever the position of Superintendent becomes vacant, the Board will appoint a Superintendent and fix his/her salary and term of
employment, which will be for a term of at least one (1) year and not more than three (3) years. However, a contract may be
extended for not more than an additional five (5) years beyond the term of the original contract.
Beginning with July 1, 2021, and thereafter, the Board will not enter into a contract with a Superintendent on or after the date of the
election of one or more members of the governing body until January 1 of the year immediately following the year of the election.
This policy provision does not apply if the membership of the governing body does not change as a result of the particular election.
If the contract contains a provision that establishes an amount the Board must pay to the Superintendent to buy out the contract,
the amount may not be more than an amount equal to the lesser of:

A. the Superintendent's salary for any one (1) year under the contract; or

B. $250,000.
A Superintendent’s salary under clause (A) does not include benefits or any other forms of compensation that the Superintendent
receives as payment under the contract other than the Superintendent’s salary.

The Board will actively seek the best qualified and most capable candidate for the position of Superintendent.

It may be aided in this task by:
A. a committee of Board members;

B. the services of professional consultants;
C. the counsel of the out-going Superintendent;
D. the participation of members of the community.
Recruitment procedures will be prepared in advance of the search and will include:
A. preparation of a written job specification for the position of Superintendent;
B. preparation of written specifications of qualification in addition to proper State certification;

C. preparation of informative material describing this Corporation and its educational goals;

D. where feasible, the opportunity for applicants to visit the schools of this Corporation;
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E. the requirement that each selected candidate for the position be interviewed by Board members in a format that encourages
him/her to express his/her educational philosophy;

F. solicitation of applications from a wide geographical area;

G. conslderation of all applicants fairly without discrimination on the basis of race, gender, age, religlon, ethnic background,
disability, or other condition unrelated to the position of Superintendent.
No person may be employed as Superintendent of this Corporation unless s/he has signed an employment contract with the Board.

At least seven (7) days before a contract for empleyment is entered into between the Board and the Superintendent, the Board shall
hold a public meeting on the proposed contract to hear chjections to and support for and discuss the proposed contract.

The Board Secretary shall submit notice of the hearing on the proposed contract for publication in a newspaper serving the
Corporation In compliance with I.C. 5-3-1 and for posting on the newspaper's Internet website in compliance with I.C. 5-3-1-1.5 at
least once no less than ten (10} days before the date of the hearing. The Board Secretary also shall direct that the published notice
be posted on the Corporation's Internet website,

The notice shall:

A. state that on a given day, time, and place, the Board will meet to discuss and hear objections to and support for the preposed
contract; and

B. set forth the details of the proposed contract, including the actual monetary value of the contract, benefits, and any
additional forms of compensation for each year of the contract.
The name of the candidate for the position of Superintendent shall not be included in the notices or discusslon of the proposed
contract.

Such centract will be in the basic form of the regular teacher's contract if the Superintendent holds a license under 1.C. 20-28-5 and
will include:

A. the term for which employment is contracted, including beginning and ending dates;

B. the salary which the Superintendent will be paid and the intervals at which s/he will be paid;

C. the benefits to which s/he is entitled;

D. such other matters as may be necessary te a full and complete understanding of the employment contract.
See also Policy 8311 - Public Access to Employee Contracts for further posting requirements following the approval of an
employment contract with the Superintendent.

Except that such relatives may be employed only for a period which does not excead one {1) school year.

Relatives of the Superintendent may be employed by the Corporation, provided the staff member being employed is not placed in a
position in which the relative staff member would be supervised directly by the Superintendent,

Corporatlon employees may date and develop friendships and relationships with other employees - both inside and outside of the
workplace - as long as the relationships do not have a negative impact on their work or the work of others.

Any relationship that interferes with the Corporation culture of teamwork, the harmonious work environment, or the productivity of
employees, will be subject to discipline, up to and including termination.

Adverse workplace behavior - or behavier that affects the workplace that arises because of personal relationships - will not be
tolerated. Corporation employees who disregard this policy will be subject to discipline, up to and including termination.

The Superintendent so appointed will devote himself/herself to the duties of his/her office.

Any candidate's intentional misstatement of fact material to his/her qualification for employment or the determination of his/her
salary will be considered by this Board to constitute grounds for his/her dismissal.

The contract may be altered or rescinded for a new one at any time by mutual consent of the governing body and the
superintendent. The consent of both parties must be in writing and must be expressed in a manner consistent with 1.C. 20-28-8-6,
-7, and -8, If the Superintendent helds a license under I.C. 20-28-5, the rights of a Superintendent as a teacher under any other law
are not affected by the contract unless those rights conflict with the terms of I.C. 20-28-8-6(b}, in which case the provisions of I.C.
20-28-8-6(b) govern.

Revised 4/13/21
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Legal I.C. 5-14-1.5-6.1(b)(5) and (9}
1.C., 20-28-8-6
1.C, 20-28-8-7
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Section 1000 Administration

Title RESPONSIBILITIES OF THE SUPERINTENDENT
Code pol230

Status Active

Adopted January 9, 2001

1230 - RESPONSIBILITIES OF THE SUPERINTENDENT

The Superintendent of Schoels shall strive to achieve Corporation goals by providing educational direction and supervision to the
professional staff and supervision to the support staff and by acting as a proper model for staff and students both in and outside the
Corporation.

Duties and Responsibilities

The Superintendent shall be directly responsible to the School Board for the performance of the following assigned duties and
responsibilities:

A. ensure that all aspects of Corporation operation comply with State laws and rules/regulations as well as Board contracts and
policies;

B. establish, maintain, and implement educational plans required by law and consistent with the educational goals adopted by
the Board,;

C. strive to increase the efficient use of Corporation resources in the daily operations of the schools;

D. enforce the school attendance laws;

E. assign staff to achieve the maximum benefit toward the attainment of educational goals;

F. evaluate the progress of the professional and support staff toward the attainment of educational goals;
G. analyze the results of instructional program development as it applies to the Board's educational goals;
H. work cooperatively with parents and community groups concerned with programs in the schools;

I. manage personnel and facilities effectively;

J. work cooperatively with the Board and administrative staff;

K. strive toward the highest standards of personal conduct.
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Book Policy Manual

Section 1000 Administration

Title DEVELOPMENT OF ADMINISTRATIVE GUIDELINES
Code po1230.01

Status Active

Adopted January 9, 2001

1230.01 - DEVELOPMENT OF ADMINISTRATIVE GUIDELINES
The School Board delegates to the Superintendent the function of designing and implementing the guidelines, required actions, and
detailed arrangements under which the Corporation will operate. These administrative guidelines shall not be inconsistent with the

policies adopted by the Board.

The Superintendent may also issue such administrative and student handbooks as s/he may consider necessary for the effective
administration of the schools and distribute them to employees and students and/or their parents.

As long as the provisions of these administrative guidelines and handbooks are not inconsistent with Board policies, or with

Federal/State law, they will be considered to be an extension of the policy manual and binding upon all employees and students.

Legal I.C. 20-8.1-5.1
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Book Policy Manual

Section 1000 Administration

Title OUTSIDE ACTIVITIES OF ADMINISTRATORS
Code pol231

Status Active

Adopted June 10, 2008

1231 - OUTSIDE ACTIVITIES OF ADMINISTRATORS

Administrators should avoid situations in which their personal interests, activities, and associations conflict with the interests of the
Corporation. If such situations threaten an administrator's effectiveness within the School System, the Superintendent and/or School
Board shall evaluate the impact of such interest, activity, or association upon the administrator's responsibilities.

Administrators may not dedicate work time to an outside interest, activity, or association.

Administrators may not use school property or school time to solicit or accept customers for private enterprises.

Administrators may not engage in business transactions on behalf of private enterprises in which s/he may profit by virtue of his/her
official position or authority or benefit financially from confidential information that the employee has obtained or may obtain by

reason of his/her position or authority.

Administrators may not campaign on school property during working hours on behalf of any political issue, or candidate for local,
State, or National office. The constitutional right to express political and other opinions as citizens is reserved to all employees,

Administrators should refrain from expressions that disrupt the efficient operation of the school and/or interfere with the
maintenance of discipline by school officials.

Services for Educational Foundations
A Corporation administrator may perform services for an educational foundation which supports the Corporation during normal hours

of employment with the approval of the Superintendent. An educational foundation must be an organization that is exempt under
Section 501(c)(3) of the Internal Revenue Code.

Legal I.C. 35-44-2-4
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Book Policy Manual

Section 1000 Administration

Title EVALUATION OF THE SUPERINTENDENT
Code po1240

Status Active

Adopted January 9, 2001

Last Revised December 9, 2014

1240 - EVALUATION OF THE SUPERINTENDENT

The School Board believes it is essential that it evaluate the Superintendent's performance periodically in order to assist both the
Board and the Superintendent in the proper discharge of their responsibilities and to enable the Board to provide the Corporation
with the best possible leadership.

If the Superintendent is a certified employee pursuant to I.C. 20-29-2-4, the Superintendent's evaluation will be in accordance with
Policy 1530 - Evaluation of Administrators.

Such performance evaluation shall include an assessment of:

A. objective measures of student achievement and growth to significantly inform the evaluation. The objective measures must
include:

1. results from all required student assessments;
2. student growth in areas that are not measured by state-wide assessments; and

3. results from locally developed assessments and other test measures for certificated employees whose responsibilities
may or may not include instruction in subjects and areas measured by state-wide assessments.

B. rigorous measures of effectiveness, including observations and other performance indicators;
C. the progress toward the educational goals of the Corporation (see Policy 1110);
D. the working relationship between the Board and the Superintendent;
E. an annual designation of the Superintendent in one (1) of the following rating categories:
1. highly effective
2. effective
3. improvement necessary
4. ineffective
F. an explanation of the evaluator's recommendations for improvement, and the time in which improvement is expected;

G. a provision that if student achievement and growth is static or negative in any year, the Superintendent cannot receive a
rating of high effective or effective;
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H. a discussion of the evaluation between the Superintendent and the evaluator.

The Board and the Superintendent, jointly, shall, at the outset of each evaluation, determine who shall serve as the evaluator of the
Superintendent.

As an outcome of the evaluation of the Superintendent's performance, the Board should be prepared to judge the advisability of
retention of the Superintendent and be prepared hetter to:

A, determine the Superintendent's salary;

B. identify strengths and weaknesses in the operation of the Corporation and determine means by which weaknesses can be
reduced and strengths are maintained;

C. establish specific objectives, the achievement of which will advance the Corporation toward its goals;

D. improve its own performance as the public body ultimately charged with the educational responsibility of this Corporation.

© Neola 2014

Legal I.C., 20-28-6, 7, 8; 20-29-2-4
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Book Policy Manual

Section 1000 Administration

Title NON-REEMPLOYMENT OF THE SUPERINTENDENT
Code pol241

Status Active

Adopted December 9, 2014

1241 - NON-REEMPLOYMENT OF THE SUPERINTENDENT

The Board has an obligation to employ professional leadership best trained and equipped to meet the educational needs of the
children. It shall meet that obligation by retaining only a highly-qualified person as Superintendent for this Corporation.

If the services of the Superintendent are found to be unsatisfactory to the Board, the Superintendent shall be notified in writing by
the President, as approved by the Board, that his/her contract will expire upon the expiration date set forth in the contract.
Notification of its intent not to renew his/her services shall be delivered to the Superintendent in person or by registered mail not
later than January 1 of the year in which the contract expires.

Further, the Superintendent's contract can terminate on any date that is mutually agreeable to the Board and the Superintendent.

© Neola 2014

Legal I.C. 20-28-8-7
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Book Policy Manual
Section 1000 Administration
Title JOB DESCRIPTIONS
Code po1400

Status Active

Adopted April 12, 2005

1400 - JOB DESCRIPTIONS

The School Board authorizes the Superintendent to maintain job descriptions which shall be brief, factual, and, wherever possible,
generically descriptive of similar jobs.

The job description for the Superintendent shall be defined as a policy of the Board.

All other job descriptions shall be defined as administrative guidelines of the Superintendent and each shall contain the following
provision:

"The employee shall remain free of any alcohol or nonprescribed controlled substance in the workplace throughout his/her
employment in the Corporation.”

Revisions to job descriptions shall be reviewed with the employees affected prior to their use.
Each employee will be provided with a copy of his/her job description at the time of employment and any revisions thereto.

Employees will be evaluated, at least in part, against their job descriptions.

https://go.boarddocs.com/in/nhjusc/Board.nsf/Private ?open&login#

7N



11/4/22, 1:51 PM BoardDocs® PL

Book Policy Manual

Section 1000 Administration

Title REQUIRED REPORTS AND PROTECTION OF WHISTLEBLOWERS
Code pol4il

Status Active

Adopted June 10, 2008

Last Revised April 12, 2016

1411 - REQUIRED REPORTS AND PROTECTION OF WHISTLEBLOWERS

The School Board recognizes that its employees teach its students by example and serve as a role model for students. It therefore
requires that they exemplify high standards of honesty and integrity and comply with Indiana and Federal law and Board policies and
administrative guidelines in their words and actions. To implement these expectations, the Board requires its employees to report
possible violations of these Board standards to their immediate supervisor.

An employee who is aware of words or acts of a Board member or employee that may violate Federal or Indiana law, Board policy, or
administrative guidelines shall bring the words or actions to the attention of the employee's immediate supervisor. If the immediate
supervisor does not respond within a reasonable time, or the immediate supervisor is the officer or employee whose words or
actions are in question, the employee shall make the report required by this policy to the Superintendent. If the words or acts that
violate this policy are the Superintendent's words or acts, the report shall be made to the Board President. An employee also may
report suspected malfeasance, misfeasance or nonfeasance by a public officer to the State Board of Accounts.

Employees are subject to disciplinary action, up to and including termination, for knowingly or recklessly making a false report under
this policy or failing to make a report required by this policy.

After a verbal report of a violation of this policy is made, the immediate supervisor will direct the reporting employee to put the
report in writing. If a reporting employee requires assistance in making a written report, the immediate supervisor shall assist the
reporting employee.

An employee making a report required by this policy shall be protected from discipline, retaliation, or reprisal for making a report
required by this policy as long as the employee had a good faith belief in the truth and accuracy of the information reported at the
time of the report. A report in compliance with this policy is not required if the employee confirms that another employee has
reported the same words or actions.

Revised 8/14/12

© Neola 2015

Legal I.C. 5-11-1-9.5
I.C. 36-1-8-8
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Book Policy Manual

Section 1000 Administration

Title NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY
Code pol422

Status Active

Adopted June 11, 2013

Last Revised November 9, 2021

1422 - NONDISCRIMINATION AND EQUAL EMPLOYMENT OPPORTUNITY

The School Board does not discriminate on the basis of race, color, national origin, sex (including gender status, sexual orientation
and gender identity), disability, age, religion, military status, ancestry, genetic information, or any other legally protected category
(collectively, "Protected Classes") in its programs and activities, including employment opportunities.

Notice of the Board's policy on nondiscrimination and the identity of the School Corporation's Compliance Officer(s) (see below) will
be published on the Corporation's website, posted throughout the Corporation, and included in the Corporation's recruitment
statements or general information publications.

Definitions

Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed according to their
plain and ordinary meanings.

Complainant is the individual who alleges or is alleged to have been subjected to unlawful discrimination/retaliation, regardless of
whether the person files a formal complaint or is pursuing an informal resolution to the alleged discrimination/retaliation.

Respondent is the individual who is alleged to have engaged in unlawful discrimination/retaliation, regardless of whether the
Complainant files a formal complaint or is seeking an informal resolution to the alleged discrimination/retaliation.

Corporation community means students, Corporation employees (i.e., administrators, and professional and support staff), and
Board members, agents, volunteers, contractors, or other persons subject to the control and supervision of the Board.

Third Parties include but are not limited to guests and/or visitors on Corporation property (e.g., visiting speakers, participants on
opposing athletic teams, parents), vendors doing business with or seeking to do business with the Board, and other individuals who
come in contact with members of the Corporation community at school-related events/activities (whether on or off Corporation
property).

Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means a business day(s) (i.e., a day(s)
that the Corporation office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

Military status: refers to a person's status in the uniformed services, which includes the performance of duty on a voluntary or
involuntary basis in a uniformed service, including active duty, active duty for training, initial active duty for training, inactive duty
for training, full-time National Guard duty, and performance of duty or training by a member of Indiana organized militia. It also
includes the period of time for which a person is absent from employment for the purpose of an examination to determine the fithess
of the person to perform any duty listed above.

Corporation Compliance Officer(s)
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The Board designates the following individuals to serve as the Corporation's "Compliance Officers” (alsc known as "Civil Rights
Coordinators") (hereinafter referred to as the "COs").

Assistant Superintendent
802 S. Indian Creek Dr,
Trafalgar, IN 46181
317-878-21.00

The names, titles, and contact information of these individuals will be published annually on the Corperation’s webslte and on each
individual school's website,

The COs are responsible for coordinating the Corporation’s efforts to comply with applicable Federal and State laws and regulations,
including the Corporation’s duty to address in a prompt and equitable manner any inquiries or complaints regarding
discrimination/retaliation or denial of equal access. The COs also shall verify that proper notice of nondiscrimination for Title II of the
Americans with Disabilities Act (as amended), Title VI and Title VII of the Civil Rights Act of 1964, Section 504 of the Rehabilitation
Act of 1973 {as amended), and the Age Discrimination in Employment Act of 1975 is provided to staff members and the general
public. Any sections of the Corporation's collectively-bargained, negotiated agreements dealing with hiring, promotion, and tenure
need to contain a statement of nondiscrimination similar to that in the Board's statement above. In addition, any gender-specific
terms should be eliminated from such contracts.A copy of each of the Acts and regulations on which this notice is based will be made
avallable upon request from the CO,

Reports and Complaints of Unlawful Discrimination and Retaliation

Employees are required to report incidents of unlawful discrimination and/or retaliation to an administrator, supervisor, or other
Corporation-level official so that the Board may address the conduct, Any administrater, supervisor, or other Corporation-level official
who receives such a report shall provide it to the CO within two (2) days.

