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Welcome to Culver Community Schools Corporation!

We are thrilled to have you join our team and look forward to building a long, rewarding career together. At
Culver, we believe that excellence is a team effort. Every single day, our collective energy sets the standard for
our students, families, and each other. It’s this shared dedication that drives student success and keeps our

corporation at the forefront of public education. We are so glad you're here to help us continue that tradition.

Our Mission

We create an environment where every student can achieve their highest academic potential by focusing on

four core pillars:

e Individual Academic Supports — Meeting students exactly where they are.
® Curriculum, Instruction, and Assessment — Delivering high-quality, impactful learning.
e Extracurricular Opportunities — Fostering growth beyond the classroom.

e Wellness — Supporting the whole child, mind and body.

Our Vision

To empower every student to reach their fullest potential, become an active, contributing member of society,

and develop a lifelong love of learning.
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Criminal History Checks: 3121

Per School Board Policy 3121, The Board requires that an expanded criminal history check be conducted for each
applicant for employment who is likely to have direct, ongoing contact with children within the scope of the applicant's
employment before or not later than thirty (30) days after the start of the applicant’s employment by the Corporation.

The Board requires that an Indiana expanded child protection index check be conducted for each applicant for
employment who is likely to have direct, ongoing contact with children within the scope of the applicant's employment
before or not later than sixty (60) days after the start of the applicant’s employment by the Corporation.

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

In implementing this requirement, the Corporation shall conduct the updated expanded criminal history checks for
Corporation employees over a period not to exceed five (5) years by annually conducting updated expanded criminal
history checks for at least one-fifth (1/5) of employees who are employed by the Corporation on July 1, 2017.

The Corporation shall pay the costs associated with conducting the expanded criminal history check for all employees,
provided the exclusive representatives of the Corporation’s employees do not object.

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

A. s the subject of a substantiated report of child abuse or neglect, or
B. has been charged with or convicted of an offense requiring license revocation per I.C. 20-28-5-8(c) or has been
charged with or convicted of an offense listed in I.C. 20-26-5-11.2(b).

During the course of employment with the Corporation, each professional employee and substitute teacher shall be
required to report any: arrests or the filing of criminal charges against the employee; conviction of the employee in
Indiana or another jurisdiction for and offense; substantiated report of child abuse or neglect of which the employe is
the subject to the superintendent within two (2) business days of the occurrence. The Superintendent shall obtain a
review of each reported conviction or substantiated report of child abuse or neglect and shall recommend appropriate
actions to the Board, considering the risk to members of the school community presented by the continued employment
of the employee who was convicted or the subject of a substantiated report of child abuse or neglect.

Equal Employment Opportunity Policy: 3122

Per School Board Policy 3122, The School Board does not discriminate on the basis of the Protected Classes of race, color,
national origin, sex (including transgender status, sexual orientation and gender identity), disability, age, religion, military
status, ancestry, or genetic information which are classes protected by Federal and/or State law (collectively, "Protected
Classes") occurring in the Corporation's employment opportunities, programs, and/or activities, or, if initially occurring
off Corporation grounds or outside the Corporation's employment opportunities, programs, and activities, affecting the
Corporation environment.

The Superintendent shall appoint and publicize the name of the compliance officer(s) who is/are responsible for
coordinating the Corporation's efforts to comply with applicable Federal and State laws and regulations, including the
Corporation's duty to address in a prompt and equitable manner any inquiries or complaints regarding discrimination or
denial of equal access. The compliance officer(s) also shall verify that proper notice of nondiscrimination for Title Il of the
Americans with Disabilities Act (as amended), Title VI and Title VII of the Civil Rights Act of 1964, Title IX of the Education
Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 (as amended), and the Age Discrimination in
Employment Act is provided to staff members and the general public. Any sections of the Corporation's collectively
bargained contracts dealing with hiring, promotion, and tenure should contain a statement of nondiscrimination similar



to that in the Board's statement above. In addition, any gender specific terms should be eliminated from such contracts.

Compliance Officer(s)

The following person(s) is/are designated as the Corporation’s compliance officer(s) and, as such, shall handle inquiries
regarding the nondiscrimination policies of the Corporation and address any complaint of discrimination:

Karen Shuman, Superintendent
700 School Street

Culver, IN 46511

574-842-3364
kshuman@culver.k12.in.us

DCS Mandatory Reporting of Child Abuse/Neglect: 8462

As an agency of the State, the School Board is concerned with the physical and mental well-being of the children of this
School Corporation and will cooperate in the identification and reporting of cases of suspected child abuse or neglect in
accordance with law.

Each staff member and youth coach employed by this Corporation, volunteer coach, and any volunteer shall be
responsible for reporting immediately every case, whether ascertained or suspected, of abuse, abandonment, cruelty, or
neglect resulting in physical or mental injury to a student by other than accidental means. If a staff member has reason
to believe a child is a victim of abuse or neglect, they shall make a report immediately to the Department of Child
Services ("DCS") by calling the Indiana Child Abuse and Neglect Hotline at 1-800-800-5556 and, if a crime is suspected,
the appropriate local law enforcement agency. After making the report, the staff member shall notify the appropriate
building administrator of the circumstances that led to the report that the staff member made to DCS and/or the
appropriate local law enforcement agency. The building administrator shall document the report and, if unable to
confirm the date and time it was made and/or the identity of the person to whom the report was made, shall contact
DCS and, if a crime is suspected, the appropriate local law enforcement agency to ensure that they have received the
report and an investigation has begun.

The building administrator shall secure prompt medical attention for any such injuries reported.

Information concerning alleged abuse or neglect of a student is confidential information and is not to be shared with
anyone other than the administration, DCS, the local prosecutor, and, if a crime is suspected, the appropriate local law
enforcement agency. If the parent or a member of the household is not the subject of the investigation, the Corporation
may notify the parents that a report was made.

Failing to report suspected child abuse or neglect is a Class B misdemeanor, which is punishable by up to 180 days in jail
and a $1,000 fine.

Building administrators should be mindful of the possibility of physical or mental abuse inflicted by a staff member. A
staff member who violates this policy also may be subject to disciplinary action. Information concerning alleged abuse of
a student by a teacher is confidential information and is not to be shared with anyone other than the parent(s),
administration, DCS, and, if a crime is suspected, the appropriate local law enforcement agency. Any such instances, real
or alleged, should be dealt with in accordance with the administrative guidelines established by the Superintendent after
making a report of suspected abuse or neglect as described above.

The Board requires that each Corporation employee who is likely to have direct, ongoing contact with children within the
scope of their employment attend or participate in training on child abuse and neglect, including

A. training on the duty to report suspected child abuse or neglect under I.C. 31-33-5; and
B. training on recognizing possible signs of child abuse or neglect



at least once every two (2) years. This training may include:

A. anin-person presentation;
B. an electronic or technology-based medium, including self-review modules available on an online system;
C. anindividual program of study of designated materials.

The training required by this policy shall count toward the Board’s requirements for professional development and be
provided during the Corporation employee’s contracted day or at a time chosen by the employee. In addition to the
training required for an initial license under I.C. 20-28-5-12.3, a Corporation employee who is likely to have direct,
ongoing contact with children within the scope of their employment nad who holds a license or permit from the division
of professional standards of the Indiana Department of Education shall, ass a requirement for license or permit renewal,
attend or participate in the training described above before the Corporation employee's license or permit may be
renewed.

This training shall count toward the requirements for professional development required by the Board.

Annually, the Corporation shall provide age-appropriate and research- and evidence-based instruction on child abuse
and child sexual abuse to students in Kindergarten through Grade 12. This instruction may be delivered by a school safety
specialist, school counselor, school social worker, school psychologist, or any person with training and expertise in the
area of child abuse and child sexual abuse.

A staff member who violates this policy in any way may be subject to disciplinary action, up to and including termination.

Anti-Harassment Policy: 3362

General Policy Statement

It is the policy of the Board of School Trustees to maintain an education and work environment that is free from all forms
of unlawful harassment, including sexual harassment, occurring in the Corporation's employment opportunities,
programs, and/or activities, or, if initially occurring off Corporation grounds or outside the Corporation's employment
opportunities, programs, and activities, affecting the Corporation environment (hereinafter referred to collectively as
"unlawful harassment"). This commitment applies to all School Corporation operations, employment opportunities,
programs, and activities. All students, administrators, teachers, staff, and all other school personnel share responsibility
for avoiding, discouraging, and reporting any form of unlawful harassment occurring in the Corporation's employment
opportunities, programs, and/or activities, or, if initially occurring off Corporation grounds or outside the Corporation's
employment opportunities, programs, and activities, affecting the Corporation environment. This policy applies to
unlawful conduct occurring on school property, or at another location if such conduct affects the Corporation
environment.

The Board will vigorously enforce its prohibition against unlawful harassment (see definition above), which is based on
race, color, national origin, sex (including transgender status, sexual orientation and/or gender identity), religion,
disability, military status, ancestry, or genetic information that are classes protected by Federal and/or State civil rights
laws (hereinafter referred to as "Protected Classes"), and encourages those within the School Corporation community as
well as third parties who feel aggrieved to seek assistance to rectify such problems occurring in the Corporation’s
employment opportunities, programs and/or activities, or, if initially occurring off Corporation grounds or outside the
Corporation’s employment opportunities, programs and activities, affecting the Corporation environment.

All Corporation employees, including administrators, professional staff and support staff, shall report any incident of
alleged unlawful harassment (see definition above) occurring in the Corporation’s employment opportunities, programs
and/or activities, or, if initially occurring off Corporation grounds or outside the Corporation’s employment opportunities,
programs and activities, affecting the Corporation environment that the employee observes or which is reported to the
employee.

The Board will investigate all allegations of unlawful harassment (see definition on page 1) occurring in the Corporation’s
employment opportunities, programs and/or activities, or, if initially occurring off Corporation grounds or outside the
Corporation’s employment opportunities, programs and activities, affecting the Corporation environment and, in those



cases where unlawful harassment is substantiated, the Board will take immediate steps to end the harassment, prevent
its recurrence, and remedy its effects.

Individuals who are found to have engaged in unlawful harassment (see definition on page 1) occurring in the
Corporation’s employment opportunities, programs and/or activities, or, if initially occurring off Corporation grounds or
outside the Corporation’s employment opportunities, programs and activities, affecting the Corporation environment will
be subject to appropriate disciplinary action, up to and including termination of employment or expulsion from school.

Furthermore, Corporation employees who fail to report any incident of alleged unlawful harassment (see definition on
page 1) occurring in the Corporation’s employment opportunities, programs and/or activities, or, if initially occurring off
Corporation grounds or outside the Corporation’s employment opportunities, programs and activities, affecting the
Corporation environment that the employee observes or which is reported to the employee also are subject to
appropriate disciplinary action, up to and including termination of employment.

For purposes of this policy, "Corporation community" means students, administrators, teachers, and staff, as well as
Board members, agents, volunteers, contractors, or other persons subject to the control and supervision of the Board.

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

Other Violations of the Anti-Harassment Policy

The Corporation also will take immediate steps to impose disciplinary action on individuals engaging in any of the
following prohibited acts:

A. Retaliating against a person who has made a report or filed a complaint alleging unlawful harassment (see
definition on page 1) or who has participated as a witness in a harassment investigation.

B. Filing a malicious or knowingly false report or complaint of unlawful harassment (see definition on page 1).

C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of unlawful harassment
(see definition on page 1), when responsibility for reporting and/or investigating unlawful harassment charges
comprises part of one's supervisory duties.

Definitions
Bullying

Bullying rises to the level of unlawful harassment (see definition on page 1) when one (1) or more persons systematically
and chronically inflict physical hurt or psychological distress on one (1) or more students with the intent to harass,
ridicule, humiliate, intimidate or harm that/those student(s), and that bullying is based upon sex, race, color, national
origin, religion, or disability, that is, characteristics that are protected by Federal civil rights laws. It is defined as any
unwanted and repeated written, verbal, or physical behavior, including any threatening, insulting, or dehumanizing
gesture, by an adult or student, that is severe or pervasive enough to create an intimidating, hostile, or offensive
educational environment; cause discomfort or humiliation; or unreasonably interfere with the individual’s school
performance or participation; and may involve:

>

teasing;

threats;
Intimidation;
stalking;
cyberstalking;
cyberbullying;
physical violence;
sexual violence;
theft;

TIOMMODO®



J.

K.

L.

sexual, religious, or racial harassment;

public humiliation; or

destruction of property.

In the bullying context, "harassment" means any threatening, insulting, or dehumanizing gesture, use of data or
computer software, or written, verbal or physical conduct directed against a student that:

A.
B.
C.

places a student in reasonable fear of harm to his/her person or damage to his/her property;
has the effect of substantially interfering with a student’s educational performance, opportunities, or benefits; or
has the effect of substantially disrupting the orderly operation of a school.

