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FRANKLIN TOWNSHIP COMMUNITY SCHOOLS CORPORATION

MISSION STATEMENT

Our mission is to instill in all students a passion for lifelong learning and to inspire each one to contribute as a

responsible citizen to the future of our interconnected world.

CORE VALUES

We believe that...

all people have inherent worth and bring unique gifts and talents to our community.

all people with a passion for learning, who accept responsibility for their choices, improve the
quality of life.

our community’s strengths lie in the foundation provided by families, and our willingness to
embrace diversity.

consistently engaging in honest communication creates an informed trusting community in
which education thrives.

learning is positively impacted when people actively participate in an environment that is
nurturing and respectful.

our children’s opportunities rely upon their skills to compete in an interconnected,
interdependent world.

challenging ourselves commits us to change and fosters continuous growth.

VISION

We are a community of caring individuals who value learning and take responsibility for our global future.



Organization of the Franklin Township Community School Corporation

SCHOOL BOARD OF TRUSTEES

The School Board of Trustees’ mission is to provide a positive, orderly and harmonious
environment in which respect for the dignity and worth of every member of the school
community is recognized andpromoted. The Board believes all employees,
parents/guardians, and students are entitled to be treated, and obligated to treat others, with
courtesy, fairness and decency. Only with this ongoing commitment and attention will we
assist each other with achieving the maximum potential as students, citizens and productive
members of society.

SUPERINTENDENT OF SCHOOLS

The Superintendent of Schools is employed by the Board and serves as the executive officer of
the school corporation. As the executive officer, the Superintendent is responsible for the
professional and managerial leadership necessary to apply Board policies and directives to the
operation of the school corporation.

ADMINISTRATORS

Although the Superintendent is responsible for all aspects of school operation, some
duties and responsibilities are delegated to other administrators, directors and
supervisors.
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WELCOME TO FRANKLIN TOWNSHIP COMMUNITY SCHOOL CORPORATION

Whether you are a new employee or have been employed with FTCSC for some time, we are pleased to
welcome you. We are extremely proud of our school district and hope that you will share this pride as we
continue to work and grow in a pleasant and mutually beneficial relationship that puts our students first.

Your best performance in your job will make an important contribution to our continued success. Our
dedicated employees are vital to our reputation for excellence. Our goal is to furnish our students with a top-
notch education and instill in them a passion for lifelong learning, and to be an employer of choice for our
employees.

This employee handbook highlights the goals, policies, and benefits of FTCSC. Please familiarize yourself with
the handbook and all FTCSC board policies so that you will know what FTCSC expects from you and what you
can expect from FTCSC. This handbook can be found on the district website and will be communicated to you
through the online training system. The FTCSC School Board Policies are the official policies of the district. This
handbook serves as a guideline. Please refer to FTCSC School Board Policies for full descriptions.

www.ftcsc.org

Although this handbook contains much information about FTCSC, its operations and its policies, questions may
arise which are not covered by the handbook. Please do not hesitate to bring your questions to your supervisor
or to the Human Resources Department. Again, we are pleased to have you with us. We hope you find your
work interesting, challenging, and rewarding. Best wishes to you as you begin your employment with FTCSC.
HWEAREFLASHES

IMPORTANT: READ CAREFULLY

About This Handbook

This handbook is intended to provide some information about Franklin Township Community School
Corporation’s operations, rules, and procedures. It is not intended to be a contract of employment or a
promise of continued employment of any kind, expressed or implied. FTCSC may change its operations, rules,
and procedures from time to time, with or without notice to employees.

Although we hope that your employment with FTCSC will be mutually satisfactory and rewarding. Your
employment relationship with FTCSC is an at-will relationship. This means that either you or FTCSC can
terminate the employment relationship at any time, for any reason or for no reason, and with or without cause
or notice.

No representative of FTCSC, other than the School Board or its designees, has authority to make any
agreement or promise of employment for any specified time or to change the at-will status of employment.
Any agreement or promise changing the at-will nature of the employment relationship between you and FTCSC
must be in writing and must be signed by the School Board or its designee.

This handbook contains guidelines that correlate with the official School Board policies. This version
supersedes and revokes all previous practices, procedures, guidelines, and other statements of FTCSC whether
written or oral, that modify, supplement, or conflict with this handbook. This handbook may be amended at
any time. The entire listing of School Board policies is listed on the Franklin Township Community School
Corporation website at www.ftcsc.org.


http://www.ftcsc.org/
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PERSONNEL GUIDELINES

e Franklin Township is an Equal Opportunity Employer. The Board of Education shall comply with all
Federal laws and regulations prohibiting discrimination and with all requirements and regulations of the
U.S. Department of Education. It is the policy of the Board that no staff member or candidate for such a
position in the District shall, on the basis of race, color, religion, national origin, creed or ancestry, age,
gender, genetic information, marital status, disability or sexual orientation, be discriminated against,
excluded from participation in, denied the benefits of, or otherwise be subjected to, discrimination in
any program or activity for which the Board is responsible or for which it received financial assistance
from the U.S. Department of Education.

o When relatives of School Board members and/or school administrators are employed by the School
Corporation, the relative shall not have a direct supervisory or administrative relationship with the other
relative. Whenever possible, relatives shall not be assigned to the same building or department.

o All employees are subject to a criminal history search. The search includes, but is not limited to: national
and local criminal databases, sex-offender registries, driving records, and employment verification. All
school employees (any and all staff members who receive any form of payment from the district) are
required to have an expanded criminal background check every five (5) years. (IC 20-26-5-10) There is a
non-refundable charge that will be paid by the employee for this service. Wanamaker Early Learning
Center pre-hire requirements for employment are more stringent and will be shared separately with
Wanamaker Early Learning Center staff members.

e The Board, upon the recommendation of the Superintendent, shall approve each staff position. Once the
position is approved, the Board delegates to the Superintendent the authority to employ staff for that
position. Staff shall be assigned by the Superintendent or his designee.

o The Board holds that employment and compensation of staff can be terminated, with or without notice,
at any time, at the option of either the Board or the employee.

e The Board recognizes that evaluation of staff is important. The Superintendent shall organize a schedule
of evaluation for all staff.

e General employment guidelines regarding salary, fringe benefits, hours, duties, leave, vacations and all
other matters related to the position are determined by the Board upon recommendation of the
Superintendent.

e |[f an employee requests and is approved for a new position within the School Corporation, the employee
may move laterally on the salary schedule and benefits will be awarded according to the new position.

e |[f a position changes, or an employee moves from a nine (9) month to a twelve (12) month position, the
employee will receive appropriate benefits for credible years of service, which will be awarded
immediately. If an employee moves from a (12) twelve month to a (9) nine month position the employee
will be paid out any unused vacation days immediately (due to the fact that nine (9) month employees



are not eligible for vacation days), and other paid days will remain in the employee’s accruals. Pay rate
due to movement will occur according to the current classified compensation plan.

e Compensation plan and fringe benefits may be reviewed annually by the Board. The Superintendent may
recommend adjustment at that time. The Superintendent or designee shall notify staff of any changes.

e Placement for purposes of starting pay will be based on verified previous experience, comparable to the
position to which you are hired with FTCSC. Verification must be received in Human Resources within 45
days of hire.

GENERAL WORK RULES

e The primary role is to support and enhance the total school program. The Board believes that employees
prefer to work where people respect each other and work together. The Board presumes that each
employee knows the difference between right and wrong. Therefore, the Board expects each employee
to use good judgment.

e |t is the responsibility of all Corporation employees to conduct themselves in accordance with
Corporation policies and procedures which are consistent with the safety and rights of others. A key part
of this is your attitude toward your responsibilities and your co-workers.

e All employees of the Corporation are recognized as mature and adult individuals, and their personal
attire and conduct should reflect the professionalism of the district and an example for the pupils to
follow as a part of the learning process. The Corporation will reasonably accommodate an employee who
requests deviation from personal attire, dress, and other similar requirements on account of the
employee’s religion or any other protected category under applicable law, provided such reasonable
accommodation does not cause the Corporation undue hardship.

e The use of vulgar and/or offensive language while on Corporation property or attending a school event
is considered unprofessional and is not permitted.

e Employees shall observe parking and traffic regulations on Corporation property.

e Employees shall contribute to sanitary conditions and promote good housekeeping on Corporation
property.

e Employees may only post, alter, or remove information from bulletin boards or from Corporation
property with approval from their building principal or immediate supervisor.

e Employees shall operate, use, or possess Corporation machines, tools, or equipment only when
they have been assigned to do so by their supervisor.

e Employees shall pursue their assigned responsibilities in an active and alert manner. Employees caught
sleeping while on duty will be subject to discharge.

e Employees may only remove Corporation owned property from school buildings or grounds with
specific authorization from the building principal or immediate supervisor.



