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Superintendent’s Message
Mr. Mansour Eid

As we begin another school year, | want to thank you for your dedication
and passion. Whether you are a teacher in the classroom, a staff member
supporting our daily operations, or a leader guiding our district’s vision,
your work has a profound impact on the lives of our students. Every single
one of you plays a role in shaping the future of South Bend Schools!

Our mission is clear: to promote a culture of academic excellence where
every student learns, grows, and thrives both in school and beyond. We do
this by focusing on three goals: ensuring safe and secure schools,
preparing every student to read at grade level, and maintaining the
highest graduation rates in recent history.

This mission is possible because of the important work you do, day in and
day out. Regardless of your role, you are part of something
bigger—something that shapes the very foundation of our community. You
are helping students discover their potential and setting them on a path to success. As we look ahead, it’s
essential that we ground our work in our core values:

We celebrate diversity: Our students and staff bring rich personal and cultural experiences to our schools.
By embracing this diversity, we create environments where all students feel respected and valued.

We build strong relationships: Through restorative practices, we cultivate meaningful connections with
students, colleagues, families, and our broader community. These relationships are the heart of our work,
and together, we are stronger.

We ensure safety: Safe schools are foundational to a thriving community. For our students to learn and for
our staff to do their best work, safety must always be a priority—for everyone, every day.

We partner with families and the community: Our success depends on the engagement of families and our
community. We will continue to deepen and extend these partnerships to make sure we are serving every
student to the fullest.

We are accountable: Honesty and transparency are not just expectations—they are commitments we
make to each other and our community. Together, we will hold ourselves to the highest standards, ensuring
we remain worthy of the trust placed in us.

This employee handbook serves as a roadmap for how we live out these values and expectations, ensuring
that our focus remains on our greater mission: supporting every student’s journey toward success. |
encourage you to view this handbook not just as a guide, but as a reflection of the trust, responsibility, and
impact we have as one team united in purpose.

Let’s continue to inspire and support each other, making South Bend Schools a place where we thrive
together.

Mr. Mansour Eid,
Superintendent, South Bend Community School Corporation



Chief Human Resource Officer’s Message

Welcome to the South Bend Community School Corporation! We are
delighted that you are joining our organization. You have made an
excellent choice! We hope that you will enjoy a long successful career
with us. SBCSC offers continuous professional development and
opportunities for advancement within the school corporation. As you
become familiar with our culture and mission, we hope you will take
advantage of opportunities to enhance your career and further
SBCSC's goal of creating a highly efficient workforce that is
committed to always putting students first.

It is the policy of SBCSC to provide equal opportunity for ALL,
regardless of race, color, national origin, gender, gender identity,
genetics, religion, disability, age, or sexual orientation, in all
programs, activities, and employment.

You are joining an organization that has a reputation for outstanding
leadership, innovation, and expertise. Our main focus is to ensure a
thriving community by preparing students for a global workforce. For
the first time in over a decade our instructional and support teams rallied together to increase our
graduation rate to 88% and rising. Our employees collaborate to integrate their knowledge and talent to
create new solutions, meet new demands, and offer the most effective educational services. With your
active involvement and support, SBCSC will continue to achieve its goals. We sincerely hope you will take
pride in being an important part of SBCSC's success!

Please take time to review the policies contained in this handbook. It contains vital information concerning
SBCSC'’s policies and procedures. If you have questions, please reach out to your supervisor or contact the
Human Resources (HR) department. We are here for you!

Thank you for committing your talents!

Sincerely,
Dr. Sarita Stevens
Deputy Superintendent/ Chief Human Resources Officer
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Purpose

Welcome to South Bend Community School Corporation. We recognize the importance
of a high-quality staff in fulfilling the mission of our schools and securing the future of
our children. We hope this Employee Handbook answers any questions you may have
regarding employment, so that you can focus on the priority of educating our talented
students. This handbook, the policies and procedures herein, are not intended to create
or constitute a contract, and do not change the nature of the employment relationship
between the School Corporation and its employees. Instead, this Handbook is provided
only as a resource summarizing the personnel policies and procedures for the
employment relationship between the South Bend Community School Corporation and
its employees.

The School Board of Trustees believe that it is imperative that Work Rules be
developed, approved, and promulgated to ensure good order is maintained and that
fair employment practices are followed consistently by both management and
workforce. These Work Rules will be expanded to provide employment direction and
guidance to all members of the employee groups. This handbook has been developed
to ensure that the rules of employment are included in one, common document.

The guidance in this document, which fully supports the mission of SBCSC, is
subordinate to Federal, state, and local laws, ordinances, policies and Administrative
Guidelines of the School Corporation’s Board of Trustees, and Union contracts. Thus,
should there be any conflict between this document and any governing law, SBCSC
policy or guideline, or Union contract, the latter shall govern. No handbook can include
or anticipate every issue, question, or concern that may arise. However, each employee
is required to be knowledgeable about the policies and regulations of the school
corporation and implement them with good faith.

The SBCSC reserves the right to withdraw or change the policies, benefits, and
programs described in this handbook at any time at the sole discretion of the Board of
School Trustees and the Superintendent. While SBCSC will make every effort to notify
employees of these changes, employees are responsible for keeping up-to-date on
school corporation policies, benefits, and programs. For questions about any of the
provisions of this handbook or other aspects of the laws, rules, and policies of your
employment, contact the Human Resources Department at 574-393-6100. When in
doubt, please ask before you make a decision that could violate a law or policy and
endanger your employment with The School Corporation.

We hope your employment with South Bend Community Schools is long, productive,
and successful, and that we will be able to continue providing the benefits and
programs described herein. This handbook and the policies herein are current and in
effect as of 08/01/2025.



Vision
We are the community'’s first choice for obtaining a relevant and inspiring education.

Our Mission

To provide a valued and efficient service through our commitment to safety,
educational best practices, professionalism, teamwork, and integrity.

Our Core Values

Safety
We are committed to fostering a culture where safety is our highest priority and takes
precedence in our daily operations.

Professionalism
We will demonstrate professionalism in all situations—through our words, written
communication, and interactions with students, staff, and the community.

Integrity and Transparency
We will always interact with our customers and co-workers with honesty and respect
with full fidelity.

Teamwork
We recognize the power of collaboration and commit ourselves to accomplishing
district objectives through streamlined teamwork.

Service
We recognize that we are a service organization where high quality service is a
reasonable expectation.

Focus Areas

High-quality literacy instruction: Ensuring all students can read at grade level and
critically analyze information.

College and career readiness: Establishing robust academic/graduation pathways
and providing support for students to pursue their life and career goals.

Safe and thriving schools: Cultivating inclusive, caring, and supportive learning
environments for all students.

Financial sustainability: Effectively manage resources to support the strategic goals.



Beginning Employment with The South Bend Community School Corporation

Hiring Practices

To comply with all applicable Indiana law, we will conduct extensive checks of
employment references, education verification, and criminal background check on all
applicants prior to extending an offer of employment.

Required Documents
The Human Resources Administrator (HRA) requires the following documents from all
employees prior to the first date of employment:
e Resume;
e AnEmployment Application;
e Employee Biographical Information;
e Completed Employment Eligibility Verification Form (I-9 Form) form to establish
your right to work in the U.S.
A government issued photo ID;
e Appropriate certificates/licenses and/ or degree and transcripts, and
e Completed reference, background, and security checks.

If you are assigned to a position that requires certification or licensure, you must secure
and maintain a valid Indiana certificate or license from the Indiana Department of
Education or the appropriate authority for the duration of the time that you are
assigned to that position.

SBCSC Employment Policies and Procedures
Equal Employment Opportunity

SBCSC Policy # 3122 - Nondiscrimination and Equal Employment Opportunity

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

The Superintendent shall appoint and publicize the name of the compliance officer(s)
who is/are responsible for coordinating The School Corporation’s efforts to comply
with applicable Federal and State laws and regulations, including The School
Corporation’s duty to address in a prompt and equitable manner any inquiries or
complaints regarding discrimination or denial of equal access. The Compliance
Officer(s) shall also verify that proper notice of nondiscrimination for Title Il of the
Americans with Disabilities Act (as amended), Title VI and Title VII of the Civil Rights
Act of 1964, Title IX of the Education Amendment Act of 1972, Section 504 of the



Rehabilitation Act of 1973 (as amended), and the Age Discrimination in Employment
Act is provided to staff members and the general public.

Nepotism

"Relatives” include: children, stepchildren, siblings, half-siblings, step-siblings, spouse,
domestic partner, parents, stepparents, in-laws, or bona fide dependents of a Board
member or the Superintendent.

Relatives of Board members may be employed by The School Corporation, provided the
Board member involved does not participate in any way in the discussion or vote on the
relative’'s employment. Should The School Corporation employ a relative as herein
defined, both the relative and the Board member must file a conflict of interest
statement.

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

If The School Corporation employee is in a supervisor-subordinate relationship choose
to date, engage in a romantic relationship, or have sexual relations, the employees must
notify The School Corporation’'s administration and accept The School Corporation’s
decision to transfer one or both of the employees so that they no longer have a
supervisor-subordinate relationship. Anyone employed in a managerial or supervisory
role needs to heed the fact that personal relationships with employees who report to
them may be perceived as favoritism, misuse of authority, or potentially sexual
harassment, and, consequently are unacceptable.

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

SBCSC Policy 1623 - Individuals with Disabilities and Job Accommodations
Pursuant to Section 504 of the Rehabilitation Act of 1973 ("Section 504 the Americans
with Disabilities Act of 1990, as amended ("ADA"), and the implementing regulations
(collectively "Section 504/ADA"), no otherwise qualified individual with a disability
shall, solely by reason of his/her disability, be excluded from participation in, be denied
the benefits of, or be subjected to discrimination under any program or activity
receiving Federal financial assistance. The School Board does not discriminate in
admission or access to, or participation in, or treatment, or employment in, its
programs or activities. As such, the Board's policies and practices will not discriminate
against employees and students with disabilities. We will provide equal employment
opportunities and make our facilities, programs, and activities accessible to qualified
individuals with disabilities. No discrimination will be knowingly permitted against any
individual with a disability on the sole basis of that disability in any of the programs,
activities, policies, and/or practices of The School Corporation.
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“An individual with a disability” means a person who has, has had a record of, or is
regarded as having a physical or mental impairment that substantially limits one or
more major life activities. Major life activities are functions that include, but are not
limited to, caring for one’s self, performing manual tasks, walking, seeing, hearing,
eating, standing, lifting, bending, speaking, breathing, learning, reading, concentrating,
thinking, communicating, sitting, reaching, interacting with others, and working.

Major life activities include the operation of a major bodily function, including, but not
limited to, functions of the immune system, special sense organs and skin, normal cell
growth, and digestive, genitourinary, bowel, bladder, neurological, brain, respiratory,
circulatory, endocrine, hemic, lymphatic, musculoskeletal, and reproductive functions.
The operation of a major bodily function includes the operation of an individual organ
within a body system. An impairment that is episodic in nature or in remission is
considered a disability if it would substantially limit a major life activity when active.

The determination of whether an impairment substantially limits a major life activity
must be made without regard to the ameliorative effects of mitigating measures such
as medication, medical supplies, equipment, or appliances; low-vision devices (not
including ordinary eyeglasses or contact lenses); prosthetics (including limbs and
devices); hearing aids and cochlear implants or other implantable hearing devices;
mobility devices; oxygen therapy equipment or supplies; assistive technology;
reasonable accommodations or auxiliary aids or services; or learned behavioral or
adaptive neurological modifications.

With respect to public preschool, elementary, and secondary educational services, a
qualified person with a disability means a disabled person:
e who is of an age during which nondisabled persons are provided educational
services;
e who is of any age during which it is mandatory under Indiana law to provide
educational services to disabled persons; or
e to whom the State is required to provide a free, appropriate public education
pursuant to

Training

The School Corporation Compliance Officer will also oversee the training of employees
in The School Corporation so that all employees understand their rights and
responsibilities under Section 504 and the ADA, and are informed of the Board's
policies, administrative guidelines, and practices with respect to fully implementing
and complying with the requirements of Section 504 /ADA.

The Board will provide in-service training and consultation to staff responsible for the
education of persons with disabilities, as necessary and appropriate.

Facilities
No qualified person with a disability will, because The School Corporation’s facilities



are inaccessible to or unusable by persons with disabilities, be denied the benefits of,
be excluded from participation in, or otherwise be subjected to discrimination under
any program or activity to which Section 504 /ADA applies.

For facilities constructed or altered after June 3, 1977, The School Corporation will
comply with applicable accessibility standards. For those existing facilities
constructed prior to June 3,1977, The School Corporation is committed to operating its
programs and activities so that they are readily accessible to persons with disabilities.
This includes, but is not limited to, providing accommodations to parents with
disabilities who desire access to their child's educational program or meetings
pertinent thereto. Programs and activities will be designed and scheduled so that the
location and nature of the facility or area will not deny a student with a disability the
opportunity to participate on the same basis as students without disabilities.

Title IX Coordinator/ Employees & Volunteers
Stephanie Steward-Bridges

Dr. Sarita A. Stevens, Chief Human Resource Officer
Jo Ellen Talos, Director of Employee Relations

Katie Johnson, Director of Benefits

Lauren Ellis, Director of Certified Talent

574-393-6000
737 Beale Street
South Bend, IN 46616

Verification of Employment Eligibility

PO 1521 Personal Background Checks and References
To protect students and staff members, the School Board requires an inquiry into the
personal background of each applicant the Superintendent recommends for
employment on The School Corporation's administrative staff. The Superintendent
shall establish the necessary procedures for obtaining personal background
information on each applicant recommended for employment as an administrator
which shall include the following:
A. anexpanded criminal history check as defined by I.C. 20-26-2-1.5
B. an Indiana expanded child protection index check as defined by I.C.
20-26-2-1.3
C. a search of the national sex offender registry maintained by the United States
Department of Justice
D. beginning July 1, 2017, a search of the State child abuse registry
E. telephone inquiry with former employer(s)
F. explanations of any employment gaps to ensure the candidate has not omitted
an employer where an offense occurred



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

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

I. anlIndiana Bureau of Motor Vehicles driver history if the position involves driving

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

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

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

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

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

The procedures shall provide that information and records obtained from
pre-employment inquiries under this policy are confidential and shall not be released
except as necessary to implement this policy, defend a decision made pursuant to this
policy, or comply with .C. 20-26-5-11.5 when responding to a request for an
employment reference from another school for a current or former employee. Any costs
associated with obtaining the expanded criminal history check and the expanded child
protection index check are paid by The School Corporation.

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

The School Corporation shall conduct the updated expanded criminal history checks
for School Corporation employees over a period not to exceed five (5) years by
annually conducting updated expanded criminal history checks for at least twenty
percent (20%) of employees who are employed by the School Corporation on July 1,
2017.



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

The School

Corporation may obtain an expanded criminal history check or an

expanded child protection index check at any time if The School Corporation has
reason to believe that the applicant or employee:

A. is the subject of a substantiated report of child abuse or neglect or

B. has been charged with or convicted of one (1) of the following crimes:

1.
2
3
4.
5
6

15.
16.

17.

18.

19.

Murder (I1.C. 35-42-1-1).

. Causing suicide (I.C. 35-42-1-2).
. Assisting suicide (I.C. 35-42-1-2.5).

Voluntary manslaughter (I.C. 35-42-1-3).

. Reckless homicide (I.C. 35-42-1-5).
. Battery (I.C. 35-42-2-1) unless ten (10) years have elapsed from the date

the individual was discharged from probation, imprisonment, or parole,
whichever is later.

Aggravated battery (I.C. 35-42-2-1.5).

Kidnapping (I.C. 35-42-3-2).

Criminal confinement (I.C. 35-42-3-3).

. A sex offense under |.C. 35-42-4.

Carjacking (I.C. 35-42-5-2) (before its repeal).

. Arson (I.C. 35-43-1-1), unless ten (10) years have elapsed from the date

the individual was discharged from probation, imprisonment, or parole,
whichever is later.

. Incest (I1.C. 35-46-1-3).
. Neglect of a dependent as a Class B felony (for a crime committed before

July 1, 2014) or a Level 1 felony or Level 3 felony (for a crime committed
after June 30, 2014) (I.C. 35-46-1-4(b)(2) and (3)), unless ten (10) years
have elapsed from the date the individual was discharged from probation,
imprisonment, or parole, whichever is later.

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

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

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

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

An offense relating to material or a performance that is harmful to minors
or obscene under |.C. 35-49-3, unless ten (10) years have elapsed from
the date the individual was discharged from probation, imprisonment, or
parole, whichever is later.
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20.An offense relating to operating a motor vehicle while intoxicated under
I.C. 9-30-5, unless five (5) years have elapsed from the date the
individual was discharged from probation, imprisonment, or parole,
whichever is later.

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

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

Employment Verification
In order to comply with Federal law the following verification of employment eligibility
procedures will apply:

Completion of Form I-9 : Form -9 Section 1 must be completed by the employee’s first
day of employment and Section 2 by the employer within (3) business days of the
employee’s first day. . If an individual is employed for less than three (3) days, the form
must be completed before the end of the employee'’s first working day.

The following individuals do not need to complete Form |-9:
e persons who are employed by a contractor providing contract services
e persons who are independent contractors

Human Resources is also responsible for reverifying employment eligibility of employees
whose employment eligibility documents carry an expiration date.

Retention of Employment Eligibility Verification Form (Form 1-9)

The Human Resource Department must retain Form 1-9 for three (3) years or for one (1)
year past the end of the employment of the individual, whichever is longer. Such forms
will be retained in a separate file and shall be considered to be confidential and used
only for employment eligibility verification purposes.

Preparation of Documents for Inspection

U.S. Immigration and Naturalization Service (INS) or Department of Labor (DOL)
Officers are required to give employers three (3) days advance notice before an
inspection. The Human Resources Department will assemble the [-9 forms in
preparation for the inspection. Failure to provide the 1-9 forms could result in civil
monetary penalties for each employee for whom the form was not completed, retained,
or presented.

Retention of Employee Identification and Social Security Number
The Board will retain a photocopy of either the employee's document(s) showing the
employee's identity and valid social security number.

Personnel Files and Recordkeeping



The School Corporation maintains a personnel file on each employee. This file includes
information such as the employee’s job application, resume, offer of employment,
records of training, documentation of performance appraisals and salary adjustments
and other employment records. It is the responsibility of each employee to promptly
notify SBCSC Human Resources of any changes in personal data. Personal mailing
addresses, telephone numbers, names and number of dependents, marital status,
individuals to be contacted in the event of an emergency, educational accomplishment
and other such status reports must be accurate and current at all times.

Personnel files are the South Bend Community School’s property and access to the
information they contain is restricted. Generally, only management personnel who have
a legitimate reason to review information in a file are allowed to do so. However, with
reasonable advance notice, the School Corporation may permit current employees to
review their own personnel files in the presence of the HR Administrator.