Discrimination against an individual based on their sex (including gender status, sexual orientation, and gender identity) is
discrimination in viclation of Title VII. Specifically, discrimination on the basis of sex stereotyping/gender-nonconformity constitutes
sex discrimination. This is true irrespective of the cause of the person's gender non-conforming behavior, Employment actions based
upon an individual's sex could be suspect and potentially impermissible.

COs are reguired to investigate allegations of conduct invelving the discrimination or harassment of an employee or applicant based
upen his/her gender status, sexual orientation, and gender identity.

Any questions concerning whether alleged conduct might violate this prohibition should be brought to the CO's attention promptly.

Employees who believe they have been unlawfully discriminated/retaliated against are entitled to utilize the complaint process set
forth below. Initiating a complaint, whether formally or informally, will not adversely affect the Complainant's employment. While
there are no time limits for Initiating complaints under this policy, individuals should make every effort to file a complaint as soon as
possible after the conduct occurs while the facts are known and potential witnesses are available.

The CGs will be available during regular school/work hours to discuss concerns related to unlawful discrimination/retaliation. COs
shall accept reports of unlawful discrimination/retaliation directly from any member of the Corporation community or a Third Party
and such reports that Initially are made to an administrator, supervisor, or other Corporation-fevel official, Upon receipt of a report of
alleged discrimination/retallation, the CO will contact the Complainant and initiate either an informal or formal complaint process
{depending on the Complainant’s request and the natura of the alleged discrimination/retaliation} or designata a specific Individual
to conduct such a process.

The CO will provide a copy of this policy to the Complainant and the Respondent. In the case of a formal complaint, the CO will
prepare recommendations for the Superintendent or oversee the preparation of such recommendations by a designee. All members
of the Corporation community must report incidents of discrimination/retaliation that are reported to them to the CO within twe (2)
business days of learning of the incident/conduct.

Any Corporation employee who directly observes unlawful discrimination/retaliation is obligated, in accordance with this policy, to
report such ohservations to one (1) of the COs within two (2) business days. Additionally, any Corporation employee who observes
an act of unlawful discrimination/retaliation is expected to intervene to stop the misconduct unless clreumstances make such an
intervention dangerous, in which case the employee should notify immediately other Corporation employees and/or local law
enforcement officials, as necessary, to stop the misconduct. Thereafter, the CO or designee must contact the Complainant within two
{2) business days to advise the Complainant of the Board's Intent to investigate the alleged wrongdoing.

Investigation and Complaint Procedures {See Form 1422 F2)

Except for sex discrimination and/or Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of Sex in
Education Programs or Activities, any employee who alleges to have been subjected to unlawful discrimination or retaliation may
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seek resolution of the complaint through the procedures described below. The formal complaint precedures involve an investigation
of the individual’s claims of discrimination/retaliation and a process for rendering a decision regarding whether the charges are
substantiated.

Due to the sensitlvity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible for initiating the
complaint process; however, individuals are encouraged to file a complaint within thirty {(30) calendar days after the conduct occurs.
Once the formal complaint process is begun, the investigation will be completed in a timely manner (ordinarily within fifteen (15)
business days of the complaint being received),

The procedures set forth below are not intended to interfere with the rights of any individual to pursue a complaint of unlawful
discrimination or retaliation with the United States Department of Education Office for Civil Rights ("OCR"), the Indiana Civil Rights
Commission ("ICRC") or the Equal Employment Opportunity Commission ("EEQC").

Informal Complaint Procedure

The goal of the infermal complaint procedure is to stop inappropriate behavior promptly and facilitate resolution through an informal
means, if possible, The informal complaint procedure is provided as a less formal option for an employee whe alleges unlawful
discrimination or retaliation. This informal procedure is not required as a precursor to the filing of a formal complamt The informal
process is available only when the Complainant and the Respondent mutually agree to participate in it.

The Complainant may proceed immediately to the formal complaint process, and individuals who participate in the informal
procedure may request that the informal process be terminated at any time to move to the formal complaint process.

All complaints invelving a Corperation employee or any other adult member of the Corporation community and a student will be
investigated formally.

As an initial course of action, If a Complalnant feels comfortable and safe doing so, the Complainant should tell or otherwise inform
the Respondent that the allegedly discriminatory/retaliatory conduct is inappropriate and must stop. The Complainant should
address the alleged misconduct as soon after it occurs as possible, The COs are available to support and counsel the Complainant
when taking this initial step or to intervene on behalf of the individual if requested to do so. A Complainant whao is uncomfortable or
unwilling to approach the Respondent directly about the inappropriate conduct may file an informal or a formal complaint.

In addition, with regard to certain types of unlawful discrimination (e.g., sex discrimination}, the CO may advise against the use of
the informal complaint process.

A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either orally or in writing: 1) to a
building administrator; 2) directly to one (1) of the COs; or 3) to the Superintendent or other Corporation-level employee.

All informal complaints must be reported to one {1) of the COs, who either will facilitate an informal rescluticn as described below or
appoint another individual to facilitate an informal resolution.

The Corporation’s informal complaint procedure is designed to provide the Complainant with a range of options aimed at bringing
about a prompt resclution of the Complainant's concerns. Depending upon the nature of the complaint and the wishes of the
Complainant, informal reselution may involve but is not timited to one {1) or more of the following:

A. Advising the Complainant about how tec communicate concarns to the Respondent.

B. Distributing a copy of Policy 1422 - Nondiscrimination and Equal Employment Opportunity to the individuals in the school
building or office where the Respondent works/attends school,

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the Complainant and the
Respondent to work out a mutual resolution.
While there are no set time limits within which an informal complaint must be resolved, the CO or designee is directed to attempt to
resolve all informal complaints within fifteen (15) business days of receiving the informal complaint.

If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal complaint, And,
as stated above, either party may request that the informal process be terminated at any time to move to the formal complaint
process.

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, one (1) of the parties requested that the informal complaint
process be terminated to move to the formal complaint process, the Complainant elects to file a formal complaint from the outset, or
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the CO determines the allegations are not appropriate for resolution threugh the informal process, the formal complaint process shall
be implemented.

A Complainant may file a formal complaint, either orally or in writing, with a Principal, the CO, the Superintendent, or other
Corporation official.

Due to the sensitivity surreunding complaints of unlawful discrimination and retaliation, timelines are flexible for initiating the
complaint process; howevet, individuals should make every effort to flle a formal complaint within thirty (30) calendar days after the
conduct occlirs. If a Complainant inferms a Principal, the Superintendent, or other Corporation official, either orally or in writing,

about any complaint of discrimination/retaliation, that employee must report such information to the CO within two (2) business
days,

Throughout the course of the process, the CO should keep the parties reasonably informed of the status of the investigation and the
decision-making process.

All formal complaints must include the following information to the extent known: the identity of the Respondent; a detailed
description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of potential witnesses; and
the resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth above, the CO shall ask
for such detalls in an oral interview, Thereafter, the CO will prepare a written summary of the oral interview, and the Complainant
will be asked to verify the accuracy of the reported charge by signing the document.

Upon receiving a formal complaint, the CO will consider whether any action should be taken in the investigatory phase to protect the
Complainant from further discrimination or retaliation, including but not limited to a changs of work assignment or schedule for the
Complainant and/or the Respondent. In making such a determination, the CO should consult the Complainant to assess whether the
individual agrees with the proposed action. If the Complainant is unwilling to consent to the proposed change, the CO still may take
whatever actions are deemed appropriate in consultation with the Superintendent.

Within two (2) business days of recelving the formal complaint, the CO or designee will initiate a formal investigation to determine
whether the Complainant has been subjected ta unlawful discrimination/retaliation.

Simultaneously, the CO will inform the Respondent that a formal complaint has been recelved. The Respondant will be informed
about the nature of the allegations and pravided with a copy of any relevant policies and/or administrative guidelines, including
Policy 1422 - Nondiscrimination and Equal Employment Opportunity. The Respondent also must be informed of the opportunity to
submit a written response to the complaint within five (5} business days.

Although certain cases may require additional time, the CO or a designee will attempt to complete an Investigation into the
allegations of discrimination/retaliation within fifteen (15) business days of receiving the formal cemplaint.

The investigation will include:
A. Interview(s) with the Complainant;

B. interview(s) with the Raspondent;

C. Interviews with any other witnesses who reasonably may be expected to have any information relevant to the allegations;
and

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any other witness
that is reasonably believed to be relevant to the allegations.
At the conclusion of the investigation, the CO or the designee shall prepare and deliver a written report to the Superintendent that
summarizes the evidence gathered during the investigation and provides recommendations based on the evidence and the definition
of unlawful discrimination/retaliation as provided in Board policy and State and Federal law as to whether the Respondent has
engaged in unlawful harassment/retaliation of the Complainant. The CO's recommendations must be based upon the totality of the
circumstances. In determining if discrimination or retaliation cccurred, 2 preponderance of evidence standard will be used.

Absent extenuating circumstances, within five (3} business days of recelving the report of the CO or designee, the Superintendent
either must issue a written decision regarding whether the charges have been substantiated or request further investigation, A copy
of the Superintendent's final written decision will be delivered to both the Complainant and the Raspondent.

If the Superintendent requests additional investigation, the Superintendent must specify the additional infermation that is to be

gathered, and such additional investigation must be completed within five (5) business days. At the conclusion of the additional
investigation, the Superintendent must issue a final written decision as describad above.
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If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation toward the Complainant, the
Superintendent must identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the
discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate, effective, and tailored to the specific
situation,

The decison of the Superintendent shall be final.

The Board reserves the right to Investigate and resolve a complaint or report of unlawful discrimination/retaliation regardless of
whether the Complainant pursues the complaint. The Board also reserves the right to have the formal complaint investigation
conducted by an external persen in accordance with this policy or in such other manner as deemed appropriate by the Board or Its
designee,

The parties may be represented, at their own cost, at any of the above-described interviews/meetings.

The right of a persen to a prompt and equitable reselution of the complaint shall not be impaired by the persen’s pursuit of other
remedies, such as the filing of a complaint with the OCR, EEOC or ICRC, the filing of charges with tocal law enforcement, or the filing
of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit of other remedies.

Privacy/Confidentiality

The Corporation will employ all reasonable efforts to protect the rights of the Complainant, the Respondent(s), and the wltnesses as
much as possible, consistent with the Corporation’s legal obligations to investigate, take appropriate action, and comply with any
discovery or disclosure obligations.

All records generated under the terms of this policy shall be maintained as confidential to the extent permitted by law.
Confldentiality, however, cannot be guaranteed, Additionally, the Respondent must be provided the Complainant's identity,

During the course of a formal investigation, the CO or designee will instruct each person who is interviewed about the importance of
maintaining confidentiality. Any individual who is interviewed as part of an investigation Is expected not to disclose to third parties
any information that is learned or provided during the course of the investigation.

Remedial Action and Monitoring

If warranted, appropriate remedial action shall be determined and implemented on behalf of the Complainant, including but not
limited to counseling services, reinstatement of leave taken due te the discrimination or other appropriate action.

The Board may appoint an individual, who may be a Corporation employee, to follow up with the Complainant to ensure no further
discrimination or retaliation has occurred and to take action te address any reported accurrences promptly.

Sanctions and Disciplinary Action

The Board shall vigorously enforce its prohibitions against unlawful discrimination by taking appropriate action reasonably calculated
to stop and prevent further misconduct,

While observing the principles of due process, a violation of this policy may result in disgiplinary action up to and including the
discharge of an employee or the suspension/expulsion of a student. All disciplinary action will be taken in accordance with applicable
State law and the terms of any relevant collective bargaining agreement or student code of conduct.

When imposing discipline, the Superintendent shall consider the totality of the circumstances inveolved in the matter, including the
age and maturity level of any student involved, In those cases where untawful discrimination/retaliation Is not substantiated, the
Board may consider whether the alleged conduct nevertheless warrants discipline in accordance with other Board policies, consistent:
with the terms of any relevant collective bargaining agreement or student code of conduct,

Where the Board becornes aware that a prior disciplinary action has been taken against the Respondent, all subsequent sanctions
imposed by the Board and/or Superintendent shall be reasonably calculated to end such conduct, prevent its recurrence, and
remedy its effect.

Retaliation

Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation ar participates as a
witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce or interfere with
any individual because the person opposed any act or practice made unlawful by any Federal or State civil rights law, made a report,
forma! complaint, testified, assisted or participated or refused to participate in any mannar in an investigation, proceeding, or
hearing under those laws or this policy, or exercised, enjoyad, aided or encouraged any other person in the exercise or enjoyment of
any right granted or protected by those laws or this policy.

https://go boarddogs.com/in/nhjusc/Board.nsf/Private?open&login# 517



11/4/22, 1:51 PM BoardDocs® PL

Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in an investigation or
meeting is a serious violation of this policy that can result in imposition of disciplinary sanctions/consequences and/or other
appropriate remedies.

Formal complaints alleging retaliation may be flled according to the internal complaint process set forth above,

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation
prohibited under this policy.

Education and Training

In support of this policy, the Board promotes preventative educational measures to create greater awareness of unlawful
discriminatory practices. The Superintendent shall provide appropriate information to all members of the Corporation community
related to the implementation of this policy and shall provide training for Corporation students and staff where appropriate. All
training and information provided regarding the Board's policy and discrimination in general will be age and content appropriate.

Retention of Investigatory Records and Materials

The CO is responsible for overseeing retention of &ll records that must be maintained pursuant to this policy. All individuals charged
with conducting investigations under this pollcy shall retain all documents, electronically stored information ("ESI"), and electronic
media (as defined in Policy 8315) created and/or received as part of an investigation, which may include but are not limited to:

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation of this policy;

B. any narratives that memorialize oral reports/allegations/complainis/grievances/statements/responses pertaining to an
alleged violation of this policy;

0

any documentation that memorializes the actions taken by Corporaticn personnel or individuals contracted or appointed by
the Board to fulfill its responsibilities related to the investigation and/or the Corporation's response to the alleged violation of
this policy,

D. written withess statements;
E. narratives, notes from, and audio, video, or digital recordings of witness interviews/statements;

F. e-mails, texts, and social media posts that directly relate to or constitute evidence pertaining to an alleged violation of this
policy (i.e., not after-the-fact commentary about or media coverage of the incident);

G. notes and summaries prepared contemporaneously by the investigator in whatever form made (e.g., handwritten, keyed into
a computer or tablet, etc.}, but not including transitory notes whose content is otherwise memorialized in other documents;

H. written disciplinary sanctions issued to students or employees and other documentation that memorlalizes oral disciplinary
sanctions issued to students or employees for violations of this policy;

I. dated written determinations/reports {including summaries of relevant exculpatory and inculpatory evidence) and other
documentation that memorializes oral notifications te the parties concerning the outcome of the investigation, including any
tonsequences imposed as a result of a violation of this policy;

J. documentation of any supportive measures offered and/or provided to the Complainant or the Respondent, including no
contact orders issued to both parties, the dates the no contact orders were issued, and the dates the parties acknowledged
receipt of the no contact orders;

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or harassment, prevent its
recurrence, eliminate any hostile environment, and remeady its discriminatory effects;

L. copies of the Board policy and procedures/guidelines used by the Corporation to conduct the investigation and any
documents used by the Corporation at the time of the alleged violation to communicate the Board's expectations to students
and staff with respect to the subject of this policy (e.g., Student Codes of Conduct and/or Employee Handbooks);

M. copies of any documentation that memorializes any formal or informal resclutions to the alleged discrimination or
harassment;

N. documentation of any training provided to Corporation personnel related to this policy, including but not limited to notification
of the prohibitions and expectations of staff set forth in this policy and the role and responsibility of all Corporation personnel
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involved in enforcing this policy, including their duty te report alleged violations of this policy and/or conduct an investigation
of an alleged violation of this policy;

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and records exempt from

disclosure under Federal (e.g., FERPA, ADA) and/or State (e.g., .C. 5-14-3-4) law, such as student records and confidential medical
records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation shall be
retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) years and longer if
required by the Corporation’s records retention schedule.

Revised 4/12/16
Revised 10/9/18

© Neola 2021

legal I.C. 5-14-3 (Access to Public Records Act)
I.C. 20-28-10-12
1.C. 20-28-10-13
1.C. 20-33-1-6

1.C. 22-9-10, Employment Opportunities for Veterans and Indiana National Guard and Reserve
Members

Fourteenth Amendment, U.S, Constitution

29 U.5.C. 621 et seq., Age Discrimination in Employment Act of 1967

29 U.8.C. 701 et seq., Rehabilitation Act of 1973, as amended

38 U.5.C. 4301 et seq., Uniformed Services Employment and Reemployment Rights Act
42 1),5.C. 2000 et seq., Civil Rights Act of 1964

42 U.5.C. 2000d et seq., Title VI of the Civil Rights Act of 1964

42 U.5.C. 2000e et seq., Title VII of the Civil Rights Act of 1964

42 U.5.C. 2000ff et seq., The Genetic Information Nondiscrimination Act of 1973 as amended
42 UJ.5.C. 6101 et seq., Age Discrimination Act of 1975

42 U.5.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended

29 C.F.R. Part 1635, The GINA Regulations

34 C.F.R. Part 110, The Age Discrimination Act Regulations
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Book Policy Manual

Section 1000 Administration

Title NONDISCRIMINATION BASED ON GENETIC INFORMATION OF THE EMPLOYEE
Code pol1422.02

Status Active

Adopted August 14, 2012

Last Revised November 9, 2021

1422.02 - NONDISCRIMINATION BASED ON GENETIC INFORMATION OF THE EMPLOYEE

The School Board prohibits discrimination on the basis of genetic information in all aspects of employment, including hiring, firing,
compensation, job assignments, promotions, layoffs, training, fringe benefits, or any other terms, conditions, or privileges of
employment. The Board also does not limit, segregate, or classify applicants or employees in any way that would deprive or tend to
deprive them of employment opportunities or otherwise adversely affect the status of the person as an employee, based on genetic
information. Harassment of a person because of genetic information also is prohibited. Likewise, retaliation against a person for
identifying, objecting to, or filing a complaint concerning a violation of this policy is prohibited.