Employees may only leave their building or workstation during working hours with permission

from the building principal or their immediate supervisor unless an emergency situation exists.
Employees shall not report to work under the influence or in possession of alcohol or illegal drugs.
Furthermore, employees shall not be under the influence or in possession of alcohol or illegal drugs on
Corporation property. Violation of this work rule may result in discharge.

Any solicitation for contributions or drives for memberships made within the Corporation buildings
must be approved by the Superintendent in advance.

Any employee who accepts outside employment which interferes with his performance as an
employee of the Corporation shall be dismissed.

The following rules include some of the offenses which may, in the Corporation’s discretion, subject
employees to disciplinary action pending review of the circumstances, up to and including immediate
discharge:

An employee’s breach in confidentiality

An employee’s refusal to comply with instructions of supervisor and or refusal to comply with
corporate policy

An employee’s abusive behavior towards students, staff members, district visitors or volunteers
Falsifying time and/or work records, including application for employment

Misuse of the timeclock system

Excessive absenteeism and or habitual tardiness

Low quality work or productivity

The above-mentioned rules are not intended to be all inclusive. Other types of misconduct or performance
deficiencies which are not listed above can, at the Corporation’s discretion, result in discipline up to and
including discharge. Any questions relative to the above rules should be addressed by your supervisor or the
Human Resources department.

EMPLOYMENT GUIDELINES

Forty-Five (45) Working Day Review

Employees who are new to the Corporation are probationary employees and may be subject to a forty-five
(45) working day review. If the employee receives a satisfactory review from their supervisor, the employee
will continue in their position. An unsatisfactory review will result in discharge.



Performance Evaluation

Employees will be evaluated on their performance at least annually using the online evaluation system.
Supervisory staff may find it necessary to review staff more often, especially during the forty-five (45) working
day probationary period. All increases in pay are based strictly on performance.

Attendance

Employees are expected to report for work on time, on a regular basis. Your consistent attendance is vital to the
success of our school corporation.

Employees who are going to be late or absent for any reason, are expected to enter the absence in the
Absence Management System as soon as an employee knows time needs to be taken. It is the employee's
responsibility to ensure that proper notification is given. The proper notification is considered before the
absence is taken. If you need to adjust the time of your absence, it must be done within 24 hours of the
absence. Asking another employee, friend or relative to give this notification is not acceptable, except under
emergency conditions.

Employees who fail to give proper notice when absent are subject to disciplinary action up to and including
discharge.

Unauthorized leave, such as abuse of sick leave or work days missed without pay (see Lost Time), is defined
as nonperformance of duties and responsibilities as assigned by the Superintendent, and may result in the
initiation of disciplinary action, loss of salary, or termination of employment.

Please note more attendance guidelines may be distributed by department supervisors.

Hours Worked and Overtime

The Superintendent of Schools or a designee determines normal work hours.

Every employee is assigned to a regular job with regular hours unless illness, absence, vacation, or other
circumstances make it necessary to transfer an employee to a job other than their regular one.

Scheduled overtime is worked only when necessary and pre-approved by the Superintendent or designee.
Emergency overtime is at the discretion of the immediate supervisor.

Overtime is calculated on hours worked each week in excess of forty (40). Only paid holidays and paid vacation
count as hours worked when calculating overtime pay. For calculating overtime, the work week begins on
Saturday at 12:00 a.m. and ends on Friday at 11:59 p.m.

Vacation, Sick, and Personal hours cannot be used with hours worked to exceed regularly scheduled daily
work hours. An hourly employee is not permitted to work remotely through VPN on a Corporation device or
personal electronic device without prior permission from Supervisor and Human Resources approval.



Lost Time

Time without pay is considered lost time, and occurs when an employee misses regularly scheduled working
hours with no approved accrual time available to use. Lost time may subject a staff member to progressive
disciplinary action, per school board policy and attendance guidelines.

Employee Timesheet

Weekly, each staff member is responsible to verify hours worked and submit the Employee Timesheet by
8am Monday. The numbers reported on each timesheet must reflect actual hours worked. (All
scheduled hours should be accounted for before submitting a timesheet). Time not worked should be
entered as one of the Absence Codes below:

Bereavement* Sick

FMLA Vacation

Holiday Pay (12-month employees) Workers Compensation

Jury Duty* Classified Unpaid LOA

Lost Time (days without pay) Administrative Leave

Personal *See required documentation-Leave Time

Falsification of the Classified Timesheet is a serious violation of the terms of employment and could result in
immediate discharge. Employees who have questions concerning the time report should contact their
supervisor.

Overtime hours must have prior approval by the immediate supervisor.

It is mandatory for an employee to review and submit their timesheet. This verifies that the reported hours
are accurate.

If an error occurs on a timesheet due to the employee’s oversight, a correction will be made the following
payroll date.

Flex Time

If pre-approved by a supervisor, an employee may work flex time based on the particular circumstances of the
request such as work load and other similar factors. For example, if circumstances require an employee to
work four hours in excess of the employee’s scheduled work day on a Monday, if approved by a supervisor,
the employee may leave work four hours before the end of the employee’s scheduled work shift on the Friday
of that same work week.

Compensatory Time

The Corporation does not offer compensatory time.

Method of Payment

All employees will be paid bi-weekly and funds will be deposited electronically into a banking account of
their choice. Pay stubs can be printed from the Human Resources portal. (Annual bi-weekly pay schedule can
be found online.)



Rehire Information

An employee who voluntarily terminates employment or does not return to work when an approved leave of
absence period ends and is then rehired at any time, must complete a background check, new hire
paperwork, and attend assigned new hire orientation prior to beginning a new position.

If an employee is rehired within twelve (12) months of the original separation date, any previous sick and/or
personal leave time balances will be reinstated with the first of the month following sixty (60) calendar days.
Vacation time will be reinstated only if the employee is rehired into a twelve (12) month position and the
previous balance was not paid out at the end of employee’s original employment; to be verified by Human
Resources. If applicable, annually allotted vacation time will be calculated based on the employee's original
hire date.

Benefits if eligible, become effective the first of the month following sixty (60) calendar days of employment.
PAID LEAVE BENEFITS — SPECIFIC LEAVE INFORMATION CAN BE FOUND ON THE DISTRICT WEBSITE

All Paid Leave Time benefits are effective and will be given on the first day of the month following 60 calendar
days of employment. Leave time will be issued based on standard hours worked per day. Leave may be taken
in quarter hour increments. Paid leave time includes sick leave, personal leave, paid holidays, bereavement
leave, and jury duty. All leave requests must be placed in the Absence Management System as soon as possible,
prior to the absence.

If an employee is absent three (3) or more consecutive days, the School Corporation will forward Medical
Leave information to the staff member and reserves the right to ask for a doctor’s note to be submitted on
the date the employee returns to work if iliness has been indicated as a reason for the absence. The doctor’s
note must be submitted to Human Resources prior to the employee returning to work. FMLA leave may
apply. A note from a health care provider does not necessarily excuse an absence.

Regular, full-time, nine (9) month employees who occasionally work during the summer intersection are
considered seasonal employees. During this time, seasonal employees cannot use available sick, personal
leave, or bereavement time, and are not entitled to holiday pay. If a seasonal employee does not report to
work during the intercession, it will be uncompensated.

Sick Leave

Nine (9) month employees will be granted sick leave at the rate of six (6) days per year, times standard hours.

Twelve (12) month employees will be granted sick leave at the rate of eight (8) days, times standard hours.

o Employees new to the Corporation shall receive prorated days based on their first
day of work.

e Unused sick leave may accumulate.

e Sick leave may be used for personal or family member illness or doctor
appointments.

e There is no payout of sick time upon employee termination.
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Personal Leave

Nine (9) month employees will be granted personal leave at the rate of two (2) days per year, times
standard hours. Twelve (12) month employees will be granted personal leave at the rate of three (3) days
per year, times standard hours.

Employees new to the Corporation shall receive prorated days based on their first day of work.
Unused personal leave time may accumulate to a maximum equivalent of five (5) days. Any
remaining balance will be added to sick leave.

Employees must request personal leave in advance through the Absence Management System.
Personal leave may not be taken the school day immediately prior to or following all breaks for the
purpose of extending them.

There is no payout of personal time upon employee termination.

Vacation Leave

Vacation Leave is granted only to twelve (12) month employees.

Unused vacation time may accumulate to a maximum equivalent of thirty (30) days. Any additional days

[ J
will be lost.

e Vacation time must be entered into the Absence Management System, and must be approved by the
supervisor. Vacations shall be coordinated by the supervisors of each department.

e Vacation will be paid upon voluntary discharge, provided the individual does not leave in their first
year of employment.

e Vacation time will not be paid if the employee is involuntarily terminated. If an employee is
reduced in force during a corporation lay off, they will be paid out their vacation time.