Sexual Harassment

Pursuant to Title VII of the Civil Rights Act of 1964 and Title IX of the Education Amendments of 1972, "sexual
harassment" is defined as:

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

A.

B.

C.

Submission to such conduct is made either implicitly or explicitly a term or condition of an individual's
employment, or status in a class, educational program, or activity.

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

Such conduct has the purpose or effect of interfering with the individual's work or educational performance; of
creating an intimidating, hostile, or offensive working, and/or learning environment; or of interfering with one's
ability to participate in or benefit from a class or an educational program or activity.

Sexual harassment may involve the behavior of a person of either gender against a person of the same or opposite

gender.

Prohibited acts that constitute sexual harassment may take a variety of forms. Examples of the kinds of conduct that may
constitute sexual harassment include, but are not limited to:

A.
B.
C.

unwelcome sexual propositions, invitations, solicitations, and flirtations;

sexual violence, including physical and/or sexual assault;

threats or insinuations that a person's employment, wages, academic grade, promotion, classroom work or
assignments, academic status, participation in athletics or extra-curricular programs or events, or other
conditions of employment or education may be adversely affected by not submitting to sexual advances;
unwelcome verbal expressions of a sexual nature, including graphic sexual commentaries about a person's body,
dress, appearance, or sexual activities; the unwelcome use of sexually degrading language, jokes or innuendoes;
unwelcome suggestive or insulting sounds or whistles; obscene telephone calls;

sexually suggestive objects, pictures, videotapes, audio recordings or literature, placed in the work or
educational environment, which may embarrass or offend individuals;

unwelcome and inappropriate touching, patting, or pinching; obscene gestures;

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

remarks speculating about a person's sexual activities or sexual history, or remarks about one's own sexual
activities or sexual history;

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

Inappropriate boundary invasions by a Corporation employee or other adult member of the Corporation
community into a student's personal space and personal life;

verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or sex-stereotyping that does not
involve conduct of a sexual nature.

Not all behavior with sexual connotations constitutes unlawful sexual harassment. Sex-based or gender-based conduct



must be sufficiently severe, pervasive, and persistent such that it adversely affects, limits, or denies an individual's
employment or education or creates a hostile or abusive employment or educational environment.

NOTE: Sexual conduct/relationships with students by a Corporation employee or any other adult member of the
Corporation community is prohibited, and any teacher, administrator, coach, other school authority, or staff member
who engages in certain sexual conduct with a student may be disciplined up to and including termination and also may
be guilty of the criminal charge of "sexual battery" as set forth in I.C. 35-42-4-8. In the case of a child under fourteen (14)
years of age, the person also may be guilty of "child molesting" under I.C. 35-42-4-3. In the case of a child between the
ages of fourteen (14) and sixteen (16), the person also may be guilty of "sexual misconduct with a minor" under I.C.
35-42-4-9. The issue of consent is irrelevant in regard to the latter two (2) criminal charges. Any employee accused of
sexual relations with a student may be placed on leave until school administrative proceedings are completed. Proven
sexual relationships with a student regardless of the age of the student will initiate the termination process for the
employee.

Race/Color Harassment

Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's race or color and when the conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working, and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such
harassment may include but is not limited to conduct directed at the characteristics of a person's race or color, such as
racial slurs, nicknames implying stereotypes, epithets, and/or negative references relative to racial customs.

Religious (Creed) Harassment

Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's religion or creed and when the conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such
harassment may include but is not limited to conduct directed at the characteristics of a person's religious tradition,
clothing, or surnames, and/or involving religious slurs.

National Origin Harassment

Prohibited national origin harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's national origin and when the conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such
harassment may include but is not limited to conduct directed at the characteristics of a person's national origin, such as
negative comments regarding customs, manner of speaking, language, surnames, or ethnic slurs.

Disability Harassment

Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an
individual's disability and when the conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such
harassment may include but is not limited to conduct directed at the characteristics of a person's disabling condition,
such as negative comments about speech patterns, movement, physical impairments or defects/appearances, or the like.
Such harassment also may include but is not limited to conduct directed at or pertaining to a person's genetic
information.

Reports and Complaints of Harassing Conduct

Students, members of the Corporation community and third parties are encouraged to promptly report incidents of
unlawful harassment (see definition on page 1) to an administrator, supervisor or other Corporation official so that the
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Board may address the conduct before it becomes severe, pervasive, or persistent. All Corporation employees, including
administrators, professional staff and support staff, shall report any incident of alleged unlawful harassment (see
definition on page 1) that the employee observes or which is reported to the employee. Any administrator, supervisor, or
other Corporation-level official who receives such a complaint shall file it with the Corporation’s Anti-Harassment
Compliance Officer at his/her first convenience. Corporation employees who fail to comply with the reporting
responsibility shall be subject to discipline, up to and including termination.

Members of the Corporation community or third parties who believe they have been subjected to unlawful harassment
(see definition on page 1) by another member of the Corporation community or a third party are entitled to utilize the
Board's complaint process set forth below. Initiating a complaint, whether formally or informally, will not adversely affect
the complaining individual's employment or participation in educational or extra-curricular programs unless the
complaining individual makes the complaint maliciously or with knowledge that it is false. Individuals should make every
effort to file a complaint within thirty (30) calendar days after the conduct occurs while the facts are known and potential
witnesses are available.

If, during an investigation of a reported act of bullying and/or harassment in accordance with Policy 5517.01 — Bullying,
the principal or his/her designee believes that the reported misconduct may have created a hostile work or learning
environment and may have constituted unlawful harassment (see definition on page 1) based on "Protected Classes"
(see definition on page 1), the principal or his/her designee will report the act of bullying and/or harassment to one (1)
of the Compliance Officers who shall investigate the allegation in accordance with this policy.

Anti-Harassment Compliance Officers

The following individuals serve as "Anti-Harassment Compliance Officers" for the Corporation. They are hereinafter
referred to as the "Compliance Officers".

Karen Shuman
Superintendent
574-842-3364

700 School Street

Culver, IN 46511
kshuman@culver.k12.in.us

The names, titles, and contact information for the Compliance Officers will be published annually on the School
Corporation's web site.

A Compliance Officer will be available during regular school/work hours to discuss concerns related to "unlawful
harassment" (see definition on page 1), to assist students, other members of the Corporation community, and third
parties who seek support or advice when informing another individual about "unwelcome" conduct, or to intercede
informally on behalf of the student.

Any Corporation employee who directly observes unlawful harassment (see definition on page 1) of a student is
obligated, in accordance with this policy, to report such observations to one of the Compliance Officers within two (2)
business days. Thereafter, the Compliance Officer or designee must contact the student if age eighteen (18) or older, or
the student’s parents if under the age of eighteen (18) within two (2) business days to advise him/her/them of the
Corporation's intent to investigate the alleged misconduct, including the obligation of the Compliance Officer or his/her
designee to conduct an investigation following all the procedures outlined in this policy for a formal complaint.
Additionally, if the alleged harasser is a student, the Compliance Officer or designee must contact the student, if age
eighteen (18) or older, or the student’s parents if under the age of eighteen (18), within two (2) business days to advise
him/her/them of the Corporation's intent to investigate the alleged misconduct, including the obligation of the
Compliance Officer or designee to conduct an investigation following all the procedures outlined for a formal complaint.
However, all complaints of harassment involving a Corporation employee or any other adult member of the Corporation
community against a student will be formally investigated.

The Compliance Officers are assigned to accept complaints of unlawful harassment (see definition on page 1) directly
from any member of the School Corporation community or a visitor to the Corporation, or to receive complaints that are
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initially filed with a school building administrator. Upon receipt of a complaint either directly or through a school building
administrator, a Compliance Officer will begin either an informal or formal process (depending on the request of the
member of the School Corporation community alleging harassment or the nature of the alleged harassment), or the
Compliance Officer will designate a specific individual to conduct such a process. In the case of a formal complaint, the
Compliance Officer will prepare recommendations for the Superintendent or will oversee the preparation of such
recommendations by a designee. However, if the alleged harasser is the Superintendent, the recommendations shall be
submitted to the Board President.

All Corporation employees must report incidents of unlawful harassment (see definition on page 1) that are reported to
them to the Compliance Officer within two (2) business days of learning of the incident.

Investigation and Complaint Procedure (see Form 3362 F1)

Any employee or other member of the Corporation community or third party (e.g., visitor to the Corporation) who
believes that s/he has been subjected to unlawful harassment (see definition on page 1) may seek resolution of his/her
complaint through either the informal or formal procedures as described below. Further, a process for investigating
claims of unlawful harassment (see definition on page 1) and a process for rendering a decision regarding whether the
claim of unlawful harassment (see definition on page 1) was substantiated are set forth below.

Due to the sensitivity surrounding complaints of unlawful harassment (see definition on page 1), time lines are flexible
for initiating the complaint process; however, individuals should make every effort to file a complaint within thirty (30)
calendar days after the conduct occurs while the facts are known and potential witnesses are available. Once the formal
complaint process is begun, the investigation will be completed in a timely manner (ordinarily, within fifteen (15)
business days of the complaint being received).

The informal and formal procedures set forth below are not intended to interfere with the rights of any individual to
pursue a complaint of unlawful harassment with the United States Department of Education, Office for Civil Rights (OCR),
the Indiana Civil Rights Commission (ICRC) or Equal Employment Opportunity Commission (EEOC), or to file a concurrent
criminal complaint with the law enforcement agency having jurisdiction.

Informal Complaint Procedure

The goal of the informal complaint procedure is to stop inappropriate behavior and/or unlawful harassment (see
definition on page 1), and to investigate and facilitate resolution through an informal means, if possible. The informal
complaint procedure is provided as a less formal option for an employee who believes s/he has been unlawfully harassed
or retaliated against in the Corporation's employment opportunities, programs, and/or activities, or, if initially occurring
off Corporation grounds or outside the Corporation's employment opportunities, programs, and activities, affecting the
Corporation environment. This informal procedure is not required as a precursor to the filing of a formal complaint
and/or filing a concurrent criminal complaint, and will be utilized only where the parties (alleged target of harassment
and alleged harasser(s)) agree to participate in such process.

Employees, other members of the Corporation community, or third parties who believe that they have been subjected
to unlawful harassment (see definition on page 1) or retaliated against may proceed immediately to the formal complaint
process and individuals who seek resolution through the informal procedure may request that the informal process be
terminated at any time to move to the formal complaint procedure.

However, all complaints of unlawful harassment (see definition on page 1) involving a Corporation employee, any adult
member of the Corporation community, or a third party against a student will be formally investigated. Similarly, any
allegations of sexual violence will be formally investigated.

As an initial course of action, if an individual feels that s/he is being unlawfully harassed (see definition on page 1) and
s/he is able and feels safe doing so, the individual should tell or otherwise inform the harasser that the conduct is
unwelcome and must stop. Such direct communication should not be utilized in circumstances involving sexual violence.
The complaining individual should address the allegedly harassing conduct as soon after it occurs as possible. The
Compliance Officer(s) is/are available to support and counsel individuals when taking this initial step or to intervene on
behalf of the individual if requested to do so. An individual who is uncomfortable or unwilling to inform the harasser of
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his/her complaint is not prohibited from otherwise filing an informal or a formal complaint. In addition, with regard to
certain types of unlawful harassment, such as sexual harassment, the Compliance Officer may advise against the use of
the informal complaint process.

An individual who believes s/he has been unlawfully harassed (see definition on page 1) may make an informal
complaint, either orally or in writing: 1) to a teacher, other employee, or building administrator; 2) directly to one of the
Compliance Officers; and/or 3) to the Superintendent or other Corporation-level employee.

All informal complaints must be reported to one of the Compliance Officers who will either facilitate an informal
resolution as described below on his/her own, or appoint another individual to facilitate an informal resolution.

The Corporation's informal complaint procedure is designed to provide employees, other members of the Corporation
community or third parties who believe they are being subjected to unlawful harassment (see definition on page 1) with
a range of options designed to bring about a resolution of their concerns. Depending upon the nature of the complaint
and the wishes of the individual claiming unlawful harassment, informal resolution may involve, but not be limited to,
one or more of the following:

A. Advising the individual about how to communicate the unwelcome nature of the behavior to the alleged
harasser.

B. Distributing a copy of the anti-harassment policy as a reminder to the individuals in the school building or office
where the individual whose behavior is being questioned works or attends.

C. If both parties agree, the Compliance Officers may arrange and facilitate a meeting between the individual
claiming harassment and the individual accused of harassment to work out a mutual resolution. Such a meeting
is not appropriate in circumstances involving sexual violence.

