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1.5  MERRILLVILLE COMMUNITY SCHOOL CORPORATION SCHOOL BOARD 
       ELECTION PROCEDURES 
 
A. Origin of School Corporation 
Reorganization of the Ross Township into the Ross Township School Corporation was finalized 
by Resolution in accordance with an approved School Reorganization Plan (Proposed Unit IV), 
said Resolution being passed August 31, 1964. 
 
The plan was made effective January 1, 1965, and is in compliance with the Acts of 1959, c. 202, 
as amended.  It was approved by the Lake County Committee for the Reorganization of School 
Corporations.  On January 8, 1975, the name of the school corporation was changed from the 
Ross Township School Corporation to the Merrillville Community School Corporation. 
 
The present School Corporation continues in existence under the same territorial boundaries as 
Ross School Township prior to the reorganization. 
 
B. Elections 
The present School Corporation Board of Trustees is comprised of five (5) members, each 
nominated by Petition from Districts in which they reside, but elected on the basis of at-large 
voting within the corporation limits of the School Corporation. 
 
Elected Trustees serve terms of four (4) years.  All elections are held in conjunction with the 
General Elections in applicable years.  Qualified elected trustees take office on January 1st, 
following their election in the November General Election of the preceding year.  No more than 
two (2) Trustees may be elected from the same District. 
 
The designated residence districts and the number of members from each of the residence 
districts are as follows: 
 
DISTRICT 1 Territory of Township lying EAST of Broadway (SR 53); number of members: 

2 members.  Only one trustee from District 1 shall be elected in any School Board 
election.  Terms of office will be staggered such that the terms of two trustees 
from District 1 will overlap by two years. 

 
DISTRICT 2 Territory of said Township lying WEST of Broadway (SR 53), and NORTH of 

SR 330, commonly known as Old Lincoln Highway; number of members: 2 
members.  Only one trustee from District 2 shall be elected in any School Board 
election.  Terms of office will be staggered such that the terms of the two trustees 
from District 2 will overlap by two years. 

 
DISTRICT 3 Territory of said Township lying WEST of Broadway (SR 53), and SOUTH of 

SR 330, commonly known as the Old Lincoln Highway; number of members: 1 
member. 

 
Trustee district boundaries will be reviewed no less than once every ten (10) years by the Board 
of School Trustees.  Such review will be completed within two (2) years of the beginning of the 
census year. 
  



C. Requirements 
Prospective Trustees are nominated by Petition signed by at least ten (10) registered voters 
residing within the corporate limits of the School Corporation.  They must have been a resident 
within the School Corporation for at least three (3) years preceding the election, a resident of the 
particular residence district for which they intend to be a candidate for at least six (6) months 
preceding the election, and a registered voter in the School Corporation jurisdiction. 
 
Nominating Petitions serve as Declarations of Candidacy for said Candidates and are filed as 
such, with the Candidate’s signature affixed, with the Clerk of the Lake Circuit Court in Crown 
Point. 
 
Members of the Board are ineligible to serve in any other elected or appointive office of any 
other governmental unit, and shall not be interested in any contract with, or Claim against, the 
School Board. 
 
All Elections are conducted pursuant to Indiana Election Laws and under supervision of Lake 
County Election Board. 
 
Revised and Presented 9/17/2013 
Adopted 10/01/2013 









1.9 ORGANIZATION OF THE BOARD AND MEETING PROCEDURES 

 A. Officers 

  The School Board shall organize itself and shall elect from its membership a president, 
vice-president, and secretary.  No member shall hold more than one office at the same 
time.  Such election shall be held at an organizational meeting of the School Board 
which may be a special meeting within the first fifteen (l5) days of January in each 
year. Officers may succeed themselves. 

 B. Meetings 

 l. Regular - the regular meeting of the Board shall be on the first and third Tuesday of 
each month at 7:30 p.m. or as otherwise provided by the Board at its annual 
organizational meeting. 

 2. Special - a special meeting of the Board shall be called by the Superintendent or 
Board President by serving on the Board members a written notice of the time and 
place of meeting at least seventy-two (72) hours before the hour of the meeting. 
Notice to each member shall be sent by messenger or by registered mail. 

 3. Adjourned - any legal meeting of the Board may be adjourned to a specific time and 
place. .Only problems on the agenda of the meeting adjourned will be acted upon at 
this meeting. 

 4. Emergency - a meeting to deal with an emergency involving actual or threatened 
injury to person or property, or actual or threatened disruption of the school system. 
Emergency meetings will be convened as rapidly as board members and the 
superintendent can arrive at the agreed meeting place. News media requesting notice 
of board meetings will be informed of emergency meetings immediately following 
notice to the Board and Superintendent, and the public will be notified by posting a 
copy of the agenda prominently at the designated meeting place. 

 5. Executive - a meeting closed to the public for the purposes of discussing collective 
bargaining strategy, pending or threatened litigation, records classified as 
confidential by state or federal statute, security systems, purchase of property (to 
ensure competitive bargaining); interviews with commercial prospects (to ensure 
competitive bargaining); interviews with prospective employees; to receive 
information concerning alleged misconduct or to discuss employment or other status 
of any person over whom the school board has jurisdiction; for other purposes 
authorized by state or federal statute. Final action in all matters discussed in 
executive session will be taken in open board meeting. 

 6. Meeting Sites - All meetings of the Board of Education shall be held in the meeting 
room in the Administration Building unless a different place shall be designated by 
resolution or in the notice of special meeting. 

 7. Starting of Meetings - The president shall start all meetings promptly at the 
appointed hour. 

8. Agenda - The Superintendent on Schools shall prepare an agenda for each Board 
member and shall mail or deliver a copy to each Board member at least twenty-four 
(24) hours previous to the hour of the regular meeting.  News media having filed an 
annual written request in accordance with Indiana Open Door Law, will receive 
notice forty-eight (48) hours in advance of any regular special, rescheduled or 
reconvened meetings of the school board or any executive sessions. 

 



 9. Minutes of Proceedings 
 a. Minutes of the proceedings of the Board of previous meetings shall be prepared 

by the authorized school personnel and mailed or delivered to the members. 
 b. The minutes of the preceding meeting(s) shall be approved by the Board and 

signed by the president and secretary during the first subsequent regular meeting. 
 c. A copy of all motions shall be carefully recorded. The names of those who make 

motions, those who second motions, and those who aye and nay shall be recorded. 
 d. The official minutes shall be bound and kept in the office of the Superintendent of 

Schools. 
 C. Committees and Special Assignments 

 l. The Board of Education shall have no standing committees. 
 2. Special Committees: The Board of Education shall authorize such special 

committees as are deemed necessary. A special committee shall report 
recommendations to the Board for appropriate action.  A special committee shall be 
dissolved when its report is accepted by the Board.  All members of such committees 
shall be appointed by the Board President. 

 3. Special Education Representative: The President shall annually appoint a Board 
member to serve on the Managing Board of the Northwest Indiana Special Education 
Cooperative. 

 D. Records 

  All public records of the Board of Education shall be available to citizens for inspection 
at the Administration Office after reasonable notice. 

 E. Quorum 

  A majority of the members of the Board shall constitute a quorum for the transaction of 
business. In no case shall a resolution become official unless a majority of the quorum 
vote affirmatively. 

 F. Compensation and Expenses 

The annual compensation for each Board member shall be the amount authorized by I.C. 
20-5-3-6.  Each member of the Board of School Trustees shall be entitled to receive a per 
diem as authorized by I.C. 20-5-3-6 for attendance at each regular meeting of the Board. 
Each Board member attending a special meeting of the Board, executive session, work 
session, or Board committee meeting shall be entitled to the per diem at the rate 
established by I.C. 20-5-3-6.  Attendance of a Board member shall be determined by the 
record as reflected in the minutes of the meeting. 
 
Legal reference: I.C. 20-5-3-6 

 
G. Transaction of Business 
 

The Board of Education shall transact all business at a legal meeting of the Board. No 
member of the Board of Education shall have power to act in the name of the Board 
outside of Board meetings unless acting under the direction of the Board as an ex-
officio member of another governmental unit. 

 
 



H. Rules of Order 
 

The rules of parliamentary procedure comprised in Robert’s Rules of Order, revised, shall 
govern the Board in its deliberations unless in conflict with Indiana School law. Rules 
may be amended at any meeting by a majority vote. The order of business may be 
suspended at any meeting by a majority vote of those present. 
 
I. Citizens’ Participation 

 
Citizens who wish to present any matter of concern to the schools shall make a written 
request to the Superintendent by 12:00 noon of the Friday preceding each Board meeting. 
The Board may give citizens who have not presented a written request an opportunity to 
present problems to the Board.  However, it is understood that the Board is not obligated 
to make a decision until complete investigation can be made in any issue brought before 
the Board during any Board meeting. 

 
LEGAL REFERENCE: I.C. 5-14-1.5-1 et seq; I.C. 20-5-3-1; I.C. 20-5-3-2 
 
Revised and Presented 11/20/01 
Adopted 12/4/01 
Revised and Presented 9/17/13 
Adopted 10/01/2013 



















2.5  FAMILY & MEDICAL LEAVES OF ABSENCE (FMLA) 

In accordance with Federal law, the School Board shall provide up to twelve (12) weeks of 
unpaid FMLA leave in any twelve (12) month period to eligible employees for the following 
reasons: 
 
     A-1 the birth of a child and/or the care of a newborn child within one (1) year of the child's 

birth; 
     B-1 the placement of a child with the employee by way of adoption or foster care and/or to 

care for the child within one (1) year of the child's arrival; 
     C-1 the employee is needed to care for a spouse, son, daughter, or parent if such individual 

has a serious health condition; or 
     D-1 the employee’s own serious health condition prevents him/her from performing the 

functions of his/her position. 

Employee Entitlement to Service Member FMLA 

Leave Entitlement 

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

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

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

Duration of Service Member FMLA 

A. When leave is due to a "qualifying exigency": An eligible employee may take up to 
twelve (12) work weeks of leave during any twelve (12) month period. Such leave shall 
be counted with regular FMLA leave time in calculating the twelve (12) weeks of 
allowable leave. 

B. When leave is to care for an injured or ill service member: An eligible employee may 
take up to twenty-six (26) work weeks of leave during a single twelve (12) month period 
to care for the service member who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary disability 
retired list, for a serious injury or illness. This is a one-time benefit per service member. 
Leave to care for an injured or ill service member, when combined with other FMLA-
qualifying leave, may not exceed twenty-six (26) weeks in a single twelve (12) month 
period. 



C. Service Member FMLA runs concurrent with other leave entitlements provided under 
Federal, State, and local law. 

General Provisions 

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

Twelve (12) month period is defined as the twelve (12) month period measured forward from the 
date the employee’s first FMLA leave begins (i.e. the "leave year" is specific to each individual 
employee). 

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

Serious health condition is defined as an illness, injury, impairment, or physical or mental 
condition that involves: 

A. inpatient care, including any period of incapacity or any subsequent treatment in 
connection with such inpatient care; or 

B. continuing treatment by a healthcare provider, including: 
1) a period of incapacity of more than three (3) consecutive calendar days and any 

subsequent treatment or period of incapacity relating to the same condition that 
also involves either in-person treatment two (2) or more times by a healthcare 
provider within thirty (30) days of the first date of incapacity, absent extenuating 
circumstances beyond the employee's control, or in-person treatment by a 
healthcare provider on at least one (1) occasion which results in a regimen of 
continuing treatment under the supervision of a healthcare provider; 

The first visit to the healthcare provider must occur within seven (7) days 
of the first date of incapacity. 

2) any incapacity due to pregnancy or for prenatal care; 
3) any period of incapacity or treatment for such incapacity due to a chronic serious 

health condition; 
4) a period of incapacity which is permanent or long-term due to a condition for 

which treatment may not be effective; 
5) any period of absence to receive multiple treatments by a healthcare provider 

either for restorative surgery after an accident or other injury or for a condition 
that would likely result in a period of incapacity of more than three (3) 
consecutive days in the absence of medical intervention or treatment, such as 
cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), or 
kidney disease (dialysis). 

 



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

Intermittent and Reduced Schedule Leave 

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

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

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

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

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

Employee Notice Requirement 

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

When planning medical treatment or taking leave pursuant to Service Member Family Leave, the 
employee must consult with the Superintendent or designee and make a reasonable effort to 



schedule the leave so as not to unduly disrupt the regular operation of the Corporation, subject to 
the approval of the healthcare provider. 

Substitution of Paid Leave 

The Board shall require the employee to substitute (i.e. run concurrently) any of his/her earned or 
accrued paid leave (e.g. personal illness, vacation leave, personal business) (per the applicable 
collective bargaining agreement) for unpaid FMLA leave (see A-1, B-1, and A-2). 

The employee must meet the medical certification requirements of FMLA.  The leave 
will be required to be used in the following order (as applicable): personal illness, 
vacation, personal business, other. 

 
The Board shall require the employee to substitute any of his/her earned or accrued paid 
vacation, personal leave or sick leave (per the applicable collective bargaining agreement) for 
unpaid FMLA leave provided for either reason C-1 or D-1 and B-2. 

The employee must meet the medical certification requirements of FMLA.  The leave 
will be required to be used in the following order (as applicable): personal illness and/or 
family illness (dependent upon reason C-1, D-2, or B-2), vacation, personal business, 
other. 

The Board shall require the employee to substitute any of his/her earned or accrued paid 
vacation, personal leave, family leave or sick leave (per the applicable collective bargaining 
agreement) for unpaid Service Member Family Leave. 

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

Corporation Notice Requirement 

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

Limits 

In cases in which the Board employs both spouses, the total amount of FMLA leave is twelve 
(12) weeks for the couple, except when the leave is due to the serious health condition of either 



spouse or a child. Additionally, the aggregate number of work weeks of leave to which both the 
husband and wife may be entitled pursuant to this policy is limited to twenty-six (26) work 
weeks during the single twelve (12) month period provided for in the Service Member Family 
Leave provision if the leave is taken pursuant to Service Member Family Leave or a combination 
of general FMLA leave and Service Member Family Leave. 

Certification 

When FMLA leave is taken for the employee’s own serious health condition or to care for a 
spouse, parents, or dependent child with a serious health condition (see C-1 and D-1), or Service 
Member Family Leave is taken, the employee must provide medical certification from the 
healthcare provider of the eligible employee, his/her immediate family member, or the next of 
kin of the individual. 

The employee may either: 

A. submit the medical certification to the Superintendent or designee; or 
B. direct the healthcare provider to transfer the medical certification directly to the 

Superintendent or designee, which will generally require the employee to furnish the 
healthcare provider with a HIPAA-compliant authorization. 

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

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

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

Any dispute over eligibility for FMLA leave shall be discussed between the employee and 
Superintendent or designee. The Corporation shall be responsible for maintaining a record of 
those communications. 

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

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

B. direct the second or third healthcare provider to transfer his/her opinion directly to the 
Superintendent or designee, which will generally require the employee to furnish the 
healthcare provider with a HIPAA-compliant authorization.  

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



An employee who takes leave for reason (D-1), prior to returning to work, must provide the 
Superintendent or designee with a statement from his/her healthcare provider that s/he is able to 
resume work. 

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

Return from Leave 

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

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

The employee shall not accrue any sick leave, vacation, or other benefits during a period of 
unpaid FMLA leave. 

The use of FMLA leave will not result in the loss of any employment benefit that accrued prior 
to the start of the employee’s leave. 

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

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

The Superintendent or designee shall prepare any guidelines that are appropriate for this policy 
and ensure that the policy is posted properly. 

In any areas where discretion is allowed in the implementation of this policy or its guidelines for 
implementation, such discretion shall be exercised in a non-discriminatory manner. Similarly 
situated persons shall be treated similarly. 

The Superintendent or designee shall provide a copy of the policy to all employees, and retain a 
record of how and when the policy was distributed. A notice of Rights and Obligations shall also 
be provided each time an employee requests FMLA leave or the Corporation has sufficient 
information to believe that the employee may qualify for FMLA leave. 



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

29 U.S.C. 2601 et seq. 
29 C.F.R. Part 825 
P.L. 110-181, Sec. 585 – National Defense Authorization Act (January 28, 2008) 
P.L. 111-84, Sec. 565 - National Defense Authorization Act (October 28, 2009) 
 
 
Presented:  July 19, 2016 
Adopted:  August 2, 2016 











3.2 GENERAL SELECTION PROCEDURES 
 
A.  For Position of Superintendent of Schools 
 
Candidates shall be recruited, screened, and interviewed. The final selection shall be 
made by the School Board, utilizing such techniques and procedures as it may deem 
appropriate to the situation. 
 
B.  For Other Administrative Positions 
 
The Superintendent shall screen and recommend candidates for Board consideration. 
Before filling any administrative vacancy below the position of Superintendent, the Board 
shall first seek and consider the recommendation of the Superintendent for each such 
vacancy. Preference shall be given, if all qualifications are equal, to interested and 
qualified candidates already employed by the school district. 
 
C. For All Other Non-Administrative Certificated Personnel Positions 
 
The Superintendent or Designee shall recommend one candidate for each vacant position 
during a Board meeting. 
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3.22 CERTIFICATION REQUIREMENTS 
 

A. Teachers shall be properly certified or licensed in the subject area or grade level to 
which they are assigned. 
 

B. Each member of the staff shall be required to have on file in the Superintendent's 
office during  the period of his employment: 
 

1) A valid certificate issued by the State Department of Public Instruction covering 
the area of assignment. 
 

2) A transcript of all college and university work in accordance with the 
following policies: 
 
Training: All credits shall be from a college or university approved by the 
North Central Association of Colleges and Secondary Schools and/or NCATE 
or a reciprocal accrediting agency.  

 
3) Proof of teaching experience outside the Merrillville Community School 

Corporation. 
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3.24 CRIMINAL HISTORY INFORMATION – APPLICANTS AND CONTRACTORS 
 
To help ensure a safe environment and as required by state law, the Merrillville Community School 
Corporation will obtain for each individual hired for employment that is likely to have direct, 
ongoing or indirect contact with children as a result of the individual’s position an expanded 
criminal history check and an expanded child protection index check.  The fee associated with 
obtaining the expanded criminal history check (beyond a limited criminal history) and the 
expanded child protection index check is the responsibility of the Merrillville Community School 
Corporation. 
 
The expanded criminal history check should be obtained by the Corporation prior to the individual 
beginning employment with the school corporation, and must be obtained no later than thirty (30) 
days after the individual’s employment begins.  The expanded child protection index check should 
be obtained by the Corporation prior to the individual beginning employment with the school 
corporation, and must be obtained no later than sixty (60) days after the individual’s employment 
begins.  The inquiry into the criminal history and expanded child protection index must be no 
more than three (3) months old. 
 
The School Corporation is prohibited from hiring an individual who has been convicted of an offense 
which requires the revocation of a license under state law, unless the conviction has been reversed, 
vacated, or set aside on appeal. 
 
School officials must communicate with all of the employment references and the most recent 
employer (if provided) of the applicant recommended for employment prior to the applicant being 
hired by the School Corporation. 
 
Each individual hired for employment may be required to answer questions about the individual’s 
expanded criminal history check and the expanded child protection index check.  Failure 
to honestly answer any questions related to the expanded criminal history check or the expanded 
child protection index check may be cause for termination of the applicant. 
 
Any volunteer who may have direct, ongoing contact with children when performing services for 
the school, must provide to the Corporation a limited criminal history check prior to beginning 
volunteer work for the Corporation. 
 
Any entity which has a contract to provide services to the school corporation and whose 
employees have direct, ongoing contact with children when performing those services must 
minimally provide the school corporation with limited criminal histories for such employees.  The 
entity and/or the entity’s employees are responsible for all costs associated with obtaining the 
limited criminal histories.  An individual who is working for such an entity may also be required to 
provide the individual’s limited criminal history to the school corporation upon its request to do so 
or to provide consent to the school corporation for it to request a limited criminal history of the 
individual.  This provision also applies to an individual who has a contract to provide services to the 
Corporation.  
 
Any information obtained from any criminal history check and an expanded child protection index 
check is confidential and shall not be released or disseminated. 
 
All individuals or entities that have contracts for services with the School Corporation are required 
by state law to report convictions of certain crimes enumerated in state law to the School 
Corporation.  The superintendent or designee is responsible for implementing regulations to notify 



the individuals, including volunteers, and the entities for contracted services of this duty.  In 
addition to the crimes listed in the state law, the notice shall also include the convictions of the 
“attempted” crimes listed in the law. 
 