At no time will the employee be permitted to copy, alter or destroy any documentation
contained in his or her personnel file. However, employees may ask that a note be
placed in their file regarding any problems or concerns the employee may have with the
contents of his or her personnel file at the time of the review.

Change of Personal Data
It is the responsibility of the employee to notify the HR Administrator of any change(s)
in personal data that may have an impact on future employment verification.

Bond, Physical Examinations and Identification Fees

Policy on Physical Examinations

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

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

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

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

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

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

Bond and Identification Fees

Should the Employer require bond, physical examination and/or identification card for
the employee, such requirements shall be complied with by the employees. The cost of
such items shall be borne by the Employer. Should the Employer require any employee
to give bond, cash bond shall not be compulsory, and any premium involved shall be
paid by the Employer. The primary obligation to procure the bond shall be on the
Employer. If the Employer cannot arrange for a bond within thirty (30) days, she/he
must so notify the employee in writing. Failure to notify shall relieve the employee of
the bonding requirements. If proper notice is given, the employee shall be allowed
thirty (30) days from the date of such notice to make his/her own bonding
arrangements, subject to the Employer's approval of the bonding company, standard
premiums only on said bond to be paid by the Employer.
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Employment Classifications

All employees will be classified as either full-time or part-time, and either exempt or
non-exempt. We may also utilize consultants and/or temporary employees.

Full-time employees: Full-time employees are those who work the full academic year
and who work no fewer than 30 hours per week. All full-time employees are eligible to
participate in The South Bend Community School Corporation’s benefits program.

Part-Time Employees: Part-time employees are those who work fewer than 30 hours
per week. They are not eligible to participate in the The South Bend Community School
Corporation’s benefits program.

Consultant: Consultants are independent contractors who work under an agreement
and are classified as a 1099 recipient. Consultants have no employee status and are
not eligible for benefits.

Temporary Employee: Temporary employees are those employees whose employment
with the The South Bend Community School Corporation is for a limited period,
generally not exceeding two academic quarters, or five months, whichever is greater.

Probationary: All new South Bend Community School Corporation employees are
employed on a probationary basis until they have completed the first 30 days of
employment. Participation in benefits programs for probationary employees is limited
to eligibility for worker’s compensation.

Additionally, all employees are classified as either:

e Exempt: Those employees who are employed in an executive, administrative, or
professional capacity and who are not covered by the federal minimum wage
and maximum hours laws; or

e Non-exempt: Those employees who are not employed in an executive,
administrative, or professional capacity and who are covered by the federal
minimum wage and maximum hours law.

Certificated Employee

An employee of the Board in a position that requires a license or permit from the
Division of Professional Standards of the Indiana Department of Education. See Indiana
Code 20-29-2-4. The term includes teachers, and all administrators in positions
requiring a license or permit from the Division of Professional Standards of the Indiana
Department of Education.

Non-Certificated Employee

An employee of the Board employed in a position that does not require a permit or
license issued by the Division of Professional Standards of the Indiana Department of
Education [See Indiana Code 20-29-2-11]. Synonymous with "classified employee” and
"support employee”.



Employee Expectations and Responsibilities

General Duties

During your onboarding and orientation period, your direct supervisor will explain your
job responsibilities and the performance standards expected of you. You will also
receive a job description for your position setting forth the essential functions of your
position. But please be aware that your job responsibilities may change at any time
during your employment and you may be asked from time to time to work on special
projects or to assist with other tasks necessary to support the mission of the School
Corporation. South Bend Community School Corporation reserves the right, at any
time, with or without notice to alter or change job responsibilities, reassign or transfer
job positions or assign additional job responsibilities.

Moral and Ethical Expectations

Every employee must carry themselves as a role model for students at all times. All
employees are expected to behave in a consistently moral and ethical manner. The
School Corporation reserves the right to impose sanctions including suspension and
termination of any employee who does not behave in a moral and ethical manner.

Student Supervision and Welfare

All School Corporation employees are responsible with maintaining a standard of care
for the supervision, control, protection of students commensurate with their assigned
duties and responsibilities and are expected to establish and maintain professional
staff/student boundaries that are consistent with their legal, professional and ethical
duty of care for students.

The Superintendent shall maintain and enforce the following standards:

e Each administrator shall report immediately to the superintendent any accident,
safety hazard, or other potentially harmful condition or situation s/he detects.

e Each administrator shall immediately report to the Superintendent any
knowledge of threats or violence by students.

An administrator shall not send students on any personal errands.

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

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

e An administrator shall not transport students in a private vehicle without the
approval of the Superintendent.

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

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

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

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

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

Family Educational Rights and Privacy Act(FERPA)

All School Corporation employees, regardless of their classification, are bound by the
Family Educational Rights and Privacy Act (FERPA), which affords parents and
students over eighteen (18) years of age certain rights with respect to the student’s
education records. The Model Notification of Rights and the school’s directory
information public notice are posted in a public employee area and will be addressed
annually in detail during staff orientation. All staff must familiarize themselves with
FERPA requirements.

Personal Property

Teachers and staff may bring their own property to school and other SBCSC properties
for use in their classroom or offices. However, the School Corporation is not responsible
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for any property lost or stolen during, or outside of normal working hours.For safety,
cleanliness, and consistency across all SBCSC facilities, employees are asked not to
bring or use the following items in classrooms, workspaces, or offices:

e Candles or any open flames
e Pets or animals (except approved service animals)
e Personal furniture (e.g., sofas, recliners, mini-refrigerators)

e Mists, diffusers, or other scent-emitting devices

Disclaimer: Building or department administrators have the final authority regarding
what may or may not be brought into school buildings or office spaces.

Gifts and Honoraria

Employees of The School Corporation are strongly discouraged from accepting
work-related gifts or gratuities valued at $50 or more. Gifts or donations that are
shared with the staff or benefit The School Corporation itself (e.g., food, equipment)
are permissible.

Honoraria paid by a third party to an employee for a speaking engagement, written
article, professional development, or other advice or service by an employee
performed within the scope of their employment with The School Corporation must be
reported by the employee to Human Resources.

Outside Employment

Any outside employment that an employee decides to pursue must not conflict in any
way with their role and responsibilities within The School Corporation. Employees may
not conduct outside work during their work hours with The School Corporation or The
School Corporation property or equipment in connection with their outside work.

Visitors

In order to maintain security and safety for our employees, South Bend Community
School Corporation has the following policy with respect to visitors: All visitors must
check in with the receptionist, must wear a visitor's badge, and must be escorted by
an employee. Volunteers in the classroom are required to have a background check
completed. This policy applies to anyone who is not an active employee, including
employees on leave, former employees, vendors, and suppliers. Generally, friends and
family members are not permitted to visit employees at the workplace. When in doubt
whether a person can visit, they should first contact the building administrator.

Change of Personal Data
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It is the responsibility of the employee to notify the HR Administrator of any change(s)
in personal data including and especially your address, phone number, email, bank
information for payroll, and emergency contacts.

Arrests and Convictions

Any employee who is arrested for any offense must report the arrest to their supervisor
and the Human Resources Administrator within twenty-four (24) hours or the next
business day, whichever is greater. Within twenty-four (24) hours or the next business
day, whichever is greater, an employee must report to the Human Resources
Administrator any conviction, finding of guilt, withholding of adjudication, commitment
to pre-trial diversion intervention program, or entering a plea of guilty or Nolo
Contendere for any criminal offense, other than a minor traffic violation (driving under
the influence (DUI) is not minor and must be reported). Failure to appropriately report
an arrest or conviction will lead to disciplinary action, up to and including termination.

Confidential Information

SBCSC employees may be exposed to confidential information regarding The School
Corporation, its clients or fellow employees, which may include processes, know-how,
marketing data, or financial information. Employees must refrain from disclosing to
anyone outside The School Corporation any proprietary, financial or confidential
business information about The School Corporation or its dealings with vendors and
clients, or any personally identifying information about its employees and students and
families that belongs to The School Corporation or which The School Corporation
treats as confidential.

This does not prohibit you from discussing work-related issues with co-workers, or
from disclosing or discussing any information with outsiders that you did not learn in
connection with your employment. If you have any questions regarding certain
documents, please ask Human Resources or the Office of the General Counsel. When in
doubt you should assume information is confidential.

Employees separating from The School Corporation are not permitted to take, provide
or divulge any form of confidential material.

A breach of this policy may result in disciplinary, civil or even criminal action.

Employee Conflict of Interest Policy

Employees are expected to conduct their business with the highest ethical standards of
integrity, honesty, and fairness. As in all other facets of their duties, employees dealing
with customers, suppliers, contractors, competitors, or any person doing or seeking to
do business with The School Corporation are to act in the best interest of The School
Corporation. Employees shall not use their position to solicit or obtain any personal
profit or gain, directly or indirectly. Employees must avoid any situation that involves or

22



may involve a conflict between their personal interest and the interest of the
Corporation.

Under no circumstance shall an employee perform any outside work that adversely
affects The School Corporation’s image, or that affects the employee’s job
performance, punctuality, loyalty and obligations to The School Corporation, or ability
to fulfill other responsibilities of the employee’s primary job at The School Corporation.

While the following list is not exhaustive, at a minimum, employees shall not engage in
the following conduct unless they have sought, and been granted, written permission in
advance as indicated below.

1. Engage in any business with The School Corporation other than in their capacity
as an employee or contractor.

2. Accept a monetary gift of any kind or any non-cash gift above $50.00 in value
from vendors, suppliers, contractors, etc. currently or seeking to do business
with The School Corporation, including parents and guardians. This includes
lunch and/or dinner with vendors.

3. Accept a monetary gift of any kind or any non-cash gift above $50.00 in value
from parents, guardians, and students.

4. Accept any alcoholic beverages from any parent, guardians, students, outside
vendors, suppliers, or contractors.

5. Perform or solicit outside work or business during paid working time or during
paid absences.

6. Provide services to The School Corporation (including its staff, students, etc.)
during the school year other than as an employee or contractor of The School
Corporation, or with The School Corporation’s express approval to provide such
services through an organization partnering with The School Corporation.

Use The School Corporation’s tools or equipment for outside work.

. Accept any other job, or participate in any personal outside consulting
activities, or other external activities that (a) could be viewed as impairing the
employee's judgment in the performance of their duties and responsibilities to
The School Corporation; (b) could involve the use of the name of The School
Corporation so as to falsely suggest The School Corporation’s endorsement or
support; or (c) might reasonably require disclosure of confidential information to
which the employee is privy by virtue of their employment at The School
Corporation.

9. Be a part of any arrangement or circumstance, including a family or other
personal relationship, that could dissuade the employee from acting in the best
interest of The School Corporation.

10. Engage in any situation that could give the appearance of a conflict of interest,
even if no actual conflict exists.

© N

If any employee encounters any of the situations above or has any other questions
regarding an actual or potential conflict of interest, the employee should disclose the
situation in writing to Human Resources or the General Counsel. Human Resources or
the General Counsel will have the discretion to determine whether the situation involves
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a prohibited conflict of interest, and how the employee should proceed. Absent
express written permission from Human Resources or the General Counsel, the
employee shall not proceed with the conduct at issue.

Use of Employee’s and Relative’s Business and Services

The School Corporation maintains a list of vetted, pre-approved vendors with whom
SBCSC maintains business relationships. When engaging and selecting businesses and
services, it is the policy of The School Corporation to first engage vendors who have
been vetted and pre-approved and with whom The School Corporation has a
pre-existing relationship.

Where an employee owns a business or provides a service and wishes to engage The
School Corporation for any such business or service, (a) that employee is subject to the
same vendor and procurement policy that The School Corporation utilizes for the
selection of outside vendors; and (b) because this involves a potential conflict of
interest, the employee must obtain written permission before attempting to provide
goods or services to The School Corporation.

Additionally, where the relative of an employee holds a significant interest in any
outside business or organization which does or seeks to do business with The School
Corporation, (a) the employee must disclose this potential conflict and shall not be
involved in any way in the decision regarding whether to engage any such business; and
(b) the relative must disclose this conflict of interest during the procurement process.

For purposes of this policy, arelative is defined as an individual who is related by blood,
marriage or adoption, including, but not limited to, the following relationships: spouse,
child, step-child, parent, step-parent, grandparent, grandchild, sibling, step-sibling,
half-sibling, aunt, uncle, niece, nephew, parent-in-law, daughter-in-law, son-in-law,
brother-in-law, sister-in-law, any other relative living in the household of the
employee, a person who is engaged to be married to the employee or who otherwise
holds himself/herself out as, or is generally known as, the person whom the employee
intends to marry or with whom the employee intends to form a household, or any other
natural person having the same legal residence as the employee.

A significant interest is defined as any ownership or membership interest in the
organization seeking to do business with The School Corporation, or where one’s
compensation would be based in part or in whole on commissions from the sale of
goods or services to The School Corporation.

Personal Use of SBCSC Property, Tools or Equipment

South Bend Community School Corporation property, including tools and equipment
are for official work done on behalf of the Corporation. Such property is not for
personal use. The School Corporation, its Board of Trustees, employees, agents, and
any affiliates including the South Bend Community Schools Corporation and the South
Bend Community Schools Corporation Board of Education are not liable for harm,
injury, or loss, up to and including death, incurred during the use of any individual using
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SBCSC property for personal use holds all of the people and entities above harmless for
any damages or injuries up to and including death resulting from such use.

SBCSC Vehicles

Employees must have a valid and appropriate class driver’s license and proof of
insurance to use any School Corporation-owned, leased, or rented vehicles. The
director of transportation must inspect the vehicle for safety before you will be allowed
to take the vehicle from SBCSC premises.

Such vehicles shall be used only for official SBCSC business, shall be kept in areas
designated by The School Corporation when not used for official business, and shall not
be used for personal transportation to and from work. Should any vehicle
owned/leased/rented by The School Corporation be utilized for any personal use
whatsoever, including personal transportation to and from work, the employee who
used the vehicle shall be responsible for all applicable taxes for such personal use. The
amount of tax owed for such personal use shall be calculated as determined in
accordance with all relevant IRS and the Indiana Department of Revenue tax codes and
regulations.

Performance Management and Evaluation

Supervision and Management

South Bend Community School Corporation believes that in order to continuously
improve our School Corporation and schools, all employees must continuously reflect
upon and work to progress their craft. Performance reviews and evaluations, both
informal and formal, will be an integral part of every employee’s professional
development.

While employee evaluations might utilize different rubrics and tools for different
classification of employees, all evaluations will take place in a formal setting,
scheduled in advance, and will typically include a beginning, mid-year, and end of year
conference. The frequency of performance evaluations may vary, depending upon
length of service, job position, past performance, changes in job duties, or recurring
performance problems. Performance evaluations may be used to determine
professional development opportunities, contract renewal, contract termination, or
resolution of other contractually related terms and/or conditions. Performance
evaluations will always be delivered in written form.

Your performance evaluation includes factors such as the quality and quantity of your
work, your attendance record, your knowledge of the job, your initiative, your work
attitude and your attitude towards others. The performance evaluation should help you
to become aware of your progress, areas of needed improvement and objectives or
goals for future work performance. Performance, behavior, attendance and other
aspects of an employee’s relationship with The School Corporation may also be
reviewed and documented throughout the year, with appropriate records placed in the
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employee’s personnel file.

Positive performance evaluations do not guarantee increases in compensation or
promotions, or in any way limit The School Corporation’s right to terminate employment
at any time, with or without cause, or impact an employee’s Employment-at-Will
status.

Employees who have questions about their evaluations are encouraged to contact their
supervisor within five (5) business days of receiving their evaluation. The supervisor will
make reasonable efforts to schedule a meeting within five (5) business days to address
the evaluation. Either party may request the presence of other individuals for the
purpose of providing relevant information directly related to the meeting. Once this
meeting takes place, a written response shall be provided to the employee within five
(5) business days, or as soon thereafter as is reasonably practicable.

Corrective Discipline

Administration recognizes that the concept and use of corrective discipline has a sound
basis to alter Employee behavior and enhance Employee self-control. Such a system of
corrective discipline includes, for a minor offense, that a documented verbal warning
first be given; that a written warning be given for a second violation; and that any
subsequent offenses subject the Employee to further discipline, including but not
limited to suspension with or without pay, and/or discharge. It is recognized that
corrective discipline is not required in more serious cases and in such cases the
employer shall have the right to progress through the corrective discipline sequence.

Corrective discipline normally begins with a documented Verbal Warning, and then
progresses to a Written Warning/Reprimand, Final Notice, Suspension or Administrative
Leave (paid or unpaid), and then Termination. Depending on the nature of the offense
and other relevant facts, steps may be combined or skipped. The School Corporation
recognizes that, depending on the nature of the offense and/or the interval of time
between offenses, it may be appropriate to impose the same penalty as was previously
imposed or even a lesser penalty than was previously imposed. Similarly there may be
situations in which it is appropriate to impose a greater penalty than that suggested by
the pattern of corrective discipline outlined above. The system of corrective discipline
in determination of penalties is the sole responsibility of The School Corporation’s
Administration, who will administer corrective discipline in good faith.

Teacher Evaluation Rubric
l. Teacher Professional Practice

The South Bend teacher evaluation process incorporates the RISE Evaluation Rubric to
define and evaluate teaching quality and proficiency. This rubric will form the basis of
the evaluation of teacher instructional effectiveness using the following domains. A
more detailed explanation of the rubric can be found here
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Domain 1: Purposeful Planning
Domain 2: Effective Instruction
Domain 3: Teacher Leadership

Domain 4: Core Professionalism

In addition, the administrators will engage all teachers in at least two formal
observations of their teaching. Further, informal observations to encourage reflective
dialogue between evaluators and teachers will be encouraged as part of the
evaluation process.

Il. Formal Observations

Two formal observations are required of all teachers in order to be in compliance with
Indiana requirements for Teacher Evaluation. One formal observation will take place
in the first semester; one formal observation will take place in the second semester
(prior to May 15). It is the supervisor's responsibility to arrive at a mutually agreed
upon time for scheduling these formal observations. Additionally, it is the teacher's
responsibility to identify a lesson for observation and prepare for the nature and
scope of the observation during a pre-observation planning phase with the
supervisor. During the pre-observation planning phase, the administrator and
teacher should arrive at mutually agreed upon times for the observation and the
post-observation conference.

The observations are snapshots of the teachers planning, instruction, classroom
environment, and classroom management. They are used with other evidence
gathered during the year to inform the teacher practices component of the overall
evaluation. Any and all of the four areas of the RISE rubric may or may not be a part
of the evidence observed and recorded during the observation. The observations will
inform but not be the sole basis for determining the teacher’s growth and proficiency
during the evaluation process.