The identity of the Compliance Officer (see Policy 1422 - Nondiscrimination and Equal Employment Opportunity) shall be posted

throughout the School Corporation and published in any Corporation statement regarding the prohibition of discrimination on the
basis of genetic information in all aspects of employment, in any staff handbooks, and in general information publications of the

Corporation as required by Federal and State law and on the Corporation website.

In accordance with Title II of the Genetic Information Nondiscrimination Act of 2008, 42 U.S.C. 2000ff, et seq. and 29 C,F.R. 1635
("GINA"), the Board shall not request, require or purchase genetic information of employees, their family members or applicants for
employment. Further, in compliance with GINA, applicants and employees are directed not to provide genetic information, including
that individual’s family medical history, in response to necessary requests for medical information, with the exception that family
medical history may be provided as part of the certification process for FMLA leave or when an employee is asking for leave to care
for an immediate family member with a serious health condition. Applicants for employment are directed not to provide any genetic
information, including the individual’s family medical history, in response to requests for medical information as part of the
Corporation's application for employment process. Employees and applicants for employment shall not be penalized for providing
genetic information in good faith in response to a request from a Corporation employee or agent, unless that applicant or employee
refuses to delete the information at the request of the employee or agent of the Corporation.

The Board recognizes that genetic information may be acquired through commercially and publicly available media including
newspapers, books, magazines, periodicals, television shows or the Internet. The Board prohibits Corporation employees and
agents, including commercial background investigation agents, from searching these sources with the intent of finding or obtaining
genetic information or accessing sources from which they are likely to acquire genetic information. If genetic information about an
employee or applicant is obtained in error, it shall be redacted immediately and not shared beyond the point of first receipt.

As used in this policy, "genetic information,” means information about: (a) an individual’s genetic tests; (b) the genetic tests of that
individual's family members; (c) the manifestation of disease or disorder in family members of the individual (family medical
history); (d) an individual's request for or receipt of genetic services or the participation in clinical research that includes genetic
services by the individual or a family member of the individual; or (e) the genetic information of a fetus carried by an individual or a
pregnant woman who is a family member of the individual and the genetic information of an embryo legally held by an individual or
family member using assistive reproductive technology.

The term "genetic information" does not include information about the sex or age of the individual, the sex or age of family
members, or information about the race or ethnicity of the individual or family member that is not derived from a genetic test.
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As used in this policy, "genetic test" means an analysis of human DNA, RNA, chromosomes, proteins, or metabolites that detect
genotypes, mutations, or chromosomal changes. The term includes any test of a person’s DNA/RNA.

If the Corporatlon's employees or agents legally and/or inadvertently receive genetic information about an employee or applicant, it
shall be treated as a confidential medical record In accordance with law.,

The Corporation's Compliance Officer (see Policy 1422 - Nondiscrimination and Equal Employment Opportunity) is responsible for
overseeing the Board’s compliance with this policy and GINA and proposing revisions and additions to this policy as necessary to
insure the Board’s compliance with GINA. This parson shall be responsible for working with the Board’s legal counsel to fully
implement the requirements of GINA in all activities of the Corporation, The Compliance Officer also shall verify that proper notice of
nondiscrimination for Title IT of GINA is provided to staff members and that all requests for health-related information (e.g., to
support an employee’s request for reasonable accommodation under the ADA or a request for sick leave} are accompanied by a
written.warning that directs the employee or health care provider not to collect or provide genetic information. The written warning
shall contain the information in the following sample notice:

Genetic Information Nondiscrimination Act of 2008 (GINA) Disclosure Requirement

The Genetic Informatwn Nondiscrimination Act of 2008 or "GINA" prohibits employers and other entities covered by the law,
including the Nineveh - Hensley Jackson United School Corporation, from requesting or requiring genetic information about an
employee or applicant or family member of an employee or applicant, except as specifically allowed by law. To comply with GINA, do
not provide any genetic infermaticn when responding to this request for medical information (unless the request pertains to a
request for FMLA leave for purposes of caring for an immediate family member with a serious health condition), "Genetic
information,” as defined by GINA, includes an individual's family medical history, the results of an individual’s or family member’s
genetic test, the fact that an Individual or an individual's family member sought or received genetic services or participated In clinical
research that includes genetic services, and genetic information of a fetus carried by an individual or an individual’s family member
or an embryo lawfully held by an individual or family member receiving assistive reproductive services. Questions concerning
compliance with the requirements of GINA may be directed to the Compliance Officer at 317-878-2100.

The Board offers health services, Including a wellness program. Participation in the services/program is voluntary. Genetic
information {such as family medical history) may ba obtained as part of an individual’s participation in the service/program. If that
occurs, individual genetic information may be provided to the individual receiving the services and to his/her health services
providers, but only genetic information in aggregate form will be provided to the Corporation and no applicant or employee shali be
identified or identifiable from the reported infermation.

The grievance procedure for complaints of discrimination in Policy 1422 applies to complaints of discrimination, including
harassment, or retaliation prehibited by GINA and may be utilized if a Corporation employee alleges discrimination or harassment on
the basis of genetic information or retaliation for identifying, objecting to, or filing a complaint concerning a violation of GINA or this
policy.

© Neola 2021

Legal 42 U.5.C. 2000ff et seq.
Title IT of the Genetic Information Nondiscrimination Act of 2008
29 C.F.R. Part 1635
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Section 1000 Administration
Title LEAVES OF ABSENCE
Code pol1430

Status Active

Adopted June 10, 2008

Last Revised April 9, 2019

1430 - LEAVES OF ABSENCE

All administrative staff members not otherwise covered by the terms of a currently valid negotiated agreement of this Corporation
shall be entitled to the same leave benefits provided in the master agreement with the Nineveh-Hensley-Jackson UTA.

All requests for unpaid leaves of absence by administrators shall be presented to the School Board for approval.

Leave of Absence for Members of National Guard or Reserve:

The Board shall grant a leave of absence in addition to a regular vacation period without loss of pay or time to any administrator who
is a member of the Indiana National Guard, a reserve compoenent of the U.S. forces, or a retired member of the naval, air, or ground
forces of the United States and is on training duty for the State by order of the Governor or under the order of the reserve-
component authority for consecutive or nonconsecutive periods not to exceed a total of fifteen (15) days in any calendar year. The
administrator’s vacation benefits, if any, will not be affected by this type of leave.

Leave of Absence for Active Duty Family Member:

An administrator who has been employed for at least twelve (12) months and is the spouse, parent, grandparent, or sibling of a
person who is ordered to active duty is entitled to an unpaid leave of absence during one (1) or more of the following periods:

A. during the thirty (30) days before active duty orders are in effect;
B. during a period in which the person ordered to active duty is on leave while active duty orders are in effect; or
C. during the thirty (30) days after the active duty orders are terminated.

The administrator must have worked at least 1,500 hours during the twelve (12) month period immediately preceding the day the
leave begins.

The leave of absence allowed each year may not exceed a total of ten (10) working days.

The administrator may request to substitute any of his/her earned vacation, personal leave, or other paid leave except for paid
medical or sick leave available for leave for any part of the ten (10) day period.

The administrator who chooses to take this type of leave of absence shall provide notice including a copy of the active duty orders if
available, to the Board of the date the leave is to begin. This notice is to be given to the Board at least thirty (30) days before the
date on which the staff member intends to begin the leave, unless the active duty orders are issued less than thirty (30) days before
the date the requested leave is to begin.

The Board may require verification of the administrator’s eligibility for the leave. If the staff member fails to provide verification, the
Board may consider the staff member’s absence as being unexcused.
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After an administrator takes a leave of absence, the administrator shall be restored to:

A, the position the administrator held before the leave, or

B. a position equivalent to the position that the administrator held before the leave with equivalent beneflts and terms of the
negotiated agreement.

The Board is not requirad to restore an administrator to a position described above if the Board proves that the reason the
administrator was not restored to the position is unrelated to the administrator’s exercise of his/her rights to request this leave,

The Board shall permit the administrater to continue his/her health care benefits during the leave at the administrator’s expense.

© NEOLA 2018

Legal 1.C. 10-16-7-1 et seq., 10-17-4, 20-20-4-1, 22-2-13

38 U.S.C. 4301 et seq. (Uniformed Services Employment and Reemployment Rights Act)
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Title FITNESS FOR DUTY EXAMINATION
Code pol460

Status Active

Adopted August 14, 2012

1460 - FITNESS FOR DUTY EXAMINATION

The Board reserves the right to require a current employee or applicant for employment (after a conditional offer of employment), to
submit to a fitness for duty examination by a qualified healthcare provider to determine the employee or applicant’s ability to meet
the qualification standards and perform the essential functions of a position an application is being considered for or an employee is
performing ("FFD exam"). A FFD examination shall be done in accordance with the Superintendent’s guidelines and the examiner
shall be provided with specific essential functions of the position in question.

Reports of all FFD examinations shall be delivered to the Superintendent or a named designee, who shall protect the confidentiality
of the FFD exam report and its contents. In agreeing to perform the FFD exam, the healthcare provider and the examinee shall
agree that no treatment relationship or privileged communication shall occur between the FFD examiner and the applicant or
employee. The report of the examiner may be shared with the employee or candidate and made a part of a personnel record on the
examinee maintained by the Board. However, the report shall be filed separately from an applicant/employee’s other personnel
documents so that the report and related documents are accessible only to the Superintendent and specific designees. Failure to
protect the confidentiality of a FFD exam report and related documents shall be a basis for discipline of an employee permitting the
disclosure.

In the event of a report of a condition that could adversely impact the examinee’s performance of an essential function of the
position occupied or applied for, the Superintendent shall base a recommendation to the Board on the examinee’s employment on
the assessment of the healthcare provider who conducted the FFD exam as to whether the examinee will be able to meet the
qualification standards and perform or continue to perform the essential functions of the position in question.

Employees and applicants referred for a FFD exam will be required to execute a release that complies with the requirements of the
Health Insurance Portability and Accountability Act in order to allow the results of the healthcare provider's FFD exam to be released
to the Board/Superintendent and to allow the Superintendent to speak to the health care provider who conducted the FFD
examination if clarification is needed (see Form 1460 F2).

In compliance with the Genetic Information Nondiscrimination Act (GINA) and Board Policy 1422.02, a FFD examiner shall be
advised not to seek, collect, or report genetic information, including the candidate’s family medical history.

The cost of a FFD exam shall be paid for by the Board. An employee shall be paid for the time required for the FFD exam and for
travel at the per mile rate established by the Board. A candidate for employment shall not be eligible for mileage reimbursement.

The report of the healthcare provider performing the FFD exam shall be the property of the Board and shall be exempt from
disclosure pursuant to the Indiana Access to Public Records Act (I.C. 5-14-3). A FFD exam report and related documents will be
maintained in a separate confidential personnel file in accordance with the Americans with Disabilities Act, as amended, and the
Genetic Information Nondiscrimination Act (GINA).

© NEOLA 2011
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Legal 29 C.F.R. Part 1630
29 C.F.R. Part 1635

42 U.5.C, 12101 et seq,, Americans with Disabilities Act of 1990, as amended by the ADA
Amendments Act of 2008

42 U.S.C. 2000ff et seq., The Genetic Information Nondiscrimination Act
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Title UNREQUESTED LEAVES OF ABSENCE
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Status Active

Adopted August 14, 2012

1461 - UNREQUESTED LEAVES OF ABSENCE

It is the policy of the School Board to protect students and employees from the administrative staff members who are unable to
perform essential job functions with or without accommodation.

The Board may place an administrative staff member on unrequested leave of absence when the staff member is unable to perform
assigned duties in conformance with statute and the negotiated, collectively-bargained agreement with or without accommodation.

If the Superintendent believes the staff member is unable to perform essential job functions, the administrative staff member will be
offered the opportunity for a meeting to discuss these issues.

If an administrative staff member refuses to attend the meeting, the Board may order the administrative staff member to submit to
an appropriate examination by a physician or institution of the administrative staff member's choice provided such physician or
institution has been approved by the Board.

The administrative staff member will be required to execute a release that complies with the requirements of the Health Insurance
Portability and Accountability Act (HIPAA) in order to allow the report of the medical examination to be released to the
Board/Superintendent and to allow the Superintendent or his/her designee to speak to the health care provider who conducted the
medical examination in order to get clarification. Refusal to submit to an appropriate examination or to execute the HIPAA release
will be grounds for disciplinary action, up to and including termination.

As required by Federal law and regulation and Board Policy 1422.02, the Superintendent shall direct the provider designated by the
Board to conduct the examination not to collect genetic information or provide any genetic information, including the individual’s
family medical history, in the report of the medical examination.

Pursuant to State law and in accordance with the Americans with Disabilities Act, as amended (ADA) and the Genetic Information
Nondiscrimination Act (GINA), the results of any such examination shall be treated as a confidential medical record and will be
exempt from release, except as provided by law. If the Corporation inadvertently receives genetic information about an individual
who is required to submit to an appropriate examination from the medical provider it shall be treated as a confidential medical
record as required by the ADA.

If, as a result of such examinaticn, the administrative staff member is found to be unable to perform assigned duties with or without
accommodation, the administrative staff member may be placed on leave of absence for a reasonable time to heal or until the staff
member is able to perform the essential job function, but only for a period not to exceed one (1) year. An administrative staff
member placed on leave without a written request is entitled to a hearing on that action in accordance with 1.C. 20-28-7-3,4,5.

Should an administrative staff member refuse to submit to the examination requested by the Board and the administrative staff
member has exercised his/her rights under the provisions hereinabove set forth, such refusal shall subject the administrative staff

member to disciplinary action.

© NEOLA 2011
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Legal Americans with Disabilities Act of 1990, as amended

42 U,S.C, 12101 etseq.
29 C.FR. Part 1630
I.C, 20-28-7-3,4,5, 20-28-10-4
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EMPLOYMENT OF ADMINISTRATORS IN ADDITION TO THE SUPERINTENDENT
pol1520

Active

June 10, 2008

May 12, 2020

1520 - EMPLOYMENT OF ADMINISTRATORS IN ADDITION TO THE SUPERINTENDENT

The School Board recognizes that it is vital to the successful operation of the School Corporation that positions created by the Board
be filled with highly qualified and competent administrators.

The Board shall approve the employment, fix the compensation and establish the term of employment for each administrator
employed by the Corporation.

In addition to the Superintendent, individuals employed in the following positions shall be considered administrators:

A. Assistant Superintendent

B. Director of Special Education

C. principal

D. assistant principal

The contract entered into between the Board and an administrator shall be subject to the following conditions:

A. If the administrator is a certificated employee, the basic contract must be the Regular Teacher's Contract as prescribed by the
State Superintendent.

B. The term of the initial contract for principals and assistant principals entered into after June 30, 2019, must be for a term of
at least one (1) year and not more than three (3) years. A contract renewed after June 30, 2019, may be extended for no
more than an additional three (3) years beyond the term of the original contract.

C. Unless a provision in a contract between the Board and a principal or an assistant principal entered into or renewed before
July 1, 2019, provides otherwise, the Board may not pay to a principal or an assistant principal, to buy out a contract entered
into between the Board and the principal or assistant principal, an amount that exceeds the principal's or assistant principal's
salary for any one (1) year under the contract. For purposes of this calculation, the principal's or assistant principal's salary
does not include benefits or any other forms of compensation that the principal or assistant principal receives as payment
under the contract other than the principal's or assistant principal's salary.

D. The term of the initial contract for the Director of Special Education must be for at least two (2) school years.

E. The contract for a principal, assistant principal, or Director of Special Education may be altered, modified, or rescinded
indministrator other than the Superintendent, Assistant Superintendent, Director of Special Education, principal, or assistant
principal, to buy out a contract entered into between the Board and that administrator, an amount that exceeds the lesser of:
1) the administrator's salary for any one (1) year under the contract; or 2) $250,000. For purposes of this calculation, an
administrator's salary does not include benefits or any other forms of compensation that the administrator receives as
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payment under the contract other than the administrator’s salary. The following administrators other than the
Superintendent, Assistant Superintendent, Director of Special Education, principal, and assistant principal are employed by
specific contract:

Only those candidates for employment recommended by the Superintendent will be employed by the Corporation.

Only those candidates for employment chosen by the Board from a group selected by the Superintendent will be employed by the
Corporation.

When any recommended candidate has been rejected by the Board, the Superintendent shall make & substitute recommendation.
Should the Board choose to employ a spouse or dependent of an administrator, the administrator shall submit a Uniform Conflict of
Interest Disclosure Statement using State Board of Accounts Form 54266 for acceptance by the Board. This disclosure shall be

submitted for acceptance by the Board before the Board considers the approval of the employment of the spouse or dependent.

Relatives of administrators may be employed by the Board, provided the staff member being employed is not placed in a positiocn in
which s/he would be supervised directly by the relative staff member.

Any administrator's intentional misstatement of fact or omission material to qualifications for employment or the determination of
salary shall be considered by this Board as a reason for contract cancellation.

The employment of administrators prior to approval by the Board is authorized when their employment Is required to maintain
continuity in the educational program. Employment shall be recommended to the Board at the naxt regular maeting.

Wherever possible, positions shall be filled by properiy-licensed administrators.

The Board shall review a candidate's previous work experience in determining his/her salary.

Prior to employment, the candidate’s eligibility to work shall be checked using E-Verify and the candidate shall execute the
verification of eligibility to work under penalty of perjury as required by 1.C. 12-32-1-6. The candidate’s written verification of

eligibility to be employed shall be retained in the employee’s personnel file for no lass than five (5) years.

In the contract with an administrator, the Board may provide compensation for services performed for a time, either before or after
the school term, as considered necessary by the Board.