LEGAL REFERENCE: I.C. 20-26-5-10 
    I.C. 20-26-5-10.5 
    I.C. 20-26-5-11 
    I.C. 20-28-5-8(c) 
 
 
 
 
 
 
 
Updated & Presented:    September 5, 2017 
Adopted:  September 19, 2017     



3.25 CRIMINAL HISTORY CHECKS – SCHOOL EMPLOYEES 
 
To help ensure a safe environment and as required by state law, the Merrillville Community School 
Corporation will conduct an expanded criminal history check on each employee once every five (5) 
years.  The superintendent or designee will be responsible for determining the schedule for 
conducting the expanded criminal history checks on school employees.  The cost of an expanded 
criminal history check will be the responsibility of the employee unless otherwise collectively 
bargained with the exclusive representative of the employee. 
 
The School Corporation may conduct an expanded criminal history check on an employee when the 
Corporation has reason to believe the employee has been convicted of or charged with certain 
crimes enumerated in state law or an expanded child protection index check when the Corporation 
has reason to believe the employee is the subject of a substantiated report of child abuse or child 
neglect. 
 
Each employee may be questioned about the individual’s expanded criminal history check and the 
expanded child protection index check.  Failure to answer honestly any questions related to the 
expanded criminal history check or the expanded child protection index check may be cause for 
termination of the employee. 
 
Any information obtained from any criminal history check is confidential and shall not be released 
or disseminated. 
 
All school employees are required by state law to report to the School Corporation if they have been 
convicted during their employment of certain crimes enumerated in state law.  The superintendent 
or designee is responsible for implementing regulations to notify the employees, including 
volunteers, and the entities for contracted services of this duty.  In addition to the crimes listed in the 
state law, the notice shall also include the convictions of the “attempted” crimes listed in the law. 
 
LEGAL REFERENCE: I.C. 20-26-5-10(f), (h), (i), and (j) 
    I.C. 20-26-5-11 
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3.4 NONDISCRIMINATION POLICY 
 
It is the policy of the Merrillville Community School Corporation not to discriminate on the 
basis of race, color, religion, sex, marital status, national origin, limited English proficiency, age, 
handicap, or disability in its educational programs, activities, or employment policies as required 
by the Indiana Civil Rights Act of 1964, the Equal Pay of 1973, Title IX (1972 Education 
Amendments), Section 504 of the Rehabilitation Act of 1973 and the American with Disabilities 
Act and any other applicable Federal or State nondiscrimination law. 
 
Inquiries regarding compliance with Title IX, Section 504 and the American with Disabilities 
Act should be directed to the Assistant Superintendent of Curriculum and Personnel of the 
Merrillville Community School Corporation, 6701 Delaware Street, Merrillville, IN  46410, 219-
650-5300, superintendent@mvsc.k12.in.us or to the Office for Civil Rights, U.S. Department of 
Education, Citigroup Center, 500 W. Madison Street, Suite 1475, Chicago, IL  60661-4544, 
telephone 312-730-1560, fax 312-730-1576, TDD 877-521-2172, email OCR.Chicago@ed.gov.  
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3.42 SEXUAL HARASSMENT PREVENTION POLICY  

I.   THE POLICY  

A. It is the policy of the Merrillville Community School Corporation to maintain a learning and 
working environment that is free from sexual harassment. The Merrillville Community 
School Corporation will not tolerate sexual harassment of students or employees by members 
of its faculty or staff, or by other agents of the school corporation, and will respond in a 
suitable manner to every complaint. To assure the Merrillville Community School 
Corporation is free of sexual harassment in work and study, appropriate sanctions will be 
imposed on offenders over whom the school corporation has jurisdiction.  

B. It shall be a violation of this policy for any member of the Merrillville Community School 
Corporation staff to harass another staff member, student, or other person through conduct or 
communications of a sexual nature as defined in Section II.  It shall also be a violation of this 
policy for students to harass other students through conduct or communication of a sexual 
nature as defined in Section II. This policy similarly applies to non-employee volunteers who 
work subject to the control of school authorities.  

II. DEFINITION  

1. Sexual Harassment  

For the purposes of this policy, unwelcome sexual advances, requests for sexual favors, and 
other verbal or physical conduct of a sexual nature constitute sexual harassment when:   

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual’s employment or participation in a school sponsored education program or 
activity;   

2. Submission to or rejection of such conduct by an individual is used as the basis for academic 
or employment decisions affecting that individual; 

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
academic or work performance or creating an intimidating, hostile, or offensive working or 
educational environment; 

4. Denial of an employment or educational opportunity of others occurs directly because an 
employee or a student submits to unwelcome requests for sexual favors made by a supervisor 
or teacher which results favorably for that particular employee or student; 

5. Such conduct is engaged in by volunteers and/or non-employees over which the school 
corporation has some degree of control of their behavior while on school property. 

 
 B.  Unwelcome Conduct of a Sexual Nature  

1. Conduct of a sexual nature may include verbal or physical sexual advances and/or comments 
regarding physical or personality characteristics of a sexual nature.  

2. Verbal or physical conduct of a sexual nature may constitute sexual harassment when the 
allegedly harassed employee or student has indicated, by his or her conduct, that it is 
unwelcome.   

3. An employee who has initially welcomed such conduct by active participation must give 
specific notice to the alleged harasser that such conduct is no longer welcome in order for 
any such subsequent conduct to be deemed unwelcome. 



  
C. Examples of Sexual Harassment 
Sexual harassment may include but is not limited to the following: 

1. Verbal harassment or abuse. 

2. Repeated remarks to a person with sexual or demeaning implications. 

3. Unwelcome touching. 

4. Pressure for sexual activity. 

5. Suggesting or demanding sexual involvement accompanied by implied or explicit threats 
concerning one’s grades, job, promotion, and/or salary increase. 

 
D. Specific Prohibitions 
1. Administrators and Supervisors 

a. It is sexual harassment for an administrator or supervisor to use his or her authority to 
solicit sexual favors or attention from subordinates when the subordinate's failure to 
submit will result in adverse treatment, or when the subordinate's acquiescence will 
result in preferential treatment. 

b. Administrators and supervisors who either engage in sexual harassment or tolerate 
such conduct by other employees shall be subject to disciplinary actions, as described 
below. 

2. Non-administrative and Non-supervisory Employees 

a. It is sexual harassment for a non-administrative and non-supervisory employee to 
subject another such employee to any unwelcome conduct of a sexual nature.  
Employees who engage in such conduct shall be subject to disciplinary actions as 
described below. 

  
III. REPORTING, INVESTIGATION, AND SANCTIONS  

A. Any student or employee who alleges sexual harassment by any student or employee in the 
school corporation may use the complaint procedure explained below in Section III C. or 
may complain directly to his or her building principal, immediate supervisor, or the Title IX 
complaint designee of the school corporation. Filing of a complaint or otherwise reporting 
sexual harassment will not reflect upon the individual’s status nor will it affect future 
employment, grades, or work assignments.  

B. The right of confidentiality, both of the complainant and of the individual(s) against whom 
the complaint is filed, will be respected consistent with the necessity to investigate 
allegations of misconduct, to take corrective action when this conduct has occurred, and the 
school corporation’s legal obligations. 

C. Reporting Sexual Harassment  
It is the express policy of the Merrillville Community School Corporation to encourage 
persons who believe that they are victims of sexual harassment to come forward with such 
claims. This may be done through the following procedure:  

1. When a student reports a complaint of sexual harassment, whether the individual 
against whom the complaint is filed is a student or an employee, the student should 
report the complaint to the building principal. When the individual against whom the 
complaint is filed is a student, the principal shall conduct the investigation of the sexual 
harassment complaint. After the investigation, the principal shall make written findings 



of fact. The written findings of fact shall be forwarded to the Director of Human 
Resources. The principal shall take whatever action he or she deems appropriate. When 
the individual against whom the complaint is filed is an employee, the principal shall 
forward the complaint to the Director of Human Resources. If the person against whom 
the complaint is filed is the building principal, the student should report the complaint 
to the Director of Human Resources.   

2. When an employee reports a complaint of sexual harassment, they should report the 
complaint to the Director of Human Resources. If the person against whom the 
complaint is filed is the Director of Human Resources, the employee should report the 
complaint to the Superintendent.   

3. The Director of Human Resources shall conduct the investigation of all complaints of 
sexual harassment where the individual against whom the complaint is filed is an 
employee. However, if the person against whom the complaint is filed is the Director of 
Human Resources, the Superintendent will conduct the investigation.  

4. After the investigation, the Director of Human Resources shall make a 
recommendation to the Superintendent.  

5. Upon receiving the recommendation, the Superintendent will take whatever action he 
deems appropriate. 

 
 D. Sanctions For Misconduct  

1. A substantiated charge against an employee in the school corporation shall subject such 
employee to appropriate disciplinary action including but not limited to oral warnings, 
written reprimands, suspension, or discharge.  

2. A substantiated charge against a student in the school corporation shall subject that student to 
appropriate disciplinary action including but not limited to suspension and/or expulsion.  

 

E. False Reporting  
Any employee or student who knowingly files false charges against an employee or a student in 
an attempt to demean, harass, abuse, or embarrass that individual shall be subject to the 
sanctions for misconduct set forth in Section D above.   
  

  
  

Revised and Presented 03/06/18 
Adopted 03/20/2018 



3.43 POLICY STATEMENT FOR SECTION 504 OF THE REHABILITATION ACT OF 1973 
 
It is the policy of the Merrillville Community School Corporation to provide a free and 
appropriate public education to each student with a disability within its jurisdiction, regardless of 
the nature or severity of the disability. 
 
It is the intent of the school corporation to ensure that students who have a disability within the 
definition of Section 504 of the Rehabilitation Act of 1973 are identified, evaluated and provided 
with appropriate services.  Students may be disabled under this policy even though they do not 
require services pursuant to the Individuals with Disabilities Education Act (IDEA). 
 
Due process rights of the students with disabilities and their parents under Section 504 will be 
enforced.  The Superintendent or designee is the coordinator of Section 504 activities.  The 
Superintendent or designee can be reached at 219-650-5300 or 6701 Delaware Street, 
Merrillville, IN 46410. 
 
For this policy, a student who may need special services or programs within the intent of Section 
504 is one who: 

• Has a physical or mental impairment that substantially limits one or more major life 
activity; or 

• Has a record of such impairment; or 
• Is regarded as having such impairment. 

 
1. Compliance Plan for Section 504 of the Rehabilitation Act of 1973 

The Compliance Plan serves students, parents, employees, applicants for employment and 
programs within the Merrillville Community School Corporation. 

1. Merrillville Community School Corporation assures students, parents, applicants for 
employment, and employees that it will not discriminate against any individual. 

2. The Superintendent or designee is the Section 504 compliance coordinator. 

3. Parents are provided procedural safeguards which are included in the Notice of 
Parental Rights. 

4. An impartial hearing and appeal are provided upon request.  Procedures are detailed 
in the Notice of Parental Rights. 

5. Notice to students, parents, employees, and general public of nondiscrimination 
assurances and parent/student rights and identification, evaluation and placement will 
be disseminated annually in the following manner: 

a. Public Service announcement in local newspapers; 

b.Announcement in local school system; and 

c. Posted notice in each public school building 

Additionally, the notice will be included in the Merrillville Community 
School Corporation professional handbook and disseminated to each 
principal.  Notice of non-discrimination assurances in accordance with Section 
504 shall be included in student/parent handbooks. 



6. Merrillville Community School Corporation will conduct an extensive annual “child 
find” campaign with the goal to locate and identify all Section 504 qualified 
individuals with disabilities (ages 0 to 21) who reside within the participating school 
district boundaries. 

7. Merrillville Community School Corporation will inform all students with disabilities 
or some other limitation and their parents or guardian of the district’s responsibilities 
and procedural safeguards under Section 504, as well as those under Indiana Special 
Education Regulations (Article 7) and the Individuals with Disabilities Education Act 
(IDEA). 

2. Grievance Procedure for Section 504 of the Rehabilitation Act of 1973 

Merrillville Community School Corporation has established the following local grievance 
procedure to resolve complaints of discrimination arising under Section 504: 

1. An alleged grievance under Section 504 must be filed in writing setting out the 
circumstances giving rise to such grievance. 

2. Such claims must be made in writing and filed with the Superintendent or designee. 
Merrillville Community School Corporation 
6701 Delaware Street, Merrillville, IN  46410 
PH: 219-650-5300  FX: 219-650-5320 
Email: superintendent@mvsc.k12.in.us 

3. A hearing will be conducted according to the procedures outlined in the regulations 
based upon the Family Educational Rights and Privacy Act (FERPA) and due process 
rights that are afforded to the student and family who filed the grievance. 

4. The Coordinator will appoint an impartial hearing officer who will conduct the 
hearing within a reasonable time after the request was received. 

5. The coordinator shall give the parent, student, or employee reasonable advance notice 
of the date, time, and place of the hearing. 

6. The hearing must be conducted by any impartial individual who is knowledgeable 
about Section 504 and who does not have a direct interest in the outcome of the 
hearing. 

7. Merrillville Community School Corporation shall give the parent, student or 
employee full and fair opportunity to present evidence relevant to the issues raised.  
The parent, student, or employee may, at their own expense, be assisted or 
represented by individuals of their choice, including an attorney. 

8. The impartial individual shall make his/her decision in writing within fifteen (15) 
days after the hearing. 

9. The decision must be based solely on the evidence presented at the hearing and shall 
include a summary of the evidence and reasons for the decision. 
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NOTICE OF PARENTAL RIGHTS 
REHABLITATION ACT OF 1973 

 
The following rights are those afforded to the parent/guardian of a student who is believed to be 
disabled under Section 504 of the Rehabilitation Act of 1973: 
 
1. Your child will be evaluated before any decision is made regarding the initial placement or a 

subsequent significant change in placement in a regular or special education program.  You 
have the right to an independent evaluation at your expense. 
 

2. Any placement decision will be made by a group of persons who are knowledgeable about 
your child, the meaning of the evaluation data, and the placement options within the school 
corporation. 

 
3. In addition to any evaluation data, the group will consider such other information as aptitude 

and achievement tests, teacher recommendations, physical condition, social or cultural 
background, and adaptive behavior when making any placement decision. 

 
4. Any placement of the student will be with persons who are not disabled to the maximum 

extent appropriate to the needs of your student. 
 

5. You have the right to examine your child’s education records and to exercise all other rights 
granted to you in the Family Educational Rights and Privacy Act (FERPA).  Your child will 
not be suspended or expelled for more than ten (10) days unless a group of persons 
knowledgeable about your child and meaning of evaluation data meet to determine that the 
behavior is not a manifestation of your child’s disability. 

 
6. You have the right to request a hearing regarding any decision made by the school 

corporation with respect to the identified disability, evaluation, or educational placement of 
your child. 

 
7. Upon receipt of a request for a hearing, the school corporation will appoint an impartial 

hearing officer (one who is knowledgeable about Section 504 and who does not have a direct 
interest in the outcome of the hearing).  The hearing officer will advise you within a 
reasonable period of time of the date, time, and place for the hearing.  You have the right to 
be represented by legal counsel or any other representative at this hearing at your expense. 

 
A copy of the Section 504 regulations will be given to you along with this notice.  Any questions 
regarding your rights should be directed to the Superintendent or designee of this school 
corporation: 
 

Merrillville Community School Corporation 
6701 Delaware Street, Merrillville, IN  46410 
PH: 219-650-5300  FX: 219-650-5320 
Email: superintendent@mvsc.k12.in.us 

 
  



SECTION 504 OF THE REHABILITATION ACT OF 1973 
 

Before a Section 504 placement can be considered, the student must be evaluated.  A full 
evaluation is not required when neither the school corporation nor the parents believe that the 
child is in need of special education or related services. 
 
In interpreting evaluation data and making placement decisions, the school corporation must 
draw upon information from a variety of sources; assure that all information is documented and 
considered; ensure that the placement decision is made by a group of persons including those 
who are knowledgeable about the child, the meaning of the evaluation data and placement 
options; ensure that the student is educated with his/her non-disabled peers to the maximum 
extent appropriate. 
 

SECTION 504 REFERRAL PROCEDURES 
 
1. General education interventions should be the first alternative for students suspected of 

having academic or behavioral difficulties.  A referral should be made to the Teacher 
Assistance Team and the General Education Intervention Plan followed.  If general education 
interventions are not effective, the team will determine whether additional evaluations should 
be pursued. 

2. An evaluation referral is to be completed and submitted to the building principal.  The 
principal will ensure that an evaluation is completed and if necessary involve the Northwest 
Indiana Special Education Cooperative diagnostic team. 

3. The parent will sign permission for an evaluation.  The parent’s rights will be explained at 
that time. 

4. A team or persons who have knowledge of the child’s physical and/or mental condition will 
participate in the evaluation of the student.  The team will determine the extent of testing that 
needs to be completed in order to establish eligibility for services. 

5. After completing the evaluation, the team will establish: 

a. Whether the physical or mental impairment substantially limits one of the major life 
activities, such as: 
Caring for oneself 
Performing 
manual tasks 
Seeing 
Hearing 
Eating 
Sleeping 

Walking 
Standing 
Lifting 
Bending 
Speaking 
Breathing 
Learning 

Reading 
Concentrating 
Thinking 
Communicating 
Working 

 

The list of major bodily functions that are now considered major life activities 
includes, but is not limited to: functions of the immune system, normal cell growth, 
and digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, 
and reproductive functions.   
 

b. If there is a history of such an impairment; or 

c. If the child is regarded as having such an impairment. 



6. The parents will be notified and a Section 504 committee conference will be held to review 
the evaluation results and discuss possible programming options. 

a. If the child qualifies for IDEA services under Indiana Article 7, a placement in 
special education will be discussed and procedures for placement in special education 
programs will be followed. 

b. If the child does not qualify for IDEA services, the conference committee will 
determine if the child qualifies for services under Section 504 of the Rehabilitation 
Act of 1973. 

i. The Section 504 committee will outline the intervention plan on the form 
provided, listing the strategies, the chief implementors, and showing the 
monitoring dates. 

ii. The Section 504 Parents’ Rights will be explained and a copy given to the 
parents. 

7. Each case for students eligible for services under Section 504 should be reviewed annually to 
ensure implementation and needs for alternation.  Students should be re-evaluated every 
three (3) years or if there is any significant change in placement (i.e. suspension for more 
than 10 days or expulsion).   

8. Students reentering school after having been temporarily placed in a private setting (medical 
facility, rehabilitation center, clinic) will have a referral initiated for Section 504 eligibility. 

  



MERRILLVILLE COMMUNITY SCHOOL CORPORATION 
SECTION 504 NOTICE OF CONFERENCE 

 
_____ Initial Conference               _____ Annual Review               _____ Causal Relationship 
 
This is to confirm the 504 Conference Committee meeting.  The meeting was mutually agreed by 
the school and parents to be held on: 
 
______________________________  Date:       
Name 
       Time:       
 
       Location:      
A.  The purpose of this meeting: 
_____ Discuss results of evaluation  _____ Misconduct/infraction of school rules as it 
_____ Instructional progress               relates to handicap 
_____ Review of placement   _____ Other (specify)      
              
 
B. The following people will be included in the meeting: 

1. School Principal            
2. Guidance Counselor            
3. Evaluation Specialist(s)           
4. Other Specialist(s)            
5. General Education Teacher(s)          
6. School Nurse             
7. Parent(s)             
8. Student             
9. Interpreter             

 
Please complete this page and return in the enclosed envelope by: 
 
Date:       To:          
 

1. _____ I will attend the 504 Conference Committee meeting. 
_____ I will not attend the 504 Conference Committee meeting. 

2. _____ I would like my child to attend the 504 Conference Committee meeting. 
_____ I do not want my child to attend the 504 Conference Committee meeting. 
_____ I do not want to access or continue 504 accommodations/recommendations for my child. 

3. Please indicate if there are additional school personnel you would like to attend the 504 
Conference Committee meeting. 
              
              

4. You may also bring any additional persons to the 504 Conference Committee meeting. 
 
         
Parent/Guardian Signature 
 
         
Date 



504 CONFERENCE COMMITTEE REPORT 
 
Student’s Name          Birth Date      
 
Sex       Grade       Home School       
 
Home School Corporation           
 
Parent Name          Parent Address      
 
Parent City           State       Zip    
 
Phone: Home       Work      Emergency    
 
School            Teacher      
 
504 Conference was convened for above mentioned student on      
 
Initial Conference       Case Reviews       Retest Conference    
 
The following data was presented          
 
              
 
Options Discussed            
 
              
 
              
 
Were options accepted?  If no, describe reasons options were rejected     
 
              
 
Alternative educational opportunities available on a temporary or permanent basis    
 
              
 
Other factors relevant to options/decisions         
 
              
 
Recommendations: 
 
On the basis of the data presented, the following decision was made: 
 
_____ Student is “a student with a disability under Section 504” and qualifies for services (refer 
to regular education intervention plan). 
 