While there are no set time limits within which an informal complaint must be resolved, one of the Compliance Officers
or a designee will exercise his/her authority to attempt to resolve all informal complaints within fifteen (15) business
days of receiving the informal complaint. Parties who are dissatisfied with the results of the informal complaint process
may proceed to file a formal complaint, may file a complaint with the United States Department of Education, Office for
Civil Rights (OCR), the Indiana Civil Rights commission (ICRC) or Equal Employment Opportunity Commission (EEOC),
and/or may file a concurrent criminal complaint with the law enforcement agency having jurisdiction. And, as stated
above, parties may request that the informal process be terminated at any time to move to the formal complaint
process.

One of the Compliance Officers or a designee will retain all materials generated as part of the informal complaint process
in accordance with the Board’s records retention policy (see Policy 8310, Policy 8320 and Policy 8330).

Formal Complaint Procedure

If a complaint is not resolved through the informal complaint process, if one of the parties has requested that the
informal complaint process be terminated to move to the formal complaint process, or if the individual elects to file a
formal complaint initially, the formal complaint process as described below shall be implemented.

The formal complaint process is not intended to interfere with the rights of an employee, other member of the
Corporation community, or third party to pursue a complaint of unlawful harassment with the United States Department
of Education, Office for Civil Rights (OCR), the Indiana Civil Rights Commission (ICRC) or Equal Employment Opportunity
Commission (EEOC), and/or to file a concurrent criminal complaint with the law enforcement agency having jurisdiction.

An individual who believes s/he has been subjected to offensive conduct/unlawful harassment/retaliation hereinafter
referred to as the "Complainant", may file a formal complaint, either orally or in writing with a teacher, principal, the
Compliance Officer, Superintendent, or other Corporation-level employee. Due to the sensitivity surrounding complaints
of unlawful harassment (see definition on page 1) and retaliation, timelines are flexible for initiating the complaint
process; however, individuals should make every effort to file a complaint within thirty (30) calendar days after the
conduct occurs while the facts are known and potential witnesses are available. If a Complainant informs a teacher,
principal, Superintendent, or other Corporation-level employee, either orally or in writing, about any complaint of
harassment or retaliation, the employee to whom the complaint is reported must report such information to the
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Compliance Officer or designee within two (2) business days.

Throughout the course of the process as described herein, the Compliance Officer should keep the parties informed of
the status of the investigation and the decision making process.

All formal complaints of unlawful harassment (see definition on page 1) or retaliation must include the following
information to the extent it is available: the identity of the individual believed to have engaged in, or be engaging in,
offensive conduct/harassment/retaliation; a detailed description of the facts upon which the complaint is based; a list of
potential witnesses; and the resolution sought by the Complainant.

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

Upon receiving a formal complaint, the Compliance Officer will consider whether any action should be taken in the
investigatory phase to protect the Complainant from further harassment or retaliation, including, but not limited to, a
change of work assignment or schedule for the Complainant and/or the alleged harasser. In making such a
determination, the Compliance Officer should consult the Complainant to assess his/her agreement to any action
deemed appropriate. If the Complainant is unwilling to consent any change that is deemed appropriate by the
Compliance Officer, the Compliance Officer may still take whatever actions s/he deems appropriate in consultation with
the Superintendent and/or Board Attorney.

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

Contemporaneously, one of the Compliance Officers or a designee will inform the individual alleged to have engaged in
the unlawful harassing or retaliatory conduct, hereinafter referred to as the "Respondent”, that a complaint has been
received. The Respondent will be informed about the nature of the allegations and a copy of the Board’s anti-harassment
policy shall be provided to the Respondent. The Respondent must also be informed of the opportunity to submit a
written response to the complaint within five (5) business days.

Although certain cases may require additional time, one of the Compliance Officers or a designee will attempt to
complete an investigation into the allegations of harassment or retaliation within fifteen (15) business days of receiving
the formal complaint.

The investigation will include:

A. interview(s) with the Complainant;

B. interview(s) with the Respondent;

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

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

At the conclusion of the investigation, the Compliance Officer or the designee shall prepare and deliver a written report
to the Superintendent that summarizes the evidence gathered during the investigation and provides recommendations
based on the evidence and the definition of unlawful harassment as provided in Board policy and State and Federal law
as to whether the Complainant has been subjected to unlawful harassment (see definition on page 1) or retaliation. The
Compliance Officer's recommendations must be based upon the totality of the circumstances, including the ages and
maturity levels of those involved. In determining if discriminatory harassment or retaliation occurred, a preponderance
of evidence standard will be used (i.e., it is more likely than not that unlawful discrimination retaliation occurred).

The Compliance Officer may consult with the Board’s legal counsel before finalizing the report to the Superintendent.

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

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

A Complainant or respondent who is dissatisfied with the decision of the Superintendent may appeal through a signed
written request to the Board of School Trustees within five (5) business days of his/her receipt of the Superintendent’s
final decision.

If the Superintendent is the Respondent, the appeal process will skip the review by the Superintendent and move
directly to the Board. In such circumstances, the Compliance Officer, or the designee, shall prepare and deliver a written
report to the Board that summarizes the evidence gathered during the investigation and provides recommendations
based on the evidence and the definition of unlawful harassment/retaliation as provided in Board policy and State and
Federal law as to whether the Complainant has been subjected to unlawful harassment (see definition on page 1) or
retaliation.

The Board shall meet with the concerned parties and their representatives within twenty (20) business days of the
receipt of a written request to appeal. At this meeting, the parties have the right to present evidence, including
testimony and/or exhibits, to the Board in support of their position. A copy of the Board’s disposition of the appeal shall
be sent to each concerned party within ten (10) business days of this meeting. The decision of the Board will be final.

The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment/retaliation
regardless of whether the member of the Corporation community or third party alleging the unlawful
harassment/retaliation pursues the complaint. The Board also reserves the right to have the formal complaint
investigation conducted by an external person in accordance with this policy or in such other manner as deemed
appropriate by the Board or its designee.

The Complainant and the Respondent may be represented, at his/her own cost, at any of the above-described
meetings/hearings.

The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person’s pursuit
of other remedies such as the filing of a complaint with the Office for Civil Rights, Equal Employment Opportunity
Commission, Indiana Civil Rights Commission, or the filing of a concurrent criminal complaint. Use of the complaint
procedures is not a prerequisite to the pursuit of other remedies. Furthermore, the complaint must be investigated even
if a separate investigation is being conducted by another agency, including but not limited to the local police department.

Privacy/Confidentiality

The Corporation will employ all reasonable efforts to protect the privacy of the Complainant, the Respondent(s) (that is
the individual(s) against whom the complaint is filed), and the witnesses to the extent possible, consistent with the
Corporation's legal obligations to investigate, to take appropriate action, and comply with any discovery or disclosure
obligations.

All records generated under the terms of this policy shall be maintained as confidential to the extent permitted by law.
Confidentiality, however, cannot be guaranteed.

All Complainants proceeding through the formal investigation process should be advised that their identities may be
disclosed to the Respondent(s).

During the course of a formal investigation, the Compliance Officer or his/her designee will instruct all members of the
Corporation community and third parties who are interviewed about the importance of maintaining confidentiality. Any
individual who is interviewed as part of a harassment investigation is expected not to disclose any information that s/he
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learns or that s/he provides during the course of the investigation.
Remedial Actions, Sanctions and Monitoring

The Board shall vigorously enforce its prohibitions against unlawful harassment (see definition on page 1) or retaliation
by taking appropriate action reasonable calculated to stop the harassment and prevent further such harassment.

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

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

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

All subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end such
conduct, prevents it recurrence, and remedy its effects. Prior sanctions imposed on the Respondent(s) for similar past
conduct shall be considered in determining the appropriateness of the sanction(s) imposed for the present conduct.

The Board may appoint an individual, who may be an employee of the Corporation, to monitor the Respondent to ensure
no further discrimination or retaliation occurs. Likewise, the Board may appoint an individual, who may be an employee
of the Corporation other than the Respondent, to follow up with the Complainant to ensure that no further
discrimination or retaliation has occurred and to take action to promptly address any reported occurrences.

Retention of Public Records, Student Records, and Investigatory Records and Materials

All individuals charged with conducting investigations under this policy shall retain all information, documents,
electronically stored information ("ESI"), and electronic media (as defined in Policy 8315) created and received as part of
an investigation, including but not limited to complaints, responses, witness statements, documentary evidence, audio,
video and/or digital recordings, handwritten and contemporaneous notes, e-mails related to the investigation and
allegations, printouts, letters, determinations, and summaries. The information, documents, ESI, and electronic media (as
defined in Policy 8315) retained may include public records and records exempt from disclosure under Federal and/or
State law (e.g., student records).

The information, documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an
investigation shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, Policy 8330 and the Corporation’s
records retention schedule.

Retaliation

Any act of retaliation against a person who has made a report, filed a complaint alleging unlawful harassment, or
participated as a witness in a harassment investigation is prohibited.

Specifically, the Board will not discriminate/retaliate against, coerce, intimidate, threaten, or interfere with any individual
because the person opposed any act or practice of unlawful harassment (see definition on page 1), or because that
individual made a charge, testified, assisted or participated in any manner in an investigation, proceeding, or hearing
pertaining to unlawful harassment, or because that individual exercised, enjoyed, aided or encouraged any other person
in the exercise or enjoyment of any right granted or protected by Federal or State laws.

Individuals found to have engaged in retaliation shall be subject to disciplinary action, up to and including termination of
employment or expulsion from school.

Allegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct
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State law requires any teacher or school employee who knows or suspects that a child under the age of eighteen (18) is a
victim of child abuse or neglect to immediately report that knowledge or suspicion to the Department of Child Services,
Office of Child Protective Services. If, during the course of a harassment investigation, the Compliance Officer or a
designee has reason to believe or suspect that the alleged conduct reasonably indicates abuse or neglect of the
Complainant or the alleged victim, a report of such knowledge must be made in accordance with State law and Board
Policy.

If the Compliance Officer or a designee has reason to believe that the Complainant has been the victim of criminal
conduct as defined under State law, such knowledge should be reported to local law enforcement.

Any reports made to the local Child Protective Services or to local law enforcement shall not terminate the Compliance
Officer’s or a designee’s obligation and responsibility to continue to investigate a complaint of harassment. While the
Compliance Officer or a designee may work cooperatively with outside agencies to conduct concurrent investigations, in
no event shall the harassment investigation by inhibited by the involvement of outside agencies.

Education and Training

In support of this Anti-Harassment Policy, the Board promotes preventative educational measures to create greater
awareness of unlawful discriminatory practices. The Compliance Officers will oversee training of Corporation employees
and students so that they understand their rights and responsibilities under Federal and State law and are informed of
the Board's policies and practices with respect to fully implementing and complying with the requirements of Federal
and State law. All training regarding the Board's policy and administrative guidelines and harassment in general will be
age and content appropriate.

Notice

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

Drug and Alcohol Free Workplace: 3122

The School Board believes that quality education is not possible in an environment affected by drugs. It will seek,
therefore, to establish and maintain an educational setting which meets the requirements in the Drug-Free Workplace
Act and the Drug-Free Schools and Communities Act.

In compliance with the Act, the Board prohibits the manufacture, possession, use, distribution, or dispensing of any
controlled substance and alcohol, by any member of the Corporation's professional staff at any time while on
Corporation property or while involved in any Corporation-related activity or event. An employee who reports for duty or
attends a Corporation-sponsored function after using a controlled substance or consuming alcohol is in violation of this
prohibition. Any staff member who violates this policy shall be subject to disciplinary action in accordance with
Corporation guidelines and the terms of collective bargaining agreements.

The Superintendent shall establish whatever programs and procedures are necessary to meet the Federal certification
requirements but which also comply or do not interfere with collective bargaining agreements.

Tobacco Use Prevention Policy: 3215

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

For the purposes of this policy "tobacco" is defined to include any lighted or unlighted cigarette, cigar, pipe, bidi, clove
cigarette, and any other smoking product; spit tobacco, also known as smokeless, dip, chew, nicotine pouch and snuff, in
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any form; and all electronic nicotine delivery systems (ENDS) such as e-cigarettes and vape and hookah pens.

The use of tobacco products poses health issues for the user and second-hand smoke is a threat to the personal health of
others. In addition, nicotine is a powerfully addictive substance and the use of tobacco products could lead to nicotine
addiction. In order to protect students and staff who choose not to use tobacco from an environment noxious to them,
and because the Board cannot, even by indirection, condone the use of tobacco, the Board prohibits the use of tobacco
by professional staff members at all times within any facility owned or leased or contracted for by the Board.