The Superintendent shall prepare administrative guidelines for the recruitment and selection of all administrators,
Revised 4/11/17

© Necla 2019

Legal 1.C. 12-32-1-6
1.C. 20-26-5-4(8)
1.C. 20-28-6-2 thru -7, 20-28-8-1 thru -12
1.C. 35-44.1-1-4
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EMPLOYMENT OF PERSONNEL FOR EXTRACURRICULAR ACTIVITIES
pol1520.08

Active

April 11, 2017

May 12, 2020

1520.08 - EMPLOYMENT OF PERSONNEL FOR EXTRACURRICULAR ACTIVITIES

The School Board may find it necessary to employ members of the administration as coaches or activity sponsors. The Board
authorizes the Superintendent to recommend candidates for employment by the Board.

The Board requires that:

A. Prior to coaching football to students who are less than twenty (20) years of age, all head and assistant football coaches shall
complete a certified coaching education course approved by the Indiana Department of Education not less than once during a
two (2) year period that:

1.

2.

3%

4,

is sport specific;
contains player safety content, including content on:
a. concussion awareness;
b. equipment fitting;
c. heat emergency preparedness; and
d. proper technique;
requires a coach to complete a test demonstrating comprehension of the content of the course; and
awards a certificate of completion to a coach who successfully completes the course.
If the coach receives notice from the School Corporation that new information has been added to the course befaore

the end of the two (2)-year period, the coach must complete instruction and successfully complete a test concerning
the new information.

B. After June 30, 2017, prior to coaching students in grades 5 - 12, all head and assistant coaches of interscholastic sports other
than football, including cheerleading, shall complete a certified coaching education course approved by the Indiana
Department of Education at least once during a two (2) year period that:

1.

2.

3

contains player safety content on concussion awareness;

after December 31, 2018, includes content for prevention of or response to heat-related medical issues that may arise
from a student athlete's training;

requires a coach to complete a test demonstrating comprehension of the content of the course; and
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4, awards a certificate of completion te a coach who successfully completes the course.
If the coach receives notice from the Corporation that new information has been added to the course before the end of
the two {2)-year period, the coach must complete instruction and successfully complete a test concerning the new
information.

C. A head or assistant coach of an intramural sport other than football whe is coaching students in grades 5 - 12 may elect to
complete the above-referenced certified coaching education course. If compliance with 1.C. 20- 34-7 is required by the
coaching certification requirements for the intramural sport that the head or assistant coach is coaching, the coach shall
complete the above-referenced certified coaching education course.

Additionally, the Board requires that;

A, All coaches and athletic activity sponsers of interscholastic or intramural sports for students of any age shall receive training
about concussions, sudden cardiac arrest, and heat-related medical issues at least once during a two {2)-year period.

B. All coaches and athletic activity sponsers, other than football coaches, shall be required tc complete a coaching education
course that contains player safety content on concussion awareness, equipment fitting, heat emergency preparedness, and
proper technigue. The course must be completed prior to coaching or serving as an athletic activity sponsor. Each coach and
athletic activity sponsor must complete a course not less than once during a two (2)-vear period.

The Superintendent shall require that each person employad as a coach or athletic activity sponsor is qualified, has cleared a
background check required by State law and Policy 1521 or Policy 8120, and has recelved the training required by State law and this
policy. Additionally, before the Corporation hires or allows an individual to coach an Indiana High School Athletic Association
recognhized sport, the Corporation must take the following steps:

A. ask him/her:

1. whether s/he is or has been accredited by the association; and

2. If s/he Is or has been accredited by the assoclation, whether his/her accreditation has ever been suspended or
revoked;

B. request references from him/her;
C. contact the references that s/he provides to the Corporation; and
D. contact the association to determine whether his/her accreditation has ever been suspended or revoked.

The Corporation shall make a report to the Department of Child Services if an administrator who is a coach has engaged in
suspected child abuse or neglect.

The Corporation shall report to the associaticn when an administrator who Is a coach accredited by the assoclation has been
convicted of an offense described in 1.C. 20-28-5-8(c) or of a known comparable offense in another state. These offenses include:

A. Kidnapping (I.C. 35-42-3-2}.

B. Criminal Confinement (I.C. 35-42-3-3).

C. Rape (I.C. 35-42-4-1).

D. Criminal deviate conduct (1.C. 35-42-4-2) {before its repeal).
E. Child molasting (I.C. 35-42-4-3}.

F. Child explcitation {I.C. 35-42-4-4(b) or I.C. 35-42-4-4(c)).
G. Vicarious sexual gratification (1.C.35-42-4-5).

H. Child solicitation (I.C. 35-42-4-6).

I. Child seduction (I.C. 35-42-4-5).
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J. Sexual misconduct with a minor {I.C. 35-42-4-9).

K. Incest (I.C. 35-46-1-3).

L. Dealing in or manufacturing cocaine or a narcotic drug (1.C. 35-48-4-1).
M. Dealing in methamphetamine (I.C. 35-48-4-1.1).

N. Manufacturing methamphetamine (1.C. 35-48-4-1.2).

0. Dealing in a schedule I, II, or III controlled substance (I.C, 35-48-4-2),
P. Dealing in a schedule IV controlled substance (I.C. 35-48-4-3),

Q. Dealing in a schedule V controlled substance (1.C. 35-48-4-4).

R. Dealing in a counterfeit substance {I.C. 35-48-4-5).

The Corporation shall report suspected misconduct by an administrator who 1s a coach that may constitute a crime to local law
enforcement.,

Revised 4/9/19

© Neola 2019
Legal 1.C. 20-26-14-9

1.C. 20-34-7
1.C. 20-34-8
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1521 - PERSONAL BACKGROUND CHECKS, REFERENCES, AND MANDATORY REPORTING OF CONVICTIONS AND
SUBSTANTIATED CHILD ABUSE AND ARRESTS

To protect students and staff members, the School Board requires an inquiry into the personal background of each applicant the
Superintendent recommends for employment on the School Corporation's administrative staff.

The Superintendent shall establish the necessary procedures for obtaining personal background information on each applicant
recommended for employment as an administrator which shall include the following:

>

. an expanded criminal history check as defined by I.C. 20 26 2 1.5

B. an Indiana expanded child protection index check as defined by I.C. 20 26 2-1.3

C. a search of the national sex offender registry maintained by the United States Department of Justice

D. beginning July 1, 2017, a search of the State child abuse registry

E. telephone inquiry with a former employer(s)

F. explanations of any employment gaps to ensure the candidate has not omitted an employer where an offense occurred

G. verification of the applicant’s eligibility to work using the E-Verify database maintained by the Federal government as required
by I.C. 12-32-1

H. a detailed background history including all prior employment and volunteer positions

I. an Indiana Bureau of Motor Vehicles driver history if the position involves driving
The Board requires that an expanded criminal history check be conducted for each applicant for employment who is likely to have
direct, ongoing contact with children within the scope of his/her employment before or not later than thirty (30) days after the start
of the applicant’s employment by the Corporation.
The Board requires that an Indiana expanded child protection index check be conducted for each applicant for employment who is
likely to have direct, ongoing contact with children within the scope of his/her employment before or not later than sixty (60) days

after the start of the applicant’s employment by the Corporation.

The Board requires that all references and, if applicable, the most recent employer provided by an applicant be contacted before the
Corporation may hire the applicant.
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The Board shall deny employment to a person whe has been convicted of an offense requiring license revocation per 1.C. 20-28-5-
8(c) unless the conviction has been reversed, vacated, or set aside on appeal.

The Board may deny employment to an applicant who is the subject of a substantiated report of abuse or neglect.

Each applicant shall certify under penalty of perjury his/her eligibility to be employed by the Board as a United States citizen or a
qualified alien.

Should it be necessary to employ a person in order to maintain continuity of the program prior to receipt of the report, the
Superintendent may provide for a substitute or employ the applicant as a substitute,

The procedures shall provide that information and records obtained from pre-employment inquiries under this policy are confidential
and shall not be released except as necessary to implement this policy, defend a decision made pursuant to this policy, or comply
with I.C. 20-26-5-11.5 when responding to a request for an empleyment reference from another school for a current or former
employee,

Any costs assoclated with obtaining the expanded criminal history check and the expanded child protection index check are to be
borne by the applicant.

The Board requires that an expanded criminal history check be conducted for each Corporation employee who is likely to have direct,
ongeing contact with children within the scope of the employee’s employment every five (5) years.

In implementing this requirement, the Corporaticn shall conduct the updated expanded criminal history checks for Corporation
emplayees over a periad not to exceed five (5} years by annually conducting updated expanded criminal history checks for at least
twenty percent (20%) of employees who are employed by the Corporation on July 1, 2017.

Any costs associated with obtaining the expanded criminal history check are to be horne by the employee unless otherwise agreed
upon through an agreement reached following negotiations with the exclusive representative of the employees.

The Corporation may obtain an expanded criminal history check or an expanded child protection index check at any time if the
Corporation has reason to believe that the applicant or employee:

A. is the subject of a substantiated report of child abuse or neglect or
B. has been chargead with or convicted of one {1} of the following crimes:
1. Murder (I.C. 35-42-1-1).
2. Causing suicide (I1.C., 35-42-1-2).
3. Assisting suicide (I1.C, 35-42-1-2,5),
4., Voluntary manslaughter (I.C. 35-42-1-3).
5. Reckless homicide (I.C. 35-42-1-5).

6. Battery (1.C. 35-42-2-1) unless ten {10) years have elapsed from the date the individual was discharged from
probation, imprisonment, or parole, whichever is later.

7. Aggravated battery (1.C. 35-42-2-1.5).
8. Kidnapping (I.C. 35-42-3-2).
9. Criminal confinement (1.C. 35-42-3-3).
10. A sex offense under I.C. 35-42-4,
11, Carjacking (I.C. 35-42-5-2) (before its repeal}.

12. Arson (I.C. 35-43-1-1), unless ten (10} years have elapsed from the date the individual was discharged from
probation, imprisonment, or parcle, whichever is later.

13. Incest {1.C. 35-46-1-3).
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Neglect of a dependent as a Class B felony (for a crime committed before July 1, 2014) or a Level 1 felony or Level 3
felony (for & crime committed after June 30, 2014} (1.C. 35-46-1-4(b)(2) and (3)), unless ten (10) years have elapsed
from the date the individual was discharged from probation, imprisonment, or parole, whichever is later.

Child selling (1.C. 35-46-1-4(d)).

Contributing to the delinquency of a minor (1.C, 35-46-1-8), unless ten {10) vears have elapsed from the date the
individual was discharged from probation, imprisonment, ot parole, whichever is later,

An offense involving a weapon under 1.C, 35-47 or 1.C. 35-47.5, unless ten (10) years have elapsed from the date the
individual was discharged from probation, imprisonment, or parole, whichever is later,

An offense relating to controlled substances under 1.C. 35-48-4, unless ten {10) years have elapsed from the date the
individual was discharged from probation, imprisonment, or parole, whichever is later,

An offense relating to material or a performance that is harmful to minors or ohscene under I.C. 35-49-3, unless ten
(10) years have elapsed from the date the individual was discharged from probation, imprisonment, or parole,
whichever is later.

An offense relating to operating a motor vehicle while intoxicated under 1.C. $-30-5, unless five (5} years have
elapsed from the date the individual was discharged from probation, imprischment, or parole, whichever is later,

Domestic battery (I.C. 35-42-2-1.3), unless ten (10) years have elapsed from the date the individual was discharged
from probation, imprisonment, or parole, whichever is latest.

An offense that is substantially equivalent to any of the offenses listed in this subsection in which the judgment of
conviction was entered under the law of any other jurisdiction.

During the course of his/her employment with the Corporation, each administrator shall be required to report the arrest or the filing
of criminal charges against the employee; conviction of the employee for a crime; and substantiated report of child abuse or neglect
of which the employee is the subject to the Superintendent within two (2) business days of the occurrence. The Superintendent
shall obtain a review of each reported conviction or substantiated a report of child abuse or naglect and shall recommend
apprepriate action to the Board considering the risk to members of the school community presented by the continued employment of
the administrator who was convicted or the subject of a substantiated report of child abuse or neglect.

Revised 8/14/12
Revised 4/12/16
Revised 4/11/17
Revised 4/10/18

® NEOLA 2018

Legal

1.C. 5-2-22

1.C. 10-13-3

1.C. 20-26-2-1.3, 20-26-2-1.5

1.C. 20-26-5-10, -10.5, -11 and -11.5
1.C. 20-28-5-8
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EVALUATION OF ADMINISTRATORS
pol530

Active

June 10, 2008

August 14, 2012

1530 - EVALUATION OF ADMINISTRATORS

Policy 3220 provides for annual performance evaluations as required by I.C. 20-28-11.5-4 for each "certificated employee" as
defined in I.C. 20-29-2-4. This definition of "certificated employee" is a person whose contract with the Board requires that the
person hold a license or permit from the Office of Education Licensing and Employment of the Indiana Department of Education
under 1.C. 20-28.

Because the Board’s administrative staff is covered by the definition of "certificated employee", the evaluation plan developed

pursuant to Policy 3220 shall include the evaluation of administrators. The evaluation plan for administrators may be combined with
or separate from the plan for the evaluation of "schocl employees" as defined in I.C. 20-29-2-13 and may be amended as necessary

to accomplish its purpose.

NEOLA 2011

Legal

1.C. 20-28-11.5-4, 20-29-2-4, 20-29-2-13
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1537 - MILITARY SERVICE

The School Board recognizes that military service by administrative staff members is a service benefiting the entire school
community and the Board is committed to supporting this service by providing military leave to eligible administrative staff
members. The Board reserves the right to establish conditions for leaves of absence for military service and reemployment in
compliance with the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA), as amended, and Indiana
law.

As used in this policy, "military service" means the performance of duty on a voluntary or involuntary basis in a uniformed service of
the United States, including:

A. Federal active duty including Reserve and Guard members who have been called up;

B. Federal active duty for training;

C. initial Federal active duty for training;

D. inactive duty drills and annual training;

E. State active duty for the Indiana National Guard;

F. absence from work for an examination to determine a person's fitness for Federal or State duty; and
G. funeral honors duty.

An administrative staff member on leave for military service shall receive compensation in accordance with applicable law during the
period of leave and shall continue to accrue seniority subject to any applicable collectively bargained agreement during the period of
leave for military service. Administrative staff members on leave for military service are entitled to continued health insurance
coverage as if they were not on leave during absences for drills and absences for annual training. During leave for drills and annual
training of not more than fifteen (15) consecutive or non-consecutive days per calendar year the administrative staff member shall
be entitled to continue to receive their pay from the School Corporation and retain their military pay.

For other absences for military service, an administrative staff member may elect to continue health insurance coverage for the
administrative staff member and dependents under the following conditions. For periods of up to thirty (30) days of military training
or service, the administrative staff member shall be required to pay only the normal administrative staff member's share of the
premium for this continued coverage, For longer periods of military service, the administrative staff member shall have the option to
continue health insurance coverage by paying 102% of the full employer and employee premium. If the administrative staff member
elects to take this coverage, the right to that coverage ends on the earlier of the day after the deadline for the administrative staff
member to apply for reemployment or twenty-four (24) months after the absence for military leave began. An administrative staff
member on leave for military service is entitled to all additional rights provided to administrative staff members for non-military
leaves of absence.
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An administrative staff member’s right to re-empleyment under USERRA is subject to a cumulative flve (3) year total for all federal
active duty except where the administrative staff member’s military obligation is involuntarily extended, Annual training and drills for
reserve component and National Guard members are not included in computing the service for purposes of the five (5) year cap.

Where an administrative staff member has options as to when to take military leave, the administrative staff member shall make
every effort to schedule the leave to minimize the absence from thelr duties for the School Corporation. Administrative staff
members shall include a copy cf any applicable military orders in their application for leave for military service. The administrative
staff member shall submit notice of the need for this leave to the Superintendent or a designee as soon as the administrative staff

member learns of the need for the leave unless giving advance notice is Impossible, unreasonable, or precluded by military necessity
as determined by the Department of Defense.

Credit for periods of leave for military service by administrative staff members for purposes of the Public Employees' Retirement
Fund shall be governed by the statutes applicable to that retirement fund and the rules adopted by the Fund. See Ind. Code 5-10.4~
4-8(b),

© Neola 2013
Legal L.C, 10-16-7

I.C, 10-17-4
USERRA, 38 U.5.C, 4301 et seq.
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1543 - NON-RENEWAL OF ADMINISTRATIVE CONTRACTS

Before March 1st of the year in which the contract of an assistant superintendent, a principal, or an assistant principal is due to

expire and before February 1st of the year in which the contract of a local director of special education is due to expire, the Board or

an attorney, at its direction, shall give written notice of renewal or refusal to renew the individual's contract for the following school
year,

At least thirty (30) days before giving written notice of refusal to renew a contract, the Board or an attorney, at its direction, shall
inform the administrator by written preliminary notice that:

A. the Board is considering a decision not to renew the contract; and

B. if the administrator files a request for a private conference not later than five (5) days after receiving the notice, the
administrator is entitled to a private conference with the Superintendent.

If the administrator files a request with the Board for an additional private conference not later than five (5) days after the initial
conference with the Superintendent, the administrator is entitled to an additional private conference with the Board before being
given written notice of refusal to renew the contract.

The written preliminary notice must include the Board's reasons for considering a decision not to renew the contract.

If the non-renewal is for cause, the Superintendent shall have provided the administrator with a written evaluation of his/her
performance at least thirty (30) days prior to the preliminary notice to provide time for the administrator to show progress toward
eliminating deficiencies identified in the evaluation.

Revised 12/9/14

© Neola 2015

Legal I.C. 20-28-8-3
I.C. 20-28-8-4
I.C. 20-28-8-11
I.C. 20-28-8-12
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pol613

Active

August 14, 2012

1613 - STUDENT SUPERVISION AND WELFARE

Administrators shall maintain a standard of care for the supervision, control, protection of students commensurate with their
assigned duties and responsibilities and are expected to establish and maintain professional staff/student boundaries that are

consistent with their legal, professional and ethical duty of care for students.