_____ Student does not qualify as a student with a disability under Section 504. 
 
 
 



Program recommended           
 
Student             
 
Date of Implementation         Termination     
 
Conference Participation 
 
A. Parents/Guardians 
 

_____ 1. I have been given the opportunity to participate in the development of the 
  “regular” education intervention plan. 
 
_____ 2. I understand the contents and reasons for the program recommended and have 
  received in writing an explanation. 
 
_____ 3. I have been informed verbally of my rights under Section 504 options by: 
 
                     
  Staff       Date 
 
_____ 4.  Permission for the program to begin is:     granted_____       denied _____ 
 
 
         
Parent/Guardian’s Signature 
 
Comments             
 
              
 
              
 
              
 

B. Other Participants 
 

 
               
Building Principal     Guidance Counselor 
 

 
              
Regular Class Teacher    Other 
 

 
              
Regular Class Teacher    Other 
 

 
              
Other       Other 
  



MERRILLVILLE COMMUNITY SCHOOL CORPORATION 
INTERVENTION STRATEGY SHEET – SECTION 504 

 
Student:             
 
School:            Grade:     
 
Dates of Implementation:           
 
Termination:           Review:      
 
Statement of Student’s Difficulties:          
 

              
 

              
 
 

INTERVENTION / 
STRATEGY 

IMPLEMENTORS 
CHIEF                      OTHER 

MONITORING 
DATE 

   

 



Your Rights Under Section 504       Merrillville Community School Corp 
 

You have the right to be informed by the school district of your rights under Section 504. This is a notice of you and your 
child’s rights under Section 504 and the rights you have if you disagree with the school district’s decisions. 
 
 

WHAT IS SECTION 504? 
Section 504 of the Rehabilitation Act of 1973, commonly 
called “Section 504,” is a federal law that protects 
students from discrimination based on disability. Section 
504 assures that students with disabilities have 
educational opportunities and benefits equal to those 
provided to students without disabilities. To be eligible, a 
student must have a physical or mental impairment that 
substantially limits one or more major life activity. 
 

 
YOUR CHILD’S EDUCATION 
Your child has the right to: 
• Receive a free and appropriate public education.  
• Participate in and benefit from the district’s 

educational programs without discrimination. 
• Be provided an equal opportunity to participate in the 

district’s nonacademic and extracurricular activities. 
• Be educated with students who do not have 

disabilities to the maximum extent appropriate.  
• Be educated in facilities and receive services that are 

comparable to those provided to students without 
disabilities. 

• Receive accommodations and/or related aids and 
services to allow your child an equal opportunity to 
participate in school activities.  

• Receive educational and related aids and services 
without cost, except for those fees imposed on the 
parents of children without disabilities.  

• Receive special education services if needed.  
 
YOUR CHILD’S EDUCATIONAL RECORDS 
You have the right to: 
• Review your child’s educational records and to receive 

copies at a reasonable cost. You will not be charged if 
the cost would keep you from reviewing the records.  

• Ask the district to change your child’s education 
records if you believe that they are wrong, misleading, 
or are otherwise in violation of your child’s privacy 
rights. If the district refuses this request, you have the 
right to challenge the refusal by requesting an 
impartial hearing.  

• A response to your reasonable requests for 
explanations and interpretations of your child’s 
education records. 

 

THE SECTION 504 PROCESS 
Your child has the right to an evaluation before the 
school determines if he or she is eligible under Section 
504.   You have the right to: 
• Receive notice before the district takes any action 

regarding the identification, evaluation, and 
placement of your child.  

• Have evaluation and placement decisions made by a 
group of persons, often called a “504 team”, including 
persons who know your child, the meaning of the 
evaluation information, and the placement options 
available.  

• Have evaluation decisions based on a variety of 
sources, such as aptitude and achievement tests, 
teacher recommendations, physical conditions, 
medical records, and parental observations.  

• Refuse consent for the initial evaluation and initial 
placement of your child. 

If your child is eligible under Section 504, your child has a 
right to periodic re-evaluations, including re-evaluations 
before any significant change is made in your child’s 
placement. 
 
IF YOU DISAGREE WITH THE DISTRICT’S DECISION 
If you disagree with the district’s decisions regarding 
your child’s identification, evaluation, educational 
program, or placement under Section 504, you may 
request mediation or an impartial due process hearing. 
You and your child have the right to take part in the 
hearing and have an attorney represent you. Hearing 
requests and other concerns can be made to your 
district’s Section 504 Coordinator:  
 

Superintendent or Designee 
Attn:   504 Coordinator 
6701 Delaware Street 
Merrillville, IN  46410 

219-650-5300, superintendent@mvsc.k12.in.us 
 
You have the right to file a complaint of discrimination 
with the U.S. Department of Education’s Office for Civil 
Rights (OCR), or to file a complaint in federal court. 
Generally, an OCR complaint may be filed within 180 
calendar days of the act that you believe was 
discriminatory. The regional office is located at City 
Group Center, 500 West Madison Street, Suite 1475, 
Chicago, IL 60661.  Phone: 312-730-1560/TDD: 877-521-
2172/Fax: 312-730-1576/Website: www.ed.gov/OCR 

http://www.ed.gov/OCR


















3.51  TEACHER APPRECIATION GRANTS 
 
The Merrillville Community School Corporation will distribute its Teacher Appreciation Grant 
monies received from the Indiana Department of Education to the teachers who meet the 
following criteria: 
 

1. Employed in the classroom or directly provided education in a virtual classroom setting; 
 

2. Received a Highly Effective or an Effective rating on their most recently completed 
performance evaluation; and 
 

3. Employed on December 1st of the year the Corporation receives the Teacher Appreciation 
Grant monies. 

 
The School Corporation will distribute its Teacher Appreciation Grant monies as follows: 
 

1. To All Effective Teachers: A stipend as determined by the superintendent 
 

2. To All Highly Effective Teachers: A stipend in the amount of twenty five percent (25%) 
more than the stipend given to Effective Teachers 
 

3. Northwest Indiana Special Education Cooperative (NISEC) on behalf of teachers that 
teach in the Merrillville Community School Corporation (MCSC) shall be entitled to 
Teacher Appreciation Grant monies in proportion equal to the number of NISEC teachers 
to the total number of teachers employed in the MCSC.  NISEC will receive a prorated 
portion for NISEC teachers that teach less than full time with the MCSC.   

 
The School Corporation will distribute the stipends within 20 business days of the distribution 
date by the Indiana Department of Education of the Teacher Appreciation Grant monies to the 
School Corporation. 
 
LEGAL REFERENCE: I.C. 20-43-10-3.5 
 
Presented:  August 15, 2017 
Adopted:  September 5, 2017 





3.61 TEACHER ABSENCE 
 
In case it becomes necessary for a faculty member to be absent from duty, the Merrillville 
Community School Corporation uses an automated service to record and manage absences and 
find substitutes. 
 
The automated system is available to teachers 24 hours a day, 7 days a week.  It can be accessed 
via internet and telephone.  Teachers can enter absences, check absence schedules, and upload 
lesson plans to the automated system.  All teachers are provided with a sign-in, password, and 
access information to the automated system. 
 
In case of an emergency or if the teacher cannot access the automated system, the teacher should 
contact the Substitute Teacher Clerk at the Administration Building as soon as possible. 
 
 
 
 
 
Revised and Presented 8/5/14 
Adopted 8/19/15 











3.8  SUBSTITUTE TEACHERS QUALIFICATIONS AND EMPLOYMENT 
PROCEDURES 
 
A. Certification 
All substitute teachers must hold a valid Indiana Teacher's license or Indiana Substitute Teacher’s 
certificate.  Licenses and certificates must be recorded in the Superintendent's office. 
 
B.  Interview 
A personal interview with the Director of Personnel is necessary unless the applicant is a former 
teacher in the Merrillville Community Schools. 
 
C. Application 
All substitute teachers must complete an on-line employment application.  All substitute teachers must 
also provide criminal history information per Board Policy 3.24.  At least three references which 
show that the applicant is of good character are required, and if an experienced teacher, has a good 
teaching record. 
 
D.  Removal From the Substitute List 
Substitute teacher names will be removed from the substitute list whenever requested by the 
substitute teacher. The removal may be for any length of time or the substitute can be placed on a 
"will call" basis. 
 
E.  Procedure for Calling Substitute Teachers 
Merrillville Community School Corporation uses an automated service to find and manage substitute 
teacher positions.  The system utilizes both the telephone and Internet and is available 24 hours a day, 
7 days a week.  Substitute teachers can search and accept available positions on the internet and by 
telephone.  The system will also make telephone calls to substitute teachers between the hours of 
5:30am until 11:59am and 5:50pm until 9:30pm to offer open positions. 
 
F. Substitute Teacher Salaries 
Substitute teachers' salaries are subject to review and revision by the Board of School Trustees as 
appropriate. Present compensation shall be at a rate of $70.00 per day for Certified Licensed 
Teachers, $65.00 per day for substitutes with an Associates, Bachelors or Masters degree, and $55.00 
per day for all other substitute teachers 
 
G. Responsibilities of the School 
The Principal or designee should see that the substitute teacher is given: 

• A friendly welcome 
• An introduction to the class and to a neighboring teacher 
• A bell schedule (including fire and disaster drills) 
• Information about general building procedures (i.e. hall duties, lunch room duties, restroom 

privileges of pupils, location of rest rooms and teachers' lounge, etc.). 
• Information about procedures in case of injury to a pupil. 
• Notice of any extra activities (auditorium, etc.) for the day. 

  



 
The Principal or designee should see that the substitute teacher: 

• Follows the regular teacher's lesson plan 
• Has the necessary supplies to carry on the day's activities 
• Uses good teaching techniques 
• Knows the procedure for reporting pupil attendance 
• Has help in planning the day's program if the substitute is teaching a class out of his certified 

field. 
• Remains in the school for the full teacher day. 

 
H.  The Regular Teacher and the Pupil 
The regular teacher should see that the substitute teacher has access to: 

• Schedule of the day's program in an easily accessible place (this might include information 
pertaining to opening exercises). 

• An up-to-date seating chart 
• An up-to-date class list 
• Lesson plans which the substitute should follow to the best of their ability 
• Notes about any special situation. 
• Information about usual homeroom activities, grading of papers or oral work, homework 

assignments, and privileges of pupils in the room. 
• Pupils should be prepared to accept the substitute teacher. Good manners and helpful attitude 

are encouraged by the regular teacher so that when the substitute needs to come to a room, he 
will be shown the same courtesy as is shown the regular teacher. 

 
I. Unsatisfactory Performance 
Principals are to inform the Director of Personnel of unsatisfactory substitute teacher performance. 
 
 
Revised and Presented 8/5/14 
Adopted 8/19/14 













4.13  UNIFORMS 
 
Effective Monday, July 2, 2012, Custodial, Maintenance, Technology, Security, and Food 
Service employees will be required to wear uniforms while performing their work related 
responsibilities.  The uniform will consist of a Corporation issued shirt that is to be worn tucked 
into the pants (except for Food Service employees who are issued a smock) while working in the 
Corporation.  The employees will be responsible for maintaining a clean uniform.  The 
replacement of the uniform will be reviewed on an individual basis by the appropriate 
supervisor. 
 
 
Presented:  12/04/12 
Adopted:  12/18/12 











5.1   ATTENDANCE DISTRICTS 
 
A. Elementary District Boundaries 

 
1. Children shall be enrolled in the school building located in the district in which they 

reside. 
2. Pupils in grades K through four (4) who change residence from one district to another 

shall be transferred to the school of their district residence at the time of moving, 
unless the principals feel the child would benefit by remaining in the district first 
attended to complete a grading period. 

3. Exceptional pupils for whom Special Education classes are provided by the School 
Corporation shall be enrolled in the school where such classes are located. 

4. Exceptions to the above may be made upon recommendations of the principals to the 
Superintendent or designee. 

 
B. Changes in School Boundaries 

 
1. The Board of School Trustees, upon recommendation of the Superintendent, shall 

establish elementary school attendance boundaries. 
 

2. Following are the present attendance boundaries: 
 

a. Fieler: School district begins at Broadway and 53rd Avenue, west on 53rd Avenue to 
Harrison Street, south on Harrison Street to 57th Avenue, west on 57th Avenue to 
Grant Street, Grant Street to 61st Avenue, west on 61st Avenue to Taft Street, south 
on Taft Street to the southern boundary of Brookwood subdivision, east to the 
junction of Harrison Street and the Grand trunk railroad, southeast along a line of the 
Grand Trunk railroad to a line which will run south behind the houses on the east 
side of Madison Street to a line that would run east behind the houses on the north 
side of 73rd Avenue to the center of Broadway, south on Broadway to the center of 
U.S. 30, east on U.S. 30 to the junction with I-65, north on I-65 to the junction with 
53rd Avenue, west to Broadway. 

b. Iddings: School district is bound on the south by 101st Avenue running from I-65 to 
the center of Taft Street, from the center of Taft Street north to U.S. 30, the line runs 
behind the houses facing Taft Street on the east side proceeding along a line north to 
73rd Avenue.  This line proceeds west to the St. John Township line.  All students 
living on the north side of 73rd Avenue, including the Prairie Creek subdivision go to 
Iddings School, from a point where 73rd Avenue intersects with Taft Street.  The 
school boundary runs behind homes on the east side of Taft Street to the northern 
most line of the Brookwood subdivision, east from this point to the junction of 
Madison Street and the Grand Truck railroad, south behind homes on the east side of 
Madison Street to a point behind the homes on the north side of 73rd Avenue, to the 
center line of Broadway, south to the center line of U.S. 30, east to the center of I-65, 
south on I-65 to 101st Avenue. 

c. Miller: School district begins in the northwest corner of Ross Township, and East 
Main Street and the center line of Williams Street.  The line proceeds east along the 
township line to the center line of Harrison Street, south on Harrison Street to 57th 
Avenue, west on 57th Avenue to a line behind the homes on the east side of Grant 
Street, to a line north of the homes on the north side of 61st Avenue, west along this 
line to Taft Street, the line proceeds south down the middle of Taft Street to the 
southern boundary of Brookwood subdivision.  The line at this point runs south 



behind the houses on the east side of Taft Street to 73rd Avenue, west along 73rd 
Avenue to the center line of Hendricks Street, north on Hendricks Street to 58th 
Avenue, west on 58th Avenue to the St. John township line. 

d. Salk: School district begins at the southwest corner of Ross Township (center line of 
101st and Clark Road) and proceeds north to the center line of 73rd Avenue, east 
along 73rd Avenue to the east side of Taft Street, south along a line behind the houses 
on the east side of Taft Street, south to U.S. 30, then west to the center line of Taft 
Street, south to the southern boundary of Ross Township (101st Avenue), west to the 
southwest corner of Ross Township.   

e. Wood: School district encompasses all of Ross Township east of I-65 and the 
Mapleleaf Apartment complex at 71st and Broadway. 
 

 
 
Revised and Presented 08/5/14 
Adopted 8/19/14 



5.2 TRANSFER STUDENTS 
 

A. The Merrillville Community School Corporation exists for the education of the resident 
pupils. It is the policy of the Board not to accept transfer students who reside within the 
boundaries of other school corporations. 
 

B. Children who enroll in the Merrillville Community School Corporation during the 
school year shall be in the same grade in which they were previously enrolled unless 
the principal determines that the child would be inappropriately placed if enrolled at the 
same grade level. 

 
C. Students who move from the school corporation may, at the election of the parents or at 

the election of the student (if eighteen years of age) continue attending school 
corporation schools without charge until the end of the semester. 

 
D. In the case of a student who has completed the eleventh grade, the parents of such 

student or the student (if eighteen years of age) may elect to complete the twelfth year 
of high school in the Merrillville School system without charge if the school 
corporation is notified prior to relocation from the school district. 

 
E. House Bill 1056 provides that a student in good standing may transfer to a Merrillville 

school if the student's parent is an employee of the Merrillville Community School 
Corporation and the school corporation has the capacity to accept the student. 

 
Legal Reference: I.C. 20-26-11-2(8) 
 
 
Revised and Presented 06/02/2015 
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5.24 Early Entrance Appeal Procedure 
 
Any child who attains the age of five (5) on or before August 1 for the upcoming school year 
will be admitted to the kindergarten program of the Merrillville Community School Corporation.  
If the child is younger than five (5) years and the parent(s)/guardian(s) of the child wish to enroll 
the child in the kindergarten program they may so do by making application to the 
Superintendent or designee.  The Superintendent or designee will make the determination of 
whether the child will be admitted to the kindergarten program. 
 
In evaluating the early admission application(s), the Superintendent or designee will base his/her 
decision on the following: 
 
1. Whether or not there is space available in the kindergarten program at the school that the 

child will attend:  In determining the availability of space, the Superintendent or designee 
may consider whether the admittance of the child will cause the school’s Primetime teacher-
pupil ratio to be exceeded. 

 
If no space is available, or if it is determined that it is not in the best interest of the school or 
the children to admit additional students, no early entrance application(s) will be accepted. 

 
2. Any and all information submitted by the parent(s)/guardian(s) of the child:  Such 

information may include age equivalent scores and assessments of the following domains and 
areas of development: cognitive, motor skills (fine and gross), social/emotional adaptive 
behavior, academic readiness skills, motor development, perceptual development, and 
physical development. 

 
All measurements used to determine readiness for school, including any process developed 
by Merrillville Community School Corporation, must approved by the corporation and 
administered by a professional qualified to interpret such tests.  The Superintendent or 
designee shall not make his/her determination based upon only one single test score. 

 
3. Whether early entrance is in the best interest of the child:  A child coming into the school 

corporation from an out-of-state kindergarten program (public or private) or an in-state 
kindergarten (public or private) and who does not meet the Indiana state age-eligibility 
requirements, should be admitted to the kindergarten program, unless it can be determined 
that enrollment in such a program was intended to circumvent Indiana law. 

 
The Superintendent or designee shall advise the parent(s)/guardian(s) of his/her decision in 
writing. 

 
The Superintendent or designee developed an application form and evaluation process for early 
entrance to aid him/her in the process of making his/her determination. 
 
Legal Reference: I.C. 20-33-2-7 
 
Presented:  08/02/05 
Adopted:  8/16/05 
Revised and Presented:  04/29/14 
Adopted:  5/6/14 

























5.45 RETENTIONS 
 
A. Philosophy and Decision Making and Appellate Process: 
 

The staff of the Merrillville Schools endeavors to provide an optimum education for all 
students so that they may become productive and effective citizens in our society.  Each year, 
the students are exposed and involved with programs and activities, which enhance their 
developmental growth and ensure their success in the succeeding years.  Most students 
progress through the curriculum with very little difficulty and continue the challenges of 
learning.  However, there are a few students who need additional time and experience as they 
would have difficulty achieving at the next level.  For these reasons, students may be retained 
at the direction of the building principal after consultation with the parents and teacher.  
Retention decisions may be appealed to the Superintendent or Designee.  The decision of the 
Superintendent’s Designee may be appealed to the Superintendent, if desired.  The 
Superintendent’s decision may be appealed to the Board of School Trustees. 

 
B. Retention Procedures: 
 

The following procedures will be observed by all principals prior to any retention decision: 
 

1. A minimum of three teacher-parent contacts 
2. Accumulation of supportive evidence including unsatisfactory reports 
3. A review of achievement test results 
4. Parental notification by May 15th 
5. Conferences as requested by the parents 

 
C. Additional Information: 
 

The Merrillville Community School Corporation does not allow the retention of any student 
who has successfully completed any grade, except upon the recommendation of the 
appropriate school personnel.  Under no circumstances may a student be retained for the sole 
purpose of improving the student’s ability to participate in a school corporation athletic 
program. 

 
 
 
 
Amended & Presented:  2/07/2017 
Adopted:  02/21/2017 
 



5.46  Notification of Rights under Family Educational Rights and Privacy Act (FERPA) 
 
The Family Educational Rights and Privacy Act (FERPA) affords parents and students who are 
18 years of age or older ("eligible students") certain rights with respect to the student's education 
records.  These rights are: 
 

1. The right to inspect and review the student's education records within 45 days after the day the 
Merrillville Community School Corporation receives a request for access.  
 
Parents or eligible students who wish to inspect their child’s or their education records should 
submit to the school principal a written request that identifies the records they wish to inspect.  
The school official will make arrangements for access and notify the parent or eligible student of 
the time and place where the records may be inspected.  
 