Formal observations are comprised of:

a. Pre-observation planning with the appropriate protocol, held up to two
working days prior to the observation. The pre-observation planning can
occur in more than one way (electronically, face to face, etc.). Face to face
pre observation planning is not mandatory but must be scheduled if requested
by either the teacher or the evaluator.
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b. The observation of a full lesson with data gathering related to the Rise Rubric.
Observation data made available to the teacher in SFS within three working
days of the

d. conclusion of the observation.

A post-observation conference held within five (5) working days of
the observation.

lll. Informal Observations

Informal observations are encouraged, and are to be conducted at administrator
discretion. All walkthroughs must be documented in SFS and made available to the
teacher within 24 hours. As with the formal observations, evidence gathered during
the informal observations may be used to inform the teacher growth and proficiency
ratings.

IV. Timelines and Procedures
Administrators will engage all teachers in the following:

a. Pre-observation Planning The pre-observation planning is for the teacher
and administrator to determine areas of emphasis for the teacher and class
during the formal observation. It may be thought of as goal setting for areas of
improvement that the teacher wants to work on.

b. Two formal observations
The first formal observation should be completed by the end of first semester.
The second formal observation should be completed by May 15.

c. Post-observation conference
Completed by the administrator and the teacher and held within five working
days of the conclusion of the observation.

d. Year-End Conference

This conference draws on the Self-assessment as well as other evidence
gathered during the year. It is the administrator's responsibility to schedule the
year end conference at a mutually agreed upon time with the teacher. All Year
End Conferences should be completed and documented in SFS no later than the
Friday prior to Memorial Day. Documentation in SFS should include selecting
"Share All Finalization Data, Comments, and Scores. The evaluation is now
finalized.
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Support Employee Evaluation Rubric: The Support Employee Evaluation Rubric
is designed to assess the performance of support staff in a fair, consistent, and
constructive manner. This tool outlines key performance areas that reflect the essential
contributions support employees make to the success of school operations. Each
criterion focuses on core work habits, collaboration, communication, and effectiveness
in carrying out assigned responsibilities. For positions with supervisory or leadership
components, additional evaluation criteria are included. The rubric supports
professional growth and development while reinforcing the values and expectations of
the South Bend Community School Corporation.

Rating Scale

(0  Excellent 0 Very Good [0  Satisfactory 0 Fair O
Unsatisfactory

Evaluation Criteria :

e Performance Results: Completes work on time and without sacrificing performance goals
or standards.
Cooperation/Teamwork: Able to work on a team and willingly accept assignments.
Initiative: Self-starter who puts forth the time and energy to perform tasks without being
told.

e Organizing and Planning: Effectively uses time and resources to accomplish work within
appropriate deadlines.

e Communication: Both verbal and written communications are clear, concise, and
accurate.

e Interpersonal Skills: Works well with others in both informal and formal situations.

Additional Criteria for Supervisors, Directors, or Leadership Roles

e Supervision and Leadership: Effectively directs staff, provides ongoing feedback, and
acts as a positive model for others.
e Other: (Define and rate another significant performance factor if necessary.)
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Administrative Employee Evaluation Rubric: The Administrative Employee
Evaluation Rubric is designed to support professional growth, promote accountability,
and align leadership practices with the goals of the South Bend Community School
Corporation. This rubric outlines key leadership domains that reflect the core
responsibilities of administrative roles. Each domain is weighted equally and contains
performance indicators that will be evaluated using a standardized rating scale. The
evaluation emphasizes not only the execution of leadership practices but also their
measurable impact on school culture, student success, and operational effectiveness.

Domain 1: Mission, Vision, and Core Values (16.60%)
1.1 Plans data driven decision making

1.2 Implements the school’s mission, vision, and core values in all aspects of
leadership

1.3 Impacts mission, vision, and core values

Domain 2: Ethics and Professional Norms (16.60%)
2.1 Creating a culture of ethical and professional behavior
2.2 Sustaining systems of ethical and professional behavior
2.3 Impacts of ethical and professional behavior

Domain 3: Equity and Cultural Responsiveness (16.60%)
3.1 Creating equitable and culturally responsive systems
3.2 Implementing equitable and culturally responsive systems
3.3 Impacts of equitable and culturally responsive systems

Domain 4: Curriculum, Instruction and Assessment (16.60%)
4.1 Develop systems of support for curriculum, instruction and assessment
4.2 Implement coherent systems of curriculum, instruction and assessment
4.3 Impacts coherent systems of curriculum, instruction and assessment

Domain 5: Professional Capacity and Community of School Personnel (16.60%)
5.1Develops professional capacity and fosters professional community

5.2 Provides a professional culture embedded with established norms and
reflective conversation

5.3 Impacts the professional community through collaborative examination of
practice

Domain 6: Operations and Management (16.60%)
6.1 Develops systems to support operations and management
6.2 Manages school operations/resources for student academic success
6.3 Impacts school operations/resources for student academic success
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Working Conditions

Open Door Policy

Our experience has shown that when employees deal openly and directly with
management, the work environment can be excellent, communications can be clear,
and attitudes can be positive. We believe that South Bend Community School
Corporation amply demonstrates its commitment to employees by responding
effectively to employee concerns. If employees have concerns about work conditions,
terms of employment, or any other issue, they are strongly encouraged to voice these
concerns openly and directly to their direct supervisor. If issues arise concerning their
direct supervisor, the employee should contact the Human Resources directly.

Anti-Harassment

PO 1662 Anti-Harassment General Policy Statement

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

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

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

The Board will investigate all allegations of unlawful harassment occurring in The
School Corporation’s employment opportunities, programs and/or activities, or, if
initially occurring off School Corporation grounds or outside The School Corporation’s
employment opportunities, programs and activities, affecting The School Corporation
environment and, in those cases where unlawful harassment is substantiated, the Board
will take immediate steps to end the harassment, prevent its recurrence, and remedy its
effects.

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

Other Violations of the Anti-Harassment Policy
The School Corporation also will take immediate steps to impose disciplinary action on
individuals engaging in any of the following prohibited acts:

A. Retaliating against a person who has made a report or filed a complaint alleging
unlawful harassment or who has participated as a witness in a harassment
investigation.

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

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

Definitions

Bullying

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

A. teasing;
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threats;

intimidation;

stalking;

cyberstalking;
cyberbullying;

physical violence;
sexual violence

theft;

sexual, religious, or racial harassment;
public humiliation; or
destruction of property.

FA=STITOMMOOW

In the bullying context, "harassment” means any threatening, insulting, or dehumanizing
gesture, use of data or computer software, or written, verbal or physical conduct
directed against a student that:
A. places a student in reasonable fear of harm to his/her person or damage to
his/her property;
B. has the effect of substantially interfering with a student’s educational
performance, opportunities, or benefits; or
C. has the effect of substantially disrupting the orderly operation of a school.

Sexual Harassment

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

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

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

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

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

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

Prohibited acts that constitute sexual harassment may take a variety of forms.
Examples of conduct that may constitute sexual harassment include, but are not
limited to:
A. unwelcome sexual propositions, invitations, solicitations, and flirtations;
B. sexual violence, including physical and/or sexual assault;
C. threats or insinuations that a person's employment, wages, academic grade,
promotion, classroom work or assignments, academic status, participation in
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athletics or extra-curricular programs or events, or other conditions of
employment or education may be adversely affected by not submitting to sexual
advances;

D. unwelcome verbal expressions of a sexual nature, including graphic sexual
commentaries about a person's body, dress, appearance, or sexual activities;
the unwelcome use of sexually degrading language, jokes or innuendoes;
unwelcome suggestive or insulting sounds or whistles; obscene telephone calls;

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

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

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

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

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

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

Not all behavior with sexual connotations constitutes unlawful sexual harassment.
Sex-based or gender-based conduct must be sufficiently severe, pervasive, and
persistent so that it adversely affects, limits, or denies an individual's employment or
education or creates a hostile or abusive employment or educational environment.

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

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

For purposes of this policy, "third parties” include, but are not limited to, guests and/or
visitors on School Corporation property (e.g., visiting speakers, opposing athletic
teams, parents), vendors doing business with, or seeking to do business with, the
Board, and other individuals who come in contact with members of The School
Corporation community at school-related events/activities (whether on or off School
Corporation property).
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NOTE: Sexual conduct/relationships with students by a School Corporation employee
or any other adult member of The School Corporation community is prohibited, and any
teacher, administrator, coach, other school authority, or staff member who engages in
certain sexual conduct with a student may be disciplined up to and including
termination and also may be guilty of the criminal charge of "sexual battery” as set forth
in I.C. 35-42-4-8. In the case of a child under fourteen (14) years of age, the person
also may be guilty of "child molesting” under I.C. 35-42-4-3. In the case of a child
between the ages of fourteen (14) and sixteen (16), the person also may be guilty of
"sexual misconduct with a minor” under I.C. 35-42-4-9. The issue of consent is
irrelevant in regard to the latter two (2) criminal charges. Any employee accused of
sexual relations with a student may be placed on leave until school administrative
proceedings are completed. Proven sexual relationships with a student regardless of
the age of the student will initiate the termination process for the employee.

Race/Color Harassment

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

Religious (Creed) Harassment

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

National Origin Harassment

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

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

Reports and Complaints of Harassing Conduct

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

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

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

policy.
Anti-Harassment Compliance Officers

The following individuals serve as "Anti-Harassment Compliance Officers" for The
School Corporation. They are hereinafter referred to as the "Compliance Officers”.
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The names, titles, and contact information for the Compliance Officers will be
published annually: in the student, parent, and staff handbooks; on The School
Corporation’'s website; in the annual back to school mailing; and/or in a posting at each
building.

The Compliance Officers will be available during regular school/work hours to discuss
concerns related to "unlawful harassment”, to assist students, other members of The
School Corporation community and third parties who seek support or advice when
informing another individual about "unwelcome” conduct, or to intercede informally on
behalf of the student.

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

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

All School Corporation employees must report incidents of unlawful harassment that

they observe or that are reported to them to the Compliance Officer within two (2)
business days of learning of the incident.
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Investigation and Complaint Procedure

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

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

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

Informal Complaint Procedure

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

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

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

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

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

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

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

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

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

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

One (1) of the Compliance Officers or a designee will retain all materials generated as
part of the informal complaint process in accordance with the Board’s records
retention policy (see Policy 8310, Policy 8320, and Policy 8330).

Formal Complaint Procedure

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

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

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

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

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

If the Complainant is unwilling or unable to provide a written statement including the

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

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

The Complainant, the Compliance Officer or a designee will initiate a formal
investigation to determine whether the Complainant has been subjected to offensive
conduct/unlawful harassment/retaliation.

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

Although certain cases may require additional time, one of the Compliance Officers or
a designee will attempt to complete an investigation into the allegations of harassment
or retaliation in a timely manner of receiving the formal complaint.
The investigation will include:
A. interview(s) with the Complainant;
B. interview(s) with the Respondent;
C. Interviews with any other witnesses who may reasonably be expected to have
any information relevant to the allegations; and
D. consideration of any documentation or other information, presented by the
Complainant, Respondent, or any other witnesses that is reasonably believed to
be relevant to the allegations.

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

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

If the Superintendent requests additional investigation, the Superintendent must
specify the additional information that is to be gathered, and such additional
investigation must be completed within seven (7) business days. At the conclusion of
the additional investigation, the Superintendent must issue a written decision as
described above.

A Complainant or respondent who is dissatisfied with the decision of the
Superintendent may appeal through a signed written request to the Board of School
Trustees within seven (7) business days of his/her receipt of the Superintendent’s final
decision.

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

The Board shall meet with the concerned parties and their representatives within thirty
(30) business days of the receipt of a written request to appeal. At this meeting, the
parties have the right to present evidence, including testimony and/or exhibits, to the
Board in support of their position. A copy of the Board’s disposition of the appeal shall
be sent to each concerned party within ten (10) business days of this meeting. The
decision of the Board will be final. The Board reserves the right to investigate and
resolve a complaint or report of unlawful harassment/retaliation regardless of whether
the member of The School Corporation community or third party alleging the unlawful
harassment/retaliation pursues the complaint. The Board also reserves the right to
have the formal complaint investigation conducted by an external person in
accordance with this policy or in such other manner as deemed appropriate by the
Board or its designee.

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

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

Privacy/Confidentiality

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

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

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

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

In accordance with the Board’s records retention policy and student records policy, the
Compliance Officer will maintain all records created as a part of an investigation of a
complaint of unlawful harassment/retaliation occurring in The School Corporation’s
employment opportunities, programs and/or activities, or, if initially occurring off
School Corporation grounds or outside The School Corporation’s employment
opportunities, programs and activities, affecting The School Corporation environment.
(See Policy 8310 - Public Records and/or Policy 8330 - Student Records)

Remedial Action, Sanctions, and Monitoring

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

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

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

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

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

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

Retaliation

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

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

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

Allegations Constituting Criminal Conduct: Child Abuse/Sexual Misconduct

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

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

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

Mandatory Reporting of Conviction and Substaniated Child Abuse and Arrests

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

Education and Training

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

Notice

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

policy.

Coordinator ("School Corporation Compliance Officer"):
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TBA

737 Beale Street, South Bend, IN 46619
(574) 393-6000 (phone)

(574) 283-8143 (facsimile)

Substance Free Workplace

Controlled Substances and Alcohol

The School Board believes that quality education is not possible in an environment
affected by drugs. The School Corporation is committed to maintaining a
substance-free workplace in compliance with the Drug-Free Workplace Act and
Drug-Free Schools and Communities Act.

In compliance with the Act, the Board prohibits the manufacture, possession, use,
distribution, or dispensing of any controlled substance, including alcohol, by any
member of The School Corporation’s non-certified staff at any time while on School
Corporation property or while involved in any School Corporation-related activity or
event. Any staff member who violates this policy shall be subject to disciplinary action
in accordance with School Corporation guidelines and the terms of collective
bargaining agreements.

Use of Tobacco

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

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

In order to protect students who choose not to use tobacco from an environment that
might be harmful to them, the Board prohibits the use and/or possession of tobacco at
all times within any facility owned, leased, contracted for by the Board. The Board also
prohibits the use and/or possession of tobacco anywhere on the campus of any facility
owned, leased, contracted for by the Board, including, but not limited to, practice
fields, playgrounds, football fields, baseball fields, softball fields, pool areas, soccer
fields, tennis courts, and all open areas and will remain in effect at all times.
Furthermore, the Board prohibits the use and/or possession of tobacco in all vehicles
owned or operated by the Board, including, but not limited to, school buses, special
purpose buses, vans, trucks, and cars.

The administration of each school building will take appropriate action in cases
involving students who use and/or possess tobacco in violation of this policy.

46



Health, Safety and Security

The School Corporation shall develop and implement an environmental health and
safety program that is positive, proactive, integrates responsibilities within The School
Corporation, and promotes and incorporates the following:

A.

Procedures describing a hazard identification and abatement program that
requires the periodic inspection of School Corporation facilities, the
implementation of immediate and programmed corrective actions when deemed
necessary by such inspections, and the development of a School
Corporation-wide hazard reporting procedure that enables
employee/stakeholder participation. This program should also provide
procedures for identifying and responding to hazards that are created by outside
entities, inspecting activities of contractors, and inspecting new facilities to
determine whether or not appropriate requirements for environmental health and
safety have been met.

Procedures that promote environmental health and safety awareness among
employees, students, and stakeholders. These procedures shall include, but not
be limited to, the establishment of school and School Corporation safety
committees, and the establishment of a program of regular communication with
students, employees, and stakeholders about pertinent safety and health issues
through available mediums in The School Corporation.

Procedures directed toward the safety and health of students during
transportation to and from school, at school, and during participation in
school-related activities. These procedures shall include, but not be limited to,
promoting bus safety for students, assessing the safety of school traffic
patterns, operating school clinics, administering medication and medical
treatment, promoting laboratory and shop safety, promoting safety in sports
and other outdoor activities, inspecting playground equipment and promoting
safety on playgrounds, and assessing environmental exposure.

Procedures related to School Corporation employee health and safety issues
that include, but are not limited to, provision of work areas free from recognized
hazards and OSHA-related programs that are required by Federal and State law,
such as, employee safety and health training and training in hazard recognition,
and defining employer and employee responsibilities and expectations related to
health and safety.

Procedures describing an accident reporting and investigation system that
provides for identification of root causes, determination of remedial and
programmed corrective

Identification and Access to Properties

All staff are required to wear either access control badges, metal name badges or
uniform issued by SBCSC while in any school district building or on school district
grounds. All employees are issued a photo ID access control badge at no charge.

Access control badges and codes are not to be loaned or shared with any other
person. A $10 replacement fee will be charged when an old badge is not returned. An
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old badge can be exchanged for a new badge at no cost.

Staff will be issued the minimum number of keys at the lowest level of access needed
to perform their job responsibilities based on actual need. Keys issued by SBCSC are
the property and will remain property of The School Corporation. Keys must be
returned upon termination of employment or when requested by a supervisor. If a
School Corporation key is lost it should be reported to the employee's supervisor
immediately. They are to be safeguarded and remain solely in the possession of the
person whom they were issued. Duplicating or replacing keys outside of SBCSC is
STRICTLY PROHIBITED and is a breach of the access control policy.

Visitors and Volunteers

The School Board recognizes that certain programs and activities can be enhanced
through the use of volunteers who have particular knowledge or skills that will be
helpful to members of the staff responsible for the conduct of those programs and
activities.

The Superintendent shall be responsible for recruiting community volunteers, reviewing
their capabilities, and making appropriate placements. The Superintendent shall not be
obligated to make use of volunteers whose abilities are not compatible with School
Corporation needs.

Each volunteer who is in direct contact with students will be required to submit a
Limited Criminal History Record Check. The procedures shall ensure that information
and records obtained from criminal history inquiries under this policy are confidential
and shall not be released except as necessary to implement this policy or to defend a
decision made pursuant to this policy. The Superintendent is to inform each volunteer
that s/he:

A. shall agree to abide by all Board policies and School Corporation guidelines
while on duty as a volunteer;

B. will be covered under The School Corporation’s liability policy but The School
Corporation shall not provide any type of health insurance to cover illness or
accident incurred while serving as a volunteer, nor is the volunteer eligible for
workers' compensation;

C. will be asked to sign a form releasing The School Corporation of any obligation
should the volunteer become ill or receive an injury as a result of his/her
volunteer services;

D. will be required to report any arrest, the filing of criminal charges against
him/her, or convictions for a crime while serving as a volunteer;

E. will be required to report any substantiated report of child abuse or neglect of
which s/he is the subject.

The Superintendent also shall ensure that each volunteer is properly informed of The

School Corporation’'s appreciation for his/her time and efforts in assisting the operation
of the schools.
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Annual Asbestos Hazard Emergency Response Act Notice (AHERA)

This information is being provided to comply with the requirements of the federal
Asbestos Hazard Emergency Response Act (AHERA), which requires schools to perform
certain tasks in regard to the presence and control of asbestos containing materials
(ACM) in school buildings. These tasks include:

e SBCSC has developed an asbestos management plan which is designed to
outline procedures and guidelines for the inspection, re-inspection and periodic
surveillance of the ACM that are present in the buildings.

e SBCSC provides awareness training and additional training to selected school
employees.

e SBCSC provides periodic notification to all employees, students (via their
parents/guardians), and building occupants of the availability of asbestos
management plans, the location of the same, and the times that the plans may
be reviewed.