The Superintendent shall maintain and enforce the following standards:

A. Each administrator shall report immediately to the Superintendent any accident, safety hazard, or other potentially harmful

condition or situation s/he detects.
. Each administrator shall immediately report to the Superintendent any knowledge of threats or violence by students.
. An administrator shall not send students on any personal errands.

. An administrator shall not associate or fraternize with students at any time in a manner that may give the appearance of
impropriety, including, but not limited to, the creation or participation in any situation or activity that could be considered
abusive or sexually suggestive or involve harmful substances such as illegal drugs, alcohol or tobacco. Any sexual or other
inappropriate conduct with a student by any administrator will subject the offender to potential criminal prosecution and
disciplinary action by the Board up to and including termination of employment.

. If a student approaches an administrator to seek advice or to ask questions regarding a personal problem related to sexual
behavior, substance abuse, mental or physical health, and/or family relationship, etc., the administrator may attempt to
assist the student by facilitating contact with certified or licensed individuals in the Corporation or community who specialize
in the assessment, diagnosis, and treatment of the student's stated problem. However, under no circumstances should an
administrator attempt, unless properly licensed and authorized to do so, to counsel, assess, diagnose, or treat the student's
problem or behavior, nor should such administrator inappropriately disclose personally identifiable information concerning the
student to third persons not specifically authorized by law.

. An administrator shall not transport students in a private vehicle without the approval of the Superintendent.
. A student shall not be required to perform work or services that may be detrimental to his/her health.

. Administrators shall only engage in electronic communication with students via email, texting, social media and/or online
networking media, such as Facebook, Twitter, YouTube, MySpace, Skype, blogs, etc., when such communication is directly
related to curricular matters or co-curricular/extracurricular events or activities with prior approval of the Superintendent.

. Administrators are prohibited from electronically transmitting any personally identifiable image of a student(s), including
video, photographs, streaming video, etc. via email, text message, or through the use of social media and/or online
networking media, such as Facebook, Twitter, YouTube, MySpace, Skype, blogs, etc., unless such transmission has been made
as part of a pre-approved curricular matter or co-curricular/extracurricular event or activity such as a school- sponsored
publication or production in accordance with Policy 5722.
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Since most information concerning a child in school, other than directory information described in Policy 8330, is confidentia! under
Federal and State laws, any administrator who shares confldential information with another person not authorized to receive the

information may be subject to discipline and/or civil liability. This includes, but is not limited to, information concerning assessments,
grades, behavior, family background, alleged child abuse, and any other record information.

Pursuant to the laws of the State and Board Policy 8462, each professional staff member shall report to the proper legal
authoerities Immediately, any sign of suspected child abuse or neglect.

© Neola 2011

Legal 1.C. 31-33-5
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Active

August 14, 2012

December 9, 2014

1615 - USE OF TOBACCO BY ADMINISTRATORS

The Board recognizes that the use of tobacco presents a health hazard that can have serious consequences both for the user and the
nonuser and is, therefore, of concern to the Board.

For purposes of this policy, "use of tobacce" shall mean all uses of tobacco, including a cigar, cigarette, pipe, snuff, or any other
matter or substance that contains tobacco, as well as electronic, "vapor," or other substitute forms of cigarettes.

In order to protect students and staff who choose not to use tobacco from an environment noxious to them, and because the Board

cannot, even by indirection, condone the use of tobacco, the Board prohibits the use of tobacco by administrators at all times within
any facility owned or leased or contracted for by the Board.

Such prohibition also applies on school grounds, on school buses and/or at any school-related event.

The Superintendent and building principals shall ask an individual who is smoking in violation of this policy to refrain from smoking
and cause to be removed from Corporation property an individual who is smoking in violation of this policy and fails to refrain from

smoking after being asked to refrain from smoking.

The Superintendent shall develop administrative guidelines requiring the use of evidenced-based resources by staff who teach about

the health hazards inherent in the use of tobacco products as part of Corporation’s curriculum and who provide counseling to

students regarding smoking cessation.

© Neola 2014

Legal

I.C. 16-41-37
20 U.S.C. 6081 et seq., 20 U.S.C. 7182
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1617 - WEAPONS

The Board prohibits administrators from possessing, storing, making, or using a weapon in any setting that is under the control and
supervision of the Corporation for the purpose of school activities approved and authorized by the Corporation including, but not
limited to, property leased, owned, or contracted for by the Corporation, a school-sponsored event, or in a Corporation vehicle;
provided, however, that an administrator is not prohibited from possessing a firearm or ammunition that is locked in the trunk of the
administrator's vehicle, kept in the glove compartment of the administrator's locked vehicle, or stored out of plain sight in the
administrator's locked vehicle.

Generally, the possession of a firearm in or on school property, in or on property that is being used by a school for a school function,
or on a school bus is a felony (I.C. 35-47-9-2) and is prohibited by Board policy. However, State law permits a person who may
legally possess a firearm to maintain that firearm if it is locked in the person’s trunk, kept in the glove compartment of the person’s
locked vehicle, or stored out of plain sight in the person’s locked vehicle. This exception does not apply to students unless it is a high
school student who is a member of a shooting sports team and the principal has approved the student keeping a firearm concealed
in the student’s motor vehicle on days the student is competing or practicing as a member of a shooting sports team. This exception
also does not apply to former students if the person is no longer enrolled in school due to a disciplinary action within the previous
twenty- four (24) months.

The term "weapon" means any object which, in the manner in which it is used, intended to be used, or represented, is capable of
inflicting serious bodily harm or property damage, as well as endangering the health or safety of persons. Weapons include, but are
not limited to, firearms, tasers, handguns, stun guns, guns of any type, including air and gas-powered guns (whether loaded or
unloaded), knives, razors, clubs, electric weapons, chemical weapons, metallic knuckles, martial arts weapons, ammunition, and
destructive devices (bombs, incendiary, grenade, Molotov cocktail, rocket with a propellant charge of more than four (4) ounces,
etc.). A "knife" is defined as "an instrument that: 1) consists of a sharp edge or sharp pointed blade capable of inflicting cutting,
stabbing, or tearing wounds; and 2) is intended to be used as a weapon." I.C. 35-47-5-2.5(a)

The Superintendent will report an administrator who violates this policy to law enforcement officials. The administrator also will be
subject to disciplinary action, up to and including termination, for violation of this policy.

This prohibition does not apply to weapons under the control of law enforcement personnel, as well as a School Resource Officer or
other school security personnel who is not a law enforcement officer, but who may legally possess a firearm,

Exceptions to this policy include:

A, items approved by a principal as part of a class or individual presentation under adult supervision, if used for the purpose of
and in the manner approved; (Working firearms and ammunition shall never be approved.)

B. theatrical props used in appropriate settings;
C. starter pistols used in appropriate school related sporting events.

Staff members must report knowledge of dangerous weapons and/or threats of violence by students, staff members, or visitors to
the principal. Failure to report such information may subject the staff member to disciplinary action, up to and including termination.
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1.C. 34-28-7-2

1.C, 35-47-5-2,5
1.C, 35-47-9
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1619 - GROUP HEALTH PLANS

The School Board shall have discretion to establish and maintain group health plans for the benefit of eligible employees. Group
health plans, as the term is used in this policy, may include, but would not be limited to, major medical, prescription drug, dental
and/or vision plans. These group health plans may provide certain health benefits to employees and eligible dependents as
permitted by law.

The Board has elected to provide major medical coverage that provides minimum value coverage under the Affordable Care Act for
some or all of its eligible employees. The terms and conditions of the health coverage are set forth in the appropriate plan

documents.

© Neola 2016

Legal The Patient Protection and Affordable Care Act, 42 U.S.C. 18001 et seq.
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1619.01 - PRIVACY PROTECTIONS OF SELF-FUNDED GROUP HEALTH PLANS

The School Board provides coverage to eligible employees under self-funded group health plans. The Board has established the
following self-funded group health plans:

A. Medical Plan

B. Prescription Drug Plan
C. Dental Plan

D. Vision Plan

The Board acknowledges that these group health plans are required to comply with the Health Insurance Portability and
Accountability Act (HIPAA) Privacy Rule. Certain health information maintained by these group health plans is afforded significant
protection by this Federal law.

The Board hereby appoints the Superintendent to serve as the Privacy Official of the group health plans. The Privacy Official shall
develop, propose to the Board, and implement after adoption policies and procedures for the group health plan(s) relating to the use
and disclosure of Protected Health Information. The Privacy Official shall verify that the policies and procedures are current and
comply with Federal law.

The Board also acknowledges that the HIPAA Security Rule requires the group health plans to implement various security measures
with respect to electronic Protected Health Information. The Board hereby appoints the Deputy Treasurer to serve as the Security
Official of the group health plans.

The Security Official is responsible for monitoring Federal law pertaining to HIPAA and recommending any revisions to the policies
and procedures that are needed to comply with Federal law. The Security Official is responsible for conducting a risk analysis and
developing, proposing to the Board, and implementing policies and procedures adopted by the Board for the group health plan(s)
relating to the security of electronic Protected Health Information, if applicable. The Security Official is responsible for monitoring
Federal law pertaining to HIPAA and recommending any revisions needed to comply with Federal law.

The Board further delegates authority to the Privacy Official and/or the Security Official to undertake such other actions as provided
by the HIPAA administrative guidelines in effect from time to time. The Privacy Official and/or Security Official shall report his/her
progress to the Board.

The Department of Health and Human Services (HHS) has the authority to impose civil monetary penalties upon Covered Entities.
HHS has not historically imposed these penalties directly upon individuals.

Notwithstanding the foregoing, the Board agrees to indemnify and hold harmless the Privacy Official and Security Official in

connection with the performance of their delegated duties for the group health plans, except to the extent that any liability imposed
is the result of intentional misconduct or gross negligence, as defined by law.
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The group health plans administrator{s} shall provide timely notifications of breaches of unsacured protected health information In
accordance with the Health Information Technology for Ecanomic and Clinical Health (HITECH) Act and accompanying regulations.

The Board reserves the right to revoke any or all appointments set forth in this policy at any time for any reason.

© Neola 2016

Legal 29 U.S.C. 1181 et seq.
42 U.S.C. 300gg
42 U.S.C. 300jj et seq.
42 U.S.C. 1320d et seq.
42 U.5.C. 17901 et seq.
45 C.F.R. 160.102(a}, 164.308(a)(2), 164.530(a), 164.530(i)
45 C.F.R. 164.308
45 C.F.R. 164,530
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1619.03 - PATIENT PROTECTION AND AFFORDABLE CARE ACT

The School Board acknowledges that the Patient Protection and Affordable Care Act ("ACA") imposes certain obligations upon the

School Corporation. Such obligations may include the following:

A. The Corporation shall notify new employees of health insurance options available through the Health Insurance Marketplace
within fourteen (14) days of an employee’s employment start date. Sample form notices are available from the U.S.

Department of Labor at:

http://www.dol.gov/ebsa/healthreform/regulations/coverageoptionsnotice.html

B. Employees of the Corporation have the option to enroll in the Health Insurance Marketplace. If a full-time employee (as
defined by the ACA) of the Corporation enrolls in the Health Insurance Marketplace and receives a subsidy, then the

Corporation may be liable for a penalty.

In the event that the Corporation concludes that it is fiscally-wise to incur the potential penalty in lieu of providing affordable,

minimum value coverage to all full-time employees, the Corporation shall incur the potential penalty.

© Neola 2016

Legal

29 U.S.C. 218B
26 U.5.C. 4980H
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1623 - SECTION 504/ADA PROHIBITION AGAINST DISABILITY DISCRIMINATION IN EMPLOYMENT

The School Beard prohibits discrimination against any employee or applicant based upon disability. As such, the Board will not
engage in employment practices or adopt policies that discriminate on the basis of disability, or otherwise discriminate against
qualified individuals with disabilities in regard to job application procedures, the hiring, advancement or discharge of employees,
employee compensation, job training, or other terms, conditions and privileges of employment. The Board further will not limit,
segregate or classify applicants or employees in any way that adversely affects their opportunities or status because of disability.
Additionally, the Board will not participate in any contractual or other relationships that have the effect of subjecting qualified
individuals with disabilities who are applicants or employees to discrimination on the basis of disability.

Natice of the Board's policy on nondiscrimination in employment practices and the identity of the School Corporation's Compliance
Officer(s) (see below) will be published on the Corporation's website, posted throughout the Corporation, and included in the
Corporation's recruitment statements or general information publications.

Definitions

Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed according to their
plain and ordinary meanings.

Complainant is the individual who alleges or is alleged to have been subjected to unlawful discrimination/retaliation, regardless of
whether the person files a formal complaint or is pursuing an informal resolution to the alleged discrimination/retaliation.

Respondent is the individual who is alleged to have engaged in unlawful discrimination/retaliation, regardless of whether the
Complainant files a formal complaint or is seeking an informal resolution to the alleged discrimination/retaliation.

Corporation community means students, Corporation employees (i.e., administrators, and professional and support staff), and
Board members, agents, volunteers, contractors, or other persons subject to the control and supervision of the Board.

Third Parties include but are not limited to guests and/or visitors on Corporation property (e.q., visiting speakers, participants on
opposing athletic teams, parents), vendors doing business with or seeking to do business with the Board, and other individuals who

come in contact with members of the Corporation community at school-related events/activities (whether on or off Corporation
property).

Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means a business day(s) (i.e., a day(s)
that the Corporation office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

An individual with a disability means a person who has, has a record of, or is regarded as having a physical or mental
impairment that substantially limits one (1) or more major life activities.

Major Life Activities
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Major life activities are functions such as caring for one's self, performing manual tasks, walking, seeing, hearing, eating, sleeping,
standing, lifting, bending, speaking, breathing, learning, reading, concentrating, thinking, communicating, sitting, reaching,
interacting with others, and working.

Major life activities also Include the operation of a major bodily function, including but not limited to functions of the immune
system, special sense organs and skin, normal cell growth, and digestive, genitourinary, bowel, bladder, neurological, brain,
respiratory, circulatory, endocrine, hemic, lymphatic, musculoskeletal and reproductive functions. The operation of a major bodily
functien includes the operaticn of an individual organ within a body system.

Impairment That Substantially Limits a Major Life Activity

The determination of whether an impairment substantially limits a major life activity must be made without regard to the
amelicrative effects of mitigating measures such as medication, medical supplies, equipment or appliances, low-vision devices
{defined as devices that magnify, enhance, or otherwise augment a visual image, but not including ordinary eyeglasses or contact
lenses), prosthetics (including limbs and devices), hearing aid(s) and cochlear implant(s) or other Implantable hearing devices,
mobility devices, oxygen therapy equipment or supplies, use of assistive technology, reasonable accommodations or "auxiliary aids
or services," learned behavioral or adaptive neurclogical modifications, psychotherapy, behavioral therapy, or physical therapy.

An impairment that is episoedic in nature or in remission is considered a disability if it would substantially limit a major life activity
when active.

Qualified Individual with a Disability

A qualified individual with a disability means the individual satisfies the requisite skill, experience, education and other job-related
requirements of the employment position the individual holds or desires and can perform the essential functions of the job in
question, with or without reasonable accommeodation,

Reasonable Accommodation

The Board will provide a reasconable accommodation to a qualified individual who has an actual disability or who has a record of a
disability, unless the accommodation would impose an undue hardship on the operation of the Board's program and/or activities. A
reasonahle accommodation is not required for an individual who s merely regarded as having a disability.

Facilities

No qualified person with a disability will be denied the benefits of, excluded from participation in, or otherwise be subjected to
discrimination under any program or activity to which Section 504/ADA applies because the Corporation's facilities are inaccessible
to or unusable by persons with disabilities.

For facilities constructed or altered after June 3, 1977, the Corporation will comply with applicable accessibility standards. For those
existing facilities constructed prior to June 3, 1977, the Corporation Is committed to operating its programs and activities so that
they are readily accessible to persons with disabilities,

Compliance Officer(s)

The Board designates the following individual{s} tc serve as the Corporation's Compliance Officers {also known as Section 504
Compliance Officers/ADA Coordinators) (hereinafter referred to as the "COs™)."

Assistant Superintendent
802 S. Indian Creek Dr
Trafalgar, IN 46181
317-878-2100

The names, titles, and contact infermation of these individuals will be published annually on the Corporation’s website and on each
individal school's website.

The COs are responsible for cacrdinating the Corporation’s efforts to comply with applicable Federal and State laws and regulations,
including the Corporation’s duty to address in a prompt and equitable manner any inquiries or complaints regarding
discrimination/retaliation or denial of equal access. The COs also shall verify that proper notice of nondiscrimination for Title II of the
Americans with Disabilities Act (as amended), Title VI and Title VII of the Civil Rights Act of 1964, Section 504 of the Rehabilitation
Act of 1973 {as amended), and the Age Discrimination in Employment Act of 1975 is provided to staff members and the general
public. A copy of each of the Acts and regulations on which this notice is based will be made available upon request from the CO.

The Board will provide for the prompt and equitable resolution of complaints alleging violations of Section 504/ADA. See below.
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Investigation and Complaint Procedures (See Form 1623 F2)

Any employee who alleges to hava been subjected to unlawful discrimination or retaliation on the basls of disability may seek
resolution of the complaint through the procedures described below. The formal complaint procedures involve an investigation of the
individual’s claims of discrimination/retaliation and a process for rendering a decision regarding whether the charges are
substantiated.

Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible for initiating the
complaint process; however, individuals are encouraged to file a complaint within thirty (30) calendar days after the conduct cccurs.
Once the formal complaint process is begun, the investigation will be completed in a timely manner (ordinarily within fifteen (15}
business days of the complaint being recelved).