2. The right to request an amendment of the student’s education records that the parent or eligible 
student believes are inaccurate, misleading, or otherwise in violation of the student’s privacy 
rights under FERPA. 
 
Parents or eligible students who wish to ask the Merrillville Community School Corporation to 
amend their child’s or their education record should write the school principal, clearly identify 
the part of the record they want changed, and specify why it should be changed.  If the school 
decides not to amend the record as requested by the parent or eligible student, the school will 
notify the parent or eligible student of the decision and of their right to a hearing regarding the 
request for amendment.  Additional information regarding the hearing procedures will be 
provided to the parent or eligible student when notified of the right to a hearing. 
 

3. The right to provide written consent before the school discloses personally identifiable 
information (PII) from the student's education records, except to the extent that FERPA 
authorizes disclosure without consent. 
 
An exception, which permits disclosure without consent, is disclosure to school officials with 
legitimate educational interests.  The criteria for determining who constitutes a school official 
and what constitutes a legitimate educational interest must be set forth in the school’s or school 
district’s annual notification for FERPA rights.  A school official includes a person employed by 
the school or school district as an administrator, supervisor, instructor, or support staff member 
(including health or medical staff, School Resource Officer, and law enforcement unit personnel) 
or a person serving on the School Board.  A school official also may include a volunteer,  
contractor, or consultant who, while not employed by the school, performs an institutional 
service or function for which the school would otherwise use its own employees and who is 
under the direct control of the school with respect to the use and maintenance of PII from 
education records, such as an attorney, auditor, medical consultant, or therapist; a parent or 
student volunteering to serve on an official committee, such as a disciplinary or grievance 
committee; or a parent, student, or other volunteer assisting another school official in performing 
his or her tasks.  A school official has a legitimate educational interest if the official needs to 
review an education record in order to fulfill his or her professional responsibility. 



Also, upon request, the Merrillville Community School Corporation discloses education records 
without consent to officials of another school or school district in which a student seeks or 
intends to enroll, or is already enrolled if the disclosure is for purposes of the student’s 
enrollment or transfer. 
 

4. The right to file a complaint with the U.S. Department of Education concerning alleged failures 
by the Merrillville Community School Corporation to comply with the requirements of FERPA. 
 
The name and address of the Office that administers FERPA are: 
 

Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC  20202 

 
 
 
 
 
Presented:  August 15, 2017 
Adopted:  September 5, 2017 























5.481 Test Security Policy 
 
Any “Testing Irregularity” that is not a testing security concern should be reported by using the 
Testing Irregularity Report form found in Appendix D of the Indiana Assessment Program 
Manual.  “Testing Irregularity” is defined under the administrative regulation to mean “any 
unexpected event that significantly disrupts the testing environment of two (2) or more students, 
including, but not limited to, the sounding of the fire alarm or a power outage.” 
 
o I.C. 20-28-5-7 
o 511 I.A.C. 5-5-3 
o 511 I.A.C. 5-5-4 
o 2017-2018 Indiana Assessment Program Manual (Indiana Department of Education, Office 

of Student Assessment) 
o Code of Ethical Practices and Procedures (Indiana Department of Education) 
o Protocol for Reporting and Investigating Alleged Assessment Breaches (Indiana Department 

of Education) 
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5.49 D - RANDOM DRUG TESTING POLICY 
 
Policy Statement: The Merrillville Community School Board is strongly committed to drug 
prevention and education to create a safe environment and to provide a climate where all students 
can reach their potential.   
 
The use of illegal drugs presents a threat to the safety, health and welfare of both our employees and 
our students.  Because of the risks associated with such abuse, the Board is implementing a student 
testing program for drugs.  The program is not intended to be punitive or disciplinary in nature.  The 
purpose of this program is to identify a student with drug residues in his/her body, to provide 
notification to the custodial parent/guardian, and to educate, help, and direct students away from drug 
abuse and toward a healthy, safe, and drug free participation in school activities.  
 
Because participation in extra-curricular activities at Merrillville High School is a privilege, high 
standards of conduct are expected for students wishing to participate in these types of activities as 
well as for students who wish to drive to school.  The Merrillville Community School Corporation 
shall conduct a mandatory random drug testing program for all students participating in the 
following: 
 

1. All extracurricular activities including; all athletics, clubs, organizations, and activities 
sponsored by the School Corporation. 

2. All students who apply for a driving/parking permit pursuant to rules and regulations as set 
forth in the Student Handbook. 

3. Any students not qualifying in the afore mentioned activities, who wish to voluntarily 
participate in the Random Drug and Alcohol Testing Program. 

 
Definitions: 

1. Student Athlete: Any student who is trying out for or participating in any school-sponsored 
interscholastic athletic competition, or cheerleading. 

2. Extracurricular Activities: Any school sponsored club, organization, activity in which 
participation is voluntary. 

3. Student Drivers: Any student who is issued a driving/parking permit under the rules and 
regulations of the driving policy in the Student Handbook. 

 
Consent to Testing: Any student who wishes to participate in extra-curricular activities or drive to 
school must consent to participate in the school’s random drug testing program and sign a consent 
form.  A student who does not wish to be included in this program shall not be permitted to 
participate in the above stated activities.  Parents may also voluntarily enroll their child even if the 
student is not involved in extra-curricular activities.  Once a student consents to participate in the 
school district’s random drug testing program, the student will be part of the program for the 
remainder of the school year. 
 
Selection Procedure: Students participating in the program will be selected randomly throughout 
the school year for drug testing.  The testing facility shall implement a procedure for the method of 
random selection of students involved in the program as well as procedures to be used in the 
collection and testing of samples.  The tests themselves will be administered by an independent 
testing facility using procedures and standards set up by them. 
 
Consequence of a First Time Positive Test Result: A student who tests positive for drugs 



following the random test, shall be immediately suspended from the extra-curricular activities they 
are currently enrolled in, or future extra-curricular activities they wish to enroll in.  Students who 
drive to school will have their driving privileges suspended.  The student must immediately enroll in 
drug counseling, and show documentation of following counseling recommendations in order to be 
eligible to participate in any further activities or have driving privileges reinstated.  During the period 
of enrollment in a program the student is suspended from all extra-curricular activities.  The student 
must provide the school with a drug test result from the counseling service before the school clears 
the student to return to activities. Within the school year of the first offense, the student may be re-
tested at any time.  Drug counseling options include: South Lake Mental Health, Physicians, 
Awakenings, Addiction and Behavior Services, and Porter-Stark.  Other options may be approved by 
the administration.  Such counseling will be at the student’s/parent’s expense.  
 
Consequences of a Second Positive Test Result:  A student who tests positive for drugs following 
the random test, shall be immediately suspended from the extra-curricular activities they are 
currently enrolled.  ATHLETES IN OR OUT OF SEASON:  If a second offense occurs when an 
athlete is in or out of season, the athlete must immediately enroll in drug counseling and show 
documentation of following counseling recommendations.  The student must provide the school with 
a drug test result from the counseling service before the school allows the student to return to 
activities.  The athlete will be suspended from their sport for 30% of the season before being allowed 
to participate. The athlete will be tested prior to the beginning of their next sport season and 
periodically during the remainder of the school year.   
 
Consequences of a Third Positive Test Result:  A student who tests positive for drugs following a 
random test will be immediately suspended from the extra-curricular activity for 365 days. 
 
Parental Notification: When students complete the drug test, the test administrator will give the 
student a form showing the initial results of the test that can be taken home to give to his/her 
parent/guardian.  Once the school gets the test results from the testing company if a test is positive, 
the student’s parents/guardians will be contacted immediately.  A parent may request a meeting with 
the athletic director (test supervisor) to discuss the results, the suspension and the counseling 
procedure. 
 
Length of Results on Record: Positive test results will be removed August 1st of each school year.  
Students will start every school year without any record of previous test results.   
 
Masked Test: Any attempt to adulterate, mask, or substitute a specimen will be automatically 
declared a positive test. 
 
Refusal: After a student has been selected to submit to a random test, if the student refuses to submit 
to a drug test, the refusal will be treated as a drug-positive test.  If a student is unable to urinate 
during the time the testing company person is on site, a school administrator will issue the test during 
that day. 
 
Retest: A parent may request in writing a retest be taken by an outside agency within 72 hours of 
first notification. All costs associated with an additional test shall be the responsibility of the student 
and/or the student’s parent or guardian.  The retest must be done by a facility that is approved by the 
school.  While the results of such a test are pending, the student’s suspension shall be in effect.  In 
the event the additional testing undertaken by the parent and/or guardian is negative no penalty shall 
be issued.  Once the student has attended one of the designated counseling programs the school will 



retest the student within a two to four week period.   
 
Legitimate Explanation: Within twenty-four (24) hours of being informed of a positive test result, 
the student may present evidence to the test administrator that the positive test result was caused by 
the legitimate use of a prescription or non-prescription drug, or an activity other than illegal drug use. 
The test administrator shall determine whether such reasons would reasonably explain the positive 
test result.  If the test administrator determines the results to have been caused by a legitimate 
activity, then the test results will be disregarded and any record of the positive result shall be 
expunged.  If the test administrator determines that it was a positive test result the student, at their 
own expense, may ask that the sample be sent to an independent testing facility approved by the 
administration. 



Merrillville Community School District 
 

PLEDGE AND CONSENT 
 

As a student participant in any extra curricular activities at Merrillville High School or as a student 
who is allowed to drive to school, I recognize and accept the fact that my participation is a privilege 
and an opportunity for me to make a significant contribution to my school, my community, and my 
personal development.  Representing Merrillville Schools places many responsibilities upon me as 
an individual.  Many people, including fellow students, faculty members, sponsors, coaches, school 
officials, and parents are giving many hours of time and a great deal of financial support to provide 
fine programs for me.  In consideration of this, I agree to live by and conduct myself in accordance 
with the following pledge. 
 

1. I will conduct myself so as to reflect only honor upon myself, my fellow students, my school, 
my parents, and my community at all times in all places. 

2. I will keep myself mentally and physically alert so that I can contribute my best efforts and 
benefit myself, my fellow participants, my school, and my community. 

3. I will not use unlawful illicit drugs while a student of Merrillville Schools. 
4. I will actively discourage the use of drugs among youth in order to achieve drug-free schools. 

 
DRUG TESTING PROGRAM CONSENT FORM 

 

I have received, read, and understand a copy of “The Merrillville Random Drug Testing Policy”.  I 
also have read and understand the “Pledge” as stated above. 
 
Having this information at my disposal, I, __________________________________ will participate 
in this program and do, hereby, voluntarily agree to subject to its terms.  In an effort to promote and 
reserve the educational value of extra-curricular activities and to set an example for others in an 
effort to promote a student environment free of drug use, I accept the method of obtaining urine 
samples, testing, and analysis of such specimen and all other aspects of this program. I also agree to 
cooperate in furnishing urine specimens that may be required if my name is randomly selected. 
 
I further agree and consent to the disclosure of the sampling, testing, and results provided for in this 
program.  This consent is given pursuant to all state and federal privacy statutes, and is consent to 
disclosure of such test records and results to the extent of disclosure authorized in the program. 
 
_____________________________  _________________________________ 
Custodial Parent/Guardian Signature  Student Signature 
 
_____________________________  _________________________________ 
Address     Date 
 
NOTE: THIS FORM MUST BE RETURNED TO THE COACH, SPONSOR, OR ADMINISTRATOR BEFORE 
PARTICIPATING IN EXTRA-CURRICULAR ACTIVITIES OR OBTAINING A SCHOOL DRIVING PERMIT. 
 
Revised and Presented: 5/6/08 
Adopted: 5/20/08 
Revised and Presented: 10/16/13 
Adopted: 11/5/13 



5.50 RIGHTS - RESPONSIBILITIES - REGULATIONS - CONCERNING SCHOOL 
BEHAVIOR FOR STUDENTS 

 A. Introduction 

  As teachers and students are brought together so that learning may take place in 
Merrillville classrooms, an environment must be created which permits an orderly and 
efficient operation of the schools.  This environment, most of all, comes through 
consideration of others and self-discipline so that individuals do not allow themselves 
to infringe upon the rights of others as they seek an expression for their own just and 
legal privileges as members of the school and society.  

  The responsibility for development and maintenance of this self-discipline falls to a 
combined effort of students, parents, teachers, administrators, and to our community, 
which established the value system we accept.  When self-discipline fails, however, 
regulations for management of school behavior must be outlined by those responsible 
for the operation of the schools.  The Board of School Trustees of the Merrillville 
Community School Corporation has this legal responsibility for the school in which 
Merrillville students are enrolled. 

  The Board, in turn, has adopted the following policies and has appointed administrative 
officers to carry them out.  Authority for such Board responsibility is included in the 
School Powers Act and Student Due Process Code of the Indiana General Assembly. 

 B. Delegation of Authority 

  In carrying out the school purposes of the School Corporation, the following grants of 
authority are hereby made: 

 1. Each teacher and any of the other school personnel shall, when pupils are under his 
charge, have the right to take any action which is then reasonably necessary to carry 
out, or to prevent an interference with, the educational function of which he is then 
in charge.  Teachers and other school personnel may not suspend students from 
school, and removal of a student from any educational function within the 
supervision of a teacher or any of the other school personnel may not extend for a 
period of more than one (1) day unless the removal is treated as a suspension under 
IC 20-33-8-18. 

 2. Each principal (or designee) may take any action concerning his school or any 
school activity within his jurisdiction, which is reasonably necessary to carry out or 
prevent interference with an educational function or school purposes.  Such action 
may include establishing written rules and standards to govern student conduct.  
Similarly, the Superintendent, or his administrative staff with his approval, may take 
any action with respect to all schools within the Superintendent’s jurisdiction which 
is reasonably necessary to carry out or prevent interference with an educational 
function or school purposes.  

 C. Grounds for Suspension and/or Expulsion 

  Grounds for suspension or expulsion are student misconduct or substantial 
disobedience.  The following include examples of student misconduct or substantial 
disobedience, but are not limited to: 

 1. Engaging in conduct that disrupts or interferes with school purposes or an 
educational function, including but not limited to: the use of violence, force, noise, 
coercion, threat, intimidation, fear, passive resistance, engaging in sexual behavior 
on school property, disobedience of administrative authority, engaging in speech or 



conduct (including clothing, jewelry or hair style) which is profane, indecent, lewd, 
vulgar or offensive to school purposes, failing to tell the truth about any matter under 
investigation by school personnel, possessing or using a laser pointer or similar 
device, or other comparable conduct, or urging others to engage in such conduct.  

 2. Trespassing, vandalizing school property, breaking and entering a school building or 
facility, attempting to set fire or setting fire or intentionally damaging any school 
property.  

 3. Causing or attempting to cause substantial damage to school property or stealing or 
attempting to steal school property of substantial value or repeatedly damaging or 
stealing school property of small value.  

 4. Intentionally causing or attempting to cause damage to valuable private property, 
stealing, or attempting to steal valuable private property, or repeatedly damaging or 
stealing private property.  

 5. Attending school or a school-sponsored activity, with the odor of alcohol on breath, 
will be grounds for expulsion.  BREATHALYZER TESTS OF VARIOUS TYPES 
COULD BE USED TO CONFIRM THE CONSUMPTION OF ALCOHOL.  

 6. Repeatedly refusing to follow the directions of supervising school employees; 
engaging in acts of serious disrespect to school employees.  

 7. Willfully truant from school in violation of building policy.  
 8. The use or possession of tobacco is prohibited in the Merrillville Schools.  
 9. The violation or repeated violation, of any rules, standards or policies which have 

been established by the Superintendent and presented to the Board; or established by 
the principal of a school, reviewed and approved by the Superintendent, and 
presented to the Board.  The Board may change any such rules, standards or policies 
in accordance with procedures, which it has adopted.  

 10. Engaging in immoral conduct.  
 11. Intentionally causing or attempting to cause physical injury or intentionally behaving 

in such a way as could reasonably cause physical injury to any person.  Self-defense 
or reasonable belief that it was necessary to protect some other person does not, 
however, constitute a violation of this provision.  

12. Using force or the threat of force to take money or something of value from another 
person, engaging in blackmail, or using coercion to gain something of value or an 
advantage. 

13. Failing to report the actions or plans of another person to a teacher or administrator 
where those actions or plans, if carried out, could result in harm to another person or 
persons or damage property when the student has information about such actions or 
plans. 

14. Falsely accusing any person of sexual harassment, or of violating a school rule, 
and/or a state or federal law. 

15. Engaging in any activity forbidden by the laws of Indiana that constitutes an 
interference with school purposes or an educational function. 

16. Possessing, handling, using, transmitting or selling weapons, dangerous instruments 
or explosives. 

17. Knowingly possessing, handling, or transmitting a knife or any other object that can 
reasonably be considered a weapon.  This does include a “look a like” weapon. 

 



18. Knowingly possessing or using on school grounds during school hours an electronic 
paging device or a handheld portable telephone in a situation not related to school 
purpose or an educational function. 

19. Knowingly possessing, using, transmitting, or being under the influence of any 
controlled substance, prescription drug, narcotic drug, hallucinogenic drug, 
amphetamine, barbiturate, marijuana, alcoholic beverage, intoxicant of any kind, or 
depressant of any kind, or any paraphernalia used in connection with the listed 
substances.  Also prohibited is the consumption of any of the stated substances 
immediately before attending school or a school function or event. 

  Knowingly using or taking a prescription drug that is not prescribed for that person 
or that exceeds the recommended dosage for the person to which it is prescribed or a 
patent drug by exceeding recommended dosage with the purpose of creating an 
intoxicated or irrational state or of causing physical injury, either to one self or to 
other persons.  Knowingly transmitting or selling such prescription or patent drugs to 
aid a person violates this paragraph.   

  Any violation of the above rule will result in a recommendation by the school 
administration that the student be expelled. 
Exception to rule: a student with a chronic disease or medical condition may possess 
and self-administer prescribed medication for the disease or condition if the 
student’s parent has filed a written authorization with the building principal.  The 
written authorization must be filed annually and must include the following 
information: 

1. Physician’s statement that the student has an acute or chronic disease or 
medical condition for which medication has been prescribed. 

2. The nature of the disease or medical condition requires emergency 
administration of the prescribed medication. 

3. The student has been instructed in how to self-administer the prescribed 
medication. 

4. The student is authorized to possess and self-administer the prescribed 
medication. 

 20. Possessing or providing to any person anything used or designed to be used 
primarily for the storage, processing, delivery or consumption of alcohol, marijuana, 
stimulants, intoxicants, narcotics, depressants or hallucinogens.  Examples of things 
which are not to be possessed or provided to another person are: pipes, rolling 
papers, clips, stones and any other devices believed to be, by school authorities, used 
for the storage, processing, delivery or consumption of the above mentioned drugs. 

  Any student who is unsure if possession, use or providing another person with any 
particular medicine, substance or paraphernalia would violate the above rule should 
contact the building principal or his designee before possessing, using or providing 
the medication, substance or paraphernalia.  

 21. A person knowingly or intentionally delivers any substance that he represents to be 
controlled substance commits “dealing in a substance represented to be a controlled 
substance.”  

22. Creating a disturbance by displaying or using a substance represented to be a 
controlled substance. 

 



       The grounds for suspension or expulsion listed above apply when a student is: 
 a. On school grounds immediately before, during, and immediately after school 

hours and at any other time when the school is being used by a school group; 
 b. Off the school grounds at a school activity, function, or event; 

c. Traveling to or from school or a school activity, function, or event; 
d. During Summer School. 

  NOTE 

 I. It will be recommended that a student be expelled for one (1) calendar year when, 
while on school property, the student possesses, handles, uses, or transmits a firearm 
as defined in IC.35-47-1-5 or a destructive device.  The student will be allowed to 
return to school at the beginning of the first school semester after the end of the one 
(1) year period. 
1. The following devises are considered to be a firearm under this rule: 

- any weapon which will or is designated to or may readily be converted to 
expel a projectile by the action of an explosive 

- the frame or receiver of any weapon described above 
- any firearm muffler or firearm silencer 
- any destructive device which is an explosive, incendiary, or poison gas 

bomb, grenade, rocket having a propellant charge of more than four ounces, 
missile having an explosive or incendiary charge of more than one-quarter 
ounce, mine, or any similar device 

- any weapon which will, or which may be readily converted to, expel a 
projectile by the action of an explosive or other propellant, and which has 
any barrel with a bore of more than one-half inch in diameter 

- any combination of parts either designed or intended for use in converting 
any device into any destructive device described in the two immediately 
preceding examples, and from which a destructive device may be readily 
assembled 

- an antique firearm 
- a rifle or shotgun that the owner intends to use solely for sporting, 

recreational, or cultural purposes 
2. For purposes of this rule, a destructive device is 

- an explosive, incendiary, or overpressure device that is configured as a bomb, 
a grenade, a rocket with a propellant charge of more than four ounces, a 
missle having an explosive or incendiary charge of more than one-quarter 
ounce, a mine, a Molotov cocktail or a device that is substantially similar to 
an item described above, 

- a type of weapon that may be readily converted to expel a projectile by the 
action of an explosive or other propellant through a barrel that has a bore 
diameter of more than one-half inch, or 

- a combination of parts designed or intended for use in the conversion of a 
device into a destructive device.  A destructive device is NOT a device that 
although originally designed for use as a weapon, is redesigned for use as a 
signaling, pyrotechnic, line throwing, safety, or similar device. 