Paid Holidays

Twelve (12) month employees shall be paid for the following holidays:

New Year’s Day

Martin Luther King Day

President’s Day

Memorial Day

Juneteenth Day

Independence Day

Labor Day

Thanksgiving Break (Wednesday through Friday)
Christmas Eve & Christmas Day

New Year’s Eve

Use of lost time the day before or after a holiday will exclude the employee from holiday pay. *

Employees who occasionally work during the summer months as seasonal help are not considered regular
employees at that time and are not entitled to holiday pay. Classified nine (9) month employees are not
eligible for holiday pay.

*Employees on approved FMLA are eligible for holiday pay.
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Bereavement Leave

When there is a death in the immediate family, up to five (5) days of funeral leave may be granted for the
purpose of attending the funeral and to plan for the funeral. Immediate family is defined to mean husband,
wife, child, grandchild, parent or step-parent, grandparent, brother, sister, parent-in-law, brother-in-law,
sister-in-law and other relatives or legal dependents living in the household. These days must be used within
thirty (30) calendar days after the day of death. A request may be made to the superintendent or designee to
change the bereavement leave dates if extenuating circumstances prohibit the staff member from taking
bereavement leave within thirty (30) days after the date of death.

One day for funeral leave of other relatives may be granted for the day of the funeral. For non-relatives, one
(1) day of funeral leave, for the day of the funeral, may be granted for an employee serving as a pallbearer or
other part of the service.

The employee must indicate the employee’s relationship to the deceased as well as provide a copy of the
obituary attached to the absence in the system. Failure to provide this information within one pay period
after the leave is taken will result in lost time.

Jury Duty

The Board encourages staff to fulfill their civic duty to serve on jury duty or when called as a trial witness (not
on the employees’ behalf.) Full salary will be paid for the days served on jury duty or as a trial witness. In order
to comply with the State Board of Accounts ruling, an employee shall be paid their regular salary less the
amount of per diem allowance earned for services while on such duty.

It is the employee's responsibility to secure from the court verification of the court duty and the amount of
payment for such duty. The verification must be attached to the absence in which the day occurred. In the
event the court should ask the juror to waive the per diem payment, it is the position of the school district
that such waiver not be allowed.

UNPAID LEAVE AND LONG TERM LEAVE GUIDELINES

Long Term Leave

Employment will continue while the staff member is on a long term leave or a leave of absence approved in
writing by the district or until the staff member’s leave allotment has been used. Once that approved leave of
absence ends or the leave allotment has been used, the district can decide to terminate employment. If the staff
member is not on an approved leave of absence or their leave allotment ends, employment can be terminated by
the employer once the person is determined to be totally disabled and unable to return to work. Total disability
can be evaluated based upon medical records, a decision by the insurance company that the person is considered
totally disabled under the long term disability plan, or the date the disability benefits begin under an insurance
policy or governmental program.

Family and Medical Leave Act (FMLA)

In accord with Federal law, the provisions of the Federal Family and Medical Leave Act (FMLA), 29 U.S.C 2601
et seq., shall be incorporated by reference into this handbook. The operative language implementing the FMLA
shall be included in Board policy that shall conform to the FMLA and shall not reduce an employee’s
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entitlement to leave, fringe benefits, or reinstatement provided by this handbook or by the FMLA. If any
provision of any provision of this handbook conflicts with FMLA, the latter shall control.

The Federal Family & Medical Leave Act (FMLA) requires public school employers to provide eligible employees
with unpaid leave. There are two types of leave available, including the basic 12-week leave entitlement (Basic
FMLA Leave), as well as the military family leave entitlements (Military Family Leave) described in this policy.

ELIGIBILITY FOR FMLA LEAVE
Employees are eligible for FMLA leave if both of the following apply:

e Have worked for the FTCSC for at least 12 months in the last 7 years (work more than 7 years prior
may count towards the 12 months if the break in service is the result of certain military service);

e Have worked at least 1250 hours for the FTCSC during the 12 calendar months immediately preceding
the request for leave;

Employees with any questions about their eligibility for FMLA leave should contact Human Resources for
more information.

BASIC FMLA LEAVE

Employees who meet the eligibility requirements described above are eligible to take up to 12 weeks of
unpaid leave during any 12-month period for one of the following reasons:

e To care for the employee’s son or daughter during the first 12 months following birth;

® To care for a child during the first 12 months following placement with the employee for adoption
or foster care;

e To care for a spouse, son, daughter, or parent (“covered relation”) with a serious health condition;

e Forincapacity due to the employee’s pregnancy, prenatal medical or childbirth; or

® Because of the employee’s own serious health condition that renders the employee unable to
perform an essential function of his or her position.

“12-month period” means a rolling 12-month period. Thus, in determining the amount of FMLA leave available
to a particular employee, the Corporation will subtract the leave taken by the employee during the
immediately preceding 12 months for the 12 weeks of FMLA qualified leave granted to the employee.

Married couples: In cases where a married couple is employed by the Franklin Township Community School
Corporation, the two spouses together may take a combined total of 12 weeks’ leave during any 12-month
period for reasons in bullet points 1 and 2, or to care for the employee’s parent with a serious health
condition.

Maternity Leave Provision - FMLA

The employee must submit a letter requesting maternity leave and complete FMLA paperwork at least thirty
(30) days prior to the date on which she wishes to begin her leave. In case of a medical emergency resulting
from the pregnancy, the thirty (30) day prior notification requirement may be waived.

The mother will be required to use paid leave concurrently, if available, for the duration of the maternity
leave time permitted by FMLA.
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Before the employee will be allowed to return to work, written certification from the healthcare provider must
be provided to the Human Resources Department, stating the employee has recovered sufficiently from the
temporary disability/sickness to resume his regularly assigned duties, with or without reasonable
accommodation.

If the employee wishes to continue in the group insurance plan(s) in which she is enrolled during any portion
of her unpaid leave, she must contact the Human Resources Office to make special arrangements for payment
of the premiums. These special arrangements must be made in advance of the start of a maternity leave and
will allow the employee to continue her group insurance plan(s) at her own expense. Failure to make such
advance arrangements may result in the employee being dropped from her current group insurance plans.

Paternity Leave- FMLA

The father of a child shall be granted leave following the Federal Family and Medical Leave Act (FMLA). The
father will be required to use paid leave concurrently, if available, for the duration of the paternity leave time
permitted by FMLA. The employee must submit a letter requesting paternity leave and complete FMLA
paperwork at least thirty (30) days prior to the date on which the employee wishes to begin leave. In case of
a medical emergency resulting from the pregnancy, the thirty (30) days prior notification requirement may be
waived.

MILITARY FAMILY LEAVE

There are two types of Military Family Leave available.

> Qualifying exigency leave: Employees meeting the eligibility requirements described above may be entitled
to use up to 12 weeks of their Basic FMLA Leave entitlement to address certain qualifying exigencies. Leave
may be used if the employee’s spouse, son, daughter, or parent is on active duty or called to active-duty
status in the National Guard or Reserves in support of a contingency operation. Qualifying exigencies may
include:

e Short notice deployment (up to 7 days of leave)

e Attending certain military events

® Arranging for alternative childcare

e Care of the military member’s parent who is incapable of self-care in certain

circumstances
® Addressing certain financial and legal arrangements

e Periods of rest and recuperation for the service member (up to 15 days of leave)

e Attending certain counseling sessions

e Attending post-deployment activities (available for up to 90 days after the termination of the
covered service member’s active-duty status)

e Other activities arising out of the service member’s active duty or call to active duty and

e agreed upon by the FTCSC and the employee

> Leave to care for a covered service member: There is also a special leave entitlement that permits

employees who meet the eligibility requirements for FMLA leave to take up to 26 weeks of leave to care for

a covered service member during a single 12-month period.

® A covered service member is a current member of the Armed Forces, including a member of the National
Guard or Reserves, who has been rendered medically unfit to perform his or her duties due to a serious
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injury or illness incurred in the line of duty while on active duty that may render the service member
medically unfit to perform his or her duties for which the service member is undergoing medical
treatment, recuperation, or therapy; or is on outpatient status; or is on the temporary disability retired
list.

e When both husband-and-wife work for Franklin Township Community School Corporation, the aggregate
amount of leave that can be taken by the husband and wife to care for a covered service member is 26
weeks in a single 12-month period.

® The School District complies with the Uniformed Services Employment and Reemployment Rights Act of
1994 (USERRA) as amended and Indiana Law. For more information on requests for leave of absence for
military service under USERRA, please contact the Benefits Specialist in the Human Resources
Department.

Substitution of paid time off for unpaid leave

Franklin Township Community School Corporation requires employees utilizing FMLA leave to exhaust all
accumulated personal time, sick time, vacation time, or other paid leave concurrently with unpaid FMLA leave.
The substitution of paid leave time for unpaid FMLA leave time does not extend the 12 (or 26) weeks leave
period. Furthermore, in no case can the substitution of paid leave time for unpaid leave time result in the
receipt of more than 100 percent of an employee’s salary. An employee’s FMLA leave runs concurrently with
other types of leave, i.e., accrued personal leave, sick leave, emergency leave or vacation if applicable.