The procedures set forth below are not intended te interfere with the rights of any individual to pursue a complaint of unlawful
discrimination or retaliation with the United States Department of Education Office for Civil Rights ("OCR"), the Indiana Civil Rights
Commission ("ICRC"} or the Equal Employment Opportunity Commission ("EEQC").

Informal Complaint Procedure

The goal of the informal complaint procedure is to stop inappropriate behavior promptly and facilitate resolution through an informal
means, if possible. The informal complaint procedure is provided as a less formal option for an employee who alleges unlawfu!
discrimination or retaliation. This informal procedure is not required as a precursor to the filing of a formal complaint. The informal
process Is avallable only when the Complainant and the Respondent mutually agree to participate in it.

The Complainant may proceed immediately to the formal complaint process, and individuals who participate in the informal
procedure may request that the informal process be terminated at any time to move to the formal complaint process.

All complaints invelving a Corporation employee or any other adult member of the Corporation community and a student will be
formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe deing so, the Complainant should tell or otherwise inform
the Respondent that the allegedly discriminatory/retaliatory conduct is inappropriate and must stop. The Complainant should
address the alleged misconduct as soon after it occurs as possible. The COs are available to support and counsel the Complainant
when taking this initial step or to intervene on behalf of the individual if requested to do so. A Complainant who is uncomfortable or
unwilling to directly approach the Respondent about the inappropriate conduct may file an informal or a formal complaint.

In addition, with regard to certain types of unlawful discrimination (e.g., sex discrimination), the CO may advise against the use of
the informal complaint process.

A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either orally or in writing: 1) to a
building administrator; 2) directly to one (1) of the COs; and/or 3) to the Superintendent or other Corporation-level employee.

All informal complaints must be reported to one (1) of the COs, who either will facilitate an infermal resolution as described below or
appoint another individual to facilitate an informal resolution.

The Corporation’s informal complaint procedure is designed te provide the Complainant with a range of options almed at bringing
about a prompt resofution of the Complainant's concerns. Depending upon the nature of the complaini and the wishes of the
Complainant, informal resolution may involve but is not limited to one (1) or more of the following:

A. Advising the Complainant about how to communicate concerns to the Respondent.

B. Distributing a copy of Policy 1623 - Section 504/ADA Prohibition Against Disability Discriminaticn in Employment to the
individuals in the school building or office where the Respondent works/attends school.

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the Complainant and the
Respondent to work out a mutual reseluticn.
While there are no set time limits within which an informal complaint must be resolved, the CO or designee is directed to attempt to
resolve all informal complaints within fiftean (15) business days of receiving the informal complaint,

If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal complaint. And,
as stated above, either party may request that the informal process be terminated at any time to move to the formal complaint
nrocess.

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, one (1) of the parties requested that the informal complaint
process be terminated to move to the formal complaint process, the Complainant elects to file a formal complaint from the outset, or
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the CO determines the allegations are not appropriate for resolution through the informal process, the formal complaint process shall
be implementad.

A Complainant may file a formal complaint, either orally or in writing, with a principal, the CO, the Superintendent, or other
Corporztion official,

Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are flexible for initiating the
complaint process; however, individuals should make every effort to file a formal complaint within thirty (30) calendar days after the
conduct occurs. If a Complainant informs a principal, the Superintendent, or other Corporaticn official, either orally or in writing,

about any complaint of discrimination/retaliation, that employee must report such information to the CO within two (2) business
days.

Throughout the course of the process, the CO should keep the parties reasonably informed of the status of the investigation and the
decision-making process.

All formal complaints must include the following information to the extent known: the identlty of the Respondent; a detailed
description of the facts upon which the complaint is based {i.e., when, where, and what occurred}; a list of potential witnesses; and
tha resolution scught by the Complainant.

If the Complainant is unwilling er unable to previde a written statement Including the information set forth above, the CO shall ask
for such details in an oral interview. Thereafter, the CO will prepare a written summary of the oral interview, and the Complainant
will be asked to verify the accuracy of the reported charge by signing the document.

Upon receiving a formal complaint, the CO will consider whether any action should be taken in the invastigatory phase to protect the
Complainant from further discrimination or retaliation, including, but not limited to, a change of work assignment or schedule for the
Complainant and/or the Respondent, In making such a determination, the CC should consult the Complainant to assess whether the
individual agrees with the proposed action, If the Complainant is unwilling to consent to the proposed change, the CO still may take
whatever actions are deemed appropriate in consultation with the Superintendent.

Within two (2) business days of receiving the formal complaint, the CO or designee will initiate a formal investigation to determine
whether the Complainant has been subjected to unlawful discrimination/retaliation.

Simultaneocusly, the CO will inform the Respondent that a formal complaint has been received. The Respondent will be informed
about the nature of the allegations and provided with a copy of any relevant policies and/or administrative guidelines, including
Policy 1623 - Sectien 504/ADA Prchibition Against Disability Discrimination in Employment. The Respondent alse must be informed
of the opportunity to submit a written response to the complaint within five (5) business days.

Although certaln cases may require additional time, the CO or a designee will attempt to complete an investigation into the
allegations of discrimination/retaliation within fifteen (15) business days of recelving the formal complaint.

The investigation will include:
A. interview(s) with the Complainant;

B. interview(s) with the Respondent;

C. interviews with any other witnesses who reasonably may be expected to have any information relaevant to the allegations;
and

D. consideration of any documentation or other informaticn presented by the Complainant, Respondent, or any other witness
that is reasonably believed to be relevant to the allegations.
At the conclusion of the investigation, the CO or the designee shall prepare and deliver a written report to the Superintendent that
summarizes the evidence gathered during the investigation and provides reccmmendations based on the evidence and the definition
of unlawful discrimination/retaliation as provided in Board policy and State and Federal law as to whether the Respondent has
engaged In unlawful harassment/retaliaticn of the Complainant, The CO's receommendations must be based upon the totality of the
circumstances. In determining if discrimination or retaliation occurred, a preponderance of evidence standard will be used,

The CO may consult with the Beard’s legal counsel before finalizing the report to the Superintendent.

Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or the designee, the
Superintendent either must issue a written decision regarding whether the charges have been substantiated or request further
investigation. A copy of the Superintendent’s final written decision will be delivered to both the Complainant and the Respondent.

If the Superintendent requests additional investigation, the Superintendent must specify the additional information that is to be
gathered, and such additicnal investigation must be completed within five {5) business days. At the conclusicn of the additional
investigation, the Superintendent must issue a final written decision as described above.
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If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation toward the Complainant, the
Superintendent must identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the
discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate, effective, and tailored to the specific
situation,

The decision of the Superintendent shall be final,

The Board reserves the right to Investigate and resolve a complaint or report of unlawful discrimination/retaliation regardless of
whether the Complainant pursues the complaint. The Board also reserves the right to have the formal complaint investigation
conducted by an external person in accordance with this policy or in such other manner as deemed appropriate by the Board or its
designee,

The parties may be represented, at their own cost, at any of the above-described interviews/meetings,

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person’s pursuit of other
remedies such as the filing of a complaint with the OCR, EEOC or ICRC, the filing of charges with local law enforcement, or the filing
of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit of other remedies.

Privacy/Confidentiality

The Corporation will employ all reaschable efforts to protect the rights of the Complainant, the Respondent(s), and the witnesses as
much as possible, consistent with the Corporation’s legal obligations to investigate, take appropriate acticn, and conform with any
discovery or disclosure obligations.

All records generated under the terms of this policy shall be maintained as confidential to the extent permitted by law,
Confidentiality, however, cannot be guaranteed. Additicnally, the Respondent must be provided the Complainant's identity.

During the course of a formal investigation, the CO or designee will Instruct each person who is interviewed about the importance of
maintaining confidentiality. Any individual who Is interviewed as part of an Investigation is expected not to disclose to third parties
any information that is learned or provided during the course of the investigation.

Remedial Action and Monitoring

If warranted, appropriate remedial action shall be determined and implemented on behalf of the Complainant, including but not
limited to counseling services, reinstatement of leave taken due to the discrimination or other appropriate action.

The Board may appoint an Individual, who may be a Corporation employze, to follow up with the Complainant to ensure ne further
discrimination or retaliation has cccurred and tc take action to address any reported occurrences promptly.

Sanctions and Disciplinary Action

The Board shall vigorously enforce its prehibitions against unlawful discrimination by taking appropriate action reasonably calculated
to stop and prevent further misconduct.

While observing the principles of due process, a violation of this policy may result in disciplinary action up to and including the
discharge of an employee or the suspension/expuision of a student. Al disciplinary acticn will be taken in accordance with applicable
State law and the terms of any relevant collective bargaining agreement or student code of conduct.

When imposing discipline, the Superintendent shall consider the totality of the circumstances involved in the matter, including the
age and maturity level of any student invelved. In those cases where unlawful discrimination/retaliation is not substantiated, the
Board may consider whether the alleged conduct nevertheless warrants discipline in accordance with other Board policies, consistent
with the terms of any relevant collective bargaining agreement or student code of conduct.

Where the Board becomes aware that a prior disciplinary action has been taken against the Respondent, all subsequent sanctions
imposed by the Board and/or Superintendent shall be reasonably calculated te end such conduct, prevent its recurrence, and
remedy its effect.

Retaliation
Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation or participates as a
witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce or interfere with

any individual because the person opposed any act or practice made unlawfui by any Federal or State civil rights law, made &
report/formal complaint, testified, assisted or participated or refused to participate in any manner in an investigation, proceeding, or

https:figo.boarddocs.comiin/nhjusc/Board.nsf/Private?open&loging 5/7



11/4/22, 1:53 PM BoardDocs® PL

hearing under those laws and/or this policy, or exercised, enjoyed, aided or encouraged any other person in the exercise or
enjoyment of any right granted or protected by those laws and/or this policy.

Retaliation against a person for making a report of discrimination, filing a formal cornplaint, or participating in an investigation or
meeting is a serious violation of this policy that can result in imposition of disciplinary sanctions/consequences and/or other
appropriate remedies,

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation
prohibited under this policy.

Education and Training

In support of this policy, the Board promotes preventative educational measuras to create greater awareness of unlawful
discriminatory practices. The Superintendent shall provide appropriate information to all members of the Corporation community
related to the Implementation of this policy and shall provide training for Corporation students and staff where appropriate. All
training and information provided regarding the Board's policy and discrimination in general will be age and content appropriate,

Retention of Investigatory Records and Materials

The CO is responsible for overseeing retention of all records that must be maintained pursuant te this policy. All individuals charged
with conducting investigations under this policy shall retain all documents, electronically stored information {"ESI"), and electronic
media (as defined in Policy 8315) created and/or received as part of an invastigaticn, which may include but are not limited to:

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation of this policy;

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/respenses pertaining to an
alleged violation of this policy;

0

any documentation that memorializes the actions taken by Corporation persennel or individuals contracted or appointed by
the Board to fulfill its responsibilities related to the investigation and/or the Corporation's response to the alleged violation of
this policy;

D. written witness statements;
E. narratives, notes from, and audic, video, or digital recordings of witness interviews/statements:

F. e-mails, texts, and social media posts that directly relate to or constitute evidence pertaining to an alleged violation of this
policy {i.e., not after-the-fact commentary about or media coverage of the incident);

(. notes and summaries prepared contemporaneously by the investigator in whatever form made (2.9., handwritten, keyed intc
a computer or tablet, etc.), but not including transitory notes whose content is otherwise memorialized in other documents;

H. written disciplinary sanctions issued to students or employees and other decumentation that memorializes oral disciplinary
sanctions issued to students or employees for violations of this policy;

I. dated written determinations/reports (including summaries of relevant axculpatory and inculpatory evidence} and other
documentation that memorializes oral notifications to the parties concerning the outcome of the investigation, including any
conseqguences Imposed as a result of a violation of this policy;

—

documentation of any supportive measures offered and/or provided to the Complainant and the Respondent, including no
contact orders issued to both parties, the dates the no contact orders were issued, and the dates the parties acknowledged
recelpt of the no contact orders;

=

documentation of all actions taken, both individual and systemic, to stop the discrimination or harassment, prevent its
recurrence, eliminate any hostile environment, and remedy its discriminatory effects;

L. copies of the Beard policy and procedures/guidelines used by the Corporation to conduct the investigation and any
documents used by the Corporation at the time of the alleged violation to communicate the Board's expectations to students
and staff with respect to the subject of this policy (e.g., Student Codes of Conduct and/or Employee Handbooks);

M. coples of any documentation that memorializes any formal or informal resolutions to the alleged discrimination or
harassment;
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N. documentation of any training provided to Corporation personnel related to this policy including, but not limited to notification
of tha prohibitions and expectations of staff set forth in this policy and the role and responsibility of all Corporation personnel

involved in enforcing this policy, including their duty to report alleged violations of this policy and/or conduct an investigation
of an alleged violation of this policy;

The documents, ESI, and electronic media (as defined in Policy 8315) retained may Include public records and records exempt from

disclosure under Federal (e.g., FERPA, ADA) and/or State (e.g., 1.C. 5-14-3-4) |law, such as student records and confidential medical
records.

The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation shail be

retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) years and longer if
required by the Corporation’s records retention schedule.

© Neola 2021

Legal 29 U.S.C, 794, Section 504 Rehabilitation Act of 1973, as amended

42 1).5.C. 12101 et seq., Americans with Disabilities Act of 1920, as amended
29 C.F.R, Part 1630
34 C.RR. Part 104
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FAMILY & MEDICAL LEAVES OF ABSENCE ("FMLA™)
pol1630.01

Active

September 9, 2014

1630.01 - FAMILY & MEDICAL LEAVES OF ABSENCE ("FMLA")

In accordance with Federal law, the School Board shall provide up to twelve (12) weeks of unpaid FMLA leave in any twelve (12)

month period to eligible professional staff members for the following reasons:

A-1. the birth of a child and/or the care of a newborn child within one (1) year of the child's birth;

B-1. the placement of a child with the staff member by way of adoption or foster care and/or to care for the child within one
(1) year of the child's arrival;

C-1. the staff member is needed to care for a spouse, son, daughter, or parent if such individual has a serious health
condition; or

D-1. the staff member's own serious health condition prevents him/her from performing the functions of his/her position.

Employee Entitlement to Service Member FMLA

Leave Entitlement

Service member FMLA provides eligible employees unpaid leave for one, or for a combination, of the following reasons:

A-2. A "qualifying exigency" arising out of a covered family member's (spouse, son, daughter, or parent) covered active duty
or call to covered active duty in the United States Armed Forces including the National Guard and Reserves. Qualifying
exigencies, as defined by Federal regulations, include: 1) short-notice deployment; 2) military events and related activities;
3) childcare and school activities; 4) financial and legal arrangements; 5) counseling; 6) rest and recuperation; 7) post-
deployment activities; and 8) additional activities not encompassed in the other categories, but agreed to by the employer
and employee. Covered active duty means deployment with the Armed Forces to a foreign country.

B-2. To care for a covered family member, including next of kin as provided in the statute, who has incurred an injury or
illness or aggravation of a pre- existing illness or injury while in the line of duty while on covered active duty as described
more fully in AG 1630.01.

Duration of Service Member FMLA

A. When leave is due to a "qualifying exigency": An eligible employee may take up to twelve (12) work weeks of leave during

any twelve (12) month period. Such leave shall be counted with regular FMLA leave time in calculating the twelve (12) weeks
of allowable leave.

. When leave is to care for an injured or ill service member: An eligible employee may take up to twenty-six (26) work weeks
of leave during a single twelve (12) month period to care for the service member who is undergoing medical treatment,
recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious
injury or iliness. This is a one time benefit per service member. Leave to care for an injured or ill service member, when
combined with other FMLA-qualifying leave, may not exceed twenty-six (26) weeks in a single twelve (12) month period.
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C. Service Member FMLA runs concurrent with other leave entitiements provided under Federal, State, and local law.
General Provisions

Professional staff members are "eligible" if they have worked for the Board for at least twelve {12) months, and for at least 1,250
hours over the twelve (12) months prior to the leave request. All full-time professional staff members are presumed to meet the
1,250 hour requirement if they were employed by the Corporation in this capacity for the preceding twelve (12) months, Months and
hours that employees who performed USERRA-covered service would have worked if they had not been called up for military service
count towards the staff member's eligibility for FMLA leave/Service Member Family Leave, Employment service time may be
aggregated when the break in employment service is less than seven {7) years, is for fulfillment of military obligations, or if the
employee is subject to recall under a written agreement (NOTE: this includes a collective bargaining agreement),

Twelve (12) month period is defined as a rolling twelve (12) month period measured backward from the date the staff member uses
FMLA leave {i.e. the "leave year" is specific to each individual staff member). '

For Service Member Family Leave, the use of the twenty-six (26) weeks will be measured forward from the first date on which the
employee takes leave,

Serious health condition is defined as an illness, injury, impairment, or physical or mental condition that involves:
A. inpatient care, including any pericd of incapacity or any subsequent treatment in connection with such inpatient care; or

B. continulng treatment by a healthcare provider, Including:

1. a period of incapacity of more than three (3) consecutive calendar days and any subsequent treatment or period of
incapacity relating te the same condition that also involves eithar in-parson treatment two (2) or more times by a
healthcare provider within thirty (30) days of the first date of incapacity, absent extenuating circumstances beyond
the employee's control, or in-person treatment by a healthcare provider on at least one {1) occasion which results in a
regimen of continuing treatment under the supervision of a healthcare provider;

The first visit to the healthcare provider must occur within seven {7) days of the first date of incapacity.
2, any incapacity due to pregnancy or for prenatal care;
3. any period of incapacity or treatment for such incapacity due to a chronic serious health condition;
4. a period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective;

5. any period of absence to receive multiple treatments by a healthcare provider either for restorative surgery after an
accident or other injury or for a condition that would likely result In a pertod of Incapacity of more than three (3)
consecutive days in the absence of medical intervention or treatment, such as cancer (chemotherapy, radiation, etc.),
severe arthritis (physical therapy), or kidney disease (dialysis).

