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This handbook is not intended to describe or create a contractual relationship. Any employment 
relationship with this employer is "at will," which means that the employee may resign at any 
time and the employer may discharge the employee at any time, with or without cause. This at
will relationship may not be changed by any written document or by any behavior unless the 
Superintendent specifically acknowledges the change in writing. 

The rules and guidelines in this handbook are in addition to the administration's broad, 
discretionary authority to maintain safety, order, efficiency and effectiveness. The rules and 
guidelines do not limit authority. The administration may modify these rules and guidelines as 
deemed necessary. School Board Policy and/or Indiana Code supersede the rules and guidelines 
include herein should a conflict exist. 

SECTION I - WELCOME 

WELCOME 

The Crown Point Community School Corporation is a challenging, interesting and fun place to 
work. This handbook has been written to provide you with answers to questions that you might 
have regarding our policies and procedures. 

The policies and procedures outlined in this handbook are subject to change at the sole discretion 
of the School Board and Administration. When possible, you will be notified of changes to this 
book along with receiving updates as policies and procedures change. Should you have any 
questions, please contact the Human Resources Department for assistance. 

Our goal is simple: attract the best, retain the best. We refer to CPCSC as a "destination district" 
- most of our teachers stay in Crown Point schools for many years, if not their entire careers. We 
are proud to employ what we believe are the most talented professionals in education, and we are 
proud they choose CPCSC as their destination.

We wish you every success in your employment with the Crown Point Community School 
Corporation, and hope that your employment with us will be a rewarding experience. 

IDSTORY 

Crown Point's first school was erected in 1837, with an enrollment of 3 students. In the 1860's, 
under the direction of Reverend Timothy Ball, the Crown Point Institute was established. 

By the 1920's, 11 schools served the residents of Crown Point, Center and Winfield Townships. 
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In 1939, the high school began operating at the Joliet Street location where Col. John Wheeler 
Middle School is now located. 

In the 1960's, the separate school systems of Winfield Township, Center Township, and the city 

of Crown Point, were merged into one School Corporation called the Crown Point Community 
School Corporation. 

In 1974, the School Board authorized the establishment of a transportation system. 

In 1980, the old Timothy Ball School was renovated and became the School Corporation's 
Administrative Service Center. 

In 2003, the High school was built at 1500 South Main Street and Jerry Ross Elementary was 
built at 11319 Randolph Street. 

In 2007, Col. John Wheeler Middle School was built on the sight of the old high school on Joliet 
Street. 

In 2009, Eisenhower Elementary was renovated to accommodate more students. 

In 2015 The Learning Center was opened on the Wheeler Middle School Campus 

In 2019 additional classrooms were added to Lake Street Elementary School to accommodate 
increasing student enrollment. 

In 2022 the school corporation launched renovations at every school, the construction of the new 
Taft Middle School, the construction of the new Administrative Service Center, and redistricted 

our corporation school boundaries. 

The present school corporation is comprised of seven elementary schools, two middle schools, 
and a high school, and the Education Center. 

ORGANIZATION 

The Crown Point Community School Corporation (CPCSC) consists approximately 1800

employees serving more than 9000 students and thousands of parents and patrons. The school 

district covers more than 66 square miles encompassing all of Center and Winfield Townships. 
The district includes one-half of the town of Cedar Lake, most of the city of Crown Point and the 
town of Winfield. 

Key CPCSC operations include: 

Crown Point High School 
The Education Center Solon Robinson Elementary School 
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PERSONNEL FILES P. 8320

Crown Point Community School Corporation maintains a personnel file on each employee. The 
file contains employee work applications, time-off requests, memos acknowledging promotions, 
letters of commendation and disciplinary action forms. Employees may review their file by 
contacting the Human Resources Department during regular office hours. 
To ensure that personnel files are current at all times, employees should notify the Human 
Resources Department of any changes in name, telephone number, home address, marital status, 
number of dependents, beneficiary designations, scholastic achievements and emergency contact 
information. 