Forms for requesting FMLA can be received electronically by contacting Human Resources.
Temporary Leave of Absence- (Staff Not FMLA Eligible)

An employee in need of a temporary unpaid leave due to disability or sickness may be eligible for a
Temporary Leave of Absence not to exceed 30 days and must be requested at least 30 days prior to the date
of leave. In case of medical emergency, the 30 days prior notification requirement may be waived. Temporary
Leave of Absence must be approved by the supervisor/designee and Human Resources.

The decision to grant a Temporary Leave of Absence will be based on factors such as the length of requested
leave, level of job performance, and overall operational needs of FTCSC.
To be eligible for a Temporary Leave of Absence, an employee must:

e Submit documentation requesting a Temporary Leave of Absence including the detailed time frame for the
leave.

e Submit a signed statement from the physician stating the employee is totally disabled and not capable
of performing his/her regularly assigned duties.

e Use sick, personal, and vacation time concurrently with Temporary Leave of Absence.

The Superintendent may require the employee to be examined by a physician selected by the Corporation.
In such case, the cost of the examination will be paid by the Corporation.

The Temporary Leave of Absence shall be without compensation or benefits paid by the Corporation. If an
employee wishes to continue in his current group insurance plan(s) during the leave, the employee may do so
at his/her own expense through Cobra.

16



If the temporary disability/sickness is the result of an "ON THE JOB INJURY", the Corporation will continue to
contribute toward the fringe benefits of the disabled employee. The employee would still be responsible for
their regular monthly contributions.

Before the employee will be allowed to return to work, written certification from the healthcare provider must
be provided to the Human Resources Department, stating the employee has recovered sufficiently from the
temporary disability/sickness to resume his regularly assigned duties, with or without reasonable
accommodation.

Contact the Corporation Human Resources Office for more information.
EMPLOYEE ASSISTANCE PROGRAM

Employee Assistance Program (EAP) offers short-term confidential counseling to employees and anyone who
lives in their household at no cost.

WORKER COMPENSATION INSURANCE

Employees regardless of work schedule are covered by worker's compensation insurance at no cost to the
employee.

An employee injured while on duty that results from an accident arising out of their job assignment the employee
may be eligible for benefits from worker’s compensation insurance. Modified work assignments within the
worker’s physical abilities, knowledge and skills will be made available to minimize or eliminate time lost from
work. Any employee returning to a transitional position must not exceed the duties of the position or go beyond
the doctor’s restrictions. If any medical restrictions change, the employee must immediately notify his or her
supervisor and provide the supervisor a copy of the new medical release. Supervisors will monitor work
performance to ensure the employee does not exceed the requirements set by the attending physician.

In order to receive benefits from this insurance, an employee must submit a completed first report Injury
Report Form. Forms are available from principals, immediate supervisors or the Human Resources
Department. The completed Injury Report Form must be submitted to the Human Resources Department
within twenty-four (24) hours of the time of injury.

Scheduled follow-up visits with the health care provider must be kept and documented. Documentation
should be sent to the Human Resources Office. Failure to comply with the appropriate follow up visits and
reporting could result in the claim being closed and the employee assuming all costs for the medical services.
Time should be entered in the Absence Management System appropriately. Family Medical Leave will begin
on the first day of absence of a work-related injury and will run concurrently with Worker’s Compensation
leave.

HEALTH AND WELFARE BENEFITS (For Benefit Eligible Staff Only)

The following is intended to provide general information on benefits that may be available to employees. In
the event of a conflict between the provisions of this handbook and the applicable benefit plan or policy,
the latter shall control. Benefits will be given on the first day of the month following 60 calendar days.
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Insurance Benefits Eligibility

Employees in a benefit eligible position may be eligible to participate in the health, dental, life, long-term
disability insurance, and fringe benefit programs. Specific information can be found on the Human Resources
page on the district website. An open enrollment election period will be held annually. Information regarding
annual enroliment will be provided by Human Resources. The premium amount contributed by the Board shall
be determined annually.

Group Health Insurance

Group health insurance may be available to eligible staff. The Corporation will contribute a stipulated amount
of the premium per month for each employee depending on the number of hours per day the employee has
been assigned to work. The employee will pay the balance of the premium through payroll deduction in either
eighteen (18) deductions for employees working less than twelve months, or twenty-four (24) deductions for
employees working twelve months.

Employees who choose the High Deductible Health Plan (HDHP) will be required to open a Health Savings
Account (HSA) through the bank or credit union as designated by the Corporation. If approved, any
Corporation paid contributions will be deposited per the schedule in Appendix B.

Dental Insurance

Dental insurance may be available to eligible staff. The Corporation will contribute a stipulated amount of the
premium per month for each employee depending on the number of hours per day the employee has been
assigned to work. The employee will pay the balance of the premium through payroll deduction in either
eighteen (18) deductions for employees working less than twelve months, or twenty-four (24) deductions for
employees working twelve months.

Vision Insurance

Vision insurance may be available to eligible staff. The employee must pay the full monthly premium for
this coverage. The employee will pay the premium through payroll deduction in either eighteen (18)
deductions for employees working less than twelve months, or twenty-four (24) deductions for employees
working twelve months.

Life Insurance
Life insurance may be available to eligible staff. A twenty-five-thousand-dollar (525,000) term life
insurance policy is provided for one dollar ($1.00) per year.

Long Term Disability Insurance

Long-term disability insurance policy for benefit eligible staff, would provide a maximum monthly income
of two-thirds of normal base pay after ninety (90) days of continuous disability is provided for one dollar
(51.00) per year.

VOLUNTARY POLICIES (For Benefit Eligible Staff Only)

Accident/Critical Illness/Hospital Indemnity/Short-Term Disability/Voluntary Life Insurance

Benefit eligible staff are eligible to participate. The employee must pay the full monthly premium for
this coverage. The employee will pay the premiums through payroll deduction in either eighteen (18)
deductions for employees working less than twelve months, or twenty-four (24) deductions for
employees working twelve months. Contact the Human Resource Department for more information.
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Privacy Armor
Identity protection may be available to eligible staff. The employee must pay the full monthly premium

for this coverage. The employee will pay the premium through payroll deduction in either eighteen (18)
deductions for employees working less than twelve months, or twenty-four (24) deductions for employees
working twelve months. Contact the Human Resources Department for more information.

Section 125 Flexible Benefit Plan
For more information about this plan please contact the Human Resources Department.

RETIREMENT BENEFITS

Continuation of Group Health Insurance after Retirement

To be eligible for this benefit the retiring employee must meet the following guidelines:

e The retiree must meet the Indiana Public Retirement System requirements for retirement

e The retiree is eligible to continue the group health insurance for up to 18 months through Cobra

e Continuation of Group Health Insurance after retirement ends at the age of 65 when the individual
becomes Medicare eligible

Contact the Corporation Human Resources Office for more information.

Employer Sponsored 401(a)

All employees working more than four (4) hours per day are eligible to participate in an employer sponsored
401(a). The summary plan documents are available through the Human Resources Department. Until
employees become vested, all monies contributed will not be available to the employee. Employees are
considered vested after completing ten (10) years of employment. Contributions are made annually.

Voluntary Tax Deferred 403(b)

Eligible employees may elect to participate in a voluntary pre-tax deduction. If you are interested in
making voluntary contributions to a 403(b), information is available on the district website.

Indiana Public Retirement System

Please refer to the INPRS Member Handbook for an explanation of benefits. Membership in INPRS begins on
the first day of employment.

Employees who work at least four (4) hours per day in the following positions shall be covered by INPRS (formerly
PERF):

Bus Drivers

Secretarial and Clerical Staff

Custodians

Child Nutrition Staff

Maintenance and Grounds Staff

Police Officers
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SUBSTITUTES

Departments may elect to fill positions with a substitute employee in the event a regular employee is ill or is
not able to work. Substitutes are considered “as needed” employees and are subject to the rules and
regulations in this handbook and Board policy. Substitutes are not eligible for benefit programs including
retirement and paid leave time. Time accrued as a substitute does not count as years of service to the school
district. When a substitute accepts a position, they are acknowledging these conditions and limitations.
Substitute hourly wage is set by the departments and can vary from year to year.

HARASSMENT GUIDELINES INCLUDING SEXUAL HARASSMENT

Franklin Township Community School Corporation (FTCSC) is committed to maintaining a work environment free
from unlawful discrimination, including sexual harassment. In furtherance of that commitment, FTCSC forbids any

prohibited discriminatory conduct toward any of its employees. The use of the term "employee" also includes
non-paid/volunteers who work subject to the control of school authorities.