C. conditions for which cosmetic treatment are administered are not "serious health conditions" unless inpatient hospital care Is
required or cemplications develop. Ordinarily, unless complications arise, the common cold, the flu, ear aches, upset
stomachs, minor ulcers, headaches other than migraines, routine dental or orthodontia problems, periodontal disease, etc.,
are conditions that do not meat this definition and do not qualify for FMLA leave,

Intermittent and Reduced Schedule Leave

The Superintendent may allow a staff member to take FMLA leave intermittently or on a reduced schedule for the birth, adoption, or
foster care placement of a child {see A-1 or B-1 on page cne). A staff member may take FMLA leave on an intermittent or reduced-
leave schedule when medically necessary for his/her own serious health condition or to care for a spouse, parents, or dependent
child with a serious health condition {see C-1 and D-1 on page one). Service Member Family Leave may also be taken on an
intermittent or reduced-leave schedule when medically necessary.

The taking of such leave results in the total reduction of the twelve (12) or twenty-six {26) weeks only by the amount of leave
actually taken.

If the intermittent or reduced-leave schedule is foreseeable based on planned medical treatment or the staff member is taking
Service Member Family Leave, the Superintendent may require the staff member to transfer temporarily to an available alternative
position which better accommodates recurring periods of leave. The alternative position shall have equivalent pay and benefits but
not necassarily equivalent duties. Instructional staff members (i.e. individuals whose principal function is to teach and instruct
students in a class, a small group, or an individual setting) who request intermittent leave or a raduced-leave schedule because of
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reasans (C-1} or {B~1) above or pursuant to Service Member Family Leave and the leave would exceed twenty percent (20%) of the
total number of working days over the period of anticipated leave must elect either to:

A. take leave for a period or periods of a particular duration, not greater than the duration of the planned treatment; or

B. transfer temporarily to an avatlable alternative position offered by the Superintendent for which the instructional staff
member is qualified, and that has equivalent pay and benefits and that better accommodates the recurring periods of leave
than the staff member’s regular position.

Staff Member Notice Requirement

Whenever the leave Is foreseeable, the staff member shall provide the Superintendent with thirty {30) days notice. If there is
insufficient time to provide such notice because of unforeseeable events, the staff member shall provide such notice as soon as
possible and practical, generally not later than the next business day after the employee realizes the need for leave. Failure to follow
the leave notice requirements may result in delay of obtaining the leave. Employees will still be required to comply with the absence
reporting precedures at their buildings.

When planning medical treatment or taking leave pursuant to Service Member Family Leave, the staff member must consult with the
Superintendent and make a reasonable effort to schedule the leave so as not to unduly disrupt the regular operation of the
Corporation, subject to the approval of the healthcare provider.

Substitution of Paid Leave

The staff member may request to substitute {i.e. run concurrently) any of his/her earned or accrued paid leave (e.qg. sick leave,
personal leave) {{see A-1, B-1, and A-2).

The staff member may request to substitute any of his/her sarned or accrued paid vacation, personal leave or sick leave) for unpaid
FMLA leave provided for either reason (C-1} or (D-1) on page one and B-2 on page two.

The staff member may regquest to substitute any of his/her earned or accrued paid vacation, personal leave, family leave or sick
leave for unpaid Service Member Family Leave.

If the staff member has not earned ot accrued adequate paid leave to encompass the entire twelve (12) week period of FMLA |leave
or twenty-six (26) week pericd of Service Member Family Leave, the additional weeks of leave to obtain the twelve (12) weeks of
FMLA leave or twenty-six {26) weeks of Service Member Family Leave, the staff member is entitled to shall be unpaid. Whenever a
staff member uses paid leave in substitution for unpaid FMLA leave/Service Member Family Leave, such leave counts toward the
twelve week/twenty-six {26) week maximum leave allowance provided by this policy.

Corporation Notice Requirement

The Superintendent will notify the staff member when the Corporation intends to designate leave as FMLA-qualifying. Such notice
may bea given arally or in writing and should be given within five (5} business days of the request. When verbal notice is given, it will
be followed by written notice within five (5) business days. In the case of intermittent or reduced schedule leave, only one {1) such
notice is required unless the circumstances regarding the leave have changed. If the Superintendent does not have sufficient
information about the reason for the staff member's use of paid leave, the Superintendent may inquire further to ascertain whether
the paid leave is FMLA-qgualifying. Once the Superintendent learns that a paid leave is for an FMLA leave-qualifying reason, the
Superintendent will notify the staff member within five (%) business days that the paid leave will count toward the staff member's
twelve (12) week FMLA~ leave entitlement. The notification will indicate whether the employee is required to provide a fitness-for-
duty certification to return to work.

Limits

In cases in which the Board employs both spouses, the total amount of FMLA leave is twelve (12) weeks for the couple, except when
the leave is due to the setrious health condition of either spouse or a child. Additionally, the aggregate number of work weeks of
leave to which both the husband and wife may be entitled pursuant to this policy is limited to twenty-six (26) work weeks during the
single twelve (12) month period provided for in the Service Member Family Leave provision if the leave is taken pursuant to Service
Member Family Leave or a combination of general FMLA leave and Service Member Family Leave,

Certification
Wwhen FMLA leave is taken for the staff member's own serious health condition or to care for a spouse, parents, or dependent child
with a serious health condition (see C-1 and D-1 on page one), or Service Member Family Leave is taken, the staff member must

provide medical certification from the healthcare provider of the eligible staff member, his/her immediate family member, cr the next
of kin of the individual.
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The staff member may either:
A. submit the medical certification to the Superintendent; or

B. direct the healthcare provider to transfer the medical certification directly to the Superintendent, which will generally require
the staff member to furnish the healthcare provider with a HIPAA-compliant authorization,

Staff members are not eligible for leave pursuant to this policy if they work elsewhere during leave pursuant to this policy.

In the event the staff member fails to provide medical certification, any leave taken by the employee is not FMLA leave/Service
Member Family Leave,

When the need for FMLA leave is foreseeable and at least thirty (30) days' notice has been provided, the staff member must provide
the medical certification before the leave begins. When this is not possible, the employee must provide the requested certification to
the Superintendent within fifteen {15) calendar days after the staff member requests FMLA feave unless it is not practicable under
the circumstances to do so despite the staff member's diligent and good faith efforts.

Any dispute over eligibility for FMLA leave shall be discussed between the employee and Superintendent. Tha Corporation shall be
responsible for maintaining a record of those communicaticns.

The Board reserves the right to obtain, at its expense, the opinion of a second healthcare provider and, in the event of conflict, the
opinion of a third healthcare provider whose decision shall be binding and final. The staff member may either:

A. submit the opinion of the second healthcare provider, and the opinion of the third healthcare provider if applicable, to the
Superintendent; or

B. direct the secend or third healthcare provider to transfer his/her opinion directly to the Superintendent, which will generally
reciuire the staff member to furnish the healthcare provider with a HIPAA-compliant authorization.

In the event that the staff member fails to previde the medical opinion of the second or third healthcare provider, if applicable, any
leave taken by the staff member is not FMLA leave.

A staff member who takes |eave for reason (D-1) on page one, prior to returning to work, must provide the Superintendent with a
statement from his/her healthcare provider that s/he 1s able to resume work.

A staff member seeking to take leave pursuant to reason {A-2 or B--2) above must submit, in a timely manner to the
Superintendent, an appropriate certification as described by Federal regulations.

Return from Leave

Upon return from any FMLA leave, the Board will restore the staff member to his/her former position or to a position with equivalent
employment benefits, pay and conditions of employment. During FMLA |eave, the Board shall maintain the staff member's current
coverage under the Board's group health insurance program on the same conditions as coverage would have been provided if the
staff member had been continuously working during the leave period. If the staff member was paying all or part of the premium
payments prior to going on FMLA leave, the staff member must cantinue to pay his/her share during the leave.

Any leave or return from leave during the last five (5} weeks of an academic term shall be reviewed individually by the
Superintendent to minimize disruption to the students' program.

The staff member shali not accrue any sick leave, vacation, or other benefits during a period of unpald FMLA leave.

The use of FMLA leave will not result in the loss of any employment benefit that accrued prior to the start of the staff member's
leave,

If the staff member fails to return to work at the end of the leave for reasons cther than the continuation, recurrence, or onset of a
serious health condition that entitles the staff member to leave pursuant to reasons (C-1) or {D-1) above or Service Member Family
Leave, or for circumstances beyond the control of the staff member, the staff member shall reimburse the Board for the health
insurance premiums paid by the Board during the unpaid FMLA |eave period,

A staff member who fraudulently obtains FMLA leave is not protected by this policy's job restoration or maintenance of health
benefits provisions.

The Superintendent shall prepare any guidelines that are appropriate for this policy and ensure that the policy 1s posted properly.
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In any areas where discretion Is allowed In the implementation of this policy or its guldelines for implementation, such discretion
shall be exercised in a nen-discriminatory manner, Similarly situated persons shall be treated similarly,

The Superintendent shall provide a copy of the policy to all staff members, and retain a record of how and when the policy was
distributed. A notice of Rights and Obligations shall also be provided each time an employee requests FMLA leave or the Corporation
has sufficlent Information to belleve that the employee may qualify for FMLA |eave,

The approval, denial and administration of leave under this policy will be governed by the Family Medical Leave Act of 1993, as
amended, and Its published regulations, as applied and interpreted by the Superintendent,

® Neola 2013

Legal 29 U.S.C. 2601 et seq.
29 C.RR. Part 825
P.L. 110-181, Sec. 585 - National Defense Authorization Act (January 28, 2008)
P.L. 111-84, Sec. 565 - National Defense Authorization Act {Octcber 28, 2009)
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1662 - ANTI-HARASSMENT
General Policy Statement

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

The Board will vigorously enforce its prohibition against discriminatory harassment based on race, color, national origin, sex
(including sexual orientation and gender identity), disability, age, religion, ancestry, or genetic information (collectively, "Protected
Classes") that are protected by Federal civil rights laws (hereinafter referred to as "unlawful harassment") and encourages those
within the Corporation community as well as Third Parties who feel aggrieved to seek assistance to rectify such problems.

The Board will investigate all allegations of harassment and, in those cases where unlawful harassment is substantiated, take
immediate steps to end the harassment, prevent its reoccurrence, and remedy its effects.

Individuals who are found to have engaged in unlawful harassment will be subject to appropriate disciplinary action.
Other Violations of the Anti-Harassment Policy

The Corporation also will take immediate steps to impose disciplinary action on individuals engaging in any of the following
prohibited acts:
A. Retaliating against a person who has made a report or filed a complaint alleging unlawful harassment or who has participated
as a witness in a harassment investigation.

B. Filing a malicious or knowingly false report or complaint of unlawful harassment.

C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of unlawful harassment, when
responsibility for reporting and/or investigating unlawful harassment charges comprises part of one's supervisory duties.
Notice

Notice of the Board's policy on anti-harassment related to employment practices and the identity of the Corporation's Compliance
Officers will be posted throughout the Corporation and published in any Corporation statement regarding the availability of
employment, staff handbooks, and general information publications of the Corporation as required by Federal and State law and this
policy.

Definitions
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Wards used in this policy shall have those meanings defined herein; words not defined herein shall be construed according to their
plain and ordinary meanings.

Complainant is the individual who alleges or is alleged to have been subjected to unlawfu! harassment, regardless of whether the
person files a formal complaint or is pursuing an informal resolution to the alleged harassment.,

Respondent is the individual who is alleged to have engaged in unlawful harassment, regardless of whether the Complainant files a
formal complaint or Is seeking an informal resolution to the alleged harassment.

Corporation community means students, Corporation employees (i.e., administrators and professional and classified staff), and
Board members, agents, volunteers, contractors, or other persons subject to the control and supervision of the Board.

Third Parties include but are not limited to guests and/or visitors on Corporation property (e.g., visiting speakers, participants on
opposing athletic teams, parents), vendors doing business with or seeking to do business with the Board, and other individuals who
come in contact with members of the Corporation community at school-related events/activities (whether on or off Corporation
property).

Day(s): Unless expressly stated otherwise, the term “day” or "days” as used in this policy means business day{s) (i.e., a day{s)
that the Corporation office is open for normal operating hours, Monday - Friday, excluding State-recognized holidays).

Sexual Harassment
For purposes of this policy and consistent with Title VII of the Civil Rights Act of 1964, "sexual harassment" is defined as:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when:
A. Submissien to such conduct is made either implicitly or explicitly a term or condition of an individual's employment,

B. Submission or rejection of such conduct by an individual is used as the basis for employment decisions affecting such
individual.

C., Such conduct has the purpose or effect of interfering with the individual's work performance or of creating an intimidating,
hostile, or offensive working environment.

Sexual harassment may involve the behavior of a person of any gender against a person of the same or another gender.
Sexual Harassment covered by Policy/AG 2266 - Nondiscrimination on the Basis of Sex in Education Programs or Activities, i.e,,
sexual harassment prohibited by Title IX, is not included in this policy. Allegations of such conduct shall be addressed solely by Poiicy
2266/AG 2266 - Nondiscrimination on the Basis of Sex in Education Programs or Activities,
Prohibited acts that constitute sexual harassment under this pelicy may take a variety of forms. Examples of the kinds of conduct
that may constitute sexual harassment include but are not limited to:

A. Unwelcome sexual propositions, invitations, solicitations, and flirtations;

B. Unwanted physical and/or sexual contact;

C. Threats or insinuations that a person's employment, wages, promotion, or other conditions of employment may be adversely
affected by not submitting to sexual advances;

D. Unwelcome verbal expressicns, including graphic sexual commentaries about a person's body, drass, appearance, or sexual
activities; the unwelcome use of sexually degrading language, profanity, jokes or innuendoes; unwelcome suggestive or

insulting sounds or whistles; obscene telephone calls;

E. Sexually suggestive objects, pictures, graffiti, videos, posters, audio recordings or literature placed in the work environment
that reasonably may embarrass or offend individuals;

F. Unwelcome and inappropriate touching, patting, or pinching:; obscene gestures;
G, Asking or telling about sexual fantasies, sexual preferences, or sexual activities;

H. Speculation about a person's sexual activities or sexual history or remarks about one's own sexual activities or sexual
history;

I. Giving unwelcome personal gifts, such as lingerie, that suggest the desire for a romantic relationship;
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J. Leering or staring at someone In a sexual way, such as staring at a person's breasts, buttocks, or groin;

K. A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to create or has the effect of
creating discomfort and/or humiliation to another;

L. In the context of employees, consensual sexual relationships where such relationship leads to favoritism of a subordinate
employee with whom the superior is sexually involved and where such favoritism adversely affects other employees or
otherwise creates a hostile work environment;

M. Verbal, nonverbal or physical aggression, intimidation, or hostllity based on sex or sex-stereotyping that does not involve
conduct of a sexual nature.
Not all behavior with sexual connotiations constitutes unlawful sexual harassment. Sex-based or gender-based conduct must be
sufficiently severe, pervasive, and persistent that it adversely affects, limits, or denies an individual's employment or creates a
hostile or abusive employment environment.

Race/Color Harassment

Prohibited raclal harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's race or
color and when the conduct has the purpose or effect of: interfering with the individual's werk or educational performance; creating
an intimidating, hostile, or offensive working or learning environment; or interfering with one's abllity to participate in or benefit
from a class or an educational program or activity, Such harassment may occur where conduct is directed at the characteristics of a
person's race or color, such as racial slurs, nicknames implying stereotypes, epithets, and/or negative references regarding racial
customs.

Religious {Creed) Harassment

Prchibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's religion
or creed and when the conduct has the purpose or effect of: interfering with the individual's work or educational performance;
creating an intimidating, hostile, or offensive working or learning environment; or interfering with one’s ability to participate in or
benefit from a class or an educational program or activity. Such harassmant may occur where conduct is directed at the
characteristics of a person’s religicus tradition, clothing, or surnames, and/or involves religious slurs.

National Origin/Ancestry Harassment

Prohibitad national crigin/ancestry harassment occurs when unwelcome physical, verbal, or nenverbal conduct Is based upon an
individual's national origin or ancestry and when the conduct has the purpose or effect of: interfering with the individual's work or
educatlonal perfoermance; creating an intimidating, hostile, or offansive working or learning environment; or interfering with one's
ability to participate in or benefit from a class or an educational program or activity. Such harassment may occur where conduct is
directed at the characteristics of a persen’s national origin or ancestry, such as negative comments regarding customs, manner of
speaking, language, surnames, or ethnic slurs.

Disability Harassment

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an individual's
disability and when the conduct has the purpose or effect of: interfering with the individual's work or educational performance;
creating an intimidating, hostile, or offensive working or learning environment; or interfering with one's ability to participate in or
benefit from a class or an educaticnal pregram or activity. Such harassment may cccur where conduct is directed at the
characteristics of a person's disability, such as negative comments about speach patterns, movement, physical impalrments or
defects/appearances, or the like. Such harassment further may occur where conduct is directed at or pertains to a person's genetic
information.

Corporation Compliance Officers

The following individuals serve as the Corporation's Compliance Officers (alse known as "Anti-Harassment Compliance Officer(s)"}
{hereinafter referred to as the "COs"),

Assistant Superintendent
802 S, Indian Creek Dr,
Trafalgar, IN 46181
317-878-2100

The names, titles, and contact informaticn of these individuals will be published annually on the Corporation's website and on each
individual school's website.
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The COs are responsible for coordinating the Corporation’s efforts to comply with applicable Federal and State laws and regulations,
including the Corporation’s duty to address in a prompt and equitable manner any inquiries or complaints regarding harassment on
the basis of a protected class,

The COs will oversee the investigation of any complaints of harassment based on a protected class which may be filed pursuant to
the Board's adopted internal complaint procedure (see below) and will attempt to resolve such complaints, The Board will provide for
the prompt and equitable resolution of complaints alleging harassment based on a protected class.