3. The superintendent shall immediately notify the appropriate law enforcement 
agency when a student is expelled under this rule. 

 II. It will be recommended that a student be expelled for one (1) calendar year when, 
while on school property, the student possesses, handles, uses, or transmits a deadly 
weapon as defined in IC.35-41-1.8. 

1. The following devices are considered to be deadly weapons as defined in I.C. 35-41-
1-8: 

- a weapon, taser or electronic stun weapon, equipment, chemical substance, or 
other material that in the manner it is used, or could ordinarily be used, or is 
intended to be used, is readily capable of causing serious bodily injury. 

- an animal readily capable of causing serious bodily injury and used in the 
commission or attempted commission of a crime 

2. The superintendent shall immediately notify the appropriate law enforcement agency 
when a student is expelled under this rule. 

 III. A student may be suspended or expelled for engaging in unlawful activity on or off 
school grounds if the unlawful activity may reasonably be considered to be an 
interference with school purposes or an educational function, or the student’s 
removal is necessary to restore order or protect persons on school property.  This 
includes any unlawful activity meeting the above criteria which takes place during 
weekends, holidays, other school breaks, and the summer period when a student may 
not be attending classes or other school functions. 

 IV. It will be recommended that a student be expelled when a student’s legal settlement 
in not in the attendance area of the Merrillville Community School Corporation. 

 D.  Short-Term Suspension 

  Any principal (or designee) may suspend for a period of no more than ten (10) school 
days.  This suspension may deny a student the right to attend school or to take part in 
any school function until midnight of the last day of suspension.  A student may be 
suspended on the following grounds: 

 1. Conduct constituting grounds for expulsion as set out above. 
 2. Other violation of rules and standards of behavior, the Board approves or received.  

Such suspensions shall be made only after the principal (or designee) has made an 
investigation thereof and has determined that such suspension is necessary to help 
any student, to further school purposes, or to prevent an interference therewith.  No 
suspension may be made without affording the student an opportunity for an 
informal meeting.  At the informal meeting the student is entitled to: 

 a. a written or oral statement of the charges against him; 
 b. and, if he denies the charges, a summary of the evidence against him; and 
 c. the student will be provided an opportunity to explain his conduct. 
 3. The meeting shall precede suspension of the student except where the nature of the 

misconduct requires immediate removal.  In such situations, the meeting will follow 
the suspension as soon as reasonably possible following the date of the suspension. 

 4. Following the suspension, the parent or guardian of a suspended student will be 
notified in writing.  The notification will include the dates of the suspension, 
describe the student’s misconduct, and the action taken by the principal (or 
designee). 



 E. Other Remedies 

  The Superintendent, Principal, any administrative personnel or any teacher of the 
school corporation shall be authorized to take any action in connection with student 
behavior, in addition to the actions specifically provided in this policy, reasonably 
desirable or necessary to help any student, to further school purposes, or to prevent an 
interference therewith, such action may include the following: 

 1. Counseling with a student or group of students. 
 2. Conferences with a parent or group of parents. 
 3. Assigning students additional work. 
 4. Rearranging class schedules. 
 5. Requiring a student to remain in school after regular school hours to do additional 

schoolwork or for counseling. 
 6. Restriction of extracurricular activity. 
 7. Assignment by the Principal of: 

 a. A special course of study 
 b. An alternative educational program; or 
 c. An alternative school. 
 8. Removal of a student from school sponsored transportation. 
 9. Referral to the juvenile court having jurisdiction over the student 
 F. Expulsion Procedures 

  When a principal (or designee) recommends to the superintendent (or designee) that a 
student be expelled from school, the following procedures will be followed: 

 1. The superintendent (or designee) may conduct an expulsion meeting, or may appoint 
one of the following persons to conduct the expulsion meeting: 

 a. legal counsel 
 b. a member of the administrative staff who did not expel the student during the 

current school year and was not involved in the events giving rise to the 
expulsion. 

 2. An expulsion will not take place until the student and the student’s parent are given 
notice of their right to appear at an expulsion meeting. 

 3. The notice of the right to appear at an expulsion meeting will contain the reasons for 
the expulsion and the procedure for requesting an expulsion meeting. 

 4. At the expulsion meeting, the principal (or designee), will present evidence to 
support the charges against the student.  The student or parent will have the 
opportunity to answer the charges against the student, and to present evidence to 
support the student's position. 

 5. If an expulsion meeting is held, the person conducting the expulsion meeting will 
make a written summary of the evidence heard at the meeting, take any action found 
to be appropriate, and give notice of the action taken to the student and the student's 
parent.  

  The student or parent has the right to appeal the decision of the person conducting 
the expulsion meeting to the school board within ten (10) days of the receipt of 



notice of the action taken.  The student or parent appeal to the school board must be 
in writing.  If an appeal is properly made, the board must consider the appeal unless 
the board votes not to hear the appeal.  If the board hears the appeal, it will consider 
the written summary of the expulsion meeting and the arguments of both the school 
administration and the student and/or student’s parent.  The Board will then take any 
action deemed appropriate. 
Any expulsion taking effect more than three (3) weeks prior to the beginning of the 
second semester of any school year must be reviewed prior to the beginning of the 
second semester.  Any expulsion that will remain in effect during the first semester 
of the following school year must be reviewed before the beginning of the school 
year. 

 
G. Suspension and Expulsion of Students with Disabilities 

 
  Students with disabilities are subject to the discipline rules adopted by the board of 

school trustees and, therefore, may be suspended or expelled for any violation(s) of 
such rules.  In accordance with I.C.20-8.1-5.1 and 511 IAC 7-15, administrators may 
take the following discipline actions: 

  Suspension 

  A suspension is defined as a unilateral, temporary cessation of educational or related 
services.  A short-term removal of a student pursuant to the student’s individualized 
education program is not a suspension.  Students with disabilities may be suspended up 
to ten (10) consecutive school days, but no more than ten (10) cumulative school days 
in a school year. 

  Before a student with disabilities can be suspended, the student must be afforded a 
meeting with the principal, wherein the student is entitled to: (1) a written or oral 
statement of the charges against the student; (2) if the student denies the charge, a 
summary of the evidence against the student; and an opportunity to explain the 
student’s conduct.   

  This meeting shall precede the suspension of a student unless the nature of the 
misconduct requires immediate removal of the student. 

  Expulsion 

  An expulsion is defined as separation from school attendance or a related service for 
more than ten (10) consecutive school days. 

  Before a student with disabilities can be expelled from school, the student and the 
student’s parent must be afforded the opportunity to attend an expulsion meeting before 
an appointed expulsion examiner. However, prior to any expulsion meeting, the case 
conference committee must meet to review the student’s behavior and determine 
whether the behavior is caused by, or is a manifestation of, the student’s disability.  If 
the committee determines there is such a causal relationship between the student’s 
behavior and the student’s disability, the student may not be expelled.  If, however, the 
committee determines there is no causal relationship between the student’s behavior 
and the student’s disability, the parent may: (1) request the appointment of an 
independent hearing officer to contest the committee’s determination; (2) request an 
expulsion meeting; or (3) waive the right to an expulsion meeting. 

  In the event of the expulsion of a student with disabilities, educational and related 
services shall not cease.  The case conference committee shall determine the 



educational services that will be provided during the expulsion period and where the 
services will be provided. 

H.  Law Enforcement Notification Procedures 

1. Reporting of Threat or Intimidation Against School Employee: In compliance with 
Indiana law, any employee who has knowledge of a school employee being the 
subject of a threat or an act of intimidation shall report orally this knowledge to the 
building administrator and to the local law enforcement agency.  The building 
administrator upon receiving such a report shall also make an oral report to the 
local law enforcement agency. 

The law provides that any person who reports a threat or an act of intimidation 
against a school employee, or who participates in any judicial proceeding or other 
proceeding resulting from such report, is immune from any civil or criminal 
liability that might otherwise be imposed because of such actions, provided that the 
individual is acting in good faith. 

2. The Superintendent, or his designee, will notify the appropriate local law 
enforcement agency when a student is expelled for violation of behavior rules 
related to firearms, destructive devices and deadly weapons. 

 

LEGAL REFERENCE I.C. 20-8.1-5.1-1 et seq.; 20 U.S.C. § 8921; 20 U.S.C. § 8922; 20 U.S.C. § 
1415; 511 I.A.C. 7-15-1; 511 I.A.C. 7-15-2; I.C. 35-47.5-2-4; I.C. 35-41-1-8; I.C. 35-47-1-5. 
 

Revised and Presented 5/15/12 
Adopted 6/5/12 
Revised and Presented 10/16/13 
Adopted 11/5/13 



5.50A Bullying 
 
1. Bullying committed by students toward other students is strictly prohibited. Engaging in 

bullying conduct described in this rule by use of data or computer software that is accessed 
through any computer, any computer system, or any computer network is also prohibited. 
 

2. For purposes of this rule, bullying is defined as overt, unwanted, repeated acts or gestures, 
including verbal or written communications or images transmitted in any manner including 
electronically or digitally, physical acts committed, aggression, or any other similar behaviors 
that are committed by a student or group of students against another student with the intent to 
harass, ridicule, humiliate, intimidate, or harm the targeted student and create for the targeted 
student an objectively hostile school environment that: 

 
- places the targeted student in reasonable fear of harm to the targeted student’s person or 

property; 
 

- has a substantially detrimental effect on the targeted student’s physical or mental health; 
 

- has the effect of substantially interfering with the targeted student’s academic 
performance; or 
 

- has the effect of substantially interfering with the targeted student’s ability to participate 
in or benefit from the services, activities, and privileges provided by the school. 

 
3. This rule may be applied regardless of the physical location of the bullying behavior when a 

student committing bullying behavior and the targeted student attend a school within the 
school corporation and disciplinary action is reasonably necessary to avoid substantial 
interference with school discipline or prevent an unreasonable threat to the rights of other 
students to a safe and peaceful learning environment. 
 

4. Any student or parent who has knowledge of conduct in violation of this rule or any student 
who feels he/she has been bullied in violation of this rule should immediately report the 
conduct to the School Principal who has responsibility for all investigations of student 
misconduct including bullying. A student or parent may also report the conduct to a teacher 
or counselor who will be responsible for notifying the School Principal. This report may be 
made anonymously.  
 

5. The School Principal shall investigate immediately all reports of bullying made pursuant to 
the provisions of this rule. Such investigation must include any action or appropriate 
responses that may be taken immediately to address the bullying conduct wherever it takes 
place. The parents of the bully and the targeted student(s) shall be notified on a regular, 
periodic basis of the progress and the findings of the investigation and of any remedial 
action that has been taken.  
 

6. The School Principal will be responsible for working with the school counselors and other 
community resources to provide information and/or follow-up services to support the 
targeted student and to educate the student engaging in bullying behavior on the effects of 
bullying and the prevention of bullying. In addition, the school administrator and school 
counselors will be responsible for determining if the bullying behavior is a violation of law 
required to be reported to law enforcement under Indiana law based upon their reasonable 



belief. Such determination should be made as soon as possible and once this determination 
is made, the report should be made immediately to law enforcement. 
 

7. False reporting of bullying conduct as defined in this rule by a student shall be considered a 
violation of this rule and will result in any appropriate disciplinary action or sanctions if the 
investigation of the report finds it to be false. 

 
8. A violation of this rule prohibiting bullying may result in any appropriate disciplinary action 

or sanction, including suspension and/or expulsion. 
 
9. Failure by a school employee who has a responsibility to report bullying or investigate 

bullying or any other duty under this rule to carry out such responsibility or duty will be 
subject to appropriate disciplinary action, up to and including dismissal from employment 
with the school corporation. 

 
10. Counseling, corrective discipline, and/or referral to law enforcement will be used to change 

the behavior of the perpetrator. This includes appropriate intervention(s), restoration of a 
positive climate, and support for victims and others impacted by the bullying. 
 

11. Educational outreach and training will be provided to school personnel, parents, and 
students concerning the identification, prevention, and intervention in bullying. 
 

12. All schools in the corporation are encouraged to engage students, staff and parents in 
meaningful discussions about the negative aspects of bullying. The parent involvement 
may be through parent organizations already in place in each school. 

 
13. The superintendent or designee will be responsible for developing detailed administrative 

procedures consistent with the Indiana Department of Education guidelines for the 
implementation of the provisions of this rule. 

 
This Board Policy applies when a student is: 

A. On school grounds immediately before or during school hours, immediately after school 
hours or at any other time when the school is being used by a school group (including 
summer school); 

B. Off school grounds at a school activity, function, or event; 
C. Traveling to or from school or a school activity, function, or event; or 
D. Using property or equipment provided by the school. 
E. Through the use of data or computer software that is accessed through a computer, 

computer system, or computer network of the school corporation. 
 
LEGAL REFERENCE: I.C. 20-33-8-0.2 
    I.C. 20-33-8-13.5 
 
Presented: 10/16/13 
Adopted: 11/5/13 





5.512 USE OF METAL DETECTORS  
 
 
Use of Metal Detectors - Reasonable Suspicion 
  
When the school administration has reasonable suspicion to believe that weapons are in the 
possession of an identified student, students, or group of students, the administration is authorized 
to use a mobile metal detector to search the student or students.  Any search of a student's person as 
a result of the activation of the detector will be conducted in private and in accordance with the 
policy on personal searches. Only school personnel who have been trained in the usage of metal 
detectors, law enforcement officers assigned to the school corporation, or school resource officers 
shall operate the metal detectors under the direction of the administration. 
 
Use of Metal Detectors - Administrative Search 
 
In view of the escalating school violence, the potential presence of weapons in our schools, and the 
school corporation’s duty to maintain a safe learning environment, the Merrillville Board of School 
Trustees authorizes the use of metal detectors to check a student's person or personal effects. Only 
school personnel who have been trained in the usage of metal detectors, law enforcement officers 
assigned to the school corporation, or school resource officers shall operate the metal detectors 
under the direction of the administration.  
 
 School officials or law enforcement officers may conduct metal detector checks of groups 

of individuals if the checks are done in a minimally-intrusive, nondiscriminatory manner. 
Metal detector checks of groups of individuals may not be used to single out a particular 
individual or category of individuals. 

 
 If a school official or a law enforcement officer has reasonable suspicion to believe that a 

particular student is in possession of an illegal or unauthorized metal-containing object or 
weapon, he or she may conduct a metal detector check of the student's person and personal 
effects. 

 
Notice of the Board policy and procedures on the use of metal detectors will be sent to parents 
and students and posted on the websites of the school corporation and of each school. 
 
The Superintendent shall develop procedures for implementing this policy. The metal detector 
checks will be done only in accordance with the provisions of the Board policy and procedures by 
school personnel or law enforcement officers under the supervision of the school administrator. 
 
Procedures for the Use of Metal Detectors 
 
The following procedures for the use of metal detectors in the schools are developed pursuant to 
Board policy on the Use of Metal Detectors. The Superintendent may modify or expand these 
procedures in any manner consistent with the Board’s policy. 
 
A notice will be posted in a central location at each school stating that weapons are not permitted at 
school and that students may be required to submit to a metal detector check. In addition, the metal 
detector policy and these procedures will be included in the student handbooks for each school. 
Notice of the Board policy and procedures on the use of metal detectors will be sent to parents and 



students of each school. A notice must be sent out before the beginning of each school year.   The 
superintendent will determine the specific dates when the notice will be sent out.  
 
A.  Before conducting the metal detector checks, the participating administrator or law 

enforcement officer ("officer") will explain the scanning process to students, emphasizing 
that the checks are intended to maintain safe schools. 

 
B.  An administrator or officer will escort each student with his or her personal effects into a 

designated area to proceed with the metal detector check. An adult will closely observe 
students to make sure no objects are removed from pockets or personal effects. 

 
C.  The administrator or officer will ask the student to remove all metal-containing objects 

from his or her clothing and personal effects. The administrator or officer will then scan 
the student without touching his or her body and scan the outside of the student's personal 
effects. The metal detector scan of the student's person will be done by an adult who is 
the same sex as the student. If the student refuses to cooperate, the administrator or 
officer may proceed with the check in the presence of another adult. 

 
D.  If the metal detector is activated during the scanning of the student's effects, the 

administrator or officer will ask the student to open the bag, purse, etc., and the officer 
will proceed to look for weapons. If the metal detector is activated during the scanning of 
the student's person, the student will be given a second opportunity to remove any metal-
containing object from his person. A second scan will be conducted and if the metal 
detector is activated again, an administrator or officer of the same sex will conduct a pat-
down search of the student's outer clothing in the area where the metal detector was 
activated. The pat-down search will be done in a private room or area and in the presence 
of an adult witness, when feasible. If the administrator or officer feels an object on the 
student's person, the student will be given an opportunity to remove the object. If he or 
she refuses, the administrator or officer will remove the object from the student in the 
presence of an adult witness of the same sex. 

 
Metal Detector Checks of Individual Students 
 
Before conducting a metal detector check of an individual student, the administrator or officer must 
have individualized reasonable suspicion that the student is in possession of an illegal or 
unauthorized metal-containing object or weapon. The provisions of the Board Policy regarding 
personal searches and the use of metal detectors shall be followed under these circumstances. 
 
If a properly conducted search yields a weapon or any other illegal material, it shall be turned over 
to the proper legal authorities for disposition. 
 
 
 
 
 
Presented:  08/21/2018 
Adopted: 09/04/2018 







5.6 GRADUATION REQUIREMENTS 
 
 
A. Regular Day Students: 
 
Regular day students are encouraged to enroll in grades nine (9) through twelve (12) programs 
and shall be permitted to attend a minimum of 9 trimesters and enroll in fewer than (5) five 
classes during their senior year only for reasons included in the State Board of Education 
Policies.  Students meeting the requirements of graduation may declare their intention to 
graduate at the end of the first or second trimesters with the written permission of their parents 
and counselor certification that all graduation requirements have been met).  Students must 
acquire 45 credits for the General Diploma, 45 credits for a CORE 40 College Prep Diploma, and 
48 credits for the CORE 40 with Academic Honors and Technical Honors Diplomas; and shall 
meet all other State Department of Public Instruction requirements for graduation 
 
 
 
 
Amended and Presented: February 21, 2017 
Adopted:  March 7, 2017 



5.61 – STUDENT MASTERY OF ESSENTIAL SKILLS 
 

A. Essential Skills Minimum Requirements: 
1. Grades 3 through 8: The ISTEP+ minimum state proficiency levels at these grades are 

the expected minimum performance levels for Merrillville students. 
 
2. The Class of 2017 must pass the Graduation Qualifying Exam which consists of End 

of Course Assessments taken after the completion of courses in Algebra I and English 
10. 
 

3. Beginning with the Class of 2018, the ISTEP ELA 10 and ISTEP Math 10 assessment 
taken at the end of Grade 10 is designated as the Merrillville High School graduation 
examination.  All Grade 10 students must pass this assessment at the minimum State 
proficiency level in order to receive a graduation diploma. 

 
B. Required Remedial Action: 

1. Students at Grades 3 through 8 who have not met the minimum state proficiency 
levels will be assigned to appropriate remedial programs during the regular school 
year. 

 
C. Special Education Students: 

Students certified as learning handicapped within the definition of Article 7 of the 
Indiana State Board of Education Administrative Rules will be eligible to receive a 
graduation diploma or certificate of completion based on State rules governing learning 
handicapped students who either meet or do not meet the minimum state proficiency 
level on ISTEP+. 

 
 
Amended and Presented: February 21, 2017 
Adopted: March 7, 2017 

















5.7 GRADES, TESTS, AND HOMEWORK PROCEDURES 
 
A. Academic progress shall be reported to parents of all students not less than each six weeks 

during the school year. 
 

B. The primary purpose of the report should be to help the student appraise his strengths and 
weaknesses as reflected by the teachers’ evaluation of his progress in subject areas, work 
habits, and attitudes.  The progress report shall be considered a confidential report of the 
student’s progress to the student and parents. 