Infectious Diseases

If you have a medical condition that poses a substantial health or safety threat to the
schools or workplace, you must leave the premises until your attendance on duty no
longer poses such a threat. The School Corporation shall rely upon public health and
medical experts to determine when to require your removal and permit your return to
work.

Weapons

The School Corporation shall act forcefully to control anyone who brings weapons of
any kind to school, schools sponsored activities, or any SBCSC property. Anyone who
unlawfully brings weapons to school, school sponsored activities, or any SBCSC
property shall be subject to prosecution under the provisions of the law. Employees
who violate this policy are also subject to disciplinary action up to and including
termination.

Acceptable Use Policy

Staff Use of Personal Communication Devices

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

Conducting School Corporation Business Using a PCD

Employees and school officials are permitted to use a School Corporation-owned or
personally owned-PCD to make or receive calls, emails, texts, and instant or other
messages on matters that concern School Corporation business of any kind.

Employees and school officials are reminded that even on personally-owned PCDs,
communications concerning School Corporation business may be subject to various
laws, regulations and policies and could require disclosure of the communications.

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

Employees and school officials may not use a PCD in a way that could reasonably be
perceived as threatening, harassing, humiliating, or intimidating to others.

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

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

School Corporation-Sponsored Social Media Sites

The Board recognizes the importance of social media as a communications tool.
However, the Board also acknowledges the fact that misuse of social media can result
in significant negative impacts upon students, staff, the community, and the School
Corporation. All social media pages and sites sponsored by the South Bend Community
School Corporation are to be created for the sole purpose of furthering the educational
mission of the School Corporation. This policy applies to the use of all School
Corporation-sponsored social media communication tools by employees, students,
and the community.
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Definitions
The term "social media” includes, but is not limited to:
A. social networking sites, such as Facebook, Tumbler, Linked-In, and Google+;
B. micro-blogging sites, such as Twitter;
C. blogs, Wikis, and other forums;
D. video and photo sharing sites, such as Flickr, You Tube, Instagram, and Pinterest;
and
E. all third party non-public classroom management sites and educational
communication tools, such as Edmodo and Moodle.

The term "Content Manager” refers to the School Corporation employee responsible for
performing regular monitoring, updating, and maintenance of a School Corporation
approved social media site.

General Guidelines

Schools, school-based organizations, or school employees wishing to establish a
school-related social media site must first obtain written approval from the
Superintendent or his/her designee. All requests to establish a school-related social
media site must: (1) identify a School Corporation employee to serve as the Content
Manager for the site; and (2) be approved by the building principal or other
administrator responsible for supervising the Content Manager. A building principal or
other administrator, by approving the request, accepts responsibility for regularly and
frequently monitoring the site. The Superintendent or his/her designee shall maintain a
list of all School Corporation-approved, school-related social media sites and the
associated Content Manager.

All School Corporation-approved school-related social media sites shall adhere to the
following guidelines and standards:
A. The social media site must provide access to and name the Technology
Coordinator as an additional administrator for the site;
B. Whenever possible, Content Managers should post from a professional e- mail or
other account or as the approved institution/organization itself rather than from
a personal account;
C. Content Managers and their associated social media sites are prohibited from:

1. promoting or endorsing any illegal activity;

2. promoting or endorsing violence against any person or persons;

3. disclosing any information that is confidential or proprietary with respect
to the School Corporation, students, or employees, or that is protected by
privacy laws, including but not limited to, the Family Educational Rights
and Privacy Act (FERPA) and the Health Insurance Portability and
Accountability Act (HIPAA);

4. expressing opinions on topics not directly related to the educational
mission of the School Corporation;

5. promoting or endorsing any political issues or candidates;

6. expressing or communicating information that is demeaning,
demoralizing, harassing, disrespectful, vulgar, or crude;
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7. posting images of employees taken within the workplace without the
employees’ consent;

8. posting images of students for whom parents have signed and returned a
media denial form;

9. posting student work without written parental consent, except for work
that does not contain student identifiable information or for which
publication will not diminish the student's intellectual property rights;

10. posting employee or student personal contact information such as cell
phone numbers, e-mail addresses, and/or home addresses without the
approval of the Superintendent or his/her designee;

11. posting images of any non-public areas located within School
Corporation owned buildings and facilities, including but not limited to,
floor plans; and

12. engaging in any other action that violates other School Corporation
policies and/or administrative guidelines.

. Published content must conform to all applicable State and Federal laws,

including but not limited to, those laws regarding copyrights and trademarks,

and employees may not use or post school or School Corporation logos or
images of mascots without permission from the Superintendent or his/her
designee;

Content Managers must diligently monitor any sites that accept public

comments or postings in order to ensure that such information is appropriate for

display on the site;

. Teachers should not utilize a social media site as the sole source of information

for students since access to social media sites is restricted on the School
Corporation network;

. Employees should not post comments or otherwise act in a manner than implies
that they are an authorized spokesperson for the School Corporation, except as
authorized by the Superintendent;

. Teachers who utilize either private or public social media sites for their
classroom or subject area must provide written notice to parents/guardians
regarding the creation of the classroom site and allow parents to have access to
the site;

Content Managers must comply with any additional directives or guidance
provided by the Superintendent or his/her designee; and

School-related social media sites created prior to the adoption of this policy
must comply with all requirements set out in this policy or be terminated.

Many social media sites sponsored by The School Corporation have been created in
order to afford the community an opportunity to receive and share information
concerning our schools and the achievements of students and staff. Consistent with
the purpose of these social media sites and the educational mission of the School
Corporation, it is reasonable to expect that community members participating in this
dialogue will exercise good judgment. The School Corporation reserves the right to
delete all posts by community members on its social media sites that are in violation of
the expectations for Content Managers established above or are otherwise determined
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by the Superintendent or his/her designee to be in violation of the terms of this policy.
The School Corporation’s intent is not to prohibit all negative comments or criticism
from being posted, but rather to protect the privacy and other rights of all members of
the school community. It is the sense of the Board that robust public discussion is
inhibited by comments that are profane, obscene, harassing, threatening,
inflammatory, defamatory, or otherwise outside the boundaries of appropriate public
discourse.

In order to post a comment on a School Corporation-sponsored social media site,
members of the public must agree to abide by the terms of this policy and in particular
the following additional terms of use:

A. By posting a comment or other material to a School Corporation-sponsored
social media site, users grant South Bend Community School Corporation the
irrevocable right and license to exercise all copyright, publicity, and other
publication rights with respect to any such content and to make use of any
submission for any purpose and in any form of media, including but not limited to
displaying, modifying, reproducing, distributing, and creating other works from
the submission.

B. Users agree to and acknowledge South Bend Community School Corporation’'s
right to reject or remove comments for any reason, including the School
Corporation's unilateral determination that the comments violate the terms of
this policy.

C. Users may not post any comment or other material that is profane, obscene,
harassing, threatening, inflammatory, defamatory, or otherwise outside the
boundaries of appropriate public discourse.

D. Users may not post telephone numbers, e-mail addresses, or other identifiable
information concerning students, employees, or any other person besides
themselves.

E. Users may not post any information that infringes on the privacy, intellectual
property, or publication rights of South Bend Community School Corporation or
any other individual/entity.

F. Users may not post material that promotes or advertises a commercial product
or business, nor may they solicit business for, membership in, and/or financial or
other support of any business, group, or other organization, except for affiliated
groups and entities sponsored by South Bend Community School Corporation.

G. Users may not post chain letters, post the same comment multiple times, or
otherwise distribute "spam"” via the use of a School Corporation sponsored social
media site.

H. Users may not allow another individual or entity to use his/her identification in
order to post comments.

I.  Users may not post comments under multiple names or by using another person'’s
name.

J. Students may not post comments during the course of the school day and
employees may not post comments during the course of their work day, except
when acting in the capacity of a Content Manager.
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K. Students who violate the terms of this policy may be subject to student
disciplinary action, to the extent that their actions are found to be in violation of
the Code of Student Conduct.

L. Employees who violate the terms of this policy may be subject to employee
disciplinary action, as is appropriate under State and Federal law.

South Bend Community School Corporation reserves the right to:

A. delete all posts by community members on its social media sites that are in
violation of the expectations for Content Managers established under the terms
of this policy or that are otherwise determined by the Superintendent or his/her
designee to be in violation of the terms of this policy;

B. prohibit further posts by community members who repeatedly and/or
egregiously violate the terms of this policy;

C. remove or edit comments at any time and for any reason, consistent with the
terms of this policy; and

D. amend this policy from time to time in order to address operational issues and/or
reflect changes in relevant legal considerations.

Members of the public are encouraged to remember that all postings to School
Corporation-sponsored social media sites are freely accessible to all, including the
news media. As such, discretion with respect to the sharing of personal information is
advised.

The Board authorizes the Superintendent to establish such additional administrative
guidelines as are deemed necessary in order to implement the terms of this policy.

School Corporation Email

It is expected that all employees will use common sense and sound judgment when
utilizing the e-mail system. Specifically, employees are expressly prohibited from
sending any messages or materials containing obscene, derogatory or otherwise
potentially offensive language or images. The use of material containing racial, sexual
or similar comments or jokes is forbidden. Users should respect the rights and
sensitivities of recipients and potential recipients or viewers, and should take care that
all e-mail messages reflect a positive image of The School Corporation. Employees are
also prohibited from transmitting, receiving or storing any information that may violate
applicable copyright laws and from using The School Corporation’s e-mail system and
Internet access for any other illegal purpose.

Users should be aware that e-mail messages cannot be considered private and may be
monitored by management. All messages created, sent or retrieved over the School
Corporation’s Internet and e-mail are the property of The School Corporation and
should be considered public information. Such messages also may be subject to
disclosure to outside third parties, including the court system and law enforcement
agencies, under certain circumstances.

Violators of this policy will be subject to appropriate disciplinary action, up to and
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including termination of employment. Any known or suspected violations of the policy
should be reported immediately to management. This policy will not be applied to
prevent employees from discussing the terms and conditions of their employment or to
otherwise interfere with their rights under the National Labor Relations Act (NLRA) or
other applicable laws.

Telephone Policy

All teachers have full access to the school telephones in the Main Office, Classrooms,
and the Teacher Workroom. Please limit the use of phones to school-related business.
Long-distance calls are not permitted unless for authorized school-related business.

Recordings

Conversations and communications generally should be free and open among
employees. So, you and/or anyone acting on your behalf may only use audio or video to
record or reproduce any conversation among employees or about school business while
on school premises and/or while conducting school business if you get the consent of
everyone engaged in the conversation or communication. The School Corporation may
record public presentations, board meetings, hearings, grievances, procurement
activities, official investigations, and any other school activities. Any such recordings
are the sole property of The School Corporation and are not for employee personal use.
This includes recordings and photographs of all schools related activities whether on or
off-campus.

Dress Code

Dress Code

Cleanliness and appearance are expressions of an employee’s personal pride and
reflect SBCSC high standards of good grooming. Employees are expected to show
good taste, avoiding extreme dress and personal grooming which might be unsafe,
interfere with job performance, or disrupt The School Corporation from fulfilling its
mission. Employees are expected to present themselves in a professional manner that
leaves a favorable impression on our students, families, and community.

Procedures

South Bend Community School Corporation department managers may exercise
reasonable discretion to determine appropriateness in employee dress and
appearance. Employees who do not meet a professional standard may be sent home to
change, and nonexempt employees will not be paid for that time. Reasonable
accommodations will be made where required.

Casual Business professional attire

Traditional casual business attire is expected of all employees. Basic elements for
appropriate and professional business attire include clothing that is in neat and in clean
condition.

Appropriate workplace dress does not include clothing that is too tight or revealing;
mini skirts/dresses, short shorts, leggings or cropped tops, clothing with rips, tears or
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frays that highlight or reveal private body parts; or any extreme style or fashion in
dress, footwear, accessories, or fragrances.

SBCSC will apply areasonable and professional workplace standard to individuals on a
case-by-case basis. Management may make exceptions for special occasions or in the
case of inclement weather, at which time employees will be notified in advance. An
employee who is unsure of what is appropriate should check with his or her school
leader, manager or supervisor.

Business casual attire
Business casual dress will be permitted in accordance with the employees assigned
duties. Business casual dress is defined as follows:

e Casual shirts: All shirts with collars, business casual crewneck or V-neck shirts,
blouses, and golf and polo shirts. Examples of inappropriate shirts include
T-shirts, shirts with inappropriate slogans or graphics, tank tops, muscle shirts,
and crop tops.

e Pants: Casual slacks and trousers and jeans without holes, frays, etc. Examples
of inappropriate pants include shorts, and pants worn below the waist or hip
line.

e Footwear: Casual slip-on or tie shoes, dress sandals, and clean athletic shoes.
Examples of inappropriate footwear include flip-flops and construction or
hunting boots.

The School Board believes that staff members set an example in dress and grooming for
students. A certified staff member who understands this precept and adheres to it
enlarges the importance of his/her task, presents an image of dignity, and encourages
respect for authority. The business casual dress code also factors into maintaining a
safe and orderly school environment and the maintenance of discipline.

The Board may specify the following dress and grooming guidelines for staff that will
prevent such matters from having an adverse impact on the educational process. All
certified staff members shall, when assigned to School Corporation duty:
e be physically clean, neat, and well groomed;
e dressin a manner consistent with their certified responsibilities;
e dress in a manner that communicates to students a pride in personal
appearance.

Workplace Searches and Inspection of Property

Workplace Searches

To safeguard the safety and property of our employees, students, and The School
Corporation, SBCSC reserves the right to inspect all areas on campus, on school
transportation, and at school-related events, including, when there is reasonable
suspicion that a search will turn up evidence of misconduct, employees’ personal
property, lockers, tool boxes, desks, purses, briefcases, packages, school-issued
computers and electronic devices, and cabinets. Inspection of electronic devices
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includes inspection of the contents, such as emails, texts, photos, images, documents,
and any other information contained therein. It is considered to be part of each
employee’s job in The School Corporation to cooperate fully with such searches.
Refusal to cooperate may lead to disciplinary action, up to and including discharge.

Inspection of School Corporation Property

All School Corporation property including desks, lockers, file cabinets and work areas
must be maintained according to SBCSC rules and regulations. They must be kept clean
and are to be used only for work-related purposes. To ensure compliance with its rules
and regulations, The School Corporation reserves the right to inspect all SBCSC
property, including files and documents on SBCSC computers, without giving prior
notice to the employees, including in their absence. As such, employees should have no
reasonable expectation of privacy in their use of School Corporation property.

Prior authorization must be obtained before any Corporation property may be removed
from the premises.

An employee’s personal property brought onto The School Corporation’s premises,
including but not limited to packages, purses, and vehicles, may be inspected upon
reasonable suspicion of unauthorized possession of SBCSC property, illegal drugs or
illegal possession of weapons.

Work Day

Time and Attendance

Employees are expected to report to work as scheduled, on time and prepared to start
work, and remain at work for their entire work schedule, except for break periods or
when required to leave on authorized business.

Timekeeping

All non-exempt employees must accurately record time worked on a timecard.
Employees are required to record their own time at the beginning and end of each work
period, including before and after the lunch break. The beginning of a paid working day
will start at the time you arrive at the office or the job, whichever comes first. The day
ends when you leave the job, or when you leave the office if you are required to report in
after leaving the jobsite. Employees must record their time whenever they leave the
building for any reason other than The School Corporation business. Filling out another
employee’s timecard, allowing another employee to fill out your timecard, or altering
any time card are grounds for discipline up to and including termination.

Salaried employees may also be required to record their time on either a timecard or
time sheet.

Any errors on your timecard should be reported immediately to The South Bend

Community School Corporation HR Administrator, who will attempt to promptly correct
legitimate errors.

57



Timekeeping Abuse

All employees must sign their time records agreeing that the time recorded is the time
worked. The time card must accurately record the time an employee begins his/her
work and the time such work ends. Compensation shall be according to the time
reflected on the record for nonexempt employees. Completeness and accuracy of the
records are necessary to ensure that proper payment is made on payday. Falsification
of a time card is unlawful, a criminal offense, and shall be referred to Human Resources
for review and disposition, which may include referral to law enforcement. Proven
falsification of a time record shall result in termination of the employee’s employment.

The School Corporation has a “zero-tolerance” policy of permitting or requiring any
hourly employees to work off the clock. It is against this policy for any member or
management to expressly or implicitly permit non-employees to perform any services
for the South Bend Community School Corporation without being paid for them.

This policy requires non-exempt employees to perform no work before clocking in, after
clocking out, or during any unpaid break times, including meal periods. Nonexempt
employees must not take their lunch breaks at their work stations.

Employees are required to promptly notify the HR Administrator or Superintendent if
any member of management ever requires or permits an hourly employee to work
off-the-clock. Non-exempt employees are expressly assured within this policy that
they will not be discriminated or retaliated against for making a good-faith complaint
under this policy.

Any South Bend Community School Corporation employee who violates this policy in
any respect will be subject to discipline, up to and including termination.

Time Records

The School Corporation is required by federal and state laws to maintain an accurate
record of all hours worked for each non-exempt employee during a particular work
week. The actual start and ending of the work week in the pay period may vary from
position to position. The immediate supervisor will inform each employee of their time
schedule and discuss any changes prior to them going into effect. In order to comply
with the law, it is mandatory that each employee accurately complete a time record.
All time records must be verified and submitted by the employee at the end of the work
week. It is a violation of School Corporation policy for anyone other than the employee
to clock in or out, or submit arecord of time worked for pay on that employee’s behalf.
Support Staff should arrive not more than five minutes before regularly scheduled
starting time, and not stay more than five minutes after their regularly scheduled end
time, unless authorized by their immediate supervisor. Support staff who work seven or
more hours in a day will have a required 30-minute lunch deducted.

Emergency Closure and Delayed Opening
When Schools have a delayed start, support staff employees essential for building and
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ground maintenance, communication, and safety will report to work at the regular time
unless redirected by the Superintendent or their immediate supervisor. Reasonable
caution should be taken for travel to work; safety should not be at risk. Those who
believe it to be too dangerous to venture out must call their immediate supervisor. All
other employees will report to the assigned delayed start times as directed by the
Superintendent or immediate supervisor. Support staff employees will be paid for their
actual hours worked. If the school is delayed, local media will be notified.