Neither sexual harassment nor any other harassment based on race, religion, color, national origin, creed, or
ancestry, age, gender, genetic information, marital status, disability, or sexual orientation, be discriminated
against, excluded from participation in, denied the benefits of, or otherwise be subjected to, discrimination
in any program or activity for which the Board is responsible or for which it received financial assistance from
the U.S. Department of Education.

An individual who initially welcomed such conduct by active participation must give specific notice to the
alleged harasser that such conduct is no longer welcome in order for any such subsequent conduct to be
considered sexual harassment.

Any employee found to have engaged in sexual harassment shall be subject to discipline, including, but
not limited to, warning, suspension, expulsion, or discharge from employment subject to applicable legal
due process rights.

FTCSC also forbids retaliation against any person who has opposed any prohibited discriminatory practice
or who has participated in good faith in any manner in an investigation or other proceeding about a
prohibited discriminatory practice.

PROHIBITED CONDUCT

Sexual Harassment

Sexual harassment includes:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature

when:
® Submission to that conduct is made a term or condition of employment,
e Submission to, or rejection of, that conduct is used as a basis for employment decisions affecting the
employee, or
e That conduct has the effect of unreasonably interfering with an individual's work performance or of
creating a hostile or offensive work environment.
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Other unwelcome conduct directed at an employee or an applicant for employment because of his or her gender

may also be deemed to be sexual harassment. Examples of conduct that may be sexual harassment include:

e Verbal conduct of a sexual nature such as talking about sex or sexual feelings, telling sexual jokes or
stories, asking personal questions about dating or sexual life, making sexual comments or innuendoes,
whistling or making other suggestive sounds, repeatedly asking for dates or other personal attentions;

e Nonverbal conduct of a sexual nature such as displaying materials with sexually suggestive words or
pictures, making sexual gestures, giving gifts or other items of a sexual or personal nature, staring at a
person's body or clothing, looking a person up and down, blocking a person's path, hindering a person's
movement, invading a person's space by standing closer than appropriate under the circumstances.

e Physical conduct of a sexual nature such as touching, kissing, hugging, massaging, brushing up against
another person, having sex or attempting to have sexual relations with another person.

Remember unwelcome sexual conduct may not always be apparent. "Putting up with" or submission to
sexual conduct does not necessarily mean the conduct is welcomed. Although the intent of the person
engaging in the conduct may be harmless or even friendly, because the conduct is unwelcomed by the
recipient of the conduct, not the intent of the person engaging in the conduct who is relevant to whether
the conduct is harassment.

For these reasons, FTCSC urges all its employees to refrain from engaging in any conduct of sexual nature in
the work setting or with other employees.

Harassment Based on Other Protected Categories

Discriminatory conduct based on an employee's or applicant's race, religion, color, national origin, gender,
age, or disability is also prohibited. As with sexual harassment, harassment based on any of these categories
may include verbal, nonverbal, or physical conduct.

Because the conduct is unwelcomed to the recipient of the conduct, not the intent of the person engaging in
the conduct that is relevant to whether or not the conduct is harassment. Again, it may not always be clear
that the conduct is unwelcome -- acquiescence does not necessarily mean it is welcome.

Retaliation

Retaliation against any employee, or any applicant for employment, who has opposed any prohibited
discriminatory practice or who has participated in good faith in any manner in an investigation or other
proceeding about a prohibited discriminatory practice is also prohibited.

Employment decisions about an employee, or any applicant for employment, who has filed a charge of
discrimination should not be based on the fact that the person has filed a charge. Employment decisions
should be based only on legitimate business considerations such as performance. Discriminatory verbal or
physical conduct should not be directed at any employee, or any applicant for employment, because of any
protected activity.

STANDARD OF BEHAVIOR AT FTCSC

FTCSC expects its employees and all those who deal with its employees to treat others with courtesy
and respect appropriate in an educational setting. If you are not sure if your conduct might be
harassment prohibited by FTCSC you should ask yourself the following questions:
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Would | engage in that conduct if my spouse, child, or parent were present?
Would | engage in that conduct if my peers were present?
Would | engage in that conduct if an audio or video recording were being made of me?
What would my reaction be if someone else acted this way toward my spouse, daughter, son, mother,
father, sister or brother?
e Would | want my conduct to be described in detail in a memorandum or in the local
press?
e |[f your answer is "no" to any of these questions, then the conduct is questionable and may
be harassment.

In particular, with respect to sexual harassment, a friendly, humorous, or benign intent in engaging in sexual
conduct will not keep the conduct from being categorized as sexual harassment. If the conduct is sexual in
nature and is unwanted and unwelcome by others, it may be deemed to be sexual harassment.

While not all unwanted sexual conduct rises to the level of illegal sexual harassment, the FTCSC guideline seeks
to prevent all unwanted conduct of a sexual nature. Similarly, while one racial epithet may not constitute
illegal racial harassment, the FTCSC guideline against harassment based on other protected categories seeks
to prevent all discriminatory conduct based on race, religion, color, national origin, gender, age, and disability.

Reporting Requirements

If you believe that you have been subjected to harassment, unlawful discrimination, or any other similar
unlawful conduct, you must report that violation immediately to your immediate supervisor, school principal,
or the Director of Human Resources at 317-803-5007. Managers and supervisors who receive reports of
violations are required to inform the Director of Human Resources immediately.

Any employee who becomes aware of any conduct that he or she believes may be harassment or retaliation
has a similar obligation to report that conduct regardless of whether he or she is personally involved in the
conduct and regardless of whether the conduct involves other employees or clients, customers, vendors, or
others in the work environment.

Investigation Procedures and Penalties for Harassment

Whenever FTCSC receives a report of conduct that may constitute harassment or retaliation, it will promptly
investigate to gather available facts and to determine whether or not prohibited conduct has occurred. FTCSC
will take prompt and appropriate action to stop any harassment that it finds has occurred and will take
reasonable steps to prevent any further harassment. The Superintendent’s Harassment Grievance Procedure
outlines the necessary steps to follow. Any employee found to be in violation will be subject to appropriate
disciplinary action or other corrective action up to and including discharge.

Conclusion

Harassment and retaliation have no place in the FTCSC work environment. Harassment, false accusations of
harassment, and retaliation can have serious effects on careers and personal lives of innocent people. For
these reasons FTCSC urges all employees to act responsibly to establish a working environment that is free of
harassment, retaliation, and any other form of discrimination.
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HARASSMENT AND CIVIL RIGHTS GRIEVANCE PROCEDURES

If a school employee believes he/she is a victim of harassment and for complaints that apply to acts or
omissions relating to protected rights based upon age, race, color, religion, sex, disability, and national origin,
including limited English proficiency, the employee must come forward by submitting a complaint to their
immediate supervisor or to the Human Resources Department.

The Process:

The process for investigating and reporting a complaint of harassment, discrimination, retaliation, or other
similar unlawful conduct is outlined in Board Policy A100 (Non-Discrimination & Anti-Harassment), which is
available online at https://ftcsc.org/knowledge-base/a100/.

RESPONSIBLE USE OF TECHNOLOGY AND INTERNET USE, INCLUDING SOCIAL MEDIA

The School Corporation believes accessing content on the Internet is essential to fully prepare students for their
careers and life. The goal in providing access to the Internet and other technology to staff and students is to
promote educational excellence by facilitating instruction, collaboration, innovation, and communication. The
Corporation’s students and employees (collectively “Users”) accessing the Internet are representing the
Corporation and therefore have a responsibility to use the Internet in a productive manner that meets the ethical
standards of an educational institution. It is the joint responsibility of students, parents, and employees of the
Corporation to assure the appropriate and effective use of technology to both enhance the quality of student
learning and the efficiency of Corporation operations.

The smooth and reliable operation of the Corporation’s technological resources is dependent upon the proper
conduct of the end users who must adhere to stated policies. Use of any and all technological resources is a
privilege, not a right, and as such, users take seriously the responsibilities associated with signing this user
agreement. Inappropriate use may result in a cancellation of some or all privileges and/or other appropriate
discipline. The Corporation reserves the right to read, print, delete, store, or use any transmission on this system
at its discretion and grants permission to use this system for educational purposes only.

Scope of Use:

To ensure that students receive a quality education in an intellectually stimulating environment, both during in-
person learning and virtual learning, it is the goal of the Corporation to provide all students with access to a
variety of technological resources. All technological resources shall be used in accordance with any and all
Corporation policies as well as local, state, and federal laws governing the usage of technology and its component
parts. All users shall use the provided technological resources so as not to waste or abuse, interfere with or cause
harm to other individuals, institutions, or companies.

This policy applies to all technology provided by the Corporation as well as the personal devices of Users. This
includes, but is not limited to, telephones, cellular devices, digital media players, tablets, laptop and desktop
computers and workstations, direct radio communication, Internet access, voice mail, e-mail, text messaging,
direct messaging through device applications, facsimile transmission and receipt, and any computer based
research and/or communication.
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Definition of Terms Used:

“Confidential information” means information that is declared or permitted to be treated as confidential by
state or federal law, including the Family Education Rights and Privacy Act (“FERPA”), or Corporation policy
or guideline on access to public records.