The Board also prohibits the use of tobacco anywhere on the campus of any facility owned or leased or contracted for by
the Board, including, but not limited to, practice fields, playgrounds, football fields, baseball fields, softball fields, pool
areas, soccer fields, tennis courts, and all open areas and will remain in effect at all times. Furthermore, the Board
prohibits the use of tobacco in all vehicles owned or operated by the Board, including, but not limited to, school buses,
special purpose buses, vans, trucks, and cars.

Employees who violate this policy shall be subject to disciplinary action in accordance with the applicable policies of the
Board.

Building Access

Building access is a shared responsibility of all Culver Community staff and is crucial for maintaining security, ensuring
safety, and protecting the students and staff. Access to Culver Community Schools buildings and key assignments will be
based on an employee’s job title and assigned responsibilities. All keys and access control badges for the buildings are
property of Culver Community Schools. Keys and access control badges issued become the individual’s responsibility until
termination of employment, or the granted access to an area is no longer needed. Employees will be given access to the
building(s) and area(s) they are assigned to work in.

All staff are required to wear their ID access control badges while on campus. Staff should be identifiable and anyone
who is not wearing an ID should be redirected to the office.

Physical Keys

Staff will be issued the minimum number of keys at the lowest level of access needed to perform their job
responsibilities. Keys are assigned to individuals and shall not be loaned or passed along to other staff or students. All
assigned keys must be returned upon termination of employment P a g e 14 | 40 or when requested by a supervisor. If a
key is lost it should be reported to the employee's supervisor immediately. Keys must be safeguarded and remain solely
in the possession of the person whom they were issued. Staff are prohibited from unauthorized possession or use of keys
not issued to them. Duplicating or replacing keys outside of ACSC is STRICTLY PROHIBITED and is a breach of the access
control policy.

Visitors: 9150

The School Board understands that parents or other persons with legitimate educational purposes may visit the school;
however, in order for the educational program to continue undisturbed when visitors are present and to prevent the
intrusion of disruptive persons into the schools, it is necessary to invoke visitor controls.

The Superintendent or principal has the authority to prohibit the entry of any person to a school of this School
Corporation or to expel any person when there is reason to believe the presence of such person would be detrimental to
the good order of the school. If such an individual refuses to leave the school grounds or creates a disturbance, the
principal is authorized to request from the local law enforcement agency whatever assistance is required to remove the
individual.

Visits by persons other than parents, including but not limited to outside therapists, doctors or other service providers,
are subject to administrative guidelines established by the Superintendent.

Rules regarding entry of persons other than students, staff, and faculty upon school grounds or premises shall be posted
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conspicuously at or near the entrance to such grounds or premises if there are no formal entrances, and at the main
entrance to each school building.

Workplace Violence Prevention: 3217

Except for a person who legally may possess a firearm and has been authorized by the School Board to carry a firearm in
or on School Corporation property, the Board prohibits professional staff members from possessing, storing, making, or
using a weapon in any setting that is under the control and supervision of the Corporation for the purpose of school
activities approved and authorized by the Corporation including, but not limited to, property leased, owned, or
contracted for by the Corporation, a school-sponsored event, or in a Corporation vehicle; provided, however, that a
professional staff member is not prohibited from possessing a firearm or ammunition that is locked in the trunk of the
professional staff member's vehicle, kept in the glove compartment of the professional staff member's locked vehicle, or
stored out of plain sight in the professional staff member's locked vehicle.

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

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

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

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

Exceptions to this policy include:

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

B. theatrical props used in appropriate settings;

C. starter pistols used in appropriate school-related sporting events.

Staff members must report knowledge of weapon's possession and/or threats of violence by students, staff members, or
visitors to the principal. Failure to report such information may subject the staff member to disciplinary action, up to and
including termination.

Technology: 7540
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The School Board is committed to the effective use of technology to both enhance the quality of student learning and
the efficiency of School Corporation operations.

Students’ use of Corporation Technology Resources (see definition in Bylaw 0100) is a privilege, not a right. As a
prerequisite, students and their parents must sign and submit a Student Network and Internet Acceptable Use and Safety
form annually. (See also, Policy 7540.03)

The Superintendent shall develop, recommend for approval by the Board, and implement a written Corporation
Technology Plan (CTP). One of the primary purposes of the CTP is to evaluate new and emerging technologies and how
they will play a role in student achievement and success and/or efficient and effective Corporation operations. The Board
will financially support, as the budget permits, the CTP, including recommendations to provide new and developing
technology for students and staff.

The Superintendent may create a Technology Governance Committee to oversee and guide the development of the CTP.
The Superintendent shall appoint individuals to the Technology Governance Committee that include representatives of
all educational, administrative and business/operational areas in the Corporation.

The CTP shall state the procedures for the proper acquisition of technology. The CTP also shall provide guidance to staff
and students about making safe, appropriate and ethical use of Corporation Technology Resources, as well as inform
both staff and students about disciplinary actions that will be taken if its Technology Resources are abused in any way or
used in an inappropriate, illegal, or unethical manner. See Policy 7540.03 — Student Education Technology Acceptable Use
and Safety and AG 7540.03 — Student Network and Internet Acceptable Use and Safety, and Policy 7540.04 — Staff
Education Technology Acceptable Use and Safety AG 7540.04 — Staff Network and Internet Acceptable Use and Safety.

The Superintendent, in conjunction with the Technology Director, shall review the CTP and report any changes,
amendments, or revisions to the Board.

This policy, along with the Student and Staff Technology Acceptable Use and Safety policies and the Student Code of
Conduct, further govern students’ and staff members’ use of their personal communication devices (see Policy 5136 and
Policy 7530.02). Users have no right or expectation of privacy when using Corporation Technology Resources (including
but not limited to privacy in the content of their personal files, e-mails and records of their online activity when using the
Corporation’s computer network and/or Internet connection).

Further safeguards shall be established so that the Board's investment in both hardware and software achieves the
benefits of technology and inhibits negative side effects. Accordingly, students shall be educated about appropriate
online behavior including, but not limited to: using social media to interact with others online; interacting with other
individuals in chat rooms or on blogs; and, recognizing what constitutes cyberbullying, understanding cyberbullying is a
violation of Board policy, and learning appropriate responses if they experience cyberbullying.

Cell Phone Usage: 7530.02

Use of personal communication devices (“PCDs”) has become pervasive in the workplace. For purposes of this policy,
“personal communication device” includes computers, tablets (e.g., iPads and similar devices), electronic readers
(“e-readers”; e.g., Kindles and similar devices), cell phones (e.g., mobile/cellular telephones, smartphones [e.g.,
BlackBerry, iPhone, Android devices, Windows Mobile devices, etc.]. Whether the PCD is Corporation-owned and
assigned to a specific employee or school official or personally-owned by the employee or school official (regardless of
whether the Corporation pays the employee or school official an allowance for his/her use of the device, the Corporation
reimburses the employee or school official on a per-use basis for their business-related use of his/her PCD, or the
employee or school official receives no remuneration for his/her use of a personally-owned PCD), the employee or
school official is responsible for using the device in a safe and appropriate manner and in accordance with this policy and
its accompanying guidelines, as well as other pertinent Board policies.

Conducting Corporation Business Using a PCD
Employees and school officials are permitted to use a Corporation-owned and/or personally owned-PCD to make/receive
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calls, send/receive emails, send/receive texts, send/receive instant messages, or approved social media outlets that
concern Corporation business of any kind.

Employees and school officials are responsible for archiving such communication(s) in accordance with the Corporation's
requirements.

Safe and Appropriate Use of Personal Communication Devices, Including Cell Phones

Employees and school officials whose job responsibilities include driving are prohibited from holding or using their
device while operating a moving motor vehicle during work duties. Safety must come before all other concerns.
Regardless of the circumstances, including slow or stopped traffic, employees and school officials shall pull off to the side
of the road and safely stop the vehicle before placing or accepting a call. Reading or sending a text message, instant
message or e-mail, or browsing the Internet using a PCD while operating a moving motor vehicle is strictly prohibited.
Exceptions to these prohibitions are to place a call to 911 to report a bona fide emergency or using the
telecommunications device with hands-free or voice-activated technology. In cases of reporting a bona fide emergency, if
possible, the driver should move to the side of the road and stop the vehicle before using the cell phone, electronic
device, mobile phone, or telecommunications device. In the interest of safety for employees, school officials, and other
drivers, employees, and school officials are required to comply with all applicable State laws and local ordinances while
driving, including any laws that prohibit texting or holding/using a cell phone or other PCD while driving.

Employees and school officials may not use a PCD in a way that might reasonably create in the mind of another person
an impression of being threatened, humiliated, harassed, embarrassed or intimidated.

Duty To Maintain Confidentiality of Student Personally Identifiable Information - Public and Student Record
Requirements

Employees and school officials are subject to all applicable policies and guidelines pertaining to protection of the
security, integrity and availability of the data stored on a PCD regardless of whether they are Corporation-owned and
assigned to a specific employee or school official or personally-owned by the employee or school official.

PCD communications, including calls, text messages, instant messages, and e-mails sent or received, may not be secure.
Therefore, employees and school officials should use discretion when using a PCD to relay confidential information,
particularly as it relates to students.

Additionally, PCD communications, including text messages, instant messages and e-mails sent and/or received by a
public employee or school official using his/her PCD may constitute public records.

Further, PCD communications about students, including text messages, instant messages and e-mails sent and/or
received by a Corporation employee or school official using his/her PCD, may constitute education records if the content
includes personally identifiable information about a student.

Communications, including text messages, instant messages, and e-mails sent and/or received by a Corporation
employee or school official using his/her PCD, that are public records or student records are subject to retention and
disclosure, upon request, in accordance with Policy 8310 — Public Records. PCD communications that are student records
should be maintained pursuant to Policy 8330 — Students Records.

It is the responsibility of the Corporation employee or school official who uses a PCD for Corporation business-related
use to archive all text messages, instant messages and e-mails sent and/or received using his/her PCD in accordance with
the Corporation’s requirements.

Finally, PCD communications and other electronically stored information (ESI) stored on the employee's or school
official’s PCD may be subject to a Litigation Hold pursuant to Policy 8315 — Information Management. Employees and
school officials are required to comply with Corporation requests to produce copies of PCD communications in their
possession that are either public records or education records or that constitute ESI that is subject to a Litigation Hold.

If a PCD is lost, stolen, hacked or otherwise subjected to unauthorized access, the employee or school official must notify
the Superintendent immediately so a determination can be made as to whether any public records, student records

21



and/or ESI subject to a Litigation Hold have been compromised and/or lost. Pursuant to Policy 8305 Information Security
and its accompanying guidelines, the Superintendent shall determine whether any security breach notification laws may
have application to the situation. Appropriate notifications will be sent unless the records/information stored on the PCD
were encrypted.

The Board prohibits employees and school officials from maintaining the following types of records and/or information
on their PCDs, cell phones:

A. social security numbers

driver’s license numbers

credit and debit card information

financial account numbers

student personally identifiable information

information required to be kept confidential pursuant to the Americans with Disabilities Act (ADA)

G. personal health information as defined by the Health Insurance Portability and Accountability Act (HIPAA)
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It is suggested that employees and school officials lock and password-protect their PCDs when not in use.

Employees and school officials are responsible for making sure no third parties (including family members) have access
to records and/or information, which is maintained on a PCD in their possession, that is confidential, privileged or
otherwise protected by State and/or Federal law.

Privacy Issues

Except in emergency situations or as otherwise authorized by the Superintendent or as necessary to fulfill their job
responsibilities, employees and school officials are prohibited from using PCDs to capture, record and/or transmit the
words or sounds (i.e., audio) and/or images (i.e., pictures/video) of any student, staff member or other person in the
school or while attending a school-related activity. Using a PCD to capture, record and/or transmit audio and/or
pictures/video of an individual without proper consent is considered an invasion of privacy and is not permitted.

The use of a PCD that contains built-in cameras (i.e., devices that take still or motion pictures, whether in a digital or
other format) is prohibited in gymnasiums, locker rooms, shower facilities, and rest/bathrooms.

Personal Use of PCDs While at Work

Corporation employees may carry PCDs and/or cell phones with them while at work but are subject to the following
restrictions:

A. Excessive use of a PCD and/or cell phone for personal business during work hours is considered outside the

employee's scope of employment and may result in disciplinary action.

B. Employees are personally and solely responsible for the care and security of their personally-owned PCDs. The
Board assumes no responsibility for theft, loss, or damage to, or misuse or unauthorized use of,
personally-owned PCDs brought onto Corporation property, or the unauthorized use of such devices.

Potential Disciplinary Action

Violation of any provision of this policy may constitute just cause for disciplinary action up to and including termination.
Use of a PCD in any manner contrary to local, State or Federal laws also may result in disciplinary action up to and
including termination.