Unexpected school closure on the last scheduled workday prior to a holiday or the first
scheduled workday immediately following a holiday will not affect an Employee's
eligibility for holiday pay, provided that the Employee had planned to work the day
school was unexpectedly closed. In other words, if school is closed on the day prior to
or immediately following a holiday, the day that school is closed will be considered a
day worked for the purpose of determining eligibility for holiday pay.

Emergency School Closing and ELearning Days

When, due to inclement weather or other emergency, a school is closed by the
Employer, the school office will be open and office personnel will be expected to report
to work in person (unless remote work is authorized by the Superintendent or
(respective designee) and will be compensated at their regular straight time rate.

When all schools are closed due to weather or other emergency, The School
Corporation offices shall remain open unless announced closed by the Superintendent

or respective designee.

On scheduled ELearning days, employees will be expected to report to work in person
(unless remote work is authorized by the Superintendent or respective designee).

Employees may elect to use PTO if they choose not to report to work due to hazardous
weather conditions or other circumstances.
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Work Year, Holidays, and Time Off

Calendar

South Bend Community School Corporation
2025 - 2026 School Calendar
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Color Key

. Schools Closed

Board Meeting l elearning/Election Day (synchronous)

l New Teacher Qrientation

First Day for Teachers

Teacher Record Day

type TBD)

. First Day of School

Significant Dates

August 15 New Teacher Orientation
August 19 All Teachers Report (Building Opening Meeting and Protected Work

Time)

August 20 First Day of School for Students
September 1 Labor Day

October 16 Teacher Record Day
October 17-20 Fall Break

October 23 Parent/Teacher Conferences/elLearning (fall asynchronous: spring TBD)
November 4 Election Day/elLearning/synchronous
November 26-28 Thanksgiving Holiday
December 19 Teacher Record Day
Dec. 22 to Jan. 4 Winter Break

January 19 Dr. Martin Luther King, Jr Day
February 16 Presidents Day

March 13 Teacher Record Day

March 19 Parent/Teacher Conferences/elearning type TRD
April 3 Good Friday No School
April 6-April 10 Spring Break
May 25 Memorial Day

June 5 Last Day Students

June 8 Last Day Teachers
June 1?2 Juneteenth(observed)

Graduation

Last Day of Quarter/Semester

Parent-Teacher Conferences (Fall
asynchronous elLearning; Spring elearning

Quarters
Q1 August 20 - October 15 40 Days
Q2 October 21 - December 18 40 Days
Q3 January 5 - March 12 47 Days
Q4 March 16 - June 5 53 Days

School Calendar Template

e @ calendarlabs.com
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Contact List - Effective August 1, 2025 (Subject to Change)

High Schools

Middle Schools

Elementary Schools

Elementary Schools

Adams High School (001)

Dickinson Fine Arts Academy (054)

James Seitz, Principa

Jeremy Tucker, Principal

Coquillard Elementary (018
Laura Krieger, Principal

Muessel Elementary (041
Jennifer McGhee - Principal

Haren Berk, Secretary

Sharonda Smith . Secretary

Chantris Teague, Secretary

Hierra Pittman, Secretary

208 5 Twykenham Dr, 45615

4404 Elhwood Ave, 46628

1245 M Sheridan, 46628

1021 Blaine Sve, 45816

(o) 203-5300, {f) 253-7704

(o) 383-3000, {f) 283-7533

(o) 393-2000, {f) 283-8513

(o) 383-3400, {f) 283-7563

Riley High School (007)

Edison Middle School {020)

Shawn Henderson, Principal

Jesus Pedraza, Prncipal

Darden Elementary {013)

Muner Fine Arts Academy (041)

Sean Dilkon. Principal

Jennifer Sears

Tuong (Wi} Mowak, Secretary

Marisa Hemander, Secretary

Sabrina Beaty, Secretary

Amanda Klein, Secretary

1902 5 Fellows, 45613

271 Ersenhower Or, 46615

156845 Janet St, 45837

2716 Pleasant 31, 48615

(o) 383-5100, {f) 253-5405

(o) 383-4400, {f) 283-5003

(o) 393-2000, {f) 243-7338

(o) 3832600, {f) 283-7853

Rise Up Academy (002)

Jackson Middle School (004)

Harrison Elementary (026)

Francois Bayingana, Principal

wan Castillo, Principa

Sally Eggleston, Principal

Swanson Traditional (049)
Amy Troyer, Principal

Tamiko Pittman, Secretary

Angie Bartmess, Secretary

Jenna Del_aruelle, Secretary

Cheryl Neff, Secretany

740 M Eddy 54, 48817

5001 S Mizmi Rd, 45614

2302 W Western Ave, 48610

17877 Parker Dr, 45835

(o) 383-3500, {f) 283-8753

(o) 303-4500, {j231-5805

(o) 383-3000, {f) 283-7303

(0)383-2700, (f) 303-2708

Washington High School (D08)

Hewvin Goralczyk, Principal

Jefferson Traditional School (028)

Lori Anderson, Principal

Kennedy Acade 029
WWilEam Waskomn, Principal

Wilson Elementary (040)

Samantha Smith, Principal

Angela Hardrict, Secretary

hefinda Funderburg, Secretany

Michelle Cverton, Secretany

Connie Stopper, Secretary

4747 W Wiachington St, 45618

528 S Eddy St 48517

50D M Qlive 54, 46828

556680 Qak Rd, 45610

(o) 382-5500, {f) 283-7205

(o) 382-4100, {f) 283-8373

(o) 382-3100, {f) 283-7441

(o) 383-3700, {f) 2B3-T407

Bendix Building

Lasalle Academy (005)

Andrew Findley, Director

Lincoln Elementary (031)

Virtual School

Sail McDaniel, Principal

Tracy Streider, Principal

Lstifah Cudghiri, . Principal

Stacy Miespodziany, Secretary

Rebecca King, Secretary

Kim Bjorkand, Secretary

Leticia Coria, Secretary

2206 Sugar Maple Business Ct, 48623

2701 W Elwood Ave, 48523

1425 E Calvert St, 48513

o) 393-3514

{o) 383-5801, {f) 253-7540

(o) 383-4700, {f) 252-7513

(o) 393-2300, {f) 283-5063

SAMP {School Aged Mothers)

Karen Patterson, Supervisor

Mavarre Middle School (042)

Or. Jelleva Adams, Principal

Madizon STEAM Academy (035)

\Whitney Alexander, Principal

Studebaker YAS
DOeb Martin, Principa

Christine Benson, Secretary Jazmin Gonzalez, Secretary #£na Bonilla Elias, Secrstary (o] 303-5250
245 M Lombardy Dr, 48612 4702 W Ford St, 48618 332 M Lafayette Bhvd, 48601
(o) 393-5350 () 3834800, {f) 283-73581 (o) 383-3200, {f) 283-8328
McKinley! SNAP Clay International Academy (15 Marquette Montessori (037) Clay High School (3}

Lonanda Jackson, Principal

Dr. Micole Garcia, Principal 8:30-3:30

Matthew Emery, Principal

lason fook, Primcipal CTE Programs

Ashton Gladden, Secretary

Priscila Merio, Secrefary

Theresa ‘fonto, Secretary

19131 Darden Rd, 46637

228 M Gresnlawn SB 48817

52000 Lily Rd, 48837

1812 Bargan St 45828

{c] 393-4900

() 303-3300, (F) 282-7603

() 383-4300, {f) 2834382

(o) 383-2400, (f) 231-8373

Media/Tech Systems
Mate Tribett, Help Desk

Transportation (575)

Robert Durm, Interirm Dir 37003

Marzhall Traditional {038)

Amanda Choinacky, Marshall

Terri Jamerson, Secretany

Bav Greider, Sec 37001

Julie Allison, Secretary

(o) 382-5670, (fi253-4235

30032 Bendi: Dr 46528

1433 Byron Dr, 45614

{S5C) Service Building

() 303-7000, (f) 224-1418

(o) 393-4200, {f) 203-4200

Open 36025

Monroe Elementary (039)

420 S Eddy St, 46517

Brian Harris, Principal

(o) 382-5600, {f) 283-5810

‘folanda Palmer, Secretany

312 E Donmoyer, 46614
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South Bend Community School Corporation (7552) (IN-T7205)

737 Beale St.,

South Bend, IN, 46616-1804

Ph: 574.393.6000

Security: Lobby

Toel Houston (Mon-Tuas) & Fon Carl (Wed - Fri) 36146
Security Office

Enc Crttendon 36024
Lobby Front Desk

Drymia hiles 36030
Alumni Azzociation: lst Floor

Knz Anzmend) Chonacky, Executive Diractor 36003
Eara O"Malley, Office Manager a4
Athletics/Community Programs K-12

Mt Leaa, Diractor of Commumity ProgE-12 Athletice 36194
YVaric McDowell, Youth Sports and Community 33808

Enzazement

Bilingual Services & Migrant Education: 2nd Floor

Julia Cordova-Gurulé, Diractor of Bilingual Services 36007
Glornela Agmilera, Budzet Officer 36010
Adrian Martinez, IT/Fiscal Diata Spacialist 36017
Cathenine Handres Rodrignez, English/Spanish 36015
Translator & Interprater
Edward Marshall, Migrant Family Quireach 36009
Federico Eodriguez, Support Services Coordimator 36015
Lawren Riggs, Program Coordinater 36019
Sarai Martinez, Bilingual Program Coordmator 36013
Savine Rrvera, IDVRecnntment Specialist 36021
Sergio Martin dal Campo MEEC ID &R Specialist 36011

Staff at the Bendix Buildine: Carser & Technical Education:
Dir. Andreww Findlay, Diractor of CTE, EAD. 36187
Marieala C. Mavarro, CTE Dual Credit & Testing Coord 36163

Robin Savchick, CTE Coordinator 36167
Communications:

Andrew Goetz, Dhrector of Commmications 36178
Blarr Yankev, Aszistant Director of Commmumcations 36130
Asha Stichter, Commumications Specialist 36071

Curriculum & Instruction: 1st Floor

Karla Les, Exarutive Director of Curmienlum & Instroction 36043

Vicky Hermandsg, Adrunistratve Assistant to ED Je043
Ay Cartar, Literacy Specialiste K-12 grades 33811
Chearv] Batteast, Director of Primary Schools 33801
Donna Denny, Adsanistranve Suppore e CET depe. 35039
Jennifier Van Haver, Literacy Specialists K-12 srades 33809
Kara Diraszar-Thomas, Principal Pra-K and 36
After School Program, Kaleidoscope
Mark Fache, Fine Arts STEM Coordinator 36184
Mary Alexcander, School Transfers Adwin Supporr 36047
Meldz Love, Literacy Specialists K-12 zrades
Rachel Sachritz, STEM Coordinator 36030
Regina Warren Ellison, Secondary Literacy Coordinator 36138
Thomas Sims, Director of Secondary Schools 36033

After School Prozram 3taff at Swanson Tradibonal:
Angela Payne, After School Program Coordinator

Federal & Community Grant Programs: 2nd Floor
Diarice Anstin-Phillips Executive Director, Fedaral Grants 33807

Emma Diackery, Diractor of Federal Grants and 36186
Commamity Programs

Dizvid Moses, Title I Budget Supervisor 36191

Delba Smath Mon-Pub Supervisor

Jackie Eead, Admimstrative Aszistant 33807

Mchae] Duitlmzer, Azzistant Director
F&C Grant Prozram Staff at McKinlev Elementary School:

Vacant, Title 1/Early Leaming Cocrdinator 33348
Financial Services: 2nd Floor
Ahraf Tahmid, Chief Financial Officer 36102
Bamitha (rwens, Operations Mer /Compliance Spaciahst 36096
Emma Dockery, Director of Federal Fimds and Grants 36091
Helasha Thomas, Payroll and Accounting Manazar 36104
Tane Tiller, Payroll Supervizor 36098
Jazmin Galves Accountms Speciahist 38105
Eate Evans, Payroll Benefits Spacializt 36101
Ezwmaim Chowdhury, Senior Project hManazar 38097
Liza Stembargs, Fass Cazhier 36099
Luisa Brand Distnict Accountant 36200
Marlaina Johns, Director of Intemal Audit 36186
Fahman Johnson, Director of Purchasing 38192
Sharralle Granderzon, Accountimg Clerk 36000
Todd VanKeppel, District Capital Project Manager 36207
Food and Nutrition Services: 1st Floor
Maomi Whithy-Brown, Fesional Dhstrict Manager 36060
Tammy Alstott, Admimistrative Assistant Chartwells 36142
Andrea Garmmaze, Application Specialist 36059
Anthomy Gladden, Chartwells HE. Spacialist 36058
Bryvan Frank, Diractor of Dining Service, Supper Prog. 368061
Tames Lutazava, Dhirector of Food & Nutnton Services 36025
Lori Waldy, Accountability Supervisor 38060
Mark L:deell Director of Dining Services, Elementary 36038
Bterve Stutz, Diirector of Dining Services, Sacondary 380358
Markating and Dietitian 36037
Human Fesources (HE): 1st Floor
Dir. Sarita Stevens, Deputy Superintendent 36075
of Operations
Tacques Johnson, Admomstrative Assistant of HE 36075
Charith Reddy Pitta
Christine Timmons, Benefits Spacialist 36072
Facords Manazement Spacialist 36069
Tazom Zook, Director of Talent Manasement 36133
Jo Ellen Tales, Dhrector of Employves Ralabions 38066
Katie Johnzon, Director of Benefits 36068
Emmberky Mehflanus, Oparations Specialist 36164
Lauran Ellz, Operations Specialist 36074
Pamelz Panlezewski, HE. & Corp Counsel Admin Coord 36173
Samillia Williams, Benafits and Wallness Specialist 36070
Timothy Finnan, Acquisition Specialist 36078
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South Bend Community School Corporation (7552) (IN-T205)
737 Beale 5t., South Bend, IN, 46616-1504
Ph: 574.393.6000

Information Technology Services
Edizon Aliddle School (Door 5}
(@) 393.3070 (f) 232.5998
MMatthew Monger, Chief Technology
Oifficer
Tarmi Jamerson, Admin. As=ist to CIO 35080
Evrick, Intepration Developer 36105
Betty Herron, Suppart Analyst
Dr. Bo Yan, Chief of Accountability,
Aszzeszment and Srategy
Dierek Albrisht, Digital Int=gration
Coordinator
Tanjin Taharat, [.T. Fesearch Analyst 33083
Jerrell White, Training & Support Spec-36073
ializt Admin
Fevin Andreassi, 515 Tech. Admin
. Coordinator Tech
Syztems

35080
Bethnay

38077
33804

36080
36080

Media Serviges:
Teff Kroger, hedia Services 3507,
MMike Szrymanskd 3587
(f) 574.283.8234

Texthook Warehouse (011)
Adam Cannon, Textbook Supervisor
420 5. Eddy 5t. 46617

(o) 393.5008 (£ 283.3810

]

LA

OTHER CONTRACTED SERVICES
Costume Shop at LaSalle Academy
2701 W. Elwood Ave, 46628

(o) 393.4734 (f) 283.8306

FACILITIES

Cenergiztic Energy Management

Jim Verhagen Enersy Specialist-East

() 374.213.4550 - jverhagen@sbcac k12.inus
Teri Woodmiff, Enersy Specialist-West

() 574.274.9317 - rwoodmiff@sbesc k11.inus

SBCSC Building: and Grounds

Joseph Somers, Executive Director of Facilities ext. 3-
Tames Aazon, Directorof Buildings'Grounds ext. 3-6040
Anthony Pearson, Director of Custodials ext. 3-
Eenneth Gray, Fegional Director of Operations

Gabe Nhmei, ext 36131

HEALTH

Everside Health Climic

611 Lincoln Way East St= 1, 46601
(2) 574.833.1000 (f) 574.855.4660

Nursing Services Beacon Health
Ventures Profeszional Services

MMindy Konrath, School Murse Manager
3353 Douglaz Rd., Suite 100

South Bend, TN 46635

(o) 6478661 (f) 5478762

Mail Room: 1st Floor

Zue Alarding, Mailroom Clark 36103

Print Shop: 1st Floor

Tohn Ridenour, Techmician 36095

Research & Evaluation: 1st Floor

Damiel Emmitta, Diractor of Evaluztion Research 36110
and Tasting

Jenna Harrinston, Assssement & Data Facilitator 8044

Virsmmia Weaver, Eesearch Analyst 36206

South Bend Education Foundation: 1st Floor

Executive Director 36113

Charlotte Walterhouse, Admimistrative Assistant 36114

Special Education: 2nd Floor

Dr. Kwalfle Scott-Bradley, Executive Director of 36119
Exceptionzl Learners

Mary Suth, Administrative Secratary 36117

Cate Sullivan, Data/Budmet 36118

Chnisti Carr, YASTNTERN Project Search/TIC 36124

Joal Boshner, Assist. Darector of Exceptional Learners 36042

Lisa Ward, Peycholosist Supervisor Morth District 36120

Pam Ascano, Data Tech, CSLI 36121

Famie George, Admimistrative Secretary 36119

Budgst/ Paraprofess Supervisor 38122

Tomva Flatcher, Lifes Skills DHH/OT/PT 36125

Tracy Hickey, SpeechLansuaze Pathology Superiser 36123

Student Services: 2nd Floor

Stephanis Steward-Bridzes Chiaf of Diversity, Equity, 33871

and Inclusion / Title I Coordinator
Sierra Savannah Administrative Azzistant [ School Chimate

Transformation Grant 33833
Anne Boshner, MT3S Coach 33867
Angel Azh Director of System Support 36001
Cindy Harmns, Studant Records 36109
Erika Jomes, District FACSS 33819
Evlee Klemhans, Mantal Health Liatzon
Michasl Boyd, Distnet Coordinator of Restorative 33803

Jostics and Restorative Youth Leadarshap

Monigue Williams, Buillding Site Coordinator 33843
Rochelle Brown, District Commmmity Standards Coord 36041
Sarah Nowicki, McKinney-Vento/Foster Liaison 33834
Taylor Williams, Family Ensazement and Mentor Coord 33868
Thomas Brown, Student Enrollmert Attandames Cocrd 36193
Superintendent’s Office:

Mansour Eid, Interim Superinfendent 36129
Dr. Bo Yan, Chief of Accountabibity, Assassment and 33B04

Stratezy
Gabrw Hemandez, Project Manager 36129
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Holidays

Full time employees who have completed their probationary period at the time of
recognized holidays, as defined below, shall receive pay for their regularly scheduled
work hours at their straight time rate for the following recognized holidays regardless
of the day of the week on which they fall, provided that such employees work the
regularly scheduled hours on the last scheduled work day immediately prior to the
holiday and the regularly scheduled hours on the first scheduled work day immediately
after the holiday.

Employees will be considered to have met these requirements in the following

situations:
1.