“Proprietary information” means information in which a person or entity has a recognized property interest
such as a copyright.

“Personal device” includes cell phones, smart phones, laptops, tablets, handhelds or any other device that is
not the property of the Corporation but is used at school or a school activity, or connected to Corporation
technology by a wired or wireless link.

“Technology” means computers and computer systems, public and private networks such as the Internet,
phone networks, cable networks, voice mail, e-mail, telephone systems, copiers, fax machines, audio-visual
systems, cellular devices, tablets, laptop and desktop computers, direct radio communications, text
messaging, direct messaging through device applications, and similar equipment as may become available.
“User” means a Corporation employee, student, volunteer, or other person authorized to use Corporation
technology.

Ownership of Corporation Technology and Information:

The technology provided by the Corporation and all information stored by that technology is at all times the
property of the Corporation. Documents and other works created or stored on the Corporation technology are
the property of the Corporation and are not the private property of the user. This includes all information created
using technology and/or placed on a website, blog, and/or other storage device.

Conditions and Standards for Responsible Use of Technology:

Responsible use of technology is ethical, academically honest, respectful of the rights of others, and
consistent with the Corporation’s mission. Technology should be used by students to learn and
communicate in correlation with the curriculum while under a teacher or supervisor’s direction. Student
owned personal devices and Corporation technology shall be used by students under teacher supervision
with the purpose of improving instruction and student learning.

Users will become familiar with and comply with all expectations of the Corporation for the responsible use
of Corporation technology as communicated in school handbooks, school Corporation policy, and other
communications and standards concerning the use of Corporation technology.

Users shall NOT use the Network to: Access, create, send or receive, store, or display obscene materials;
create or send threatening or libelous communications or communications which include vulgar, abusive, or
otherwise inappropriate language; access or use other individuals’ accounts, information, or files without
permission; access websites, files, or other information or resources using passwords not specifically
assigned to themselves; pursue commercial or for-profit endeavors; wantonly waste district resources;
damage, disable, or otherwise disrupt the operation of the network; or violate any local, state, or federal
statutes, including but not limited to copyright law. Users shall not send, receive, view, or download
materials that are harmful to minors, as defined by I.C. 35-49-2-2, on Corporation technology.

Users must respect and protect the privacy and intellectual property rights of others and the principles of
their school community. The IT Services Staff are the only individuals authorized to select, adopt and allow
the use of specific web based resources for teacher and student use, including resources for website
creation, multimedia projects, presentations, and other collaborations. The IT Services Staff in consultation
with the Superintendent’s other designees will select resources based upon online safety, coordinated
professional development, and informed technical support. If a teacher or student desires to use an
alternate resource, they must make a request to the IT Services Staff via the established process. Further,
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Users shall not alter, delete, or destroy data, information, or programmatic instructions contained in or on
Corporation technology without permission from the IT Services Staff.

Personal generated files and documents may be deleted by the User who created them, unless they may
include proprietary information, a student’s personally identifiable information, and/or information
potentially subject to litigation.

Any recording made on school grounds or during instructional time, whether in-person or virtual, may be
subject to copyright laws and the protection of the privacy rights of others, including personally identifiable
information about a student protected by the Family Education Rights and Privacy Act (“FERPA”). Where IT
Services Staff or other Corporation staff have reasonable suspicion that a recording, data, or image was
made in violation of this Policy, such items may be confiscated by Corporation staff. Any use of a recording
device to invade the privacy of another person will result in sanctions for the person making the recording.
Users must notify IT Services Staff if they have violated the conditions established for the use of Corporation
technology or have witnessed or become aware of another user misusing Corporation technology. Users
shall be responsible for noting and reporting any inappropriate use of Corporation technology in violation of
Corporation policy or conduct standards including threats, bullying, harassment, or communications
proposing or constituting a violation of the law or the Student Code of Conduct.

If a user creates a password, code or encryption device to restrict or inhibit access to electronic mail or files,
the user will provide access to that information when requested to do so only by the user’s supervisor,
teacher, or the IT Services Staff. This includes personal technology brought to or accessed during the work
or student day or at a school activity including bus transportation. The IT Services Staff or a designee shall be
authorized to override any password, code or encryption device to access the technology. Users shall not
use Corporation technology anonymously or use pseudonyms to attempt to escape from responsibilities
under this policy, regulations, or the law.

Creation of an account, access to a new application, or any other initial use of software or technological
applications in the public domain (non-Corporation managed technology) must be under the supervision of
a teacher, for instructional purposes, and only on school approved sites.

A user shall never use another user’s password, or account, even with the permission from the user. Any
need to have access to another user’s account shall be addressed with the IT Services Staff or a designee.
An unauthorized attempt to log on to Corporation technology as a System Administrator will result in
cancellation of the user’s access to Corporation technology and may result in more severe discipline
including termination for employees and expulsion for students.

Students shall not be required to divulge personal information for access to a non-Corporation managed
technology.

Students will be permitted access to the Internet through Corporation technology unless a parent/guardian
has signed and returned a “Denial of Internet Access Form” within the preceding twelve (12) months.

In order to comply with the Children’s Internet Protection Act (“CIPA”) and I.C. 20-26-5-40.5, the Board has
implemented technology protection measures that protect against (e.g., filter or block) access to visual
displays/depictions/materials that are obscene, constitute child pornography, and/or are harmful to minors.
Thus, Student use shall be filtered to minimize access to inappropriate materials. Student access to
inappropriate materials despite the presence of the filter shall be reported immediately to the IT Services
Staff. The filtering software shall not be disabled or circumvented without the written authorization of IT
Services Staff or designee.

The corporation may utilize a wide variety of third-party web-based applications in its curriculum. Although
these applications are widely used by the education community and support K-12 institutions, the terms of
service for many sites require explicit parental permission for children under the age of 13. The Children’s
Online Privacy Protection Rule permits the corporation to provide the necessary consent for educational
purposes.
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While online, student users shall not reveal personal information such as name, age, gender, home address
or telephone number, and are encouraged not to respond to unsolicited online contacts and to report to a
teacher or supervisor any online contacts which are frightening, threatening, or otherwise inappropriate.
Students, parents and staff are advised that any student connection to any Internet or network provider not
under Corporation control may not be filtered to the same degree as connection through Corporation
provided access. The Corporation is not responsible for the consequences of access to sites or information
through resources that circumvent the Corporation’s filtering software.

Users accessing the Internet through personal devices connected to Corporation technology must comply
with this policy.

Users connecting personal devices to Corporation technology do so at their own risk. The Corporation is not
responsible for damages to hardware or software as a result of the connection of personal devices to
Corporation technology.

Users must not knowingly cause damage to Corporation technology, including transmit a computer virus or
other malware that is known by the user to have the capability to damage or impair the operation of
Corporation technology, or the technology of another person, provider, or organization, nor shall a user
take any action that could cause damage to Corporation technology or other Corporation property.

Conditions and Standards for Responsible Use of Electronic Communication:

Communications with students/parents/guardians, even if not using school resources, are within the
jurisdiction of the Corporation to monitor as they arise out of one’s position as an educator. For official
Corporation business, employees are to use a Corporation email account when communicating with a
student/parent/guardian via email.

Electronic communication between staff and students/parents/guardians should be written as a
professional representing the Corporation. This includes word choices, tone, grammar, and subject matter.
All data stored or transmitted on Corporation computers shall be monitored. Corporation email accounts
shall not be used for sending or attempting to send anonymous messages.

Photos and videos or students and staff shall not be shared or posted electronically without permission.
Electronic correspondence is a public record under the public records law and may be subject to public
inspection.

The line between professional life and personal life must be clear at all times. Corporation employees
should only use their Corporation account or other approved communication method (Google, Zoom, etc.)
to communicate with students and/or parents and guardians, and should only communicate on matters
directly related to education. Relationships associated with such educational social media accounts should
only be with members of the educational community, such as administrators, teachers, students, and
parents of such students.

All Corporation employees will be responsible for information that they make public through the use of
electronic communication. Teachers are the gatekeeper for the privacy and protection of students. When
other people can see your conversations with students (i.e. followers on Twitter or friends on Facebook),
you may be endangering them and also violating the Family Educational Rights and Privacy Act (“FERPA”).
Users shall not have an expectation of privacy in any use of Corporation technology or the content of any
communication using that technology, and the IT Services Staff or a designee may monitor their use of
technology without notice to them, and examine all system activities the user participates in including but
not limited to, e-mail, recorded voice and video transmissions, to ensure proper and responsible use of the
Corporation’s technology. Monitoring shall include the use of voicemail but shall not include monitoring a
live communication between two or more parties unless at least one user is aware of the monitoring. In
addition, use of Corporation technology may be subject to production pursuant to the Indiana Access to
Public Records Act, Ind. Code 5-14-3.
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« Auser’s history of use and all data stored on or sent to or from Corporation technology shall at all times be
subject to inspection by the IT Services Staff or a designee without notice to the user before or after the
inspection.