 
 
 
 
 
Amended and Presented:  February 21, 2017 
Adopted: March 7, 2017 



5.701 MERRILLVILLE HIGH SCHOOL WEIGHTED GRADES 
 
 
1. Courses to be weighted: 

 
English      Math 
8th grade Honors (credit/no weight) 8th grade Honors Integrated Math I (credit/no weight) 
9th grade Honors     Honors Integrated Math II 
10th grade Honors    Honors Integrated Math III 
AP Literature     Honors Pre-Calculus 
AP Language/Adv. Comp Honors AP Calculus 
      AP Statistics 

 
Science      Social Studies 
Honors Biology    AP US History (I, II, & III) 
Honors Chemistry    AP Government 
AP Biology    AP Macroeconomics 
AP Chemistry    AP Microeconomics 
AP Physics    AP Psychology 

 
2. Five (5) point scale for weighted grades: 
 

Classes Prior to 2021  Classes 2021 and beyond 
Non-Weighted    Weighted 
A = 4    A = 5 
B = 3    B = 4 
C = 2    C = 3 
D = 1    D = 2 
F = 0    F = 0 

 
3. Implementation Schedule 

 
• Implement with the incoming 2017-2018 Grade 9 / Class of 2021 
• Weight only those classes taken beginning in Fall of Grade 9 

 
4. Rank Point System 
 

• Students in each affected class are ranked according to Rank Points versus GPA raw 
score 

• Rank Points will be calculated as follows: 
 

(GPA Raw Score) + (# of Credits Earned) = Rank Points 
60 

 
 
Presented: February 21, 2017 
Adopted:  March 7, 2017 









5.75 MEAL CHARGE POLICY 

The National School Lunch Program (NSLP) requires school food authorities to establish written 
administrative guidelines and policy for meal charges. Merrillville Community School 
Corporation will adhere to the following meal charge policy: 

1. A student may charge up to three (3) meals maximum (one charge per meal) as long as they 
establish and maintain a good credit history of making payments on their food service 
accounts.  

2. A staff member may charge the total cost of $3.00 as long as they establish and maintain a 
good credit history of making payments on their food service accounts. 

3. A student who has charged a meal may not charge or purchase "ala carte" item(s), including 
extra main entrees. 

4. If a student repeatedly comes to school with no lunch and no money, food service employees 
must report this to the building administrator. It could be a sign of abuse or neglect and the 
proper authorities should be contacted.  

5. The food service manager or other school personnel will coordinate communications with the 
parent(s)/guardian(s) to resolve the matter of unpaid charges. 

6. If food and nutrition services staff suspects that a student may be abusing this policy, written 
notice will be provided to the parent(s)/guardian(s) that if he/she continues to abuse this 
policy, the privilege of charging meals will be refused. 

7. The food service manager will also send home letters each week to parents of elementary 
students who carry negative balances $6.00 and above.  Parents of secondary students will 
receive e-mails once a week with negative balance information. 

8. All accounts must be settled by the last student day as designed on the school calendar. 
Letters will be sent home mid-March to students who have any negative balances.  Negative 
balances of more than $20.00 not paid in full by the last student day of school will force the 
District to take action to collect unpaid funds by means of collection agencies, small claims 
court, or any other legal method deemed necessary by the District.  Under the National 
School Lunch Program, the Food and Nutrition Program is not allowed to write-off debt.  

9. Students who graduate or withdraw from the district and have $15.00 or more left in the food 
service account will be notified by mail by the district Food and Nutrition Department Office 
at the end of the school year and given the option to transfer the funds to another student or 
to receive a refund. If no response is received within thirty (30) days, the student’s food 
service account will closed and the funds will no longer available. 

 
 
 
Presented: 07/18/2017 
Adopted: 08/01/2017 
 













5.82 CORPORATION WELLNESS POLICY 
 
As required by law, the Board of Education establishes the following wellness policy for the 
Merrillville Community School Corporation. 
 
The Board recognizes that good nutrition and regular physical activity affect the health and well 
being of the corporation’s students.  Furthermore, research suggests that there is a positive 
correlation between a student’s health and well being and his/her ability to learn.  Moreover, 
schools can play an important role in the developmental process by which students establish their 
health and nutrition habits by providing nutritious meals and snacks, supporting the development 
of good eating habits, and promoting increased physical activity both in and out of school. 
 
The Board, however, believes this effort to support the students’ development of healthy 
behaviors and habits with regard to eating and exercise cannot be accomplished by the schools 
alone.  It will be necessary for not only the staff, but also parents and the public at large to be 
involved in a community-wide effort to promote, support, and model such healthy behaviors and 
habits. 
 
The Board establishes that the School Corporation Advisory Committee will fulfill the role as the 
School District Health Advisory Council. 
 
The Board sets the following goals in an effort to enable students to establish good health and 
nutrition habits: 
 
A. With regard to nutrition education, the Corporation shall: (also see Appendix A) 
 

Provide nutrition education and engage in nutrition promotion that: 
• is offered at grades K-10 as part of a sequential, comprehensive, standards-based program 

designed to provide students with the knowledge and skills necessary to promote and 
protect their health; 

• is part of not only health education classes, but also classroom instruction in subjects 
such as math, science, language arts, social sciences, and elective subjects in grades K-
12. 

• Promote fruits, vegetables, whole grain products, low-fat and fat-free dairy products, 
healthy food preparation methods and health-enhancing nutrition practices; 

• Emphasize caloric balance between food intake and energy expenditure (physical 
activity/exercise); and 

• Link with school meal programs, other school foods, and nutrition-related community 
services. 

 
B. With regard to physical activity, the Corporation shall ensure: (also see Appendix B) 
 

• A sequential, comprehensive physical education program shall be provided for students 
in K-12 in accordance with the standard and benchmarks established by the State. 

• All students in grades K - 9, including those with disabilities, special health care needs 
and in alternative educational settings (to the extent consistent with the students’ IEPs), 
shall receive instruction in physical education on an annual basis according to State 
guidelines. 



• The physical education curriculum shall provide sequential instruction related to the 
knowledge, attitudes, and skills necessary to participate in lifelong, health-enhancing 
physical activity. 

• For Elementary Schools there will be daily physical activity. 
 
C. With regard to other school-based activities the Corporation shall: (also see Appendix C) 
 

• Provide at least 25 minutes daily for students to eat. 
• Provide attractive, clean environments in which the students eat. 
• Provide food allergy safety. 
• Snacks served during the school day, including room parties, should make a positive 

contribution to the children’s diets and health, with an emphasis on serving fruits and 
vegetables as the primary snacks and water as the primary beverage.  Schools will assess 
if and when to offer snacks based on timing of school meals, children’s nutritional needs, 
children’s ages, and other considerations.  The corporation will disseminate a list of 
healthful snack items to teachers, after school program personnel, and parents. 

• Vending machines will not sell high calorie soft drinks during the school day but will 
offer water, low-fat and fat-free milk, diet soft drinks, low-calorie sports drinks, light 
juices and diet and unsweetened teas. 

 
D. Nutrition Guidelines for All Foods Available on Campus During the School Day  

 
As set for in USDA Policy 8531, entitled Free and Reduced Price Meals, the guidelines for 
reimbursable school meals meet or exceed the regulations issued by the U.S. Department of 
Agriculture (USDA). To this end the following will be implemented:   
 
1. The food service program will strive to be financially self-supporting; and is committed to 

providing a school environment that enhances learning and development of lifelong wellness 
practices. 

 
2. The food service program will provide all students affordable access to the varied and 

nutritious foods they need to be healthy and to learn well. 
 
3. All foods available to students in the dining area during school food service hours shall 

comply with the current Local, State, and USDA Dietary Guidelines for Americans, 
including competitive foods available to student a la carte or from vending machines. 

 
4. The school food service program may involve students, parents, staff and school officials. 
 
5. The school shall prepare and distribute to staff, parents, and after-school program personnel a 

list of snack items that comply with the current USDA Dietary Guidelines for Americans. 
 
6. A director who is properly qualified, certified, licensed, or credentialed, according to current 

professional standards shall administer the food service program. 
 
7. All food service personnel shall receive pre-service training in food service operations. 
 
8. Continuing professional development shall be provided for all staff of the food service 

program.  Staff development programs should include appropriate certification and/or 



training programs for school nutrition managers, and cafeteria workers, according to level of 
responsibility. 

 
School Meals 
Meals served through the National School Lunch and Breakfast Programs will: 

a) Be appealing and attractive to children 
b) Be served in clean and pleasant settings 
c) Offer a variety of fruits and vegetables 
d) Serve only reduced fat (2%), low-fat (1%) and fat free milk and a non-dairy product for 

students with doctors note for allergies 
 
Breakfast 
To ensure that all children have breakfast, either at home or at school, in order to meet their 
nutritional needs and enhance their ability to learn:  

a) Schools will operate the School Breakfast Program. 
b) Schools that serve breakfast to students will notify parents and students of the availability 

of the School Breakfast Program. 
c) Schools will encourage parents to provide a healthy breakfast for their children through 

newsletter articles, take-home materials or other means. 
 
Free and Reduced-Priced Meals 
Schools will make every effort to eliminate any social stigma attached to, and prevent overt 
identification of, students who are eligible for free and reduced-priced school meals. 
 
Sharing of Foods and Beverages 
Given concerns about allergies and other restrictions on some children’s diets, schools should 
discourage students from sharing their foods or beverages with one another during meal or snack 
times. 
 
Elementary Schools 
A vending machine at an elementary school that dispenses food or beverage may not be 
accessible to students. 
 
Middle and High Schools 
In the secondary schools, at least fifty percent (50%) of the food and beverage items available for 
sale at a school offered outside the reimbursable school meal programs and sold individually 
during the school day must meet the following standards: 

a) Beverages: Water or seltzer water without added caloric sweeteners; fruit and vegetable 
juices and fruit based drinks that contain at least 50% real fruit or vegetable juice and do 
not contain additional caloric sweeteners. 

b) Foods: Food with no more than 30% of its calories from fat (excluding nuts, seed, peanut 
butter and other butters) and 10% of its calories from saturated and trans fat combined: 
food with no more than 35% of its weight from added sugars that do not occur naturally 
in fruits, vegetables or dairy products. 

 
 
 
 
 



Portion Sizes 
Limit portion sizes of foods and beverages sold individually to those listed below: 

1) One and seventy-five hundredths (1.75) ounces for chips, crackers, popcorn, cereal, trail 
mixes, nuts, seeds, dried fruits, or jerky.  There is no portions limit if the food item 
contains not more than two hundred and ten (210) calories. 

2) Two (2) ounces for cookies and cereal bars. 
3) Three (3) ounces for pastries, muffins, and doughnuts, and other bakery items. 
4) Three (3) fluid ounces for frozen desserts, including ice cream. 
5) Eight (8) ounces for non-frozen yogurt. 
6) Twenty (20) fluid ounces for beverages. 
7) The portion size of a la carte entrees and side dishes, including potatoes should not   

exceed the portion of the same entrée item or side dish item that is served as part of the 
school lunch or school breakfast program. 

 
Snacks 
Snacks served during the school day should make a positive contribution to children’s diets and 
health, with an emphasis on serving fruits and vegetables as the primary snacks and water as the 
primary beverage. They should meet the USDA smart snack guidelines.   
 
 
The Board designates the Superintendent or his designee and the building principals as the 
individual(s) charged with operational responsibility for measuring and evaluating the 
Corporation’s implementation and progress under this policy. 
 
The superintendent or designee shall report annually on the Corporation’s compliance with this 
policy and the progress toward achieving the goals set forth herein when requested to do so by 
the Board. 
 
Review of this policy shall occur every three years, by a committee appointed by the Board, 
consisting of a representative(s) of the Board, the administration, the food service provider, the 
parents, the students, and the public.  The committee shall provide the Board with any 
recommended changes to this policy. 
 
 
42 U.S.C. 1751, Sec. 204 
42 U.S.C. 1771 
 
Presented:  6/6/06 
Adopted: 6/20/06 
Revised and Presented: 6/02/2015 
Adopted: 6/17/2015   



APPENDIX A 
• Include nutrition education in the Health and Physical Education curriculum so that 

instruction is sequential and standards-based and provides students with the knowledge, 
attitudes, and skills necessary to lead healthy lives. 

• Integrate nutrition education into other subject areas of the curriculum, when appropriate, 
to complement, but not replace, the standards and benchmarks for health education. 

• Ensure nutrition education standards and benchmarks are age-appropriate and culturally 
relevant. 

• Ensure nutrition education includes enjoyable, developmentally appropriate and 
culturally relevant participatory activities, such as contests, promotions, taste testing, and 
others (classrooms and cafeteria). 

• Include opportunities for appropriate student projects related to nutrition, involving, when 
possible, community agencies and organizations. 

• Extend beyond the classroom by engaging and involving the school’s food services staff 
twice per year. 

• Display nutrition educations posters, such as the Food Pyramid Guide, in the cafeteria. 
• Ensure the school cafeteria serves as a learning lab by allowing students to apply the 

knowledge, attitudes and skills taught in the classroom when making choices at mealtime. 
• Reinforce, through nutrition education, a lifelong balance by emphasizing the link 

between caloric intake (eating) and exercise in ways that are age-appropriate. 
• Ensure nutrition education benchmarks and standards include a focus on media literacy as 

it relates to food marketing strategies (emphasis on middle school and up). 
• Ensure nutrition education standards and benchmarks promote the benefits of a balanced 

diet that includes fruits, vegetables, whole grain products, and low-fat and fat-free dairy 
products. 

• Provide staff (coaches, physical education, health) responsible for providing instruction 
in nutrition education professional development activities designed to better enable them 
to teach the benchmarks and standards. 

• Provide information to parents that is designated to encourage them to reinforce at home 
the standards and benchmarks being taught in the classroom. 

  
APPENDIX B 

• The sequential, comprehensive physical education curriculum shall stress the importance 
of remaining physically active for life. 

• The sequential, comprehensive physical education curriculum shall provide students with 
opportunities to learn, practice, and be assessed on developmentally appropriate 
knowledge, attitudes, and skills necessary to engage in lifelong, health-enhancing 
physical activity. 

• Planned instruction in physical education shall teach cooperation, fair play, and 
responsible participation. 

• Planned instruction in physical education shall meet the needs of all students. 
• Planned instruction in physical education shall be presented in a way that is conducive to 

the expectations of the school corporation.  
• Planned instruction in physical education shall take into account gender and cultural 

differences. 
• Physical activity and movement shall be integrated, when possible, across the curricula 

and throughout the school day (e.g. “brain gym”). 



• All students in grades 1-4 shall be provided with a daily recess period at least 15 minutes 
per day. 

• The school shall provide information to families to encourage and assist them in their 
efforts to incorporate physical activity into their children’s daily lives. 

• The school shall encourage families and community organizations to institute programs 
that support physical activity of all sorts. 

• All students in grades 4 – 12 shall have the opportunity to participate in extracurricular 
activities and intramural programs that emphasize activity. 

• All students in grades 6 – 12 shall have the opportunity to participate in interscholastic 
sports programs. 

• All after-school programs that include physical activity shall provide developmentally 
physical activity for the students who participate. 

• For physical activity beyond physical education class, the schools will provide: 
o Classroom health education that will complement physical education by 

reinforcing the knowledge and self-management skills needed to maintain a 
physically-active lifestyle and to reduce time spent on sedentary activities, such as 
watching television 

o Opportunities for physical activity incorporated into other subject lessons; and 
short physical activity breaks between lessons or classes, as appropriate. 

 
APPENDIX C 

• Provide students, parents, and other community members access to, and be encouraged to 
use, the school’s outdoor physical activity facilities outside the normal school day and as 
allowed by building access and policy. 

• Provide an organized wellness program to all staff. 
• May provide opportunities for staff, parents, and other community members to model 

healthy eating habits by dining with students in the school dining areas.  However, no 
restaurant food is allowed to be brought in by visitors (e.g. fast food, soft drinks, etc.). 

• Demonstrate support for the health of all students by hosting health clinics and 
screenings. 

• Utilize electronic identification and payment systems, therefore, eliminating any stigma 
or identification of students eligible to receive free and/or reduced meals. 

• Discourage students from sharing their foods or beverages with one another during 
mealtime, given concern about allergies and other restrictions on some students’ diets. 

• The corporation will support parents’ efforts to provide a healthy diet and daily physical 
activity for their children.  The school will send home nutrition information and post 
nutrition tips on school websites.  Schools should encourage parents to pack healthy 
lunches and snacks and to refrain from including beverages and foods that do not meet 
the nutrition standards for individual foods and beverages.  The district/school will 
provide parents a list of foods that meet the district’s snack standards and ideas for 
healthy celebrations/parties, rewards, and fundraising activities. 

• A vending machine at an elementary school that dispenses food or beverage may not be 
accessible to students. 

 









































8.2 PURCHASES FROM SCHOOL FUNDS 
 
All Merrillville Community School Employees must comply with the regulations of the State 
Board of Accounts which requires that all purchases of materials or services constituting claim 
against budget funds, must be requisitioned on a purchase order, indicating cost of materials or 
services, approved in advance by the Superintendent of Schools. 
 
Claims for purchases of material or services which have not been authorized on a properly 
prepared purchase order becomes the personal obligation and liability of the individual ordering 
the materials or services. 
 
A budget appropriation must be requested and approved prior to the calendar year in which the 
requisition for purchase of materials or services is submitted. 
 
Any supplies and/or materials under $50,000.00 may be purchased on the open market for the 
best price.  The quote process (obtaining quotes from three suppliers) will be applied to 
purchases from $50,000.00 to $150,000.00.  Purchases which are expected to exceed 
$150,000.00 shall be solicited by bid by the superintendent’s office who shall place a ten (10) 
day notice in the local press stating the specifications, date, and place bids will be received.  
Purchases over $10,000.00 and less than $50,000.00 will be presented to the Board for approval. 
 
Requests for supplies, maintenance and capital outlay items must be made on prescribed 
requisition forms and expenditures approved by the department chairman and principal.  The 
source of funds in the budget, from which the expenditures are to be made, should be indicated 
on the requisition.  Supply expenditures are for instructional items that are expended through use.  
Maintenance expenditures consist of the replacement or repair of equipment.  Capital outlay 
expenditures are for original purchase of equipment which adds to the quantity of equipment 
already owned. 
 
A purchase order will be prepared by the superintendent’s office and forwarded to the company 
furnishing the material requested. 
 

APPROVAL OF CLAIMS BY BOARD OF EDUCATION 
 

A. Place on agenda. 

B. A list of claims will be made available to each member of the Board of Education at each 
regular meeting. 

C. After action has been taken by the Board approving payment of claims, the claims list 
must be signed by each Board member present.  If any claim is not approved for 
payment, such action should be noted on the claim list. 

 
 
Revised and Presented December 5, 2017 
Adopted December 19, 2017 



















8.27  INTERNAL CONTROLS 
 
All employees, Board members, consultants, vendors, contractors and other parties maintaining a 
business relationship with the school corporation shall act with due diligence in duties involving the 
school corporation's fiscal resources. 
 
Per state law, the Board adopts the Uniform Internal Control Standards for Indiana Political 
Subdivisions in order to aid in the prevention and detection of fraud, financial impropriety, or 
irregularity. 
 
Management (defined as a combination of the superintendent and the financial officers, i.e. business 
manager, treasurer, chief financial officer) shall be responsible to implement the internal control 
standards designed to prevent and detect fraud, financial impropriety, or fiscal irregularities within the 
school corporation and to recommend to the Board any policies or procedures required to carry out 
the standards. 
 
Training shall be provided on the internal control standards and procedures to all school employees 
and newly hired employees whose duties include receiving, processing, depositing, disbursing, or 
having access to school and extracurricular funds. Such training should be given periodically to these 
employees whenever the standards have been changed or updated, including new school corporation 
policies and procedures relating to the internal control standards and training to refresh the employees 
on the standards requirements. 
 
LEGAL REFERENCE: IC 5-11-1-27 
 
 
Presented:  June 7, 2016 
Adopted:  June 21, 2016 



8.28  THRESHOLD FOR MATERIAL LOSS, SHORTAGE, OR THEFT OF 
         SCHOOL FUNDS OR PROPERTY 
 
The Board of School Trustees of the Merrillville Community School Corporation 
recognizes that losses, shortages, and theft of school corporation funds and other assets 
may occur from time to time. State law requires the school corporation to report to the 
Indiana State Board of Accounts all erroneous or irregular material losses, shortages or 
theft of school corporation funds or property. The Indiana State Board of Accounts 
requires school corporations to determine their own material threshold for the purposes of 
reporting the loss, shortage, or theft to the Indiana State Board of Accounts as required by 
state law.  
 