PROBLEM RESOLUTION 

When an employee believes that he or she has not been treated fairly, that a policy has not been 
administered properly, or when a problem has gone unaddressed, the employee may use the 
following steps to seek resolution or explanation of the problem: 

Step 1- Matters should generally be addressed first with one's supervisor. If the matter remains 
unresolved, or if the employee feels uncomfortable in addressing the matter with his/her 
supervisor, the employee may take that concern to the next step in the resolution process. 

Step 2- If the employee is not satisfied with the disposition of the matter in Step I, the employee 
should request, in writing, a meeting with either his/her department director or building principal. 
The employee should include in the written request, a brief description of the problem/situation. 
The building principal or department director will provide a response to the employee's 
concerns. 

SECTION IV - LEAVES 

VACATION P. 4433

Full time, 12 month employees are provided with vacation time. Vacation may be taken in one
half or full-day increments. Employees are permitted to take their vacation with the approval of 
their supervisor. Unused vacation up to a maximum of five (5) days may automatically be 
carried over annually. No more than five (5) days may ever be carried over. 

After the first year of using earned vacation days, each employee shall be entitled to twelve (12) 
days vacation per year up to and including five (5) years of experience. For years six (6) through 
ten (10), each employee shall be entitled to eighteen (18) days vacation up to and including ten 
(10) years experience. After ten (10) years of experience, employees are entitled to twenty-four
(24) days vacation. Partial years of service are counted as follows: a start date of January
through June - no credit; July through December - full year credit.

Vacation days shall be earned monthly, based on date of hire and years of service. Vacation day 
earnings shall begin after the completion of your first full pay cyclcle. 

17 





MILITARY LEAVE P.4437

Employees who are members of the military reserves or the National Guard and are called to 
active duty or required military training will receive a leave of absence without pay upon written 
request. 

MILITARY FAMILY LEA VE P. 4430.01

Employees whose spouse, child, biological grandchild, or sibling is called to active military duty 
may request unpaid leave up to 10 working days per year as provided by REA 1092. The 
employee must have been employed for 12 months and worked 1500 hours in the immediate 
previous 12 months in order to be eligible to take the leave. The leave may be taken during one 
or more of the following periods: during the 30 days before the active duty orders are in effect; 
when the person is on leave while the active duty order is in effect; or during the 30 day period 
after the active duty orders ended. 

Employees must give at least 30 days notice of the leave unless the active duty orders are issued 
less than 30 days before the leave is to begin. A copy of the active duty orders must be included 
with the employee's request if such orders are available. 

Paid days other than sick days or medical leave days may be used for this leave if the employer 
agrees that such days may be used for the leave. The employee's health insurance is to continue 
during the leave with the employee being responsible for payment of the premium. Upon return 
to work after the leave, the employee is entitled to be returned to his or her prior position or an 
equivalent one. 

UNPAID DAYS 

If an employee has exhausted all their allotted leave days and they miss work their time will be 
recorded as unpaid. Unpaid days should be reported to the supervisor. If more than one unpaid 
day is recorded the leave should be documented with a doctor's note. 

Failure to report to work is grounds for dismissal. Unpaid days represent a failure to report to 
work. Continued use or abuse of dock days may be considered grounds for dismissal or non
renewal of contract when a contract exists. 

BEREAVEMENT LEA VE 

The Crown Point Community School Corporation understands the grief and emotional strain 
caused by the loss of a loved one. All full-time employees (work more than 32 hours per week 
or are employed as a bus driver or full-time nurse) are entitled to miss a maximum of five 
consecutive work days with full pay and at no loss to any other type of leave should a death of an 
immediate family member occur. Generally, the bereavement leave will begin on the day 

following the death unless otherwise authorized by the Human Resources Department. 
Immediate family shall be defined as parent or guardian, brother, sister, child, spouse, son-in-
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