« If IT Services Staff has reasonable suspicion to believe a user has violated this policy or additional
Corporation rules, the IT Services Staff or a designee may investigate to determine if a violation has
occurred. If the investigation is not conducted by IT Services Staff, the results of the investigation shall be
reported to the IT Services Staff by e-mail or in person, and the IT Services Staff shall take appropriate
action.

A decision by IT Services Staff in response to an investigated allegation of a violation of this policy or
additional Corporation rules may be appealed in writing to the Superintendent within five (5) calendar days.
The Superintendent’s decision concerning continued access to Corporation technology and any other
penalty shall be final.

Social Media Use
Users’ personal or private use of social media, even when occurring off school property and outside school
hours, may have unintended consequences that affect the school environment.
Social media use should be in a manner sensitive to the Student Code of Conduct and the employees’
professional responsibilities.
The intent of this policy is not to infringe upon Users’ legal rights, such as the freedom of expression,
religion, and association. For example, this policy does not prohibit an employee from posting content
outside the scope of their employment and on a matter of public concern. However, those rights do not
include permission to post inflammatory comments and/or any statements that could compromise the
Corporation’s mission, constitute cyber-bullying or harassment, or cause a substantial disruption to the
school environment.

» Violations of the social media use provision may result in disciplinary action (including expulsion for
students or termination for employees), confiscation of the device, loss of use of Corporation technology
resources, referral to law enforcement or the Department of Child Services, and the recording, data, or
image made in violation may be deleted. If the Superintendent or designee has reasonable suspicion to
believe an employee or student has violated this policy or Corporation rules related to technology, they may
investigate to determine if a violation occurred

EMPLOYEE DRUG AND ALCOHOL GUIDELINES

It is the obligation of Franklin Township Community School Corporation to protect the safety, health and
wellbeing of its students and employees. Drugs and alcohol represent the largest social problem in the country,
and in recent years, it has become increasingly obvious that they have entered the workplace, costing billions of
dollars annually in accidents, productivity, absenteeism, and health and medical costs.

As part of FTCSC's obligation to ensure a safe work environment for all employees, the following guidelines on
substance abuse have been established. Given the risks that arise if employees are attempting to perform their
duties while using or having used illegal or non-prescribed drugs or alcohol, the following is applicable to all. This
restricts certain items and substances from being brought on or being present on FTCSC school corporation
location, prohibits employees and others working on FTCSC school corporation location from reporting for work
or working with illegal or controlled substances, alcohol, and other substances in their systems.

"School Corporation Location" is defined as any FTCSC. building on any FTCSC property; on any FTCSC owned
vehicle or in any other FTCSC approved vehicle used to transport students to and from schools or school activities;

off FTCSC property at any school-sponsored or school-approved activity, event, or function such as a field trip,
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athletic event or performing arts activity, where students are under the jurisdiction of the School Corporation or
otherwise engaged in School Corporation business.

Off-the-job illegal drug use that adversely affects an employee's job performance; leads to absenteeism,
tardiness, or poor work jeopardizes the safety of other employees or the public; or risks damage to FTCSC
equipment is the proper cause for discharge.

An employee who is arrested for off-the job drug activity may be in violation of this. In deciding what action to
take, FTCSC will consider the nature of the charges, the employee's present job assignment, the employee's
record with FTCSC and other factors relative to the impact of the employee's arrest upon FTCSC. An employee
convicted of a criminal drug offense in the workplace must notify FTCSC within five days of conviction.

Prohibited Activities
The use, purchase, transfer, possession, sale, distribution, offer to buy or sell, trafficking in, presence in the body
of or transportation of the following on FTCSC property, or while performing FTCSC business is a dischargeable
offense:

e Alcoholic beverages

e lllegal or controlled substances, including non-prescribed drugs (meaning non-prescribed narcotics,

hallucinogenic drugs, marijuana, or other non-prescribed controlled substances)

e Equipment related to illegal or controlled substance use

No employee shall report for or remain on duty while having a blood alcohol concentration of 0.04 or greater.

Prescription Medication

Legally administered drugs in an employee's system will not constitute a basis for discharge; however, the legally
administered drug must not exceed the prescribed amount, and if so, will constitute a violation. When a legal
drug may affect the safety of the employee, the employee's job performance, or the safe or efficient operation of
an FTCSC facility, the employee must present a doctor's statement that the drug(s) can be used safely in the
performance of the employee's job. However, FTCSC reserves the right to make a final determination of an
employee's fitness for duty based upon the advice of a FTCSC physician.

Refusal to Submit

The refusal of an employee to provide a testing sample for the illegal use of drugs or for alcohol impairment will
result in the employee being immediately suspended from work without pay, and will be subject to further
disciplinary action up to and including discharge. A refusal to test or cooperate with either the drug or alcohol
testing process will be treated the same as a positive result. The following is considered Refusal to Submit: 1)
Employee fails to provide adequate breath for testing without a valid medical explanation after he/she has
received notice of the requirement for breath; 2) Employee fails to provide adequate urine for a controlled
substance test without a valid medical explanation after he/she has received notice of the requirement for urine;
3) Employee furnishes a sample that is adulterated, diluted, switched, or false; or 4) engages in conduct that
clearly obstructs the testing process.

Note: The drug and alcohol collection/testing facility have the right to declare a Refusal to Submit if there is any
indication of resistance to the collection/testing procedure. Resistance includes both verbal and non-verbal
indications.

Consequences of Prohibited Conduct
Upon receipt of a "positive" drug or alcohol test of an employee, FTCSC may immediately discharge the
employee. Employees who are discharged for refusing to test or testing positive, or other terms of the drug and
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alcohol policy may be disqualified from receiving unemployment compensation benefits. Employees will be
granted access to a written copy of their test results upon request. To obtain a copy of the test results, an
employee must submit to the FTCSC Human Resources Department a written request. A copy will be provided
within five business days.

TESTING PROCEDURES

Scheduling of Tests

Any reasonable suspicion for the illegal use of drugs or alcohol impairment testing required by FTCSC of its
employees normally will occur during, or immediately before or after, the employees' regular work period. All
testing is considered work time and the employee will be compensated as such. Such compensation will be made
in the pay period in which the testing was done.

The actual costs for drug and alcohol impairment testing required by FTCSC of its employees will be paid by
FTCSC. FTCSC will provide or will pay reasonable transportation costs to its employees for travel to and from the
testing facility.

TESTING PROGRAMS

Pre-Employment Testing (Bus Drivers Only)

Those persons that FTCSC intends to hire as bus drivers must be tested for drug use prior to employment. All
offers of employment are conditional upon a drug-free result, compliant with US Department of Transportation
regulations.

Random Testing (Bus Drivers Only)

Random testing ensures that every bus driver employee of FTCSC has an equal chance of being tested.
Unannounced tests are not publicized. Employees covered under the provisions of the US Department of
Transportation (DOT) regulations will be tested according to the US DOT regulations.

Reasonable Suspicion Testing

Reasonable suspicion means that FTCSC reasonably suspects that an employee may be affected by the use of
alcohol and/or illegal drugs and that the use may adversely affect job performance or the work environment. The
actions or observations of the employee must occur while the employee is on-duty or just preceding the work
period. A supervisor and/or FTCSC official must observe the conduct, appearance, and/or actions of the
employee.

In the case of suspected drug use, the employee must be taken immediately by FTCSC police officer or supervisor
to a collection site and a urine sample must be obtained. The employee’s action that causes FTCSC supervisor or
official to require the test must be documented and signed by the witness within 24 hours after the behavior is
noticed. In the case of suspected alcohol use, the test must be done as soon as possible. The supervisor who
makes the determination that reasonable suspicion exists shall not conduct the breath alcohol test on the
employee.

Right to Demand Re-testing and Challenge the Results
Any test subject who tests positive on a confirmatory test on any drug test required by FTCSC may:
® Request in writing a confirmation re-test of the original sample, at his/her own expense, provided that
FTCSC must receive the request within five working days after the test subject has been informed of
the confirmed positive test result; and
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e Submit additional information to FTCSC in a confidential setting, to try to explain the confirmed
positive test results. FTCSC must receive the explanation within five working days after the test
subject has been informed of the confirmed positive test result.

Confirmatory re-tests requested and paid for by the test subject may be conducted only by laboratories that are
properly approved to conduct drug testing by the Substance Abuse and Mental Health Services Administration
(SAMHSA) or the College of American Pathologists.

Confidentiality of Results
FTCSC will not disclose test results except as authorized, permitted, or required by applicable law.