The threshold for material losses, shortages, or theft for the Merrillville Community 
School Corporation which must be reported to the Indiana State Board of Accounts by 
the superintendent or the superintendent’s designee, is as follows: 
 
Cash Losses, Shortage, or Theft: 
A loss, shortage, or theft of cash from any school corporation fund is an amount over 
$5,000.00. 
 
Other Assets Loss, Shortage or Theft: 
A loss, shortage, or theft of a school corporation asset other than cash exceeding a value 
of $5,000.00. 
 
Whenever a loss, shortage or theft of school funds or property occurs, no matter the 
amount or value, or the requirement to report such to the Indiana State Board of 
Accounts, the administration should investigate any and all losses, shortages, or thefts of 
school corporation funds or assets. The investigation and the resolution of the 
investigation must be documented by the administrator who conducts the investigation. 
Such documentation should be maintained in the school corporation central office. State 
law requires public employees who have actual knowledge of, or reasonable cause to 
believe, a misappropriation of school funds has occurred to report such misappropriation 
to the Indiana State Board of Accounts and the county prosecuting attorney.  
 
LEGAL REFERENCE: IC 5-11-1-27(j) 
    IC 5-11-1-27(l) 
 
 
Presented:  June 7, 2016 
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8.29  COLLECTION AND FORGIVENESS OF DEBT 
 
The Board understands it is required to collect all monies owned to it by patrons, employees, 
parents and students, including money owed through student lunch accounts and other 
extracurricular accounts. Every effort should be made by the school administration to collect the 
monies owed to the school corporation including collection procedures. Such efforts should be 
documented by school administration before the debt is forgiven, waived, or written off of the 
school corporation accounts. 
 
The school corporation may forgive, waive, or write-off all or a portion of the debt if one of the 
following conditions is met: 
 
1. The school administration determines that the student or the parent or guardian of the student is 

unable to pay the debt; 
 

2. The payment of the debt could impact the health or safety of the student; 
 

3. The cost to pursue and collect the debt from the student and his/her parents would cost more 
than the potential total debt collected; or 

 
4. There are mitigating circumstances as determined by the superintendent that preclude the 

collection of the debt. 
 
Every decision to forgive, waive, or write-off a debt must be documented and include the specific 
facts for the decision relating to one of the above stated reasons. 
 
The superintendent may develop regulations addressing specific situations relating to the above 
conditions. 
 
In the cases where a positive balance exists in the accounts, every effort must be made by the 
school administration to return the positive balance to the account holder when the person is no 
longer in the school corporation. If attempts made to refund the balance have been unsuccessful, 
the balance should be transferred to the corresponding school fund or if such transfer is not 
appropriate, to the school corporation general fund. 
 
 
Presented:  June 7, 2016 
Adopted: June 21, 2016 
 

























8.801 POSSESSING FIREARMS ON SCHOOL PROPERTY 

This policy applies to persons who may legally possess a firearm under Indiana Law.  A firearm 
under this policy is any weapon that is capable of expelling, designed to expel, or may readily be 
converted to expel a projectile by means of an explosion and includes ammunition. 
 
In striving to maintain a safe working and learning environment, the Merrillville Community 
School Corporation strictly forbids all adults – with the exception of law enforcement officials – 
to possess a weapon in school buildings, on school buses or school vehicles. 
  
No school employee may possess a firearm in a school building or on school property while on 
duty as a school employee unless the firearm is locked in the trunk of the employee’s vehicle, 
kept in the glove compartment of the employee’s locked vehicle or stored out of plain sight in 
the employee’s locked vehicle. 
 
The School Resource Officer (SRO) is authorized to carry a firearm in or on school property.  
 
No person, including School Board members, with the exception of law enforcement officials, 
may intentionally or openly display a firearm at any public meeting of the School Board. 
 
An adult (employee, parent, or visitor) who possesses a weapon or firearm in violation of this 
policy shall face police investigation and may face criminal charges.  Employees will be subject 
to Corporation investigation and dismissal, as well as any further action needed to protect 
students, staff and others. 
 
Legal Reference: I.C. 35-47-9-1 
   I.C. 35-47-11.1-4(6) 
   I.C. 34-28-7-2 
 
 
Revised and Presented:  07/15/14 
Adopted:  8/5/14 
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8.925 ALCOHOL AND CONTROLLED SUBSTANCE TESTING POLICY FOR 
COMMERCIAL DRIVER LICENSE (CDL) EMPLOYEES 

 

 
 

Merrillville Community 
School Corporation 

 
 
 

SUBSTANCE ABUSE POLICY FOR 
 

Employees with Commercial Drivers License 
  

for Compliance with 
  

49 CFR Part 382.601 and 49 CFR Part 40 
 

 
 
 
 
 
 
Revised and Presented:  01/23/2018 
Adopted:  02/06/2018 
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STATEMENT OF PURPOSE AND POLICY 
 
Employees are an extremely valuable resource for Merrillville Community School 
Corporation’s business.  Their health and safety is a serious concern of Merrillville 
Community School Corporation.  Drug or alcohol use may pose a serious threat to 
employee health and safety.  It is therefore, the policy of the Merrillville Community 
School Corporation (hereafter referred to as School) to prevent substance use or abuse 
from having an adverse effect on our employees.  The School maintains that the work 
environment is safer and more productive without the presence of alcohol, illegal or 
inappropriate drugs in the body or on School property.  Furthermore, employees have a 
right to work in an alcohol and drug-free environment and to work with employees free 
from the effects of alcohol and drugs.  Employees who abuse alcohol or use drugs are a 
danger to themselves, their coworkers and the School’s assets. 
 
The adverse impact of substance abuse by employees has been recognized by the 
federal government.  The Federal Motor Carrier Safety Administration (“FMCSA”) has 
issued regulations which require the School to implement a controlled substance testing 
program.  The School will comply and require that a driver submit to alcohol and 
controlled substance tests administered in accordance with these regulations and are 
committed to maintaining a drug-free workplace.  All employees are advised that 
remaining drug-free and medically qualified to drive are conditions of continued 
employment with the School. 
 
Specifically, it is the policy of the School that the use, sale, purchase, transfer, 
possession or presence in one’s system of any controlled substance (except medically 
prescribed drugs) by any employee while on School premises, engaged in School 
business, while operating School equipment, or while under the authority of the School 
is strictly prohibited.  FMCSA states that mandatory testing must apply to every person 
who operates a commercial motor vehicle in interstate or intrastate commerce and is 
subject to the CDL licensing requirement. 
 
The execution and enforcement of this policy will follow set procedures to screen body 
fluids (urinalysis), conduct breath testing, and or search all covered employees including 
applicants for alcohol and drug use.  These procedures are designed not only to detect 
violations of this policy, but to ensure fairness to each employee.  Every effort will be 
made to maintain the dignity of employees or applicants involved.  Disciplinary action 
will, however, be taken as necessary. 
 
Neither this policy nor any of its terms are intended to create a contract of employment 
or to contain the terms of any contract of employment.  The School retains the sole right 
to change, amend or modify any term or provision of this policy without notice.  This 
policy is effective February 6, 2018, and will supersede all prior policies and statements 
relating to alcohol or drugs. 
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Administrative Guide to Merrillville Community School Corporation’s  
Substance Abuse Testing Procedures 

 
I. Purpose 

The purpose of this administrative guide is to set forth the procedures for the implementation of 
controlled substance and alcohol use and testing of employee applicants and current employees 
pursuant to the School’s Substance Abuse Policy.  These procedures are intended as a guide only, 
and are in no way intended to alter any existing relationship between the School and any employee. 

 
The School Corporation’s drug and alcohol program administrator designated to monitor, facilitate, 
and answer questions pertaining to these procedures is the Director of Transportation. 

 
II. Provisions 

A.  Applicability 
This policy applies to all School employees that utilize a Commercial Drivers License (CDL) in the 
course of their employment.  A valid CDL is required to operate the type of equipment listed below: 
1. A vehicle having a Gross Vehicle Weight Rating (GVWR) as assigned by the manufacturer of 

26,001 pounds or more; or 
2. A combination vehicle having a Gross Combination Weight Rating of 26,001 pounds or more. 
3. A vehicle that is designed to transport 16 or more passengers, including the driver; or 
4. A vehicle requiring a placard to transport hazardous materials. 

 
B. Prohibited Conduct 
The following shall be considered “prohibited conduct” for purposes of this policy. 
1. No employee shall report for duty or remain on duty requiring the performance of safety-sensitive 

functions while having an alcoholic concentration.  An employee is considered to be performing a 
safety-sensitive function if he/she is actually performing, ready to perform, or immediately 
available to perform any of the following on-duty functions: 
a. All time spent at a facility waiting to be dispatched; 
b. All time inspecting, servicing, or conditioning any commercial motor vehicle at any time; 
c. All driving time or time spent at the driving controls of a commercial vehicle in operation; 
d. All time spent loading or unloading a vehicle, supervising, or assisting in the loading or 

unloading, attending a vehicle being loaded or unloaded, including completion of any related 
paperwork; and remaining in readiness to operate the vehicle; 

e. All time performing those duties required of an employee involved in a vehicle accident; or 
f. All time spent repairing, assisting, or attending to a disabled motor vehicle; 

2. No employee shall be on duty or operate a commercial vehicle while the employee possesses 
alcohol. 

3. No employee shall use alcohol while performing safety-sensitive functions. 
4. No employee shall perform safety-sensitive functions within six (6) hours after using alcohol. 
5. No employee required to take a post-accident test shall use alcohol for eight (8) hours following 

the accident or until he or she undergoes a post-accident test, whichever occurs first. 
6. No employee shall refuse to submit to a post-accident, random, reasonable suspicion, return-to-

duty, or follow-up alcohol or drug test. 
 

C. Prescription Medication and/or Other Medication Use 
1. An employee is prohibited from reporting for duty or remaining on duty when the employee uses 

any controlled substance, except when the use is pursuant to the written instruction of a physician 
who has advised the employee that the substance will not adversely affect their ability to safely 
perform their duties.  The employee must provide the School with proof of such medical advice.  
The School can decide if the employee can remain at work or on the School premises and what 
work restrictions, if any, are deemed necessary. 

2. Any employee who is using a prescribed drug or other medication, which is known or advertised 
as possibly affecting or impairing judgment, coordination or other senses, (including dizziness or 
drowsiness), or which may adversely affect the employee’s ability to perform work in a safe and 
productive manner, must notify the School prior to starting work or entering any School premises. 
The School will decide if the employee can remain at work or on the School premises and what 
work restrictions, if any, are deemed necessary. 
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3. Ingestion of products that contain hemp will not be an acceptable explanation for testing positive 
for marijuana. 

 
D. Refusal to Test 

Refusal to submit to the types of drug and alcohol tests employed by the School will be grounds 
for refusal to hire employee/applicant(s) and to discipline existing CDL employee(s).  A refusal to 
test would include any of the following situations: 

 
1. Failing to appear for any test within a reasonable time after being directed to do so. 
2. Failing to remain at the testing site until the testing process is completed. 
3. Failure to provide a breath sample, saliva sample or urine sample as directed. 
4. Failure to permit, if the situation requires, the observation or monitoring of providing a urine 

specimen. 
5. Failure to provide a urine, breath or saliva specimen within required time frames may be 

considered a refusal.  If an employee cannot provide a sufficient quantity of urine or breath, 
he/she will be directed to be evaluated by a physician of employer’s choice.  If the physician 
cannot find a legitimate medical explanation for the inability to provide a specimen (either 
breath or urine), it will be considered a refusal to test.  In that circumstance the employee has 
violated one of the prohibitions of the regulations. 

6. Failure or decline to take an additional drug test the employer or collector has directed you to 
take. 

7. Failure to undergo a medical examination or evaluation, as directed by the MRO as part of 
the verification process, or as directed by the DER as part of a “shy bladder” or “insufficient 
breath” situation. 

8. Failure to cooperate with any part of the testing process and/or conduct that would obstruct 
the proper administration of a test. (e.g., refusing to empty pockets when so directed by the 
collector, behave in a confrontational way that disrupts the collection process) 

9. For an observed collection, fail to follow the observer’s instruction to raise your clothing 
above the waist, lower clothing and underpants, and to turn around to permit the observer to 
determine if you have any type of prosthetic or other device that could be used to interfere 
with the collection process. 

10. Possess or wear a prosthetic or other device that could be used to interfere with the 
collection process. 

11. Admission to the collector or MRO by the employee that they adulterated or substituted their 
specimen. 

12. A report from the MRO of a verified adulterated or substituted test result. 
13. Refusing to sign step two (2) of the alcohol testing form. 

 
E. Types of Tests 

Pursuant to regulations promulgated by the Department of Transportation (DOT), the School has 
implemented the following circumstances for drug and alcohol testing: pre-employment (drug 
testing only), post-accident, random, reasonable suspicion, return-to-duty, and follow-up testing. 

 
1. Pre-employment Testing 

As a condition of employment, the employee applicant shall provide the School with a written 
authorization for all previous employers within the past three (3) years to release drug and 
alcohol testing records as the DOT and FMCSA regulations require.  Within thirty (30) days of 
performing a safety-sensitive function, DOT regulations require that the School obtain, to the 
extent available, certain drug and alcohol testing records from the employee’s previous 
employers for the previous three (3) years.  All applicants who are required to have or obtain 
a CDL must submit to a urine drug test unless a qualifying pre-employment exemption can be 
documented. 

 
2. Random Testing 

The School conducts random drug and alcohol testing.  The School will submit all employees’ 
names to a random selection system.  The random selection system provides an equal 
chance for each employee to be selected each time random selection occurs.  Random 
selections will be reasonably spread throughout the year.  The School will drug test, at a 
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minimum, twenty-five (25) percent of the average number of employee positions in each 
calendar year or at a rate established by the DOT for the given year.  The School will select, 
at a minimum, ten (10) percent of the average number of employee positions in each 
calendar year for random alcohol testing, or at the rate established by the DOT for the given 
year.  Random selection, by its very nature, may result in employees being selected in 
successive selections more than once a calendar year. 

 
If an employee is selected at random, for either drug or alcohol testing, a School official will 
notify the employee.  Once notified, the employee must proceed to the designated collection 
site immediately.  If the employee does not go to the collection site as soon as possible after 
notification, such conduct may be considered a refusal to test. 

 
3. Post-Accident Testing 

Following any accident, the employee must contact the School as soon as possible.  The 
employee must submit to a Federal DOT drug and alcohol test any time he or she is involved 
in an accident where 1) a fatality is involved; or 2) the employee receives a citation for a 
moving violation arising from the accident that involved:  
• injury requiring medical treatment away from the scene, or 
• one or more vehicles having to be towed from the scene  
• If the employer has reason to suspect there has been a violation of this policy. 

 
The employee shall follow the instructions from the School or its representative to complete 
required testing. 
 
For other accidents not covered by the DOT definition above, the School may require a 
non-regulated drug and alcohol test when: 
• The employee’s actions may have contributed or cannot be completely discounted as a 

contributing factor to an accident.   
• An incident which results in property damage or personal injury.  
• An incident results in a lost time injury.  
 
Consequences for a positive, non-regulated test are the same as consequences for a 
positive DOT test. 
 
Any time a post-accident drug or alcohol test is required, it must be performed as soon as 
practical.  If no alcohol test can be made within eight (8) hours, attempts to perform an 
alcohol test shall cease.  If no urine collection can be obtained for the purpose of post-
accident drug testing within thirty-two hours, attempts to make such collection shall cease.  
An employee is prohibited from consuming alcohol between the time of the accident and the 
test.     
 
In the event that federal, state, or local officials conduct breath or blood test for the use of 
alcohol and/or urine tests for the use of controlled substances following an accident, 
employees must comply with law enforcement personnel requests.  The School may request 
testing documentation from such agencies, and may ask the employee to sign a release 
allowing the School to obtain such test results.   
 
In the event an employee is so seriously injured that the employee cannot provide a sample 
of urine, breath or saliva at the time of the accident, the employee must provide necessary 
authorization for the School to obtain hospital records or other documents that would indicate 
the presence of controlled substances or alcohol in the employee’s system at the time of the 
accident. 

 
4. Reasonable Suspicion Testing 

Reasonable suspicion for requiring an employee to submit to drug and/or alcohol testing shall 
be deemed to exist when an employee manifests physical, behavioral, speech or 
performance symptoms or reactions commonly attributed to the use of controlled substances 
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or alcohol.  Such employee conduct must be witnessed by a supervisor who is trained in 
compliance with Part 382.603 of the Federal Motor Carrier Safety Regulations.   

 
A supervisor observing such conditions will take the following actions immediately: 
1. Confront the employee involved, and keep under direct observation until the situation is 

resolved. 
2. Secure the DER’s concurrence to observations. After discussing the circumstances with 

the DER, arrangements will be made to observe or talk with the employee.  If he/she 
believes, after observing or talking to the employee, that the conduct or performance 
problem could be due to substance abuse, the employee will be immediately required to 
submit to a breath test or urinalysis.  If the employee refuses to submit to testing for any 
reason, the employee will be informed that continued refusal would result in a refusal to 
test violation and disqualification from performing any safety-sensitive function. 

3. Employees will be asked to release any evidence relating to the observation for further 
testing.  Failure to comply may subject the employee to subsequent discipline or 
suspension from driving duties.  All confiscated evidence will be receipted for with 
signatures of both the receiving supervisor, as well as the provider. 

4. The DER shall, within 24 hours or before the results of the controlled substance test are 
released, document in writing the particular facts related to the behavior or performance 
problems that led to the reasonable suspicion test and maintain this documentation in 
appropriate DOT files. 

5. The DER shall remove or cause the removal of the employee from the School-owned 
vehicle and ensure that the employee is transported to an appropriate collection site and 
thereafter to the employee’s residence or, where appropriate, to a place of lodging.  
Under no circumstances will that employee be allowed to continue to drive a School 
vehicle until a confirmed negative test result is received. 

 
F. Controlled Substance Testing Protocol 

1. Urine Collection Procedures 
1. The testing procedure starts with the collection of a urine specimen. 
2. Collection procedures will follow the specific guidelines set forth by the U.S. Department 

of Transportation as outlined in the published collection procedures guidelines.   
3. Employees will be directed to empty their pockets and display the contents to the 

collector.   
4. Employees will be allowed privacy during the collection process except as noted in 

number 5 below. 
5. Observed collections are required by DOT if: 

a. The specimen is determined invalid and there is no medical explanation. 
b. The specimen is determined to be negative-dilute with a creatinine value >2 mg/dl 

but <5 mg/dl. 
c. The collector observes evidence of an employee’s attempt to tamper with the 

specimen. 
d. The temperature of the specimen is out of range. 
e. The specimen appears to have been tampered with. 
f. The test is a return-to-duty or follow-up test. 

6. Observed collections are required on return-to-duty and follow-up tests. 
7. As part of the collection process, the specimen provided will be split into two portions; a 

primary specimen and a secondary (split) specimen. 
8. If the employee is unable to provide 45 ml of urine, the DOT “shy bladder” rule will apply.  

The employee will have up to 3 hours to provide the required 45 ml, and may consume 
up to 40 ounces of fluids during this time period.  The employee will be required to be 
monitored during the waiting period. 

9. After collection, the specimen will be submitted to a SAMHSA certified laboratory for 
testing.   

 
2. Laboratory Procedures 

Drug testing will be performed through urinalysis.  Urinalysis will test for the presence of 
drugs and/or metabolites of the following controlled substances: marijuana, cocaine, 
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opioids, amphetamines and phencyclidine (PCP), K2/Spice, Synthetic marijuana, 
Designer Stimulants like Bath salts. 
 
The SAMHSA certified laboratory will perform initial screenings on all primary specimens.  In 
the event that the primary specimen tests positive, a confirmation test of that specimen will 
automatically be performed.  If the confirmatory test is positive it will be reported to the 
Medical Review Officer (MRO) as a positive. 

 
3. Validity Testing 

The laboratory must also perform validity testing on each specimen received.  The purpose of 
validity testing is to determine whether certain adulterants or foreign substances were added 
to the urine, if the urine was diluted, or if the specimen was substituted. The following will be 
measured: creatinine level, specific gravity, and pH.  In addition, all specimens will be tested 
for known adulterants.  An initial validity test is performed first, followed by a confirmation test 
if required. 
 
All laboratory results will be reported by the laboratory to a MRO designated by the School or 
its agents.  