Employees who have worked any hours of the week on which the holiday
falls and who are laid off during said week shall be entitled to receive
holiday pay.

Employees who have worked any hours during the week in which the
holiday falls, but who are unable to fulfill the requirements listed above as
the result of an occupational accident of the type covered by Worker's
Compensation, shall be considered to have met the limitations set forth
above.

Employees who are unable to work the regularly scheduled hours on the
last scheduled work day prior to the holiday and on the first scheduled
workday after the holiday, shall be entitled to receive holiday pay if the
reason for failure to work the required hours results from an emergency
situation or excused absence and the employee produces a written
excuse from a doctor.

The recognized holidays are as follows:

12 Month Employees 101 11 Month Empl
1--New Year's Day 1--New Year's Day

1--Martin Luther King Day 1--Martin Luther King Day
1--President's Day 1--President's Day

1—Spring Holiday/Good Friday  1—Spring Holiday/Good Friday
1--Memorial Day 1--Memorial Day
1—Juneteenth 1—Juneteenth (if a scheduled work day)
1--Independence Day 1--Labor Day

1--Labor Day 1--Thanksgiving Day
1--Thanksgiving Day 1--Day After Thanksgiving
1—-Day After Thanksgiving 1—Christmas Eve Day
1--Christmas Eve Day 1--Christmas Day
1--Christmas Day 1--New Year's Eve Day

1--New Year's Eve Day

Holidays shall be recognized in accordance with the official school calendar and may
vary from one (1) year to the next.
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Should a holiday fall within an employee's approved vacation period, the employee
shall be paid the employee's regular straight time rate for such holiday. (The holiday will
not be charged to the employee’s vacation time.)

Employees who work on any days celebrated on one of the above-listed holidays, due
to a change in the school calendar, shall be paid straight time rate for hours worked on
that day.

Unexpected school closure on the last scheduled workday prior to a holiday or the first
scheduled workday immediately following a holiday will not affect an Employee’s
eligibility for holiday pay, provided that the Employee had planned to work the day
school was unexpectedly closed. In other words, if school is closed on the day prior to
or immediately following a holiday, the day that school is closed will be considered a
day worked for the purpose of determining eligibility for holiday pay.

Administrative Leave

If the Director of Human Resources, Employee Relations or designee determines that an
Employee, with a pending criminal charge would be subject to administrative
separation if convicted of that charge termination may occur. (Assignment to this type
of leave will occur as expeditiously as possible upon confirmation of the pending
charge). The written approval from the Director of Human Resources, Employee
Relations or designee must be in the form of either: a) an email approving the
administrative leave with or without pay; or b) a letter recommending termination of
employment due to disciplinary action.

Bereavement

Section A

All salary not exceeding five (5) school days will be allowed any employee for absence
due to the death of a father, mother, step-father, step-mother, brother, sister, spouse,
child, stepchild, mother-in-law, father-in-law, son-in-law, daughter-in-law,
brother-in-law, sister-in-law, grandparents, grandchild, or others residing in the same
household of the absent employee. Such absence shall be at the time of death, when
memorial services are held, or for settlement of the estate and need not be taken on
consecutive days.

Section B

Two (2) day's salary will be allowed for absence due to the death of any other blood
relative, such as: first cousin, aunt, uncle, niece, nephew, or grandparents-in-law. Such
absence shall be at the time of death, when memorial services are held, or for
settlement of the estate and need not be taken on consecutive days.

Section C

Employees may use up to three (3) days of accumulated sick leave to attend funerals or
other memorial services for others not covered by sections A or B when paid time off
has been exhausted and there is no evidence of abuse.
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The School Corporation may require verification of the relationship between the
deceased and the employee. Failure to provide verification upon request shall result in
disciplinary action.

Court Appearance

Any employee not a party to the proceeding who is required by subpoena to appear
and testify at any court proceeding or administrative hearing, shall be entitled to
regular salary for up to, but not to exceed, five (5) days.

Jury Duty

The Employer will pay an employee called for jury duty the difference between the
employee's scheduled regular straight time rate of pay for the period of jury duty and
the payment received for jury duty, upon presentation or proper evidence as to jury
service, and the amount of compensation received therefrom; provided, however, that
such employee shall report for work (to the extent reasonable and practical) during the
hours of the employee's normal schedule upon being relieved from such jury duty to
perform any available work that may be assigned to him/her.

Family and Medical Leave (FMLA)

The South Bend Community School Corporation provides leaves of absence to eligible
employees for certain family and medical reasons in compliance with the Family and
Medical Leave Act (FMLA). Important information concerning the implementation of
this Policy is contained in Administrative Guidelines 1630.01. Any questions should be
addressed to the Human Resources Department.

Reasons for Leave
Employee Medical Leave. This leave is for the employee's own "serious health condition”
if the condition renders him unable to perform his job functions.

Family Medical Leave. This leave is to care for the "serious health condition” of the
employee's spouse, child, or parent.

Parenting Leave. This leave is to care for a new son or daughter, including by birth,
adoption, or foster care placement. An employee may take Parenting Leave only during
the 12-month period that begins on the date of the birth, adoption, or placement. This
leave cannot be taken intermittently or on a reduced schedule.

Military Family Exigency Leave. This leave is for a qualifying exigency arising from the
fact that the employee’s spouse, son or daughter, or parent is on or has been called to
covered active duty in the U.S. Armed Forces. Qualifying exigencies include making
arrangements necessitated by short-term deployments, attending certain military
events and related activities, assisting the service member with alternative child care
arrangements when the active duty or call to active duty status necessitates a change
in the existing arrangements, assisting the service member with certain financial and
legal arrangements related to active duty or the call to active duty, attending
counseling arising from covered active duty or the call to covered active duty,
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spending time with the military member who is on short-term, temporary rest and
recuperation leave, and caring for a military member's parent when the parent is
incapable of self care.

Covered Service member Leave. This leave is to care for the employee's spouse, child,
or parent who is a Covered Service member with a Serious lliness or Injury incurred or
aggravated in the line of active duty on active duty. Also, this leave may be taken by an
employee who is the next of kin of a Covered Service member.

Duration of Leave

An eligible employee is entitled to a total of 12 work weeks of leave during a "rolling”
12-month period measured backward from the date he uses leave other than Covered
Service member Leave.

For Military Family Exigency Leave, 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.provides notice. Employees will still be required to comply with the absence
reporting procedures at their buildings.

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

During leave, an employee may be required to report periodically on his status and
intent to return to work.

Substitution of Paid Leave
Generally, FMLA leave is unpaid. However, an employee may use certain types of
accrued paid leave during FMLA leave, as set forth below:

The employee may request to substitute (i.e. run concurrently) any of his/her earned or
accrued paid leave (e.g. sick leave, personal leave, vacation leave) for unpaid
Employee Medical Leave, Family Medical Leave, or Covered Service member Leave.

The employee may request to substitute any of his/her earned or accrued paid
vacation or personal leave for unpaid Parenting Leave or Military Family Exigency
Leave.

FMLA leave will run concurrently with disability or worker's compensation benefits,
regardless of whether the employee supplements any payments associated with such
leave with available paid leave.

School Corporation Notice Requirement

After an employee submits a request for leave or the School Corporation otherwise
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becomes aware of the need for leave, The School Corporation will notify the employee
regarding eligibility and rights and responsibilities concerning leave. 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
School Corporation does not have sufficient information about the reason for absence
or use of leave, it may inquire further to ascertain whether the leave is
FMLA-qualifying. Once The School Corporation learns that an absence or leave is for
an FMLA leave-qualifying reason, it will notify the employee within five (5) business
days that the paid leave will count toward the employee’'s FMLA-leave entitlement. The
notification will indicate whether the employee is required to provide a fitness-for-duty
certification to return to work.

Limits Regarding Spouses

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

An employee requesting Family Medical, Employee Medical, or Covered Service
member Leave must submit a medical certification from the employee's or family
member's health care provider within fifteen (15) days after receiving the written
request for medical certification. The certification must also contain the reasons why
the intermittent or reduced schedule leave is medically necessary and of the schedule
for treatment if applicable. Employees requesting Military Family Exigency Leave must
also submit certification of the qualifying exigency within fifteen (15) days after written
request. For Covered Service member Leave, any certification permitted under 29
C.F.R. § 825.310 shall be allowed.

Failure to provide medical certification may result in the denial of FMLA leave.

When on a Family or Employee Medical Leave, an employee may be required to submit
medical recertifications periodically during the leave period subject to the same rules
as the initial medical certification. Medical recertifications may also be required under
certain specific circumstances, for example, (1) when an employee requests an
extension for a leave, (2) when circumstances under an initial certification have
significantly changed, (3) when there is information which casts doubt on the current
medical certification, or (4) when an employee is unable to return to work after leave.

Upon the conclusion of any Employer Medical Leave, the employee must present
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certification from his health care provider that he is able to return to work. Unless and
until an employee provides this fitness-for-duty certification, he will not be able to
return to work, and his employment will be administratively terminated if the
certification is not promptly provided.

After an employee submits a medical certification, the School Corporation may require
an employee to obtain a second opinion from a provider of The School Corporation’s
choice and at its expense. In some cases, The School Corporation may require, at its
expense, a third opinion from a provider selected jointly by the employee and The
School Corporation.

Continuation of Benefits

During FMLA leave, The School Corporation 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 timely pay
his/her share during the leave.

The School Corporation’'s obligation to continue health coverage during FMLA leave will
end if the employee's premium payment is more than thirty (30) days late. Even if an
employee does not continue health coverage during leave, the Board will restore
regular coverage if the employee returns to work.

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.

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.

Other Provisions

An employee who fraudulently obtains FMLA leave is not protected by this policy’s job
restoration or maintenance of health benefits provisions, and will be subject to
discipline up to and including termination of employment.

The Superintendent 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.

A copy of the policy shall be provided to all employees, and a record of how and when

the policy was distributed will be retained. A notice of Rights and Obligations shall also
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be provided each time an employee requests FMLA leave or The School 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.

Military Leave
School Bend Community Corporation Sevier values military service and provides

benefits for employees as outlined in the Uniformed Services Employment and
Reemployment Rights Act (USERRA). School Corporation contracted employees that
are mobilized for training, active duty, disaster response, etc. will be placed on military
leave.

Employees without leave benefits will be placed on a Leave of Absence during military
mobilization. School Corporation employees whose military activation requires
absence from work must verbally notify their immediate supervisor and notify the
Superintendent or designee in writing as soon as possible and provide a copy of their
military orders to ensure full compliance with USERRA.

Leave of 30 day or less

Upon written approval from the Superintendent or designee, an employee that is
mobilized for 30 days or less must follow the leave policy #2045 and may use their own
leave up to 15 days.

Leave of greater than 30 days

An employee that is mobilized for greater than 30 days, will be entitled to 15 days of
paid military leave; and the use of personal leave days and/or vacation days will not be
allowed. Once an employee’s military leave is exhausted, the mobilized military member
will be placed on a Leave of Absence (without pay) until they are released to return to
their Sevier School District assignment. A similar assignment will be reserved for
employees upon their return from military service.

Employees that receive medical benefits will need to request, should they choose, to
pay the prorated portion of the employer's health insurance cost as well as 100% of the
employee's portion of the insurance in order to continue their district medical benefits
during their deployment.

The School Corporation will follow Indiana state law regarding state retirement; all

other School Corporation benefits will end unless maintained by the employee during
the leave of absence. If applicable, the prorated portion of the employee’s contract, if
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owed, will be paid out in a lump sum or over the remaining contract period, as directed
by the employee.

Return the School Corporation Duties

Employees mobilized for military service for 30 days or less will return to work the next
duty day after the allowance for safe travel and eight hours of rest. Employees
mobilized for 31-180 days must apply for reinstatement within 14 days after completion
of service. Employees mobilized for over 180 days must apply for reinstatement within
90 days after completion of service.

Religious Holiday Leave

Employees may use up to three (3) days of their accrued sick leave per school year for
religious holiday(s) when such observation requires time during the regular school day.
Employees must submit a request for Religious Holiday Leave to Human Resources at
least five (5) days prior to the religious holiday.

Sick Days
All eligible employees earn paid sick days subject to their respective classification.
Please refer to your respective collective bargaining agreement for more information.

Unpaid Time Off
Days without pay may not be taken in lieu of other paid days off (sick, personal,
vacation). Once all available paid time off for that reason has been exhausted, future
absences would be considered unexcused and will count against the attendance
policy. Exceptions would be FMLA or other health emergencies involving immediate
family members.
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Employee Compensation and Benefits

Pay Policies

Employee Pay

The South Bend Community School Corporation pays its employees every 5th and 20th
of the month. Each paycheck represents wages earned by the employee during the
two-week period ending on the previous Sunday. Wages will be paid via direct deposit
to the financial institution of the employee’s choice.

All School Corporation employees are paid in 24 equal installments. The pay calendar
can be found on our website under the Payroll Calendars tab. The 2025-2026 payroll
schedules are provided below. To determine your applicable pay calendar, locate the
classification that corresponds to your position.

South Bend Community School Corporation

Teacher Pay Schedule w/ June Payout
Class 1, Class 19, Class 71, & Class 77

2025 - 2026 School Year

REPORT DUE SEMI-MONTHLY INSURANCE
PAY PERIOD DATE TIME PAY DATES DEDUCTIONS
August 09 - August 23 Fri B/22 10:00 AM| [Friday, September 5, 2025 1
August 24 - Septembar 07 Fri %5 10:00 AM| |Friday, September 19, 2025 2
September 08- Septembear 22 Mon 9722 10:00 AM| |Friday, October 3, 2025 3
September 23- Oclober 07 Tue 107 10:00 AM| |Monday, October 20, 2025 4
Ociober 08 - October 22 Wead 10122 10:00 AM| [Wednesday, Movember 5, 2025 5
Ociober 23 - Movember 06 Thu 11/8 10:00 AM| [Thursday, Movember 20, 2025 B
Movember 07- November 21 Fri 11721 10:00 AM| [Friday, December 5, 2025 7
MNovember 22 - Decamber 06 Fri 12/5 10:00 AM| |Friday, December 19, 2025 B
December 07 - December 21 Fri 12119 10:00 AM| [Monday, January 5, 2026 9
December 22 - January 5§ Mon 1/5 10:00 AM| | Tussday, January 20, 2026 10
January 06 - January 20 Tue 1/20 10:00 AM| [Thursday, February 5, 2026 11
January 21 - February 04 Wed 2/4 10:00 AM| |Friday, February 20, 2026 i2
February 05 - February 19 Thu 218 10:00 AM| |Thursday, March 5, 2026 13
Fabruary 20 - March & Fri 36 10:00 AM| |Friday, March 20, 2026 14
March 07 - March 21 Fri 3120 10:00 AM| |Thursday, April 2, 2026 15
March 22- April 05 Thu 4/2 10:00 AM| |Monday, April 20, 2026 16
April 06 - April 20 Mon 4/20 10:00 AM| |Tuesday, May 5., 2026 17
April 21 - May 05 Tua 55 10:00 AM| |Wednesday, May 20, 2026 18
May 06 - May 20 Wed 520 10:00 AM| [Friday, Juna 5§, 2026 19
June Payout 1 (Excl Class 19) Monday, June 8, 2026 20
June Payout 2 (Excl Class 18) Wednesday, June 10, 2026 21
June Payout 3 (Excl Class 18) Thursday, June 11, 2026 22
Jung Payout 4 (Excl Class 18) Monday, June 15, 2026 23
May 21 - June D8 Mon 6/8 10:00 AM| |Thursday, June 18, 2026 24

INCLUDES FOLLOWING
PAY CLASSES

1 Cert 8.5M Contract Teacher &
Instructional Support

19 Teacher Apprentice (Non Cert)

71 Mom-Cert 10-Month
Academic Facilitator
Caognitive Intervention Special
Factl, Restorative Justice
Family Community Special
Family Community Specialist
Home Lizson
Intervention Specialist
McKinney Venio Liason
Pre-School Coordinator
Preschool Teacher
Restorative Justice Coach
TI-Restorative Justise Insir

77 Mom-Cert 8.5-Month
OUPt Therapist
Speach Assistant

Updated on May 09,2025
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South Bend Community School Corporation
2025 - 2026 School Year