Social Media: 7540
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For purposes of this policy, social media is defined as Internet-based applications that facilitate communication (e.g.,
interactive/two- way conversation/dialogue) and networking between individuals or groups. Social media is "essentially a
category of online media where people are talking, participating, sharing, networking, and bookmarking online. Most
social media services encourage discussion, feedback, voting, comments, and sharing of information from all interested
parties." (Quote from Ron Jones of Search Engine Watch) Social media provides a way for people to stay "connected or
linked to other sites, resources, and people." Examples include Facebook, Twitter, Instagram, webmail, text messaging,
chat, blogs, and instant messaging (IM). Social media does not include sending or receiving e-mail through the use of
Corporation-issued e-mail accounts.

Staff may use social media for business-related purposes. Authorized staff may use Corporation Technology Resources to
access and use social media to increase awareness of Corporation programs and activities, as well as to promote
achievements of staff and students, provided the Superintendent approves, in advance, such access and use. Use of
social media for business-related purposes is subject to Indiana's public records laws and staff members are responsible
for archiving their social media and complying with the Corporation's record retention schedule. See Policy 8310 — Public
Records and AG 8310A —Access to Public Records.

Instructional staff and their students may use Corporation Technology Resources to access and use social media for
educational purposes, provided the principal approves, in advance, such access and use.

Students shall comply with Policy 7540.03 and Policy 5136 when using Corporation Technology Resources to access
and/or use social media. Similarly, staff shall comply with Policy 7540.04 and Policy 7530.02 when using Corporation
Technology Resources to access and/or use social media.

Leaves

SICK LEAVE
Sick leave shall be credited annually to each teacher on the first day of his/her employment year as follows:
1. Ten (10) days for teachers on a regular contract for the first time.
2. Eight (8) days for teachers on regular contract for the second and succeeding years of service.
3. Teachers who have accumulated sick leave in the last previous school corporation of employment may, at the
start of the second contract year in this school corporation, transfer in three (3) days of accumulated sick leave.
An additional three (3) days of said accumulated sick leave may be transferred in for each succeeding year of
employment in this school corporation until all such accumulated sick leave has been so transferred.
4. At the end of the school year the total unused portion of the annual sick leave allowance shall be permitted to
accumulate.
5. Sick leave days accumulated by a teacher prior to a leave of absence shall be credited to the teacher upon return
to duty from the leave of absence.
6. Annual and accumulated sick leave days may be used only for the following reasons:

a. Personal illness, quarantine, or injury of the Teacher. A Teacher quarantined due to federal, state, or
county mandated requirements who supplies a physician's documentation of specified illness shall be
placed on paid administrative leave rather than having the leave time deducted from the Teacher's
annual or accumulated sick leave.

b. Medical and/or dental appointment for the Teacher.

Iliness or injury of a member of the household, parent, or child of the Teacher up to five (5) days.

d. In order for a Teacher to use more than five (5) consecutive days of sick leave for himself or herself, a
doctor's note regarding the illness or injury must be provided.

e. Upon accumulation of ninety (90) sick days, a teacher may elect to convert five (5) sick days to one (1)
personal day twice per year.

f. A Teacher who has exhausted sick leave or personal leave and is required to quarantine by school
administration will be provided a reduction in contract days upon return from quarantine. For example:
10 unpaid days would reduce 184 days contrast to 174 days contract

o

SICK LEAVE BANK
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A voluntary sick leave bank shall be established for the benefit of all certified staff members who elect to join the sick
leave bank. The sick leave bank shall be used for the purpose of providing a bank of days upon which members of the
sick leave bank may draw in case of extended illness or temporary disability of the certified staff member. The following
rules shall govern the operation of the sick leave bank:

1. A member of the certified staff may elect to join the sick leave bank by contributing two (2) of his/her
accumulated sick leave days to the sick leave bank.

2. The annual enrollment period of accepting voluntary membership in the sick leave bank shall be the first ten (10)
days of the school year or the first ten (10) days following ratification of this Contract, whichever is later.

3. A Teacher employed by the school corporation after the annual enroliment period has passed shall have ten (10)
days from the date of employment in which to enroll in the sick leave bank.

4. Those certified staff members electing to become a member of the sick leave bank must remain a member for
the entire school year. A member of the sick leave bank ceases to be a member upon his termination of
employment in the corporation.

5. Members may draw from the sick leave bank within the following conditions:

a. Days are available in the bank.

b. Allsick leave and personal leave accumulated by the member have been exhausted.

c. After an individual has been absent a minimum of five (5) school days for the same illness or disability
and has exhausted all individual sick leave and personal leave

d. A member of the sick leave bank may draw a maximum of thirty (30) days from the sick leave bank
during any one school year. Days shall be paid back to the bank at a rate of two (2) days per school year
until the bank is repaid half the number days borrowed or the Teacher separates employment.

e. For a member to draw from the sick leave bank, an attending physician's statement must be presented
verifying the nature of the illness and the necessity for being absent.

6. Membership in the sick leave bank shall be automatically continued from one school year to the next unless the
member indicates in writing his election to withdraw from the sick leave bank. Such withdrawal must be so
indicated during the annual enrollment period.

7. Days remaining in the sick leave bank at the end of the school year shall remain in the sick leave bank.

8. Whenever the total accumulated days in the sick leave bank fall below seventy (70) days, each member of the
sick leave bank shall be assessed one (1) additional sick leave day to be added to the sick leave bank.

9. Members of the sick leave bank who leave the employment of the corporation or who withdraw from the sick
leave bank shall leave in the sick leave bank any days contributed.

10. The Sick Leave Bank Committee shall determine the eligibility of each person who applies to the sick leave bank.
The Sick Leave Bank Committee shall be composed of three people appointed by the Association and two people
appointed by the Superintendent. The chair shall be elected by the committee.

11. A Teacher who separates employment may choose to donate the balance of his/her accumulated leave to the
sick leave bank and shall provide written notification to the Superintendent as such.

PERSONAL LEAVE

1. Teachers shall be granted three (3) days of personal leave with pay per school year. Personal leave is to be used
for matters that cannot be scheduled outside of regular school hours. Unused personal leave shall accumulate up
to five (5) days.

2. Any accumulated days beyond five (5) on the final teacher day of the year shall be transferred annually to
accumulated sick leave.

LEGAL LEAVE

1. When requested, a teacher may serve on jury duty. The Board shall pay the teacher his/her full salary provided
that such teacher returns to the Board all pay received for serving on jury duty, excluding the reimbursement for
mileage and meals for serving on jury duty within ten (10) days after the teacher receives such jury duty pay.

2. Teachers required to appear in court on school-related matters will not be penalized in any way. E.

DEATH LEAVE

1.

A Teacher may utilize a maximum of five (5) school days of death leave due to a death in the immediate family or
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for unexpected pregnancy loss by the Teacher or Teacher's spouse. The five (5) school days may include the day
of the funeral, need not be consecutive, and must be used within 90 calendar days of the death. Exceptions may
be approved by the Superintendent based on individual circumstances. 13

2. In the case of the death of any other relative or friend, the teacher shall be eligible for one (1) day of leave on
the day of the funeral. Exceptions may be approved by the Superintendent based on individual circumstances.

PROFESSIONAL LEAVE

1. Teachers may attend professional conferences with the advanced approval of the administration and the Board.
A Teacher shall also receive professional leave for leave time when taking the first attempt of the Praxis or other
licensing examinations with advanced approval from the Superintendent.

2. The Board shall reimburse for registration fees and reasonable parking fees for conferences approved
professional leave requests. A Teacher shall be reimbursed for mileage at the current IRS rate and only when the
school vehicles are not available.

3. The Board may reimburse the teacher for lodging, incurred as a direct result of attending a multiple day
conference over 100 miles. Lodging expenses must be approved by the Superintendent in advance.

4. Proper itemized receipts from such expenditures must be presented for reimbursement.

ASSOCIATION LEAVE

The Association President or his/her designee shall be granted, upon request, a cumulative total of four (4) days total
each year for Association business without the loss of compensation. An additional day of leave will be granted to the
president or designee to lobby in Indianapolis. The Association will pay the cost of a substitute.

PREGNANCY, NON-BIRTHING PARENT LEAVE, ADOPTIVE, AND CHILDBIRTH-DISABILITY-FMLA LEAVE
Culver Community Schools Corporation Bylaws & Policies 3430.01.

MILITARY LEAVE
Culver Community Schools Corporation Bylaws & Policies 3437.

SABBATICAL
A maximum of two (2) Teachers per year shall, upon request, be granted a year's leave without pay, using the following
criteria:
1. Requests must be made in the Superintendent's office no later than March 31 and shall be granted in the order
submitted.
2. ATeacher may remain in all insurance programs at his/her own expense.
3. ATeacher is not eligible to utilize this provision until they have completed ten (10) years of service at Culver and
may take it again during each subsequent ten-year period of employment.

PAID PARENTAL LEAVE

In addition to other applicable leaves in this agreement, a Teacher is entitled to five (5) days paid parental leave upon:
1. Birth of Teacher's child,
2. Birth of a child to Teacher's spouse, or
3. Placement of a child with a Teacher for adoption or foster care.

Paid parental leave must be used within 90 calendar days of the birth or placement. The leave days need not be taken
consecutively.

FAMILY & MEDICAL LEAVE ACT (FMLA)
1. Paid accumulated sick leave days excluding (5) may be used while a Teacher is on FMLA leave.
2. The School Corporation's contribution to insurance shall continue while a Teacher is on FMLA.
3. Teacher will need to contribute their portion (premium balance minus School Corporation contribution) to
insurance premium to maintain coverage.
4. Twelve (12) month period is defined as a rolling twelve (12) month period measured backward from the date the
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staff member ends prior uses FMLA leave (i.e. the "leave year" is specific to each individual staff member).
5. For informational purposes only, FMLA can also be found in School Corporation Bylaws & Policies 3430.01.

UNPAID LEAVE

The Board may, at its discretion, approve an unpaid leave up to one school year. Approval will be on a case-by-case basis.
Application for such leave shall be submitted to the Superintendent. The Board shall only contribute to insurance during
any FMLA covered portion of an unpaid leave.

INSURANCE TRUST LEAVE
The School Corporation and the Association shall each appoint one member to the board of the insurance trust. The
member appointed by the organization shall receive professional leave to attend any insurance trust meetings.

EXTENDED LEAVE

A Teacher's request for either a leave of absence that will last three (3) or more weeks, the Board will require the Teacher
to provide transitional training to an identified substitute during two (2) regular teacher workdays that precede the
commencement of the leave. The Teacher shall be entitled to receive no additional compensation over and above the
Teacher's regular per diem rate for performing this ancillary duty. 15 O| P.

WORKER'S COMPENSATION LEAVE

Absence due to injury or assault incurred in the course of the teacher's employment shall not be charged against the
employee's sick leave days or personal business days. The Board shall pay to such teacher the difference between the
teacher's salary and benefits received under the Indiana Worker's Compensation Act.

SUMMER SCHOOL LEAVE

When a summer school Teacher must be absent from work, the absence shall be deducted from the Teacher's
accumulated sick or personal leave

Benefit Programs

The Corporation maintains competitive employment benefit programs consistent with other benefit programs
in other school corporations. Read the detailed information provided by the Benefits Coordinator on the
Corporation website to understand the extend of coverage and exclusion under each individual plan.

Retirement

The School Corporation shall contribute three percent (3%) of each Teacher’s salary into individual 401(a)
accounts on behalf of each teacher. Teachers shall be vested in the 401(a) upon the initial contribution.
Contributions shall be made no later than December 31st of the contracted year

Additional information regarding Teacher Retirement Benefits and insurance information can be found in
the Teachers Contract Article Ill.

Dress and Appearance: 3216

The School Board believes that professional staff members set an example for their students to follow.

The Board authorizes the development of standards for staff dress and appearance that promote a professional
educational atmosphere that gives consideration to the impact on the educational process and the diversity of the
School Corporation's staff.

When assigned to Corporation duty, all staff members shall:
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be physically clean and neat;

dress in a manner consistent with their professional responsibilities

dress in a manner that communicates to students pride in personal appearance;

dress in a manner that does not cause damage to Corporation property;

appear in such a way that does not disrupt the educational process nor cause a health or safety hazard.

mooO P

The established standards for dress and appearance shall be upheld in a nondiscriminatory and uniform manner.

Teacher Days

The teacher contract will consist of 184 days which includes 180 student days and 4 teacher work days, two before the
start of the school year, one during the school year, and one at the end of the school year.

Preparation Periods

Preparation periods are an important time for certified staff to prepare lesson plans, grade, participate in meetings, and
other important responsibilities. Each full-time teacher will be assigned time for preparation. Any requests to leave the
school during preparation periods must be approved by the principal.