 
4. MRO Procedures  

1. All tests results will undergo a review process by the MRO. 
2. Negative test results will be reported directly to the School by the MRO.   
3. Positive, adulterated or substituted results will be handled in the following manner by the 

MRO:   
a. Before reporting a positive, adulterated or substituted test result to the School, the 

MRO will attempt to contact the employee to discuss the test result.  
b. The employee is required to discuss the result with the MRO.  The employee will be 

allowed to explain and present medical documentation to explain any permissible use 
of a drug.  

c. For adulterated or substituted results, the employee must demonstrate that he or she 
did produce or could have produced urine, through physiological means, meeting the 
creatinine and specific gravity criteria of a substituted or adulterated specimen.   

d. If the MRO is unable to contact the employee directly, the MRO will contact the DER 
designated in advance by the School, who shall, in turn, contact the employee and 
direct the employee to contact the MRO.  Upon being so directed, the employee shall 
contact the MRO immediately or, if the MRO is unavailable, at the start of the MRO’s 
next business day.   

e. If, after failing to contact the MRO within 72 hours after being instructed to do so by 
the DER, or if the employee cannot be contacted at all within ten (10) days, or if the 
employee expressly declines the opportunity to discuss the test, the MRO may verify 
the test as positive or a refusal. 

f. In the MRO’s sole discretion, a determination will be made as to whether a result is 
verified as positive, negative or considered a refusal.   

g. After any verified positive or refusal to test determination, the employee may petition 
the MRO to reopen the case for reconsideration. 

 
5. Diluted Specimens 

If a test is reported as negative and diluted, it will be the policy of the School to require an 
immediate recollect for another test.  The employee will be given the minimum possible 
advance notice to report for another test.  The result of this second test will become the test 
of record.  If the second test is also negative and diluted the test will be accepted as a valid 
test and no additional testing will be required.  If the employee is directed to take another test 
and declines to do so, this will be considered a refusal to test and have the consequences of 
a refusal to test. 

 
6. Medical Information Disclosure 

Pursuant to DOT regulations, if, in the MRO’s opinion, any information provided may mean a 
medical disqualification or represent a safety hazard, such as the use of certain prescription 
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drugs, the MRO must disclose this to the employer.  Individual test results for employee 
applicants and employees will be released to the School and will be kept strictly confidential 
unless consent for the release of the test result has been obtained.  Any individual who has 
submitted to drug testing in compliance with this procedure is entitled to receive the results of 
such testing upon written request. 

 
7. Safeguards for the integrity of the drug testing process 

1. The collector must obtain photo identification from the employee or identification by 
supervisor prior to administering the test.   

2. The employee will be asked to wash their hands. 
3. The employee signs the chain of custody form signifying the correctness of data for test 

reporting. 
4. Electronic communication of test results from the laboratory into the MRO reporting 

system with no external human intervention. 
5. The specimen container and specimen bottles are individually wrapped and unwrapped 

in employee’s presence. 
6. After the specimen is provided in a reasonable time, the collector inspects it for sufficient 

volume, temperature and signs of tampering.  If a specimen is not provided, the 
employee will be referred to a MRO to determine whether there is a valid medical reason.  
If there is, the employee must still attempt to provide a specimen each time the employee 
is required to test under this program. 

7. After the specimen is given to the collector, the remaining collection procedures are 
conducted in employee’s view. 

8. The specimen bottles and shipping container are sealed with tamper evident seals. 
9. The employee will be asked to sign the seals covering the specimen bottles identifying 

they were sealed in their presence. 
10. The specimen number on the bottle seals match the specimen number on the chain of 

custody form. 
11. The laboratory will check the specimen bottles upon receipt to insure the seal has not 

been broken.  If the seal has been broken the laboratory will report the test as cancelled. 
12. A collector who has completed the qualification training as mandated in CFR Part 40 as 

amended will perform the collection. 
 

G. Split Specimen Testing Protocol 
An employee may request that the “split” portion of his/her specimen be tested at a different 
SAMHSA laboratory if he/she was notified by the MRO that his/her test result was positive, 
adulterated or substituted.  The request must be made to the MRO within 72 hours of being 
notified of a verified positive, adulterated or substituted result.  The MRO will arrange for all 
procedures to be done in accordance with split specimen testing procedures. 
 
The cost of a split specimen test will be the responsibility of the employee.  The School will 
withhold the amount of the cost of testing the split from the employee’s pay unless other 
arrangements are acceptable to both the employee and the School.  If the employee makes a 
timely request (within 72 hours) to the MRO for the split portion to be tested, the MRO shall 
immediately make arrangement with the laboratory to initiate the process. 

 
H. Alcohol Testing Protocol 

Alcohol tests will be conducted by a trained Breath Alcohol Technician (BAT) or Screening Test 
Technician (STT).  Screening tests may be done using an evidential breath testing device (EBT) 
or non-evidential screening device approved by the National Highway Traffic Safety 
Administration.  Confirmatory tests will be done by a trained BAT using an evidential breath 
testing device.  The employee shall report to the alcohol testing site as notified by the School.  
The employee shall follow all instructions given by the alcohol technician. 

 
Alcohol Testing Safeguards For Employee’s Protection 
1. The BAT must obtain employee’s photo identification prior to administering the test. 
2. An individually wrapped mouthpiece will be opened and inserted into the EBT for the 

employee’s test. 
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3. The National Highway Traffic Safety Administration approves the EBT that is used. 
4. Calibration checks are frequently performed to insure the EBT is working efficiently. 
5. If the screening test indicates a 0.02 or greater, a confirmation test will be administered. 
6. An air blank will be administered prior to the confirmation test with a 0.000 reading. 
7. An individually wrapped mouthpiece will be inserted for the confirmation test. 
8. The BAT has completed the required training course in the correct operation of the EBT. 

 
I. Educational Materials 

The School shall provide educational materials that explain the requirements of Part 382.601 of 
the Federal Motor Carrier Safety Regulations, consequences of violating the regulations, and the 
School’s policies and procedures with respect to meeting these requirements.  The materials 
supplied to the employees may include information on additional School policies with respect to 
the use or possession of alcohol or controlled substances.  Materials will also be provided 
concerning the effects of alcohol and controlled substances use on an individual’s health, work 
and personal life. 
 
Employees are required to attend an educational meeting(s) to discuss the School’s policies and 
procedures and to review all materials covered by this procedure.  Each employee is required to 
sign a statement (certificate of receipt) certifying that he or she has received a copy of these 
materials described in Part 382.601 of the Federal Motor Carrier Regulations.  The School shall 
provide these materials to each employee prior to the start of alcohol and controlled substance 
testing and to each employee subsequently hired or transferred into a position requiring driving a 
commercial vehicle. 

 
III. Disciplinary Procedures    

Any employee who has a positive test for alcohol or controlled substances or has refused to test is 
considered in violation of this policy.  This employee is not qualified to drive a commercial motor 
vehicle and will be immediately removed from safety-sensitive duty and terminated.  Such employee 
shall be provided with the names, addresses, and telephone numbers of DOT qualified substance 
abuse professionals (SAPs). 

 
IV. Confidentiality and Release of Information 

Under no circumstances, unless required or authorized by law, will alcohol or drug testing information 
or results for any employee or applicant be released without written request from the applicable 
employee. 

  
The School may release information as follows: 
1.  Copies of the results of alcohol or drug testing to an identified person provided the employee has 

provided written consent. 
2.  Copies of information requested by the Secretary of Transportation, any DOT agency, or any State 

or local official with regulatory control over the School or any of its employees. 
3. The results of post-accident testing when requested by the National Transportation Safety Board 

as part of an accident investigation. 
4. Legal proceedings to include: 

o Lawsuits (e.g., wrongful discharge action). 
o Grievances (e.g., an arbitration concerning disciplinary action taken by the employer). 
o Administrative proceedings (e.g., an unemployment compensation hearing) brought on by, or 

on behalf of, an employee and resulting from a positive DOT drug test or alcohol test or a 
refusal to test (including, but not limited to, adulterated or substituted test results). 

o Criminal or civil actions – to the decision maker in the proceeding (e.g., the court in the 
lawsuit) 

 
Employees are entitled, upon written request, to obtain copies of any records pertaining to their use of 
alcohol or controlled substances, including any records pertaining to his or her alcohol or controlled 
substance tests. 
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V. Responsibility 
A. Employee - All School Corporation employees that hold a valid CDL are responsible for abiding 

by this procedure as a condition of their employment. 
 

B. Management Officials and Supervisors 
All supervisors and School Corporation officials are responsible for being alert to employee 
conduct that raises a reasonable suspicion that an employee is using or is under the influence of 
alcohol or controlled substances while on duty or otherwise performing School Corporation 
business. 

 
This policy is not intended nor should it be construed as a contract between the School Corporation and 
the employee.  This policy may change at any time at the sole discretion of the School and/or to comply 
with changes in Federal DOT regulations. 
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 APPENDIX A 
Abbreviations and Terms  

Abbreviations 
BAT  Breath Alcohol Technician  CDL Commercial Drivers’ License  
CMV  Commercial Motor Vehicle  DER Designated Employer Representative  
DHHS  Dept. of Health and Human Services DOT Department of Transportation 
EAP  Employee Assistance Program  EBT Evidential Breath Testing Device 
MRO  Medical Review Officer   STT Screening Test Technician 
SAMHSA Substance Abuse and Mental Health Services Administration 
 
Definitions 
Adulterated Specimen 
A specimen that contains a substance that is not expected to be present in human urine, or contains a 
substance expected to be present but is at a concentration so high that it is not consistent with human 
urine. 
 
Alcohol 
Intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight alcohol including 
methyl and isopropyl alcohol. 
 
Alcohol Concentration (or content) 
Alcohol in a volume of breath (shown as grams of alcohol/210 liters of breath) as indicated by an 
evidential breath test. 
 
Alcohol Use 
Consumption of any beverage, mixture, or preparation, including medications, containing alcohol. 
 
Breath Alcohol Technician (BAT) 
An individual who instructs and assists individuals in the alcohol testing process and operates an 
evidential breath measurement (EBT) device.  
 
Confirmation Test 
In alcohol testing: a second test, following a screening test with a result of 0.02 or greater, that provides 
quantitative data of alcohol concentration.   
In controlled substances testing: a second test to identify the presence of a specific drug or metabolite.  In 
order to ensure reliability and accuracy, this test is separate from and uses a different technique and 
chemical principle from that of the screening test. 
 
Confirmation Validity Test 
A second test performed on a urine specimen to further support a validity test result. 
 
Controlled Substances 
In this regulation, the term ‘drugs’ and ‘controlled substances’ are interchangeable and have the same 
meaning.  Unless otherwise provided, these terms refer to: marijuana, cocaine, opioids, phencyclidine 
(PCP), amphetamines, including methamphetamines. 
 
Designated Employer Representative (DER)  
An employee authorized by the employer to take immediate action(s) to remove employees from safety-
sensitive duties and to make required decisions in the testing and evaluation processes.  The DER also 
receives test results and other communications for the employer.   
 
Dilute Specimen  
A specimen with creatinine and specific gravity values that are lower than expected for human urine. 
 
EBT (or evidential breath testing device)  
An EBT approved by the National Highway Traffic Safety Association (NHTSA) for the evidential testing of 
breath and placed on NHTSA’s “Conforming Products List of Evidential Breath Measurement Devices” 
(CPL). 
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Employee 
Any person who operates a commercial vehicle (CMV), including: full time, regularly employed 
employees, casual, intermittent or occasional employees, leased employees, independent, owner-
operated contractors who are either directly employed by or under lease to an employer or who operates 
a commercial motor vehicle at the direction of or with the consent of an employer. 
 
Evidential Breath Testing (EBT) Device 
A device used for alcohol breath testing that has been approved by the National Highway Traffic Safety 
Administration. 
 
Initial Validity Test  
The first test used to determine if a specimen is adulterated, diluted, or substituted. 
 
Initial Drug Test  
The test used to differentiate a negative specimen from one that requires further testing for drugs or drug 
metabolites. 
 
Medical Review Officer (MRO) 
A licensed physician (medical doctor or doctor of osteopathy) responsible for receiving laboratory results 
generated by an employer’s drug testing program.  The MRO must have knowledge of substance abuse 
disorders and appropriate medical training to interpret and evaluate an individual’s confirmed positive 
test, medical history and other relevant biomedical information. 
 
Performing (a safety sensitive function) 
An employee is considered to be performing a safety-sensitive function when he or she is actually 
performing, ready to perform, or immediately available to perform any safety-sensitive function. 
 
Primary specimen  
The urine specimen bottle that is opened and tested first by the laboratory to determine whether the 
employee has a drug or drug metabolite in his or her system; and for the purpose of validity testing.  The 
primary specimen is distinguished from the split specimen, defined in this section. 
 
Screening Test (initial test) 
In alcohol testing: a procedure to determine if an employee has a prohibited concentration of alcohol in 
his or her system. 
In controlled substance testing: a screen to eliminate ‘negative’ urine specimens from further 
consideration. 
 
Split Specimen means a part of the urine specimen that is sent to a first laboratory and retained 
unopened, and which is transported to a second laboratory in the event that the employee requests that it 
be tested following a verified positive test of the primary specimen or a verified adulterated or substituted 
test result. 
 
Substituted Specimen  
A specimen with creatinine and specific gravity values that are so diminished that they are not consistent 
with human urine.       
 
Substance Abuse Professional (SAP) 
A person who evaluates employees who have violated a DOT drug and alcohol regulation or company 
substance abuse testing policy and make recommendations concerning education, treatment, follow up 
testing, and aftercare.  A person qualified to be a SAP must have one of the following credentials: a 
licensed physician (Doctor of Medicine or Osteopathy); a licensed or certified social worker; a licensed or 
certified psychologist; a licensed or certified employee assistance professional; a state-licensed or 
certified marriage and family therapist; or a drug and alcohol counselor certified by an organization listed 
at https://www.transportation.gov.odapc 
 

https://www.transportation.gov.odapc/
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FORM C - For CDL Employees 
 

Certificate of Receipt 
(Acknowledgement of receiving materials required by 49 CFR Part 382.601) 

 
 
Employee Name:       SSN or ID#:     
     
School Corporation:  Merrillville Community School Corporation 

 
This is to certify that I have been provided educational materials that explain the 
requirements of 382.601 and my employer’s policies and procedures with respect to 
meeting the requirements.  This includes all items checked. 
 
 The designated person to answer questions about the material. 
 The categories of drivers subject to Part 382. 
 Sufficient information about the safety-sensitive functions and periods of the 

workday that compliance is required. 
 Specific information concerning prohibited driver conduct. 
 Circumstances under which a driver will be tested. 
 Test procedures, driver protection and integrity of the testing processes, and  

safeguarding the validity of the test. 
 The requirements that tests are administered in accordance with Part 382. 
 An explanation of what will be considered a refusal to submit to a test and the  

consequences. 
 The consequences for Part 382 Subpart B violations including removal from 

safety-sensitive functions and 382.605 procedures. 
 The consequences for drivers found to have an alcohol concentration of 0.02 or 

greater but less than 0.04. 
 Information on the affects of alcohol and controlled substances use on an 

individual’s health/work/personal life, signs and symptoms of a problem, and 
available methods of intervening when a problem is suspected. 

 A copy of my employer’s substance abuse policy. 
 
 
Employee Signature:       Date:      
 
 
Authorized Employer Representative:         
 
 
If you have any questions, please contact: 
 
Director of Transportation 
219-650-5311 

















8.96  CRIMINAL GANGS AND CRIMINAL GANG ACTIVITY IN SCHOOLS 
 
The Board of School Trustees of the Merrillville Community School Corporation prohibits 
gang activity and similar destructive or illegal group behavior on school property, on school 
buses, and/or at school-sponsored functions.  The Board prohibits reprisal or retaliation 
against individuals who report gang activity and similar destructive or illegal group behavior.  
The Board further prohibits reprisal or retaliation of victims, witnesses, bystanders, or other 
people with reliable information about an act of gang activity and similar destructive or illegal 
group behavior. 
 
The following definitions apply to this policy: 
 

Criminal Gang means a group with at least three (3) members that specifically:  
1. Either 

a. Promotes, sponsors, or assists in; or 
b. Participates in; or 

2. Requires as condition of membership or continued membership the 
commission of a felony or an act that would be a felony if committed 
by an adult or the offense of battery. 

 
Gang activity means a student who knowingly or intentionally actively 
participates in a criminal gang, or a student who knowingly or intentionally 
solicits, recruits, entices, or intimidates another individual to join a criminal 
gang. 

 
Per state law, a school employee shall report any incidence of suspected criminal gang activity, 
criminal gang intimidation, or criminal gang recruitment to the principal and the director of 
security.  The principal and the director of security may take appropriate action to maintain a safe 
and secure school environment, including providing appropriate intervention services.  
Appropriate consequences and remedial actions are those that take into consideration the severity 
of the offenses and consider both the developmental ages of the student offenders and the 
students' histories of inappropriate behaviors per the code of conduct. 
 

Any corporation and school employee who promptly reports an incident of suspected gang 
activity and who makes this report in compliance with the school corporation procedures is 
immune from a cause of action for damages arising from any failure to remedy the reported 
incident. 
 
The principal or designee shall conduct a thorough and complete investigation for each report 
of suspected gang activity. The investigation shall be initiated by the principal or the 
principal's designee within one school day of the report of the incident. The principal may 
appoint additional personnel and request the assistance of law enforcement to assist in the 
investigation.   The investigation shall be completed and the written findings submitted to the 
principal as soon as possible, but not later than five school days from the date of the report 
of the alleged incident of criminal gang activity. 
 
The principal shall take any appropriate disciplinary actions based upon the findings of the 
investigation, in accordance with the code of conduct.  The superintendent of the school 
corporation is authorized to define the range of ways in which school staff and the principal 
or the principal's designee shall respond once an incident of criminal gang activity is 
confirmed, according to the code of conduct. Consequences for a student who engages in gang 



activity may range from positive behavioral interventions up to and including suspension or 
expulsion. 
 
The principal shall provide the parents of the students who were investigated with 
information about the investigation. The information to be provided to parents includes the 
nature of the investigation, whether the corporation found evidence of criminal gang 
activity, and whether consequences were imposed or services provided to address the activity.  
This information is to be provided in an expedited manner. 
 
As appropriate to the investigation findings, the principal also shall provide intervention and/or 
relevant support services. The principal shall inform the parents of all students involved in 
alleged incidents and discuss the availability of counseling and other intervention services. 
 
Support services may include one or more of the following: 
 

1. Gang awareness education that shows promise of effectiveness based on research.  The 
gang awareness education information should be revised and updated regularly to reflect 
current trends in gang and gang-like activity. 

2. Culturally and/or linguistically appropriate services/supports for parents and families. 
3. Counseling coupled with mentoring for students and their families. 
4. Community and faith-based organizations and civic groups. 
5. Viable, sustainable after-school programs developed in collaboration with other 

stakeholders. 
6. Job training and employment opportunities as both a deterrent to gang involvement and 

an incentive to leave gang involvement. 
7. School sanctioned/facilitated extra-curricular activities. 

 
The principal shall submit the report to the superintendent of the school corporation within 
ten (10) school days of the completion of the investigation. The superintendent or his/her 
designee shall report the results of each investigation to the School Board on a quarterly basis 
during regularly scheduled board meetings. 
 
Each school within the school corporation shall record the number of investigations 
disposed of internally and the number of cases referred to local law enforcement, 
disaggregated by race, ethnicity, age, and gender.  Each school shall report this information to 
the school corporation superintendent who shall submit a written report to the Indiana 
Department of Education by June 2 of each year. 
 
This policy shall be annually disseminated to all parents who have children enrolled in a school 
within the school corporation. Notice of this policy must be published in student handbooks and 
all other publications of the school corporation that set forth the rules and procedures for 
schools within the school corporation. 
 
School officials are encouraged to collaborate with stakeholders to provide gang prevention 
and intervention services and programs, including but not limited to: 
 

1. Provide training for staff and teachers on gang prevention and intervention resources 
within a jurisdiction on a periodic basis. The gang awareness information should be 
revised and updated regularly to reflect current trends in gang activity. 

  



2. Create formalized collaboration plans between local school administration and 
community based prevention and intervention providers (possibly using the existing 
County Safe School Commissions as points of contact). The formalized collaborations 
should make effective, coordinated, and maximized use of federal funding a priority. 

3. Coordinate resources and funding opportunities to support gang prevention and 
intervention activities. 

4. Consider integrating the Gang Resistance Education and Training (G.R.E.A.T.) Program 
into curricula. 

 
 
LEGAL REFERENCE: IC 20-26-18 

IC 20-33-9-10.5 
IC 35-45-9-1 

 
 
Presented: June 7, 2016 
Adopted: June 21, 2016 
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