Teacher Pay Schedule w/ Summer Pay

Class 2
REPORT DUE SEMI-MOMNTHLY INSURANCE
PAY PERIOD DATE TIME PAY DATES DEDUCTIONS|
August 09 - August 23 Fri 822 10:00 A M| |Friday, September 5, 2025 1
August 24 - September 07 Fri 9/5 1000 A M| |Friday, September 19, 2025 2
September 08- September 22 Mon 922 10200 A M| |Friday, October 3, 2025 3
September 23- October 07 Tue 10/7 10:00 AM.| [Monday, October 20, 2025 4
October 08 - October 22 Wed 10/22 | 10:00 AM.| [Wednesday, November 5, 2025 3
October 23 - November 06 Thu 11/ 10:00 AM.| |Thursday, November 20, 2025 i
Movember 07- November 21 Fri 11721 10:00 A M| |Friday, December 5, 2025 7
Movember 22 - December 06 Fri 12/5 1000 A M| |Friday, December 19, 2025 8
December 07 - December 21 Fri 1219 10200 A M| |Monday, January 5, 2026 9
December 22 - January 5 Mon 1/5 10:00 A M| |Tuesday, January 20, 2026 10
January 06 - January 20 Tue 1720 10:00 AM.| |Thursday, February 5, 2026 1
January 21 - February 04 Wed 2/4 10:00 AM.| |Friday, February 20, 2026 12
February 05 - February 19 Thu 2/19 1000 A M| |Thursday, March 5, 2026 13
February 20 - March 6 Fri 3/6 10200 A M| |Friday, March 20, 2026 14
March OF - March 21 Fri 320 10:00 AM.[ |Thursday, April 2, 2026 15
March 22- April 05 Thu 472 10:00 A M| |Monday, April 20, 2026 16
April 06 - April 20 Maon 4/20 10:00 AM.| |[Tuesday, May 5. 2026 17
April 21 - May 05 Tue5/5 | 10:00 AM| [Wednesday, May 20_2026 18
May 06 - May 20 Wed 520 1000 A M| |Friday, June 5, 2026 19
May 21 - June 08 Mon 6/8 10:00 AM.| |Thursday, June 18, 2026 20
Summer Pay 1 Friday, July 3, 2026 21
Summer Pay 2 Monday, July 20, 2026 22
Summer Pay 3 Wednesday, August 5, 2026 23
Summer Pay 4 Thursday, August 20, 2026 24
Updated on May 09,2025
South Bend Community School Corporation
2025 - 2026 School Year
Teacher Pay Schedule
Class 3 4
REPORT DUE SEMI-MONTHLY IHEURANCEJ
PAY PERIOD DATE TIME PAY DATES DEDUCTION INCLUDES
July 26 - August B Fri, Aug 8 10:00 AM| | Wednesday, Awgust 20, 2025 1 11-MONTH CERTIFIED CONTRACT
August 08 - August 23 Fri 8722 10:00 AM| |Friday, September 5, 2025 2
August 24 - Seplember 07 Fri 8/5 10:00 AM| |Friday, September 18, 2025 3 Aszsodiate Dean
Saptember 08- September 22 Mon 922 10:00 AM| |Friday, October 3, 2025 4 Building Trades
Seplember 23- Oclober 07 Tua 1077 10:00 AM| (Monday, October 20, 2025 5 Curriculum Facilitator
October 08 - October 22 Wed 10522 10:00 AM| | Wednesday, Movember 5, 2025 ] Data, Research Specialist
October 23 - Novamber 06 Thu 11/6 10:00 AM| | Thursday, Movember 20, 2025 7 Head Counselor, High School
Movembear 07- Movembear 21 Fri 1121 10:00 AM| |Friday, December 5, 2025 g Head Counselor, Intermediate
Movember 22 - Decambar 06 Fri 12/5 10:00 AM| |Friday, December 19, 2025 ] Instructional Intervention
Decembear 07 - Decembar 21 Fri 1218 10:00 AM| |Monday, January 5, 2028 10 Literacy Specialist
December 22 - January 5 Mon 1/5 10:00 AM| | Twesday, January 20, 2026 11 Magnet Facilitator
January 06 - January 20 Tua 1/20 10:00 AM| |Thursday, February 5, 2026 12 Math Specialist
January 21 - February 04 Wad 2/4 10:00 AM| |Friday, February 20, 2026 13 Read 180 Ell Program Coord
February 05 - February 19 Thu 219 10:00 AM| | Thursday, March 5, 2026 14 Supervisor, Special Education
February 20 - March & Fri 3/6 10:00 AM| |Friday, March 20, 2026 15 Support Team Specialist
March 07 - March 21 Fri 3/20 10:00 AM| | Thursday, April 2, 2026 16
March 22- April 05 Thu 42 10:00 AM| |Monday, April 20, 2026 17
April D6 - April 20 Mon 420 10:00 AM| | Twesday, May 5, 2028 18
April 21 - May 05 Tue &5 10:00 AM| | Wednesday, May 20, 2026 18
May 06 - May 20 Wed 520 10:00 AM| [Friday, June 5, 2026 20
June Payout 1 ‘Wednesday, June 10, 2026 21
June Payout 2 Thursday, June 11, 2026 22
May 21 - June DB Maon, Jun 8 10:00 AM| |Thursday, June 18, 2026 23
Jumna 09 - June 23 Tuea, Jun 23 10:00 AM| |Friday, July 3, 2026 24
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South Bend Community School Corporation
2025 - 2026 School Year
Eleven Month Administrative Pay Schedule

Class 11
REPORT DUE SEMI-MONTHLY INSURAMNCE INCLUDES
PAY PERIOD DATE TIME PAY DATES DEDUCTIONS 11-MONTH CERTIFIED ADMIMNISTRATIVE
July 26 - August § Fri B8 1000 AM| [Wednesday. August 20, 2025 1
August 08 - Awsgust 23 Fri 822 10000 AM| |Friday, September 5, 2025 2 Ath Dir & Dean of Students
August 24 - September 07 Fri 8/5 10:00 AM| |Friday, September 19, 2025 3 Coord, Literacy & Virtual
Septernber 08- Seplember 32 Mon 9032 10:00 AM| |Friday, October 3. 2025 4 High School Asst Principal
Septemnber 23- Oclober 07 Tue 107 10000 AM| [Mondsy, October 30, 2025 3 Intermediate Ass't Principal
October 06 - Ochober 22 Wed 10422 10000 AM| [Wednesday. Movember 5, 2025 & Primary Ass't Principal
October 23 - Novernber 06 Thu 1156 10:00 AM| | Thursday, Mevember 20, 2025 7 Principal intern
Movember 07- November 21 Fri 11/21 10000 AM| |Friday, December 5, 2025 ] SAMP-Supervisor
Movember 22 - December 06 Fri 15 10:00 AM| [Friday, Decamber 18, 20E5 El Special Ed Superisons
Drecember 07 - Decembar 21 Fri12Mg 10:00 AM| |Monday, Janeary 5, 2006 10
Decamber 22 - Janary 5 Mon 1/5 10000 AM| [Tuesday, January 30, 2026 11
January 06 - January 20 Tue 1530 10:00 AM| [Thursday, February 5, 2026 12
Jansary 21 - Februeary 04 Wed 24 10:00 AM| [Friday, Febmuary 20, 2006 13
|Febnuary 05 - February 18 Thu 219 10:00 AM| [Thursday, March 5 2026 14
|February 20 - March & Fri 36 10000 AM| [Friday, March 30, 2026 15
|Mtarch 07 - March 21 Fri 320 10000 AM| [Thursday, April 2, 2036 16
|March 22- April 05 Thu 4/2 10:00 AM| |Monday, Aprl 20, 2026 i7
April 06 - Aprl 20 Mon 420 10:00 AM| [Tuesday. May 5, 2026 18
April 21 - May 05 Tue 55 10000 AM| [Wednesday, May 20, 2026 19
[tay DB - May 20 Wed 520 10:00 AM| |Friday, June 5, 2026 ]
June Payout 1 Wednesday, June 10, 2026 I
June Payout 2 Thursday, June 11, 2026 Fr
Mty 21 = June 08 Mon 88 10000 AM| |Thursday, June 18 2026 23
June 08 - June 23 Tue BIE3 10000 AM| [Friday, July 3, 2026 24
Updated on May 09,2025
South Bend Community School Corporation
2025 - 2026 School Year
Pay Schedule
Class 13
REFORT DUE 24 SEMI-MONTHLY INSURANCE
PAY PERIOD DATE TIME PAY DATES DEDUCTIONS
July 27-August 10 | Mon 8711 [10.00 AM | |Wednesday August 20, 2025 1
August 11 - August 25 Tue 8/26 | 10.00 AM Friday, September 5§, 2025 2 INCLUDES
August 26 - Seplember 09 Wed 910 | 10.00 AM Friday, September 18, 2025 3 11-Month Mon-Cerfified
September 10 - September 24 Thu 8/25 | 10.00 AM Friday, Oclober 3, 2025 4
September 25 - October 09 Fri 10/110 | 10.00 AM Monday, Oclobar 20, 2025 5 21st Cantury Scholar Recruiter
Ociober 10 - Oclober 24 Mon 10527 (10000 AM Wednesday, Movember 5, 2025 B Adult Ed Career Coach
Oclober 25 - Nowvember 08 Mon 11410 |10.00 AM Thursday, Movember 20, 2025 T City Connect Coordinator
Movember 09 - Movember 23 Mon 11/24 |10.00 AM Friday, Decambar 5, 2025 8 District FACCS
Movember 24 - December 08 Tue 129 |10.00 AM Friday, December 19, 2025 2] JROTC
Dacember 09 - December 23 Fri 12126  |10.00 AM Monday, January 5 2028 10
December 24 - January 07 Thu 1/8 10.00 AM Tuesday, January 20, 2026 11
January 08 - January 22 Fri 1723 10.00 AM Thursday, February 5, 2026 12
January 23 - February 06 Mon 28 [10.00 AM Friday, February 20, 2026 13
Fabruary 07 - February 21 Mon 2/23 | 10.00 AM Thursday, March 5, 2026 14
Fabruary 22 - March 08 Mon 38 |10.00 AM Friday, March 20, 2028 15
March 09 - March 23 Tue 324 |10.00 AM Thursday, April 2, 2026 16
|March 24 - Apdl 7 Wed 4/8 [10.00 AM | |Monday April 20, 2026 17
April 08- April 22 Thu 4/23  |10.00 AM Tuesday, May 5, 2028 18
April 23 - May 7 Fri 5/8 10.00 AM Wadnesday, May 20, 2026 18
May 08 - May 22 Tue 526  [10.00 AM Friday, June 5, 202§ 20
May 23 - Juna 08 Thu 611 |10.00 AM Thursday, Juna 18, 2026 21
Juna 07- Juna 25 Fri B/26 10.00 AM Friday, July 3, 2028 22
Summer Pay 1 Monday, July 20, 2028 23
Summer Pay 2 Wednesday, August 5, 2026 24

*Updated on: May 09, 2025
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‘South Bend Community School Corporation
2025 - 2026 School Year
Classes 12, 15, 17, 20, 40, 45, 46, 60 , 61 Pay Schedule

REPORT DUE SEMLMONTHLY Insurance Deductions
PAYROLL PERIOD DATE TIME PAY DATES Admin MC 12 Month CLASS 81
June 13- June 26 Fri B/27 A0.00 AM| | Thursday, July 3. 2035 1 Mo Insurance | No Insurance
June 27-July 11 Mon 7114 110,00 AM] |Friday, July 18, 2025 2 1 SBCSC INCLUDES FOLLOWING
July 12- July 26 Mon 728 [10.00 AM) |Tuesday, August 5, 2025 3 2 2 PAY CLASSES
July 27-August 10 Mon 811 10.00 AM| ['Wiednesday, Augusl 20, 2025 4 3 3 12 12:Month Cedified Adminisirative
August 11 - August 25 Tue 826 10.00 AM) |Friday, September 5, 2025 5 4 4 15 12-Menth Non-Certified Admin
August 26 - Seplemier 09 Wed 910 |10.00 AM| |Friday, September 19, 2025 ] 5 5 17 Mon Cent 12 Menih Salaried
September 10 - Septamber 24| Thu BI25 10.00 AM| [Friday, Octaber 3, 2025 T L] ] 20 Mon-Cerl Supervisor 12 Month
Septernber 25 - October 00 Fri 10010 10.00 AM| [Monday, Oclober 20, 2035 B 7 7 40 Mon-Cerl Employes 12 Manth
October 10 - October 24 Mon 1027 10,00 AM| |Wednesday, November 5, 2025 2] a ] 45 Mon-Cerl 12 Maonth Parl Time
Oictober 25 - Nowember 08 Mon 1110 10000 AM) | Thursday, November 20, 2025 n 8 a 46 Mon=Cerl 12 Mon® Full Time
Mowvember 09 - November 23 Mon 11/24 | 10,00 AM| |Friday, December 5, 2025 11 10 10 B0 Technical
Movember 24 - Decamber 08 Tue 1219 10.00 AM) |Friday, December 18, 2025 12 11 11 E1  Building
December 09 - December 23 Fri 12728 10.00 AM| [Monday, January 5, 2026 13 12 12
December 24 - January 07 Thu 118 10,00 AM| | Tuesday, January 20, 2026 14 13 13
January 0B - January 22 Fri 1/23 1000 AM| | Thisrsday, February 5, 2026 15 14 14
January 23 - February 06 Won 29 |10.00 AM| |Friday, February 20, 2026 16 15 15
Fabruary 07 - February 21 Mon 2023 [10.00 AM) | Thursday, March 5, 2038 i7 16 18
February 22 - March 08 Mon 39 10.00 AM| [Friday, March 20, 2028 18 17 17
March 08 - March 23 Tue 3124 10,00 AM| [ Thursday, Aprl 2, 2026 19 1B 14
March 24 - April 7 " A4E120 10.00 AM| [Monday, Aaril 20, 2028 n 19 19 * Allendance for schoals due 452126 Tor both Cal and Man-Cert
April 08- Aprl 22 Thu 423 [10.00 as| [Tuesday, May 5. 2026 21 20 20
April 23 - May 7 Fri 5@ 1000 AM) 'Wednesday, May 20, 2028 2 Fi 2
Niay 08 - May 22 of Tuesza [10.00 AM| [Friday, June 5 2006 ) F) =] "My 35 Memarial Day
May 23 - June 08 | Thu@il 10.00 AM| | Thursday, June 18, 2026 24 23 s * Later Reprt Due Date
June O7- June 25 Fri B/26 10,00 AM| |Friday, July 3, 2026 1 24 ad
Updated on May 09, 2025

South Bend Community School Corporation
2025 - 2026 School Year
Classas 21, 43, 50, 51, 55, 57, 58, 59, 68, 69, 70, 73 Pay Schedula

REFORT DUE SEMI-MONTHLY INSURAMNCE DEDUCTIONS INCLUDE FOLLOWING

PAY PERIOD DATE TIME PAY DATES 10 MONTH CLASS 43 CLASS 51 FAY CLASSES
July 12- July 26 Mon 728 10,00 AM | |Tuesday, August 5, 2025 Mo Insurance M Cafeteria Manager
Juily 27-August 10 Mon 811 [10000 AM | |Wednesday, August 20, 2025 Mo Imsurance Mo Insurance 43 Non Cert Salary Employes
August 11 - August 25 Tue /26 [10.00 AM | |Friday, September 5, 2025 1 1 1 50 Non-Cert Employes 10 Month
Augus! 26 - Seplember 09 Wad 010 |10.00 AM | |Friday, September 18, 2025 2 2 2 51 MNon-Cert Employes 11.0 month
September 10 - September 24 Thu@2s [10.00 AM | (Friday, October 3, 2025 3 3 3 55 Full Time Emply 10 Month
September 25 - Oclober 09 Fri10V10  [10.00 AM | |Monday, October 20, 2025 4 4 4 57 P T Aide
Octobar 10 - Oclober 24 Mon 10027 110,00 AM | (Wednesday, November 5. 2025 5 5 5 58 Cafeteria Worker
October 25 - November D8 Mon 11110 _[10.00 AM | | Thursday, November 20, 2025 ] & [ 59 P T Cafetaria
MNovember 09 - Novembear 23 Mon 1124 10,00 AM | |Friday, December 5, 2025 T T T 68 Corporation Bus Driver
Nevember 24 - Decembear 08 Tue 1208 (10000 AM | |Friday, December 19, 2025 a ] 8 69 Non-Cert Paraprofessional
December 09 - Dacembar 23 Fri1226 110,00 AM | |Monday, January 5 2026 ] ] a T0 Security
December 24 - January 07 Thu 1/8  [10.00 AM | |Tuesday, January 20, 2026 10 10 10 73 ial Ed Paraprofessional
January 08 - January 22 Fri 1423 |10.00 AM | | Thursday, February 5 2026 11 1 11
January 23 - Fabruary 08 Mon 2% [10.00 AM | |Friday, February 20, 2026 12 12 12
February 07 - February 21 Mon 223 110,00 AM | [Thursday, March 5, 2026 13 13 13
February 22 - March 08 Mon 300 |10.00 AM | |Friday, March 20, 2026 14 14 14
March 08 - March 23 Tuwe 324 [10.00 AM | | Thursdsy, April 2, 2026 15 15 15
March 24 - April T Wed 4/F  |10.00 AM | |Monday, April 20, 2026 16 16 16 * Attendance for schools due 4/2/36 for both Cart and Non-Cert
April 08- April 22 Thud/23 [10.00 AM | Tuesday May 5, 2026 17 17 17
April 23 - May T Fri&E [10.00 AM | [Wednesday, May 20, 2026 18 18 18
May 08 - May 22 Tue 526 [10.00 AM | |Friday, June 5. 2036 19 18 19 * May 25 Memorial Day
May 23 - June 06 Thu 611 (10000 AM Thureday, June 15, 2026 Mo insurance |No Insurance) Mo Insurance|* Later Report Due Date
June 07- June 25 Frifizé |10.00 AM | |Friday, July 3, 2026 | | -

Updated on May 09,2025
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Start and end dates for different classes

South Bend Community School Corporation
Start and End Dates for 2025-26 School Year

CLASS EMPLOYEE GROUP 2025-26 START DATES 2025-26 END DATES
1,271, Teachers, Therapist/Service Provider, Title | Tuesday, August 19, 2025 Monday, June 8th 2026
77,50 FACCS, Restorative Justice Facilitator, Library
Secretaries
12 Principals Monday, July 14, 2025 Friday, June 12, 2026
11 Assistant Principals Monday, July 28, 2025 Friday, June 12, 2026

Principal Interns, District FACCS
Special Education Supervisors
Athletic Directors

11 Director of Athletics HS Monday, July 28, 2025 Friday, June 19, 2026
4 High School Guidance Directors, Monday, August 4, 2025 Tuesday, June 23, 2026
Literacy Specialists, Curriculum Facilitators
4 Middle School Guidance Directors Monday, August 11, 2025 Tuesday, June 23, 2026
1 High School Guidance Counselors Friday, August 15, 2025 Wednesday, June 10 2026
51 Secretaries to Middle & Elem Monday, July 14, 2025 Monday, June 16, 2026
Principals, 11-month transportation
assistants,

7



South Bend Community School Corporation
Start and End Dates for 2025-26 School Year

CLASS EMPLOYEE GROUP 202Z5-26 START DATES 2025-26 END DATES
4 Adult Education Teacher Monday, August 4, 2025 Tuesday, June 30, 2026
13 District FACCS, Adult Ed Instructor, Monday, August 4, 2025 Tuesday, June 30, 2026
Coord. Bright Beginnings, City Connect
Coordinator, Adult Ed. Career Coach
51 Elementary Administrative Assistants Monday, July 14, 2025 Friday, June 12, 2026
50 HS Attendance Sec’y Monday, July 28, 2025 Friday, June 12, 2026
MS Attendance Sec'y
50 HS Athletic Sec'y Monday, July 28, 2025 Friday, June 19, 2026
50 Primary only Monday, July 28,2025 Friday, June 12, 2026
SAMP secretary [AA)
Half-time secretaries
Second secretaries (per Student count
(ADM) October 1 of the school year
19 Teacher Apprentices Tuesday, August 19, 2025 Monday, June 8, 2026
55 Bilingual Resource Specialist Wednesday, August 20, 2025

Friday, June 5, 2026

South Bend Community School Corporation

Start and End Dates for 2025-26 School Year

CLASS

EMPLOYEE GROUP

Z0Z5-Z6 START DATES

Z0Z5-Z6 END DATES

43,55

Career Guidance Specialists,
Montessori assistants

Tuesday, August 19, 2025

Monday, June 8, 2026

55, 69,
70,73

Kindergarten Aides, Para-prof, Data
Techs, Sped Behavioral, Sped
D/DH/BLV Facilitator,

Sped Adm Asst, Security, Early
Childhood Assistant

Wednesday, August 20,2025

Friday, June 5, 2026

1

Cafeteria Managers

Tuesday, July 29, 2025

Friday, June 5, 2026

58,59

Cafeteria CSA & PPA

Wednesday, August 6, 2025

Friday, June 5, 2026

68, 69

Corporation Bus Drivers and Bus
paraprofessionals

Wednesday, August 20, 2025

Friday, June 5, 2026

61

Building Maintenance

Tuesday, July 1, 2025

Tuesday, June 30, 2026

Note: 12-month employees not included in this calendar due to them working year round

78



Direct Deposit

The Employer will provide direct deposit services through the “automatic clearing
house” (ACH) system. All Employees are expected to participate in the direct deposit
program. It will be incumbent upon each Employee to select a financial institution that
is capable of receiving direct deposits to comply with this requirement.