Searches

FTCSC may, without prior notice and where reasonable cause exists, search the person (a non-touching search),
any FTCSC school corporation location, or any employee’s personal property (including but not limited to vehicles,
handbags, briefcases, jackets, etc.) that has been brought onto the school corporation location of FTCSC. FTCSC
property covered includes property of any nature owned, controlled or used by FTCSC including but not limited to
parking lots, offices, desks, file cabinets, lockers and vehicles. Any employee who refuses to cooperate with such
a search will be suspended immediately, without pay, and will not be allowed to return to the workplace where
the search was to take place. The employee may also be subject to discipline, up to and including discharge.

SMOKE/TOBACCO FREE ENVIRONMENT

The Board is dedicated to providing a healthy, comfortable, and productive environment for students, staff, and
citizens. Moreover, the Board recognizes and supports the positive impact and the importance of adult role
modeling for students during their school years in a smoke/tobacco free environment. The Board prohibits the
use of all tobacco products within all Corporation owned or leased buildings, in all Corporation owned or leased
vehicles, and on all Corporation owned or leased grounds. This is in force twenty-four (24) hours a day for all
events.

CHILD ABUSE LAW AND REPORTING GUIDELINES

REPORT CHILD ABUSE OR SUSPECTED CHILD ABUSE IMMEDIATELY!

A FTCSC employee who has reason to believe that a child is a victim of child abuse or neglect shall make an
immediate report as required by Indiana law (IC 31-33-5-1).

FTCSC employees shall immediately make the report to the Department of Children Services (DCS) or the local
law enforcement agency. After making the report, the individual employee shall notify the person in charge of
the school or their designee that the report to DCS/law enforcement was made (IC 31-33-5-2).

“Immediately” means immediately. Failing to report suspected abuse is a crime (IC 31-33-22) and may be
subject to license cancellation.

How to report:
e Call police and/or call the Indiana Child Abuse & Neglect Hotline

o 1-800-800-5556

® An Intake Specialist will:
o Listen and ask questions using an intake guidance tool.
o Capture the report information.
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o Send a report to the local county office to determine next steps.
e Make sure to get the case number.
e Immediately notify the person in charge of the school building or their designee that the report to DCS/law
enforcement has been made.

ANIMALS ON SCHOOL CORPORATION PROPERTY

In accordance with applicable Federal and State law and FTCSC policy, an applicant or employee may request
authorization to use a service animal while on duty as a reasonable accommodation to a disability. All
animals, including service animals, admitted or housed on FTCSC property or brought on FTCSC property on
a regular basis, must meet every health and inoculation requirement set forth in State law and local
regulation or ordinance. Employees are encouraged to engage in a continuing dialogue with their supervisor.
The detailed policy can be found in the following link Policy G275.

ANTI-BULLYING

Bullying is prohibited by Franklin Township Community School Corporation (“Corporation”). Students who
commit any acts of bullying are subject to discipline, including but not limited to suspension, expulsion, arrest,
and/or prosecution.

Definition:
“Bullying” is defined as overt, unwanted, repeated acts or gestures, including verbal or written communications
or images transmitted in any manner (including digitally or electronically); physical acts committed; aggression; or
any other behaviors committed by a student or group of students against another student with the intent to
harass, ridicule, humiliate, intimidate, or harm the targeted student, creating for the targeted student an
objectively hostile school environment that:
1. places the targeted student in reasonable fear of harm to his or her person or property;
2. has a substantially detrimental effect on the targeted student’s physical or mental health;
3. has the effect of substantially interfering with the targeted student’s academic performance; or
4. has the effect of substantially interfering with the targeted student’s ability to participate in or benefit
from the services, activities, or privileges provided by the Corporation.
Bullying does not include, and should not be interpreted to impose any burden or sanction on, the following:
1. participating in a religious event;
2. acting in an emergency involving the protection of a person or property from an imminent threat of
serious bodily injury or substantial danger;
participating in an activity consisting of the exercise of a student’s freedom of speech rights;
4. participating in an activity conducted by a nonprofit or governmental entity that provides recreation,
education, training, or other care under the supervision of one (1) or more adults;
5. participating in an activity undertaken at the prior written direction of the student’s parent; or
6. engaging in interstate or international travel from a location outside Indiana to another location outside
Indiana.
“Bullying,” as defined by this policy and state law, does not include actions involving employees. Any behaviors
committed by, towards, or amongst Corporation employees should be reported to the employee’s supervisor,
building principal, or Superintendent.

w

Applicability:
The Corporation prohibits bullying in all forms. This policy may be applied regardless of the physical location in
which the bullying behavior occurred, whenever the individual committing the bullying behavior and any of the
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intended targets of the bullying behavior are students attending a school within the Corporation and disciplinary
action is reasonably necessary to avoid substantial interference with school discipline or prevent an unreasonable
threat to the rights of others to a safe and peaceful learning environment. The Corporation prohibits bullying
through the use of data or computer software that is accessed through any computer, computer system, or
computer network. Bullying behaviors based on the targeted individual’s race, color, national origin, sex, gender,
religion, or disability may be investigated and processed according to the Nondiscrimination/Anti-Harassment
Policy.

Education:
The Corporation will provide training and/or instruction on anti-bullying prevention and policy to all students in
grades 1 through 12, as well as employees, in accordance with Indiana law.

Reporting:

Anyone who believes that a student has possibly been or is the victim of bullying is encouraged

to immediately report the situation to an appropriate employee such as a teacher, school counselor, or
administrator (including the Superintendent). All employees, volunteers, and contracted service providers who
observe or receive a report of suspected bullying shall notify a designated school administrator in charge of
receiving reports of suspected bullying within the same day. If an employee does not know who to make a report
to, he or she should report directly to the building principal or Superintendent. Bullying reports to the
Department of Child Services and/or law enforcement must be made as required by law, such as when an
employee believes that a student is the victim of abuse or neglect. Any person who makes a report of bullying and
requests to remain anonymous will not be personally identified as the reporter or complainant to the extent
permitted by law. The Corporation will act appropriately to discipline employees, volunteers, or contracted
service providers who receive a report of bullying and fail to initiate or conduct an investigation of a bullying
incident, and for persons who falsely report an incident of bullying. The Corporation will act appropriately to
discipline students, employees, visitors, or volunteers who make false reports of bullying.

Investigation:

Once a report of suspected bullying is received by the designated school administrator, an expedited investigation
shall follow. The investigation should be facilitated by the designated school administrator or other appropriate
school employees. Information relating to the investigation will be gathered using means including, but not
limited to: witness interviews, request for written witness statements, record identification and review, and an
assessment of whether bullying occurred. The investigation will be initiated within one (1) school day of the
report to the designated school administrator and will ordinarily be completed within ten (10) school days.

Intervention/Responses:

If a report of suspected bullying is substantiated through an investigation, then The Corporation shall take
appropriate intervention and responses as consistent with policy and procedure. The Corporation will take
prompt and effective steps reasonably calculated to stop the bullying, remedy the bullying, and prevent the
bullying from recurring. Consistent with other legal obligations, the Corporation will prioritize the safety of the
target of the bullying including transferring the bully or target to another school within the

Corporation. Interventions and responses include, but are not limited to: separating the bully and the target;
follow-up school counseling for the target; bullying education for the bully; and prompt disciplinary action against
the bully. These steps should not penalize the target of the bullying. Disciplinary actions against the bully may
include, but are not limited to: suspension and expulsion for students; discharge for employees; exclusion for
parents, guests, volunteers, and contractors; and removal from any office for governing body members. Also, if
the acts of bullying rise to the level of serious criminal offense the matter may be referred to law
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enforcement. The Corporation shall inform the parents of all students involved in alleged incidents, and, as
appropriate, may discuss the availability of counseling and other intervention services.

Parental Involvement:

Parents are encouraged to be involved in the process of minimizing bullying. Parents may review any materials
used in any bullying prevention or suicide prevention program employed by the Corporation. Parents should
report suspected acts of bullying to an appropriate school official. In addition, parents of students suspected of
bullying will be notified with a phone call or through other appropriate means of communication. Conversely,
parents of students suspected of being the target of acts of bullying will also be notified with a phone call or
through other means of appropriate communication. Parent notifications will occur in an expedited manner
within two (2) school days after the designated school administrator receives the report of suspected

bullying. Parents of students who are disciplined for acts of bullying will be involved in the disciplinary process
consistent with the law and Corporation policy.

Reporting to IDOE:

Each school within the Corporation will record and report to the Superintendent or his or her designee the
frequency of bullying incidents in the following categories: verbal bullying, physical bullying, social/relational
bullying, and electronic/written communication bullying (or a combination or two or more of the above
categories). The Superintendent or his or her designee shall report the number of bullying incidents by category
for each school and the entire corporation for each school term to the Indiana Department of Education by July 1.
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