Teacher Hours

The teacher work day consists of eight (8) hours and shall include thirty (30) minutes of duty-free time. Meetings that
extend beyond the teacher work day will be handled professionally with student interest first and foremost. The teacher
work day runs from 7:30am until 3:30pm.

Attendance

Regular and punctual attendance is critically important. Excessive absenteeism has a negative impact on student
learning.
1. Reporting Absences any time a certified employee is absent from school s/he must report this absence and
request a substitute if necessary, via Red Rover.

Certified employees receive ten (10) sick days the first year of employment and eight (8) sick days for
the second and succeeding years of service. Additionally certified employees shall receive three (3) days of
personal leave. For planned absences, the staff member should report the absence as soon as possible.

2. Substitute Teacher Protocol: It is an expectation the certified employee has an organized system a substitute
teacher can easily understand with minimal assistance. A substitute folder should be left for every absence to
include daily lesson plans, seating chart, any relevant information related to student needs, emergency maps and
procedures, daily schedule, and phone list with important numbers from the building.

3. Unpaid Absences: Certified staff sign a contract specifying they will work 184 days each school year. Requests for
unpaid absences must be submitted to the Superintendent and will only be approved in rare and emergency
circumstances. Unpaid absences will result in a reduced contract and impact the teacher effectiveness score on
the teacher evaluation.

E-Learning/Snow Days/Delayed Days

The School Board recognizes the need to provide students with an opportunity to participate in continuous eLearning
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means of instruction when the traditional school day is compromised due to inclement weather or an unforeseen
circumstance. elLearning is an educational continuous learning experience that is designed to extend, enhance,
supplement and serve as an alternative to classroom instruction.

Explanation of E-Learning Days:

elLearning Planned: for days when the school or School Corporation has pre-planned eLearning on the adopted school
calendar, including planned eLearning days to allow for deep cleaning in response to COVID-19.

elLearning in lieu of cancellation: for days when the school or School Corporation intends to provide onsite instruction,
but must transition to eLearning due to utility or weather conditions.

Culver Community School Corporation Mission

Culver Community Schools Corporation (CCSC) is committed to providing all of our students with an enriching, rigorous,
differentiated and meaningful education. In doing such, we are committed to not only the children earning proficiency
on assessments today, but also empowering the students to do well as members of the future workforce by engaging
them with the tools of today and tomorrow.

eLearning Policies

A. Academic work completion/submission and Attendance: All work should be completed and turned into
teachers the day of eLearning or as directed by the teacher. Teachers will need to keep track of students
synchronous participation for attendance on the day of eLearning based on the following guidelines for
minimum student commitment (do not have to be completed consecutively):

1. PreK 30 minutes
2. Grades K-1 45 minutes
3. Grades 2-3 60 minutes
4. Grades4-5 90 minutes
5. Grades 6-12 30 minutes per teacher

B. Duration of eLearning: Three (3) days will be the maximum consecutive eLearning days in lieu of cancellation
allowed by the School Corporation. After the third day, class shall be in session before another eLearning day in
lieu of cancellation will be utilized. A traditional cancellation may also be imposed in the event of extended
inclement weather or unforeseen circumstance.

C. Platforms: Teachers must utilize the following online platforms to facilitate eLearning: Google Classroom. Online
assignments should be submitted through the Google Classroom. Teachers should communicate with
parents/students about daily assignments, discipline, grades, schedule, and attendance. Mass E-mailing can be
done through Google Classroom or through the student information system.

D. Format: Teachers should utilize a standardized eLearning format. For example, in an efficient lesson plan,
teachers will do the following (unless otherwise instructed in an IEP, an ILP or a 504):

E. As part of the eLearning experience, we should strive to do the same with a thirty to forty (30-40) minute lesson
plan in mind. Teachers should provide students with the following for an effective eLearning experience:

model/demonstrate

guided practice

independent Practice

assessment

provide students with modeling/demonstration material (i.e. video, podcast, presentation, reading

assignment, web site module)

6. ask students to recall what they have learned
This portion should prove that the student has actively participated in the previous step. A recall quiz or
worksheet would be a good example.

7. ask students to apply what they have learned with a higher- level thinking activity
This should not simply be a worksheet. This task should apply knowledge to a problem-solving activity
that incorporates critical thinking and independent thought.

F. Procedure for extra-curricular activities, including athletic practices: On eLearning days there will be no athletic
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practices between 8:00 AM and 3:30 PM Practices and events after 3:30 P.M. will be determined at the
discretion of the Superintendent or administrator and attendance for athletes/patrons will not be mandatory.
G. Employment:
1. Sick Leave & Family lliness days may not be used for a non-illness related absence on eLearning Days
2. Review Wage Rates and Benefit Schedule for Support Staff working requirements
3. Certified Staff: (Administrator, Teachers, Counselors and Librarian)

a. Certified Staff members are expected to work from home on Cancellation and COVID-19
elLearning days from 10:00 AM — 3:15 PM. If a teacher is unable to provide synchronous
elearning, they are to report to their building unless road conditions are in an emergency state
or deemed unsafe. Teachers who are unable to report to work due to road conditions will
communicate with their building principal and implement approved alternative plan.

b. Certified Staff members are expected to work in building on eLearning planned days aligned with
Parent/Teacher Conferences and Professional Development schedules from 7:45 AM to 3:15 PM

c. Teachers, if taking contracted leave time, will post eLearning lesson/assessment substitute plans.

New Teacher Orientation/Teacher Mentor Program

INDUCTION & MENTORING PROGRAM (TEAM CCS)
Program Overview
Mission
The mission of the Induction & Mentoring Program is to improve teaching and student learning by providing support,
encouragement, and guidance to teachers new to their positions in the Culver Community Schools. Our program
provides opportunities for professional growth in a collegial, non-judgmental environment.
Vision
The Teacher Mentor Program provides a robust induction program based on the Marzano Framework for Teaching,
leading to the retention of highly qualified teachers and their ongoing development, resulting in greater student
achievement.
Program Goals
The TEAM (Teachers Excelling and Achieving through Mentoring) CCS Program will:
e Provide confidential support to new teachers.
e Acclimate new teachers to Culver’s core values.
e Familiarize new teachers with curricula, support staff, instructional materials, and professional development
opportunities.
e Enhance mentees’ and mentors’ professional skills through peer coaching, self-reflection, and ongoing
professional development.
e Retain skilled, committed teachers to provide continuity of high-quality instruction.

Placement Levels for New Teachers
Participation in the TEAM CCS Program is determined by a teacher's prior experience upon entering the district:

Placement Level Target Audience Program Duration
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Level 1

Level 2

Level 3

Roles and Responsibilities
The Teacher / Mentee

The role of the new teacher is to actively pursue professional development and growth. Because teaching is a complex
and rewarding challenge, reaching out for support and building relationships among colleagues is crucial to success.

Teachers new to Culver Community 2 Years
Schools with 0 years of teaching

experience.

Teachers new to Culver Community 2 Years
Schools with 1-2 years of teaching

experience.

Teachers new to Culver Community 1 Year

Schools with 3 or more years of
teaching experience.

To thrive in this program, new teachers are expected to demonstrate:

e Enthusiasm for teaching and a commitment to student growth and achievement.
e Approachability and a willingness to build professional relationships with mentors, colleagues, students, and

families.

e Adedication to lifelong learning and the ability to reflect on constructive feedback.

e Resilience and personal responsibility for their own professional growth.
Time Commitment & Requirements:

e Weekly Meetings: Mentees are expected to meet with their assigned mentor at a minimum of once per week.

e Data-Driven Decisions: Meeting time will include reviewing data to ensure classroom decisions and instruction

are data-driven.

Coaching Cycles: Each mentee will actively participate in a Results-Based Coaching Cycle.

Monthly Documentation: Mentors and mentees must jointly complete and submit the TEAM Guiding Practice

Scale each month.

The Mentor Teacher

The role of the Mentor Teacher is to provide daily physical, emotional, institutional, and instructional support to the new

teacher. Mentors serve as professional role models and assist new teachers in understanding and meeting the

responsibilities of the profession.
Specific responsibilities include:

e Framework Guidance: Guide the new teacher in their understanding and application of the Marzano

Framework.

e Professional Learning: Participate in mentor-specific professional learning, attend the school-based mentor
orientation at the beginning of the school year, and participate in follow-up sessions throughout the year.

e Policy Orientation: Assist the new teacher in becoming familiar with all school and district policies, procedures,

resources, and staff members.
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Collaboration: Meet formally and informally with the new teacher at least weekly throughout the school year.
Classroom Support: Assist the new teacher in developing and maintaining an effective classroom management
plan.

e Observation & Feedback: Observe the new teacher and provide non-evaluative, data-based feedback regarding
effective teaching methods, instructional strategies, and best practices.

e Confidentiality: Maintain strict confidentiality regarding all observations, conversations, and aspects of the
mentoring relationship.

The Administrator
The role of the Administrator is to facilitate the TEAM CCS Program and ensure both the mentor and mentee have the
necessary time and resources to fulfill their responsibilities.
Specific responsibilities include:
e Matching & Assignment: Assign a mentor to any new teacher immediately upon hiring (or at any time during the
school year as deemed necessary).
Facilitation: Schedule, plan, and facilitate all TEAM Program meetings and mentor orientations.
Coverage & Time: Provide designated time for mentors and mentees to observe one another, and ensure the
new teacher has opportunities to observe effective veteran teachers.
e Program Monitoring: Regularly monitor new teacher support to ensure pairs are meeting regularly and the
match is effective.
e Professional Growth: Support new teachers in attending and applying professional learning opportunities, and
provide formal training on the Marzano Framework.
e Availability: Remain available to both mentors and new teachers for guidance throughout the school year.

License
Having a valid teaching license on the first contract day of school is a condition of employment. Not meeting this

condition will have an impact on compensation. Not having an active teaching license on the first contract day may also
result in additional disciplinary action, up to termination.

Leaving the Building

It is required you inform the office staff if you are to leave at any time throughout the day during regular contracted
hours.

Emergency Procedures/Drills

Staff and students will be trained on emergency procedures at the beginning of each school year or more often if
needed. Monthly drills, as required by legal code, will be conducted. Certified employees are expected to follow
emergency procedures. Every classroom is equipped with emergency procedures and routes which must always be
visible and accessible. A current class roster should be updated in the emergency “go” bags.

Student Supervision: 3213

Professional staff members shall maintain a standard of care for the supervision, control, and protection of students
commensurate with their assigned duties and responsibilities and are expected to establish and maintain professional
staff-student boundaries that are consistent with their legal, professional and ethical duty of care for students.

The Superintendent shall maintain and enforce the following standards:
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A. A professional staff member shall immediately report to a building administrator any accident, safety hazard, or
other potentially harmful condition or situation s/he detects.

B. A professional staff member shall provide proper instruction in safety matters as presented in assigned course
guides.

C. Each professional staff member shall immediately report to a building administrator knowledge of threats of
violence by students.

D. A professional staff member shall not send students on any personal errands.

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

F. If a student approaches a staff member to seek advice or to ask questions regarding a personal problem related
to sexual behavior, substance abuse, mental or physical health, and/or family relationship, etc., the staff member
may attempt to assist the student by facilitating contact with certified or licensed individuals in the Corporation
or community who specialize in the assessment, diagnosis, and treatment of the student's stated problem. Any
staff member who determines that a student is in need of services shall report the matter to appropriate
authorities. However, under no circumstances should a staff member attempt, unless properly licensed and
authorized to do so, to counsel, assess, diagnose, or treat the student's problem or behavior, nor should any such
staff member inappropriately disclose personally identifiable information concerning the student to third
persons not specifically authorized by law. Parents are to be notified.

G. A professional staff member shall not transport students in a private vehicle without the approval of the
principal.

H. A student shall not be required to perform work or services that may be detrimental to his/her health.

I. Staff members shall only engage in electronic communication with students via email, texting, social media
and/or online networking media, such as Facebook, Twitter, YouTube, MySpace, Skype, blogs, etc., when such
communication is directly related to curricular matters or co-curricular/extra-curricular events or activities.

J.  Staff members are prohibited from electronically transmitting any personally identifiable image of a student(s),
including video, photographs, streaming video, etc. via email, text message, or through the use of social media
and/or online networking media, such as Facebook, Twitter, YouTube, MySpace, Skype, blogs, etc., unless such
transmission has been made as part of a pre-approved curricular matter or co-curricular/extra-curricular event
or activity such as a school- sponsored publication or production in accordance with Policy 5722.