Reports and Complaints of Unlawful Harassment and Retaliation

Students and Corporation employees are required, and all other members of the Corporation community and Third Parties are
encouraged, to promptly report incidents of harassment based on a protected class to an administrator, supervisor, or other
Corporation official so that the Board may address the conduct before it becomes severe, pervasive, or persistent. Any teacher,
administrateor, supervisor, or other Corporation employee or official who receives such a complaint shall file it with the CO within two
(2) business days.

Members of the Corporation community and Third Parties who believe they have been unlawfully harassed by another member of the
Corporation community or a Third Party are entitled to utilize the Board's complaint process that is set forth below. Initiating a
complaint, whether formally or informally, will not adversely affect the Complainant’s employment or participation in educational or
extra-curricular pregrams. While there are no time limits for initiating complaints of harassment under this policy, individuals should

make every effort to file a complaint as soon as possible after the conduct occurs while the facts are known and potential witnesses
are avallable.

The COs will be available during regular school/wark hours to discuss concerns related to harassment on the basis of a protected
class. The COs shall accept reports of unlawful harassment directly from any member of the Corporation community or a Third Party
and such reports that initially are made to another Corporation employee. Upon receipt of a report of alleged harassment, the CO
will contact the Complainant and begin either an informal or formal complaint process (depending on the Complainant's request and
the nature of the alleged harassment) or designate a specific individual to conduct such a process.

The CO will provide a copy of this policy to the Complainant and Respendent. In the case of a formal complaint, the CO will prepare
recommendations for the Superintendent or will oversee the preparation of such recommendations by a designee. All members of
tha Corporation community must report incidents of harassment based on a protected class that are reported to them to the CO
within two (2) business days of learning of the incident/conduct.

Any Corporation employee who directly observes unlawful harassment Is obligated, In accordance with this policy, to report such
observations to a CO within two business (2} days. Additionally, any Corporation employee who observes an act of unlawful
harassment is expected to intervene to stop the harassment unless circumstances make such an intervention dangerous, in which
case the staff member should immediately notify other Corporation employees and/cr local law enforcement officials, as necassary,
to stop the harassment, Thereafter, the CO or designee must contact the Complainant if age eighteen (18) or older or the
Complainant's parents/guardians if the Complainant is under the age eighteen (18) within two (2) days to advise of the Board's
intent to investigate the alleged harassment.

Investigation and Complaint Procedure (See Form 1662 F1)

Except for Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of Sex in Education Program or
Activities, any employee or other member of the Corporation community or Third Party (e.g., visitor to the Corporation) who alleges
to have been subjected to unlawful harassment or retaliation may seek resolution of the complaint through the procedures described
below. The formal complaint procaedures involve an investigation of the individual's claims of harassment based on a protected class
or retaliation and a process for rendering a decision regarding whether the charges are substantiated.

Due to the sensitivity surrounding complaints of unlawful harassment or retaliaticn, timelines are flexible for initiating the complaint
process; however, Individuals are encouraged to file a complaint within thirty (30) calendar days after the conduct occurs while the
facts are known and potential witnesses are available,

Once the formal complaint process is begun, tha investigation will be completed in a timely manner (ordinarily within fifteen (15)
business days of the complaint being received).

The procedures set forth below are not intended to interfere with the rights of any individual to pursue a complaint of unlawful
harassment or retaliation with the United States Department of Education, Office for Civil Rights ("OCR"), the Indiana Civil Rights
Commission ("ICRC") or the Equal Employment Opportunity Cammission ("EEOC"). The Chicago Office of the OCR can be reached at
Jchn C. Kluczynski Federal Building, 230 S. Dearborn Street, 37th Floor, Chicago, IL. 60604; Telephone: 312-730-1560; FAX: 312-
730-1576; TDD: 8B00-877-8339; Email: OCR.Chicago@ed.gov; Web: http://www.ed.gov/ocr,

Informal Complaint Procedure
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The goal of the informal complaint procedure is o stop inappropriate behavior promptly and facllitate resolution through informal
means, if possible. The informal complalnt procedure is provided as a less formal option for a Corporation employee, other member
of the Corporation community or Third Party who alleges unlawful harassment or retaliation. This informal procedure is not required
as a precursor to the filing of a formal complaint.

The informal process is available only in those circumstances where the Complainant and the Respondent mutually agree to
participate in it.

The Complainant may proceed immediately to the formal complaint process, and individuals who seek resolution through the
informal procedure may request that the informal process be terminated at any time to move to the foermal complaint process.

All complaints involving a Corporation employee, any other adult member of the Corporation community, or a Third Party and a
student will be formally investigated.

As an initial course of action, if a Complainant feels comfortable and safe in doing so, the individual should tell or otherwise inform
the Respondent that the alleged harassing conduct s unwelcome and must stop. The Complainant should address the allegedly
harassing conduct as soon after it accurs as possible. The COs are available to support and counsel individuals when taking this
initial step or to intervene on behalf of the Complainant if requested to do so. A Complainant who is uncomfortable or unwilling to
approach the Respondent directly about the allegedly inappropriate conduct may file an informal or a fermal complaint.

In additicn, with regard to certain types of unlawful harassment, such as sexual harassment, the CO may advise against the use of
the informal complaint process.

A Complainant who alleges harassment based on a protected class or retaliation may make an informal complaint, either orally or in
writing: 1) to a building administrator; 2) directly tc one (1) of the COs; or 3} to the Superintendent or other Corporation-level
employee,

All infermal complaints must be reported to one (1) of the COs, who either will facilitate an informal resolution as described below or
appeint another individual to facilitate an informal resolution.

The Corporation's informal complaint procedure is designed to pravide the Complainant with a range of options aimed at bringing
about a resolution of the Complainant's concerns. Depending upon the nature of the complaint and the wishes of the Complainant,
informal resolution may Involve but is not limited to one (1) or more of the following:

A, Advising the Complainant about hew to communicate the unwelcome nature of the behavior to the Respondent.

B. Distributing a copy of Policy 1662 - Anti-Harassment to the individuals in the school bullding or office where the Respondent
works or attends school.

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the Complainant and the
Respondent to work out a mutual resclution.
While thete are no set time limits within which an informal complaint must be resolved, the CO or designee is directed to attempt to
resolve all informal complaints within fifteen {15) business days of receiving the informal complaint.

If the Complainant is dissatisfied with the results of the informal complaint process, the Complainant may proceed to file a formal
complaint. And, as stated above, either party may request that the informal process be terminated at any timea to move to the
formai complaint process.

Formal Complaint Procedure

If a complaint is not resclved through the informal complaint process, one (1} of the parties has requested that the informal
complaint process be terminated to move to the formal complaint process, the Complainant elects to file a forrmal complaint from the
outset, or the CO determines the allegations are not appropriate for reselution through the informal process, the formal complaint
process shall be implemented.

A Complainant may file a formal complaint, either orally or in writing, with a Principal, the CO, the Superintendent, or other
Corporation official.

Due to the sensitivity surrounding complaints of unlawful harassment and retaliation, timelines are flexible for initiating the
complaint process; however, individuals should make every effort to file a formal complaint within thirty {30) calendar days after the
conduct occurs while the facts are known and potential witnesses are available.

If a Complainant informs a teacher, Principal, Superintendent, or other Corporaticn official, either orally or In writing, about any
complaint of harassment or retaliation, that employee must report such information to the CO within two (2) business days.

Throughout the course of the process, the CO should keep the parties reascnably informed of the status of the investigation and the
decision-making process.
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All formal complaints must include the fellowing information to the extent known: the identity of the Respondent; a detailed
description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of potential witnesses; and
the resolution sought by the Complainant.

If the Complainant is unwilling or unable to provide a written statement including the information set forth above, the CO shall ask
for such detaiis in an oral interview. Therearfter, the CO will prepare a written summary of the oral interview and the Complainant will
be asked to verify the accuracy of the reported charge by signing the document.

Upon recelving a formal comptlaint, the CO will consider whether any action should be taken in the investigatory phase to protect the
Complainant from further harassment or retaliation, including but not limited to a change of work assignment or schedule for the
Complalnant and/er the Respondent. In making such a determination, the CO should consult the Complainant to assess whether the
individual agrees with the proposed action. If the Complainant Is unwilling to consent to the proposed change, the CO still may take
whatever actions are deemed appropriate in consultation with the Superintendent.

Within two (2) business days of receiving the complaint, the CO or designee will initiate a fermal investigation to determine whether
the Complainant has been subjected to unlawful harassment or retaliation.

Simultaneously, the CO will inform the Respondent that a formal complaint has been received, The Respondent will be informed
about tha nature of the allegations and provided with a copy of any relevant policies and/or administrative guidelines, including
Policy 1662 - Anti-Harassment. The Respondent also must be informed of the opportunity to submit a written response to the formal
complaint within flve {5) business days.

Although certain cases may require additional time, the CO or designee will attempt to complete an investigation into the aflegations
of harassment based on a protected class or retaliation within fifteen (15) business days of recelving the formal complaint.

The investigation will include:
A. interviews with the Complainant;

B. interviews with the Respondent;

C. interviews with any other witnesses who reasonably may be expected to have any informaticn relevant to the allegations;
and

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any other witness
that is reasonably believed to be relevant to the allegations.

At the conclusion of the investigation, the CO or designee shall prepare and deliver a written report to the Superintendent that
summarizes the evidence gathered during the investigation and provides recommendations based on the evidence and the definition
of unlawful harassment as provided in Board policy and State and Federal law as to whether the Respondent engaged in unlawful
harassment of or retaliation toward the Complainant. The CO's recommendations must be based upon the totality of the
circumstances, including the ages and maturity levels of those involved. In determining if unlawful harassment or retaliation
occurred, a preponderance of evidence standard will be used.

Absent extenuating circumstances, within five (5) business days of receiving the report of the Compliance Officer/designee, the
Superintendent either must issue a written decision regarding whether the complaint of harassment has been substantiated or
request further invastigation. A copy of the Superintendent's final decision will be delivered to both the Complainant and the
Respondent.

If the Superintendent requests additional investigation, the Superintendent must specify the additional information that is to be
gathered, and such additional investigation must be completed within flve (5) business days. At the conclusion of the additional
investigation, the Superintendent must issue a final written decision as described above.

If the Superintendent determines the Respondent engaged in harassment of or retaliation toward the Complainant, the
Superintendent must identify what corrective action will be taken to stop, remedy, and prevent the recurrence of the harassment or
retaliation. The corrective action should be reasonable, timely, age-appropriate, effective, and tailored to the specific situation.

The decision of the Superintendent shall be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment or retaliation regardiess of
whether the Complainant pursues the complaint. The Board alse reserves the right to have the formal complaint investigation
conducted by an external person in accordance with this policy or in such other manner as deemed appropriate by the Board or its

designee.

The parties may be represented, at their own cost, at any of the above-described interviews/meetings.
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The right of a person to a prompt and equitable resolution of the complaint shall not be Impalred by the person’s pursuit of other
remedies such as the filing of a complaint with the OCR, the ICRC or the EEQC, the filing of charges with local law enforcement, or
the filing of a civil action in court. Use of this internal complaint process is not a prerequisite to the pursuit of other remedies.

Privacy/Confidentiality

The Corporation will employ all reasonable efforts to protect the rights of the Complainant, the Respondent, and the witnesses as

much as possible, consistent with the Corporation's legal obligations to investigate, take appropriate action, and to comply with any
discovery or disclosure obligations.

All records generated under the terms of this policy and related administrative guidelinas shall be maintained as confidential to the
extent permitted by law. Confidentiality, however, cannot be guaranteed. Additionally, the Respondent must be provided the
Complainant's identity.

During the course of a formal investigation, the CO or designee will instruct all members cf the Cerpaoraticn community and third
parties who are interviewed about the importance of maintaining confidentiality. Any individual who is interviewed as part of a
harassment investigation is expected not to disclose any information that is learned or provided during the course of the
investigation,

Remedial Action and Monitoring

If warranted, appropriate remedial action shall ba determined and implemented on behalf of the Complainant, including but not
limited to counseling services, reinstatement of leave taken because of the discrimination, or other appropriate action.

The Board may appoint an individual, who may be a Corporation employee, to follow up with the Complainant to ensure no further
discrimination or retaliaticn has occurred and to take action to address any reported occurrences promptly.

Sanctions and Disciplinary Action

The Board shall vigorously enforce its prohibitions against unlawful harassment/retaliation by taking appropriate action reasonably
calculated to stop the harassment and prevent further misconduct.

While observing the principles of due process, a violation of this policy may result in disciplinary action up to and including the
discharge of an employee or the suspension/expulsion of a student. All disciplinary action will be taken in accordance with applicable
State law and the terms of any relevant collective bargaining agreament or student code of conduct.

When imposing discipline, the Superintendent shall consider the totality of the circumstances involved in the matter, including the
age and maturity level of any student involved. In those cases where unlawful harassment s not substantiated, the Board may
consider whether the alleged conduct nevertheless warrants discipline in accordance with other Board policies, consistent with the
terms of any relevant collective bargaining agreement ot student code of conduct.

Where the Board becomes aware that a prior disciplinary action has been taken against the Respondent, all subsequent sanctions
imposed by the Board and/or Superintendent shall be reasonably calculated te end such conduct, prevents its recurrence, and
remedy its effects.

Retaliation

Retaliation against a person who makes & report or files a complaint alleging unlawful harassment/retaliation or participates as a
witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, threaten, coerce, or interfere with
any individual because the person opposed any act or practice made unlawful by any Federa! or State civil rights law, made a report,
formal complaint, testified, assisted or participated or refused to participate in any manner in an investigation, proceeding, or
hearing under those laws or this policy, or exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment of
any right granted or protected by those laws or this policy.

Retaliation against a person for making a report of discrimination, filing a formai complaint, or participating in an investigation or
meeting Is a serious violation of this policy that can result in impaosition of disciplinary sanctions/consequences and/or other
appropriate remedies,

Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above.

The exercise of rights protected under the First Amendment of the United States Constitution does not constitute retaliation
prohibited under this policy.

Education and Training
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In support of this Anti-Harassment Policy, the Board promotes preventative educational measures to create greater awareness of
unlawful discriminatory practices. The Superintendent shall provide appropriate information to all members of the Corporation
community related to the implementation of this policy and shall provide training for Corporation students and staff where
appropriate. All training and infermation provided regarding the Board's policy and harassment in general will be age and content
appropriate,

Retention of Investigatory Records and Materials

Tha CO is responsible for overseeing retention of all records that must be maintained pursuant to this policy. All individuals charged
with cenducting investigations under this policy shall retain all documents, electronically stored informaticn ("ESI"), and electronic
media {(as defined in Policy 8315) created and/or received as part of an investigation, which may include but are not limited to:

A. all written reports/allegations/complaints/grievances/statements/responsas pertaining to an alleged violation of this policy;

B.

any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses pertaining to an
alleged viclation of this policy;

. any documentation that memorializes the actions taken by Corporation personnel or individuals contracted or appointed by

the Board to fulfill its responsibilities related to the investigation and/or the Corporation’s response to the alleged violation of
this policy;

. written witness statements;

. narratives, notes from, and audio, video, or digital recordings of witness Interviews/statements;

. e-malls, texts, and social media posts that directly relate to or constitute evidence pertaining to an alleged violation of this

policy (i.e., not after-the-fact commentary about or media coverage of the incident);

notes and summaries prepared contemporaneously by the investigator in whatever form made (e.g., handwritten, keyed into
a computer or tablet, etc.), but net including transitory notes whose content is otherwise memorialized in other documents;

written disciplinary sanctions issued to students or employees and other documentation that memorializes oral disciplinary
sanctions issued to students or employees for violations of this policy;

. dated written determinations/reports {including summaries of relevant exculpatory and inculpatory evidence) and other

documentation that memotrializes oral notifications to the parties concerning the outcome of the investigation, including any
consequences imposed as a result of a viclation of this policy;

. documentation of any supportive measures offered and/or provided to the Complainant or the Respondent, Including no

contact orders issued to both parties, the dates the no contact orders were issued, and the dates the parties acknowledged
raceipt of the no contact orders;

. documentation of all acticns taken, both individual and systemig, to stop the discrimination or harassment, prevent its

recurrence, eliminate any hostile environment, and remedy its discriminatory effects;

. copies of the Board policy and procedures/guidelines usad by the Corporation te conduct the investigation and any

documents used by the Corporation at the time of the alleged violation to communicate the Board's expectations to students
and staff with respect to the subject of this policy (e.g., Student Code of Conduct and/or Employee Handbooks);

. copies of any documentation that memorializes any formal or informal resolutions te the alleged discrimination or

harassment;

. documentation of any training provided to Corporation personnel related to this policy, including but not limited to notification

of the prohibitions and expectations of staff set forth in this policy and the role and responsibility of all Corporation parsonnel
involved in enforcing this policy, including their duty to report alleged violations of this policy and/or conduct an investigation
of an alleged violation of this policy.

The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and records exempt from
disclosure under Federal (&.q9., FERPA, ADA) and/cr State (e.q., I.C. 5-14-3-4) law, such as student records and confidential medical
records.

The documernits, ESI, and electronic media {as defined in Policy 8315) created or received as part of an investigation shall be
retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3} years and longer if
reguired by the Corporation’s records retention schedule.

Revised 4/12/16
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Legal 29 U.S.C. 621 et seq., Age Discrimination in Employment Act of 1967
29 U.S.C. 794, Section 504 of the Rehabilitation Act of 1973, as amended
42 U,5.C. 1983
42 U,5.C. 2000d et seq., Title VI of the Civil Rights Act of 1964
42 U,5,C. 2000e et seq., Title VII of the Civil Rights Act of 1964
42 U.5.C, 2000ff et seq., The Genetic Information Nondiscrimination Act
42 U.5.C. 6101 et seq., Age Discrimination Act of 1975
42 U.S5.C. 12101 et seq., Americans with Disabilities Act of 1990, as amended
29 C.ER. Part 1635

National School Boards Association Inquiry and Analysis - May 2008
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