Since most information concerning a child in school, other than directory information described in Policy 8330, is
confidential under Federal and State laws, any staff member who shares confidential information with another person
not authorized to receive the information may be subject to discipline and/or civil liability. This includes, but is not
limited to, information concerning assessments, grades, behavior, family background, alleged child abuse, and any other
record information.

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

Faculty/Student Relationships: 3213.01

The school board wants to maintain a safe and healthy educational environment for students attending the school
corporation. The interactions between Corporation employees and its students are a paramount concern. See Policy
3213.01 and 3213 for appropriate boundaries between Corporation employees and its students.
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Transporting Students

In accordance with Board Policy 3213, a professional staff member shall not transport students in a private vehicle
without the approval of the principal.

Employee Discipline: 3139

The School Board believes that standards of conduct for professional employees are necessary to provide students with a
positive example of adult behavior and an orderly and efficient instructional environment.

If the Board finds facts that support the use of discipline, the Board may impose a penalty which may include, but not be
limited to one or more of the following:

A. Verbal counseling/oral warning in which a verbal conference between the employee and his/her supervisor is
held.

B. A written warning which is a formal notice of a performance problem or inability to follow established policy.
This notice serves as a warning that continued infractions will not be tolerated and may result in
recommendation for discharge.

C. Probation for a period of time determined by the supervisor in connection with the written warning.

Suspension without pay imposed in compliance with the applicable Indiana statutes.

E. Termination imposed in compliance with applicable Indiana statutes.

©

Examples of gross misconduct that may result in termination include, but are not limited to the following:

A. Reporting for duty under the influence of an alcoholic beverage, an illegal drug, or a prescription drug used other
than in accordance with a prescription.

B. Possession or use of alcoholic beverages or drugs on school property or at an event sponsored by the Board.

C. Willful refusal to follow Board policies, rules, or standards for the conduct of a professional employee, i.e.,
insubordination.

D. Repeated violations of board policies, rules, or standards.

E. Theft, fraud, or another violation of criminal law.

F. Arrest and subsequent conviction of a crime.

G. Falsification or omission of a material fact in the application for employment by the Board.

H. Threats of and/or acts of violence to a person or substantial property damage.

I.  Poor professional judgment resulting in a risk of physical harm to a person.

J. Harassment in violation of Board policy on harassment.

K. Other just or good cause.

In the event a professional staff member is recommended for suspension without pay or dismissal, the procedures
required by Indiana law will be implemented.

Professional employees of the Board shall be paid on a "salary basis" and suspension of a professional employee without
pay shall not negate the professional employee’s exemption from the Fair Labor Standards Act overtime provisions
pursuant to 29 C.F.R. 541.303.

Evaluation: 3220

The School Board shall adopt a plan for annual performance evaluations of each certificated employee, as defined in I.C.
20-28-11.5-0.5, employed by the School Corporation. This includes each certificated employee, as defined in I.C.
20-29-2-4, and each teacher, as defined in I.C. 20-18-2-22. This plan may be reviewed and amended as needed.

The plan approved by the Board shall include the following components:

A. performance evaluations for all certificated employees, as defined in I.C. 20-28-11.5-0.5, conducted at least
annually;
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B. clearly defined evaluation categories that allow for meaningful differentiation among certificated employees

based on their performance;

measures of effectiveness, including observations and other performance indicators;

D. an explanation of the evaluator’s recommendations for improvement, and the time in which improvement is
expected;

E. discussion of the evaluation between the evaluated employee and the evaluator.

0

In developing a performance evaluation model, the Corporation may consider the following:

A. test scores of students (both formative and summative);

B. classroom observations;

C. observation of student-teacher interactions;

D. knowledge of subject matter;

E. dedication and effectiveness of the teacher through time and effort on task;

F. contributions of teachers through group teacher interactivity in fulfilling the school improvement plan;
G. cooperation of the teacher with supervisors and peers

H. teacher leadership;

I. extracurricular contributions of the teacher;

J.  outside performance evaluations;

K. compliance with Corporation rules and procedures; and

L. otheritems considered important by the Corporation in developing each student to the student’s maximum

intellectual potential and performance.

The Corporation’s annual performance evaluation plan shall be in writing and shall be explained to the Board in a public
meeting before the evaluations are conducted. The plan shall be posted on the Corporation's website. The plan is not
subject to collective bargaining, nor is discussion required.

The Principal of each school in the Corporation shall report in the aggregate the results of staff performance evaluations
for the school for the previous year to the Superintendent and the Board at a public Board meeting held before August
15 of each year on the schedule determined by the Board. Before presentation to the Board, the Superintendent shall
discuss the report of completed evaluations with the teachers. The report of completed evaluations is not subject to
collective bargaining, nor is discussion required.

Transfers and Change of Assignments: 3130

The School Board believes that the appropriate placement of qualified and competent staff is essential to the successful
functioning of the Corporation.

The Superintendent shall be responsible for the assignment and transfer of all professional staff members.

When appropriate, the procedures shall be in accordance with the terms of the negotiated agreement.

Extra Curricular Accounts

Teachers wishing to spend money from their assigned Extra-Curricular Account must always complete a purchase order
from the school treasurer. If the amount will be $50.00 or more, please secure the principal's signature. After
merchandise or service has been received, submit the bill to the treasurer and a check will be made out to the proper
vendor, CHECKS SHALL NOT BE MADE TO "CASH". Bills signed only by students cannot be paid. Students are never
authorized to make purchases in the name of the school. Therefore, NO bill will be paid until the sponsor has indicated
his/her approval by affixing his/her signature to the bill and the purchase order. Paying old bills is very distasteful!!!
Keep your account on a short term basis - not to exceed two weeks. Money collected should be turned in to the
treasurer daily.
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Student/ Classroom Procedures

Activities

Activities may be scheduled after school. Keep in mind that many students live several miles from school and that they
may need to make special arrangements for transportation. The shuttle bus is available to students involved in school
activities. Students can board or deboard only at the scheduled stops: Bass Lake (Community Center), Ora, the
Monterey School, Leiters Ford, DeLong, Culver Community High School and Middle School, or Culver Elementary School.

Teachers may schedule activities such as play practice, intramural, dances, etc., on school nights. The schedule for the
evening must terminate no later than 9:00 P.M. on school nights. Friday and Saturday night activities should terminate
no later than 11:30 P.M.

The teachers in charge are held responsible to provide adequate supervision of their students at all times. Do not have
your students in the building unsupervised. Remember you are "first in and last out."

Students who have been absent from school on a given day are not to participate in extracurricular school events held
that evening. Refer to section - ABSENCES.

If you plan to practice/rehearse during vacation periods, prior approval for use of the building is required. Please make
arrangements with the principal.

Convocation

Programs may be scheduled in the auditorium or the gym. Teachers are to supervise their groups of students. Student
misbehavior should be handled immediately and reported to the assistant principal for further consideration. Teachers
will be assigned specific areas in the auditorium.

Student Discipline

Rules regulating student behavior at school are designed not to limit student growth, but rather to provide a fair, honest,
and orderly manner by which each student can develop to the utmost his personal potential in a dynamic social
environment. All corrections of student behavior should be done for the benefit of the student's best interest or in
respect for the basic rights of other persons .

Every effort should be made on the part of the teacher to make contact with parents so that some type of resolution can
be reached. However, if a teacher has a problem with a student resulting in an intolerable classroom situation the
teacher should send the student to the office. Notify the office via the intercom/phone that the student is on his/her
way. If the teacher must accompany the student, notify a neighboring teacher that you are temporarily absent so that he
will be in charge of your group. Do not leave a group of students without supervision. All offenses referred to the
office must be clearly documented in Harmony before a conference can be held with a parent and before disciplinary
action can be taken with the student. The law specifies clearly that students have rights which the faculty and principal
must honor. Adequate incident reports are necessary.

In most cases, a student sent from class to the office because of behavior problems will not be returned to class until
satisfactory conclusions are reached in a conference with the teacher involved. The teacher and assistant principal must
reach an understanding concerning the student's future participation in the class. This may be based in part on a
behavior agreement. Continual class disruption may result in a withdrawal-failure from the class.

By Indiana Law a teacher may suspend a student from class only for one day. The school principal may suspend for a
period not to exceed five (5) school days. After 5 days the principal may suspend students daily from school for periods
up to one semester.

Teachers should record ALL discipline problems into the Harmony program even though a referral has not been made to
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the office. Harmony’s software offers an efficient method for documenting the entire student’s behavior within the
teacher’s classroom. By documenting all minor incidents, over time the smaller incidents will confirm a significant
classroom problem.

Dog Interdiction Program

A dog interdiction program was implemented to meet the aims of Goals 2000. One of the eight national goals is for
every school to be free of drugs and violence. Dogs may be used to sniff lockers, book bags, motor vehicles, and school
grounds. Students, faculty, and staff are notified over the P.A. system when dogs have entered the building. If anything
is found that is illegal, the student, parent, and local police department are notified immediately.

Early Student Arrivals
Students who arrive early and need to be in the building for help/test, etc., should carry a pass from the teacher involved
and should sign in, in the front office. Also, the teacher should notify the front office to expect the students.

Extra Curricular Events/Saturday/Sunday

It is the responsibility of the supervising personnel to contact the principal regarding custodian(s) for events/activities,
which occur on Saturday/Sunday. A request should be put in writing and submitted to the principal stating the needs for
custodial services and said time for services. This should be submitted at least two weeks prior to the activity date.
Include such events as dances, meetings, programs, play productions. If you have any questions regarding custodial
services see the principal immediately.

Field Trips
THE LAST 10 DAYS OF SCHOOL ARE NOT TO BE USED FOR FIELD TRIPS THAT REQUIRE ABSENCE FROM SCHOOL.
TEACHERS SHALL PLAN NO FIELD TRIP DURING THE LAST 5 DAYS OF A GRADING PERIOD.

Instructional related field trips are not considered interruptions of the instructional day if they meet the following
criteria:

1. The field trips fulfill the instructional objective of a given course.

2. The field trips do not interrupt instructional time of other courses.

It is important that the State Board's commitment to the non-interruption of the instructional day be maintained.

A local school corporation may adapt the instructional day for unique school-community priorities,
including field trips, under the following circumstances:

1. The activity is consistent with and promotes the written educational philosophy and goals of the local school
corporation and the State Board of Education.

2. The activity is necessary for the attainment of specific educational goals of the participating students or the
school.

3. The activity cannot occur without interrupting the instructional day

4. The activity represents a unique educational opportunity for the participants or fulfills a unique community
priority.

5. The activity has the approval of the school principal and the superintendent.

When it becomes necessary to cancel and approved and scheduled field trip, notify the principal immediately. The
principal will notify the superintendent and bus driver.
Two kinds of field trip permits are available:

1. An "inclusive" form, which can be filled out early in the school year, and simply states that the parent of the
student "gives permission for the student to attend any field trip sponsored by the school provided the trip is
supervised by an employed member of the school corporation and has been formally approved by the properly
authorized school principal.

2. A "single event" slip which gives parental permission for the student to participate in a specific event stated on
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the slip.

The first permit relieves the parent and the student from signing a specific slip each time a field trip is planned. The
second permit guarantees that individual permission is always granted for each specific field trip; thus prior to each trip
the parent knows exactly where the student is going.

When seeking approval for field trips please note when the school board meeting/dates are, and how they are aligned
for the proposed trip so that you can submit them far enough in advance.

Request for field trip forms must be submitted three weeks prior to the trip. UNLESS THIS QUALIFICATION 1S
SATISFIED,THE TRIP WILL NOT BE ALLOWED.

On the day of the field trip attendance will be taken and given to the front office BEFORE THE GROUP LEAVES.

Prior to the scheduled trip and in addition to the field trip permit, a student must also file in the principal's office
"prearranged absence" form properly signed by the teacher of each class he is missing. A large group, such as band or
class trip, the teacher will submit a list of student’s names to the office. A signature from the teacher sponsoring the trip
is not required on the form. The responsibility that all forms are on file at the appropriate time or place is on the
student. A teacher's signature on the form is merely an acknowledgement by the teacher that the student will be absent
from his class. Unless arrangements are made in a satisfactory manner, permission to go may be denied either by the
sponsoring teacher and/or the principal.

AT NO TIME AND UNDER NO CIRCUMSTANCES SHALL A STUDENT BE ALLOWED TO GO ON A SCHOOL SPONSORED FIELD
TRIP UNLESS THE PROPER FORMS ARE FILED CORRECTLY IN THE PRINCIPAL'S OFFICE.

Excessive absences may affect a student’s eligibility on a field trip. If a student has more than five absences during the
first grading period or seven or more absences during a semester they may be excluded from participation on the field
trip.

ATTENDANCE AND SCHOOL BEHAVIOR MAY AFFECT FIELD TRIP PARTICIPATION.

Media Center
Opens at 7:45 a.m. Student use of the library is encouraged. Teachers should make library assignments for students. If
students abuse the privilege, deal with that situation as an isolated case.

If you intend to send groups of students to the library, please plan in advance with the librarian so that the facility can be
used to capacity, but not be overcrowded.

You SHOULD NOT SEND students to the library to take tests without prior arrangements. The librarian may
accommodate your request through adequate advance planning.

CCMHS Media Center Pass Procedure

Teachers may issue passes which permit a student to go to the library instead of the study hall. These passes should be
issued early enough that the students will not be late to the library. The students relinquish the pass to the librarian.
Having received passes from SH students, the librarian will present to the SH supervisor a list of those students who are
regularly assigned to the SH and who are now present in the library. This procedure minimizes disruptions at the
beginning of the hour in both the library and the study hall.

Lunch

At lunch, each teacher is responsible for his group until they ARRIVE in the cafeteria. Proper instructions and
"encouragement" on your part guarantees that your students will move to the cafeteria in a manner entirely acceptable
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to general school rules and to the principal’s instruction. Do not dismiss class earlier than scheduled. If a special
schedule is followed, everyone will be notified.

Teachers may eat in the cafeteria. When students are in the food service line, teachers may enter at the head of the
line. Teachers will not be able to pay for their lunch in the cafeteria. The teacher/staff member must deposit money at
the bookstore.

Mail
Teachers should check their mailboxes regularly for mail and other communications. The mail arrives at approximately
10:00 a.m. School mailboxes should be used for school business only.

Mail boxes near the principal's office will be used for mail, paychecks etc. Any bulletin issued will carry information
which may be of interest to the faculty. At various times communications will provide information which should not be
distributed to students therefore the bulletin _should be protected from student viewing. Some bulletins may carry
information which you will choose to make available to students. You may read these portions of the bulletin to your
class.

News Releases

All news releases must be approved by the principal. For some kinds of releases, blanket approval will be given. Two
copies must be filed in the principal's office. One of these copies will be forwarded to the Superintendent. All copy,
other than that having blanket approval, must be in the principal's office in such time that material about which he may
have reservation can be forwarded to the Superintendent for his approval. On his approval the copy can be released to
the media. Be sure to supply a copy in a reasonable amount of time prior to the event.

Hallway Supervision

Teachers are expected to be at their door when their students arrive in the classroom. Teachers shall not leave
unsupervised students in their rooms. On those occasions when a teacher may be faced with an emergency and needs
to leave the group, notify a neighboring teacher of the situation. At all times someone must be responsible for the

group.

Teachers should never leave students in the building unsupervised. Athletic personnel and others with extra-duties are
to be the first people inside the building for an extracurricular activity, and the last to leave.

Staff Supervision Schedule

Staff members may be assigned two periods of supervision, a.m. and p.m. A.M. is 7:45 - 8:00 and the P.M. is dismissal
until 3:15. All teachers not assigned a morning supervision and during passing periods are expected to be at, or near,
their classroom doorway. Staff members are to be at the assigned station at the indicated times.

Operations Protocol

Requesting Supplies

Purchasing supplies or equipment for the school corporation will be done through the requisition method. Anything
purchased without consent from the main office becomes personal debt for which the school will not accept liability.
Inventories of equipment will be maintained at the building level. Staff members may be held financially responsible for
damage to equipment due to neglect.

Materials on Trial

Teachers are discouraged from ordering materials, supplies, equipment, etc, on "trial-basis". Special advance approval
from administration is absolutely necessary. Most of these items are offered with the understanding that the items will
be billed to your account unless you return them by a certain date. Omissions in returning the material will lead to you
being charged for the item even if you don't want it.
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Custodial Services

Rooms should be swept daily, waste baskets emptied daily, and blackboards washed regularly according to need. If you
want material on the blackboard to remain undisturbed, or if you do not want your board washed, please make
adequate plans with the appropriate custodian. Teachers wanting special custodial services or repairs should report such
need to Mr. Carter. A compliment to a custodian for work well done is certainly in order. Complaints concerning
custodial service should be forwarded to Mr. Carter.

Fire Marshal Codes, Energy Conservation, Scents

All certified employees are responsible for following fire code guidelines and taking appropriate corrective actions if the
fire marshal or member of the CCSC Administration notifies you that an area under your responsibility is out of
compliance with the fire code.

Air purifiers are not to be used while students are in the classroom. Scented candles and air fresheners are not to be
used in the classroom.

Certified employees should be mindful of conserving energy for environmental and financial purposes. This includes
practices such as turning off classroom lights when not in use and minimizing heating/cooling loss by preventing doors to
be propped or held open. Appliances such as mini refrigerators, microwaves, and space heaters are not permitted in
classrooms.

Grading

Student evaluation is an important function of teaching. The student handbook indicates parents can expect all grading
to be as fair and impartial as possible and that the basis for such grading be understood by students and parents.
Teachers should expect students and parents to ask questions about the evaluation process. Be sure that your system is
professionally sound. Be objective as possible. If you leave some room for professional subjectivity, which of course is
your prerogative, be aware that parents and students may question situations in which your subjectivity tends to result
in a lower grade.

Provide evidence of several evaluations in your system. One entry per week in your grade book is hardly sufficient.
Provide students basic criteria which must be met before they can receive passing grades. Even if the requirements
seem very simple to you, some students may find the assignments a real challenge. Expect productive effort from
everyone. Try to include the value of regular attendance into your grading system. Deducting points or letters from a
student's grade for poor attendance, for negative attitude, for disruptive behavior, etc., might have appeal for the sake of
simplicity and discipline. Remember that the addition of points for desirable attendance, for active participation in
classroom learning experiences, for the kind of classroom behavior you approve of, for honest regular effort is
psychologically more sound.

Grade cards will be prepared every 9 weeks. Sometimes grade cards will be issued directly to students and sometimes
cards will be mailed. The eligibility of athletes, managers, and cheerleaders will be checked at the end of the nine week
grading period.

To be eligible for varsity sports, sports managers, cheerleading, students must be passing five subjects. If a student
becomes ineligible at the end of a nine week grading period they will be ineligible for the following grading period (IHSAA
ruling).

CCMHS Grading Scale:

Semester grades are calculated on 40% - 40% - 20% scale on which each nine week grade is weighted 40% and the final
examination grade is weighted 20%. The following examples illustrate application of the system in double weighing the
nine week grade.
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All teachers will use pluses and minuses when determining grades for midterm grading period and semester grades.
Pluses and minuses will be used for all grades and reflect specific point values on the GPA. The GPA point system will be
as follows.

A =4.00 B-=2.70 D+=1.30
A-=3.70 C+=230 D =1.00
B+=3.30 C =2.00 D- =0.70
B =3.00 C-=1.70 F =0.00

A+A+C(4+4) + (4+4)+2 =3.6=B+ C+ + B-+D(2.30+2.30)+(3.0+3.0)+1.00=2.2=C

F+ F + C Consecutive F's=F A-+B+F (3.70+3.70) + (3.0 +3.0)+0 =2.68 = C+

CES Grading Scale:

4 - Exceeds grade level standards: student demonstrates understanding and performance beyond
proficiency and has exceeded the standard.

3- Meets grade level standards: Student demonstrates proficiency on all grade levels skills of the topic

2- Approaching Grade Level Standards: Student demonstrates proficiency on foundational skills of the
topic

1- Developing Proficiency: Student demonstrates progress towards initial foundational skills of the topic

Evaluation of student work is a teacher's responsibility. Most certainly the teacher must grade all tests and important
papers.

The teacher grade book information should be confidential between the teacher and each individual student. Students
should not be permitted to invade the privacy of the grade book.

Incompletes - Senior Fail Notices:
Incompletes should be handled through the guidance department. All information shall be provided to the
guidance counselor in regard to what is needed to eliminate the incomplete.

Professional Development Meetings

The Corporation is committed to the ongoing professional growth of all staff members to ensure alignment with our
strategic plan and educational goals. All certified staff are required to participate in mandatory training programs as
defined by the Indiana Department of Education, the curriculum director, and school administrators.

Professional development activities aligned with the corporation's strategic plan must be reviewed and approved by the
school administrator and the superintendent. Teachers seeking to attend professional conferences or workshops should
complete a professional leave request form, which is available in the school office, and submit it for advance approval.

Regularly scheduled professional development sessions are held on Friday afternoons from 2:15 p.m. to 3:30 p.m.
Attendance is required for all certified staff. If you wish to propose an agenda item, please coordinate with the school
administration in advance.

Summer Curriculum Development
Teachers may be requested to participate in curriculum development over the summer.

e Approval: All summer curriculum work must be pre-approved by a school administrator.
e Scheduling: Work will take place during designated, set timeframes established by the administration.
® Reimbursement: The rate of reimbursement for time will be determined each year.
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Animals in the Classroom

The School Board recognizes that there are many occasions when animals are present on School Corporation property
and many reasons for those animals' presence. Animals are commonly utilized by teachers during classroom
presentations and are often housed in classrooms and other locations on campus. Additionally, employees, students,
parents/guardians, vendors, and other members of the public may be accompanied at school by a service animal in
accordance with Federal and Indiana law and this policy.

Please see School Board Policy 8390 for definitions and specifics regarding Animals on School Corporation Property.

Finance

Collection of Money

Certified staff may collect funds related to field trips, fundraisers, or extra curricular activities. All funds should be given
to the building treasurer or placed in the safe deposit box in the main office upon receipt.

Money

Do not leave personal monies and valuables in your desk, files, cabinet, room, or office to tempt students. Use the vault

for safe keeping; leave your valuables with the office secretary. When you have sums of money that belong to your club,

activities, class, etc., be extra cautious and careful. Turn this money over to the treasurer daily for deposit. Handle school
money in the safest manner possible. REPORT LOST/STOLEN MONEY TO the principal IMMEDIATELY.

Money Making Projects/Fundraising
Please fill out the necessary forms with the principal. The forms are available in the book store. No club or class may
conduct a money-making project without the express approval of both the sponsor and the principal.

Collections of monies for community drives, campaigns, etc., shall not be made in school except with the expressed
approval of the Superintendent of Schools and Board of School Trustees. The sale of tickets or merchandise for any
organization or activity other than sponsored by the school is prohibited on school property or at school sponsored
events.

Special Education

It is the responsibility of Certified Employees serving a student under special education to meet all requirements of the
IEP and article 7 compliance. If you need assistance or resources on best practices and how CCSC services students with
special needs, reach out to fellow special education teachers, a building administrator, or the Director of Special
Education. As a certified employee, you may also be the direct point person for special education support staff and assign
them duties to help implement the requirements in the IEP. There is required training for new TOR certified teachers. All
agreed upon promises towards goal and accommodations from the IEP must be documented and the IEP must be
implemented as written. Special Education certified employees may always call the Director of Special Education.

504 Plans

It is the responsibility of certified employees to meet the requirements of all students on 504 plans. If you need
assistance or resources on how to implement accommodations for students with 504 plans you can contact the building
administrator, building guidance counselors, or Director of Special Education. All agreed upon accommodations in a 504
plan must be documented and implemented as written.

Multilingual Learners

It is the responsibility of certified employees serving a student with an ILP to meet the instructional supports and
accommodations outlined in the plan. If you need assistance in interpreting how best to implement ILP instructional
supports and accommodation or understanding the specific language needs of your students, please communicate with
your building administrators or the ELL Coordinator, Mr. Carver.
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Separation of Service

Resignation

A certified employee who has entered into a contract with the Corporation must provide thirty (30) days’ written notice
if s/he takes a teaching job with another school corporation after the school year has started or less than fourteen (14)
days before the day on which the certified employee must report for work.

Per board policy 3140, following submission of a resignation to the Superintendent, the employee may not withdraw or
otherwise rescind that resignation. The Board may choose to accept that resignation, deny that resignation or take any
other appropriate action relating to the termination, suspension or cancellation of employment of the person submitting
the resignation. A resignation, once submitted, may not then be rescinded unless the Board agrees.

Reduction in Force (RIF): 3131

Per board policy 3131, the Board reserved the right to reduce positions within the Corporation and to whenever reasons
of curricular changes, changes in enrollment, return to duty from leave of a certificated staff member, closing of schools,
territorial changes, fiscal reasons, or other good cause warrants. See board policy 3131 for additional procedures and
information.

Return of school property upon separation

When employment with the Corporation terminates, for whatever reason, the employee is required to immediately
return all corporation owned property used during his or her employment and all documents and materials that may
contain proprietary or confidential information. This includes without limitation: keys, technology, identification badges,
communication devices, equipment, materials or items purchased, leased, owned, or otherwise belonging to the
corporation.
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