Reimbursement and Travel Policy

At times, employees may incur costs to fulfill their job responsibilities in the normal
course of business. We trust our employees to use good judgment in keeping costs to a
minimum in order to fulfill the responsibilities of their position in a professional and
conscientious manner.

Whenever possible, these costs should be paid directly by The South Bend Community
School Corporation, either by requesting an invoice to be issued or by using the School
Corporation’s credit card. When employees need to pay for business expenses
out-of-pocket, they should submit an expense report for reimbursement as soon as
possible, but no later than two weeks from when the expense was incurred.

When traveling, employees should verify that planned travel is budgeted and eligible for
reimbursement before requesting or making travel arrangements. Employees are
requested to submit an expense report, including both The School Corporation credit
card charges and out- of-pocket expenses, to obtain reimbursement within two weeks
of completion of travel. Receipts and any other supporting documentation should be
provided to The South Bend Community School Corporation’s HR Administrator along
with the reimbursement form, or as they are incurred. The South Bend Community
School Corporation will periodically monitor expenses, and invite employees who are
uncertain whether a particular expense is reasonable or consistent with the guidelines
to contact the HR Administrator or Superintendent in advance.

Meals
Meals are reimbursed when an employee incurs an overnight stay for business purposes.
Guidelines regarding reasonable pricing for meals are available at www.gsa.gov.

Dependent Textbook Fee Waiver

The Board agrees that the textbook fees of an employee’s dependents who are enrolled
as students in the School Corporation will be waived. To be eligible for this fee waiver,
an employee must submit a Textbook Tuition Assistance Application and Request for
Textbook Fee Waiver for each student on or before September 1.

All Sport Pass

Employees will be provided an annual All Sport Pass permitting him or her to attend
most School Corporation athletic events free of charge.
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Employee Benefits

Health Insurance Overview

South Bend Community School Corporation offers eligible employees a choice between
four health insurance plan options. All plans are administered by Anthem Blue Cross and
use the same Anthem Blue Access PPO network.

The Buy-Up Plan (closed to new enroliment) and the Core Plan are traditional PPO
plans with copayments for office visits and prescription drugs. Both plans include
access to the Everside (formerly Activate) Health Center with no out-of-pocket cost
for services and medications received at the Health Center.

The HSA Plan (new in 2022!) and the Essential Care Plan are HSA-qualified
high-deductible plans. There are no copayments on either HSA Plan 1 or the Essential
Care Plan because all covered services, including office visits and prescription drugs,
apply to the annual deductible and coinsurance. This means that no benefits are paid
(except for preventive care), including prescription drug costs, until the annual
deductible has been met.

Highlights of HSA Plan 1include:

e If you enroll in HSA Plan, South Bend Community School Corporation will
contribute $1,000 annually to your HSA account. The $1,000 contribution by
SBCSC is divided by the number of pay periods during the year and deposited
each pay date. If you are hired mid-year, the contribution from South Bend
Community Schools will be prorated based on your effective date.

e Enroliment in the HSA plan allows you to receive care at Everside Health Center.
(see pages 17-19 for more information).

e You may open a Health Savings Account at Teachers Credit Union. Both your
contributions and contributions from SBCSC will be made directly to your TCU
HSA. The Essential Care Plan does NOT include access to the Everside Health
Center, and employees and dependents enrolled in this plan are not permitted to
receive services or medications at the Health Center.

e Spouses may not be enrolled in the Essential Care Plan. If you wish to cover your
spouse, you must choose the Core Plan or HSA Plan 1 for yourself and your family.
Children may be enrolled in the Essential Care Plan, however this may not be the
best plan option if covering children.

PPO Providers

Please go to www.anthem.com or download the mobile app, Sydney, to find
participating providers. Although most physicians in this area participate, it is
recommended that you verify with your doctor that they participate in the Anthem Blue
Access PPO network every time you make an appointment.Both the website portal and
the mobile app, Sydney, allow you to review claims, estimate costs and order ID cards.
You can also review innovative tools to help you manage your health and, with Sydney,
you can chat 24 /7 to get quick answers to your questions. You can also call Customer
Service for assistance with any of your health care questions.
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Additional Information for all four plans

Preventive Care such as routine physicals, routine mammograms, routine pap tests,
routine PSA tests, and most immunizations are covered at 100%. Claims must be coded
by your doctor as “Routine” rather than “Diagnostic”. The Annual Deductible
accumulates from January 1st, 2022 through December 31st, 2022.

Most covered treatment and services, such as hospital room and board, surgery,
nursing care, X-rays, MRIs, ambulance, home care, etc.:
e For in-network providers, services are paid at 80% after the annual in-network
calendar year deductible has been met.
e For out-of-network providers, services are paid at 60% after the annual
out-of-network calendar year deductible has been met.
e Care must be medically necessary and the treatment appropriate.

Pre-Certification and Prior Authorization - The plans require precertification for
hospital stays as well as for many other tests and procedures. Durable medical
equipment also requires pre-approval. Please refer to your Anthem ID card for plan
contact information and provide your ID card to your provider. In-network PPO
providers are responsible for obtaining pre-certification and/or prior authorization
from Anthem. If you utilize an out-of-network provider, you are responsible for
obtaining prior authorization.

Health Care Reform Note: All health insurance plans offered by SBCSC meet the
minimum coverage requirement under the individual mandate provision of the Patient
Protection and Affordable Care Act. Information about the health insurance
marketplace coverage options is located on the SBCSC website or you can visit
www.healthcare.gov for more information.

Emergency Room Visits

Non-emergency visits to the ER will be covered only if:

You are directed to the emergency room by another medical provider
Services were provided to a child under the age of 14

There is not an urgent care or retail clinic within 15 miles

Visit occurs on a Sunday or major holiday

You should always call 911 or seek care from the nearest Emergency Room for
life-threatening situations. However, if you seek care for yourself or a dependent during
hours when your primary care physician is unavailable, please seek other options such
as the Everside Health Center, urgent care centers, retail health clinics, walk-in
doctors’ services and online services such as LiveHealth Online®.

The LiveHealth Online® app is available on Google Play and Apple. These will provide
you with cost effective and time saving medical care. Members are also encouraged to
utilize Anthem’s online tools like 24 /7 NurseLine to help determine the most appropriate
care for non-emergencies. You can call NurseLine to get started at 800-337-4770
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Employee Life Assistance Program

At no cost to you, the Employee Assistance Program (EAP) through New Avenues
provides employees and their family members living in the same household with five
free counseling services from certified professionals to help with work and life issues.
The Life Assistance Program (LAP) through Cigna provides employees and their family
members living in the same household with three free counseling services from certified
professionals to help with work and life issues. These include stress, depression,
bereavement and marital/child issues. Services are available 24/7 by phone,
depending on the help requested. Cigna LAP can also refer you to specialists in your
area to schedule in person counseling sessions.

Dental Insurance
Important Information

e You may choose any dentist.

e To receive the best benefits and discounts, use a participating dental provider in
the Guardian PPO dental network. Go to www.guardiananytime.com for
providers. Please confirm with your dentist that they actually participate in the
Guardian PPO network, rather than simply “accepting” Guardian and filing the
claim for you.

Predetermination of Benefits - It is recommended that your dentist request a
predetermination of benefits from Guardian whenever the cost is expected to exceed
$300. This will allow you to find out how much you will be responsible for, and how
much the dental plan will pay before treatment begins.

Vision Insurance

To receive the best benefits and discounts, you should go to a vision provider who is
contracted with VSP. Visit www.vsp.com to find a provider or to make sure your current
provider is “in-network”. VSP has an extensive list of contracted providers and the
website is very user-friendly. Confirm that your provider actually participates in the
VSP network rather than simply accepting VSP. Contact VSP at 800-877-7195 with
any questions

Life and Disability Insurance

Basic Life and Accidental Death & Dismemberment (AD&D)

South Bend Community School Corporation offers Term Life Insurance and Accidental
Death & Dismemberment (double indemnity for accidental death) to you when newly
eligible for benefits. The amount is based on your employee classification. Please
contact the Benefits Department if you are unsure of your benefit level.

Supplemental Life and AD&D

You may also elect Supplemental Term Life and Accidental Death & Dismemberment for
yourself and your dependents. This option is available only for employees who are
newly eligible for benefits. If you waive coverage when you are newly eligible, you will
not be able to elect Supplemental Life in the future. You can choose benefit increments
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of $50,000 for yourself up to a maximum of $200,000. If you are enrolling, you may also
elect $25,000 or $50,000 for your spouse and $10,000 for each dependent child. The
premium is based on your age and will increase as you move into the next 5-year age
band.

The only life events that allow a change to your Supplemental Life insurance enrollment
status are marriage and birth/adoption. If you are currently enrolled in this benefit, you
may add your new dependent within 30 days of the marriage or birth/adoption. You
may drop this coverage at any time. Please contact the Benefits Department for more
information.

Long Term Disability Insurance

To protect you and your family in the event of a long-term disability, South Bend
Community School Corporation offers Long Term Disability Insurance if you are enrolled
in Basic Life Insurance. If disabled more than 6 months, the plan will pay you two-thirds
of your pre-disability salary up to a maximum benefit of $6,000 per month. The plan
will continue to pay, as long as you are disabled, until you reach age 65.

Flexible Spending Account (FSA)

In addition to your benefit premium contributions being deducted pre-tax, you also
have the option during the American Fidelity Open Enrollment to have additional money
deducted pre-tax and deposited into a flexible spending account for eligible
out-of-pocket medical, dental and vision expenses. You may also set up a dependent
care account into which you can make pre-tax deductions which can be used to pay
for childcare expenses.

American Fidelity will visit each school building in the fall. For more information on any
of these policies, please contact American Fidelity at 1-800-638-4268.

Healthcare Spending Account (HSA)
Please note, the IRS does not allow you to contribute to both an HSA and an FSA Health
Care Account.This account reimburses you for qualified health, dental, and vision care
expenses not covered by insurance. You may set aside up to IRS regulations per year.
Your elected contribution is then divided by your number of paychecks and that amount
is deducted tax-free each pay period.

Next, the deducted contributions are then placed into your FSA(s). Not only do you not
pay taxes on this money, but it’s deducted from your paycheck before you can spend it
on anything else, thereby helping you budget for known expenses that you will have
throughout the year. You also do not pay income taxes on the money when it is spent.
Current Employees: Your current Flex plan election will not carry over into the next
calendar year! You must re-enroll during the American Fidelity open enrollment in order
to participate each year.

Dependent Care Reimbursement Account
This account reimburses you for day care expenses for eligible children and adults.
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Through regular payroll deductions, you may set aside part of your income to pay for
these expenses on a pre-tax basis. To qualify, your dependents must be:
e A child under the age of 13
e A child, spouse or other dependent who is physically or mentally incapable of
self-care and spends at least 8 hours a day in your household.

Qualified expenses for reimbursement include adult and child day care centers,
preschool and before/after school care. The annual maximum contribution is IRS
regulations if married and filing separately. Examples of Eligible Medical Expenses:

e Any charges not covered by your Medical Plan, including (but not limited to)
Deductibles, Copayments and Prescriptions
Chiropractic or other therapy charges over the plan maximum benefit
Weight-loss programs
Dental or vision care copays or charges over the maximum benefits
Hearing aids and batteries
Laser eye surgery
Over-the-counter medications with a written prescription from your doctor

Other Supplemental Benefits

Disability Income Insurance

The advantage of this plan is that benefits become available on a short-term basis,
which would help you during the 6-month period before you would be able to start
receiving benefits on your Long Term Disability plan provided to you by South Bend
Community School Corporation. Benefits are paid directly to you in the event you are
unable to work due to anillness or accident.

Life and Disability Insurance

The life insurance benefits provided to you through South Bend Community School
Corporation are term benefits, which means you only get your Basic Life and AD&D
while you are employed (unless you convert your coverage when you retire); and if you
have elected Supplemental Term Life Insurance, your benefit reduces to 50% at age 70.
American Fidelity offers permanent, whole life insurance options, as well as additional
term insurance if you are interested in applying for more insurance than is available
through New York Life’s voluntary term life group policy.

Accident Only Insurance
Individual and Family plans are available with the Accident Only insurance policy.
Benefit payments are made directly to you and there are several options available. As
long as you pay your premiums, the policy is guaranteed renewable - you cannot be
canceled for any reason.

Hospital Indemnity Insurance

You choose the amount to be paid to you for an untimely admission to the hospital for
you or a family member. Benefits include payment for Intensive Care, Rehabilitation
and Ambulance Services.
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Cancer Insurance

The Cancer insurance policy covers expenses such as Lost Income, Utilities, Spouse’s
Lost Income, Meals and Lodging, Transportation Costs, Special Dietary Needs,
Housekeeping Expenses and House/Mortgage Payments if you or a covered family
member is diagnosed with cancer after the policy becomes effective. The money can
be used however you need, allowing you to protect yourself from financial hardship.

For more information on any of these policies, please contact American Fidelity at
800-638-4268.
NOTE: You can ONLY enroll in these plans during the American Fidelity open enroliment.

Indiana Public Employees Retirement Fund (INPRS) and Retirement

South Bend Community School Corporation participates in the State of Indiana’s
retirement program known as the Indiana Public Employees Retirement Fund “INPRS”
which covers most employees.

Current employees are required to participate upon employment. South Bend
Community School Corporation contributes three percent (3%) of your gross pay.

If you have any name/address changes or any questions, please contact INPRS
Customer Service directly at (844) GO-INPRS or 844-464-6777.

Retirement

Certified employees are required to notify Human Resources no later than April 1 of the
year in which they will retire. All other eligible employees are required to notify Human
Resources not less than 90 days before they retire. Please refer to your union agreement
for specific retirement notification procedures.

Upon retirement notification, you will receive a letter from Human Resources advising
the benefits termination information.

For any questions regarding your retirement fund, contact INPRS Customer Service
directly at (844) GOINPRS or 844-464-6777.

Workers Compensation

If an employee is injured on the job and cannot finish the regular workday, the employee
shall be compensated for the day, provided The School Corporation is provided with
authorized medical evidence acceptable to the Employer supporting such absence.

The employee may elect to also collect sick leave pay and may collect full sick leave
pay in an amount equal to his/her wage at the time the accident occurred for the first
seven (7) days, since no Worker's Compensation benefits are payable for that period.
Once Worker's Compensation benefits start, sick leave pay may be used to supplement
Worker's Compensation benefits so that the total amount (the sum of Worker's
Compensation benefits and sick leave pay) equals the employee’'s weekly wage at the
time the accident occurred. In no case will an employee be paid more than his/her
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average actual weekly wage at the time the accident occurred.

Federal Group Health Continuation (COBRA)

Approximately two weeks after you leave the South Bend Community School
Corporation, you will receive a letter from our COBRA third party administrator
regarding your COBRA options and rates.

COBRA is a federal law that allows you to continue your health, dental and vision
insurance by paying the full premium rates plus 2%. Please feel free to contact the
Human Resources Department in advance for COBRA rates. You may also wish to
explore other health insurance coverage options through the Marketplace Exchange at
www.healthcare.gov.

Qualifying Event
1. Employees covered under the School Board's Group Health Coverages shall be
offered the opportunity to continue the Group Health Coverages upon
occurrence of one (1) of the following "qualifying events":
a. voluntary or involuntary termination of employment for reasons other than
"gross misconduct”
b. reduction in the number of hours of employment
2. Spouses may continue the Group Health Coverages upon occurrence of one (1)
of the following "qualifying events":
a. termination of the covered employee's employment for any other reason
other than "gross misconduct”
reduction in the hours worked by the covered employee
covered employee's becoming entitled to Medicare
divorce or legal separation of the covered employee
death of the covered employee
3. Dependent children may continue the Group Health Coverages upon the
occurrence of one (1) of the following "qualifying events":
a. termination of covered employee's employment for any reason other than
"gross misconduct”
reduction in the hours worked by the covered employe
loss of "dependent child” status under the plan rules
covered employee's becoming entitled to Medicare
divorce or legal separation of the covered employee
death of the covered employee

©o0T
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Election

Qualified beneficiaries have a sixty (60) day period from the later of the coverage loss
date or the date the notice to elect COBRA coverage is sent to elect whether to
continue coverage. Once COBRA coverage is chosen, the beneficiary is required to pay
for the coverage. COBRA coverage is retroactive if elected and paid for by the qualified
beneficiary.

Benefits Available to Qualified Beneficiaries
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Qualified beneficiaries have the right to elect to continue coverage that is identical to
the coverage provided under the plan. A covered employee or the covered employee's
spouse may elect COBRA coverage on behalf of any other qualified beneficiary. Each
qualified beneficiary, however, may independently elect COBRA coverage. A parent or
legal guardian may elect on behalf of a minor child.

Termination of COBRA Coverage

Coverage for the employee and eligible dependent(s), if any, can end when:

the last day of maximum coverage is reached,;

premiums are not paid on a timely basis;

the employee ceases to maintain any group health plan;

coverage is obtained with another employee group health plan that does not
contain any exclusion or limitation with respect to any pre-existing condition of
such beneficiary;

e dbeneficiary is entitled to Medicare benefits.

Special rules for disabled individuals may extend the maximum periods of coverage. If a
qualified beneficiary is determined under Title Il or XVI of the Social Security Act to
have been disabled at the time of a termination of employment or reduction in hours of
employment and the qualified beneficiary properly notifies the plan administrator of
the disability determination, the eighteen (18) month period is expanded to
twenty-nine (29) months.

Regular Conversion Option
After the continuation coverage under COBRA expires, the beneficiary may be eligible
for coverage under any conversion option provided under the plan.

e The Board will notify a qualified COBRA beneficiary of the option to enroll in a
conversion plan within 180 days before the expiration date of COBRA
continuation coverage.

e The benefits and costs of coverage available under a conversion option may
differ from those offered through the group health plan.

Notification Requirements
The Board shall:

e notify all covered employees and spouses of their coverage continuation rights
on the date the COBRA requirements took effect;

e Thereafter, each employee shall be notified of this policy at the time they begin
coverage under the Board's Group Health Coverages and each spouse shall be
notified of this policy at the time family or spouse coverage begins under the
Board's Group Health Coverages.

e Notification to the employee's spouse shall be deemed to serve as notice on
dependent children.

e include information on the continuation rights in the Summary Plan Description;

e notify the plan administrator within thirty (30) days of the following qualifying
events:

o Death of the covered employee
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o Termination of employment or reduction in hours of the covered employee
o Eligibility of covered employee for Medicare
o Bankruptcy of covered employee

The Plan Administrator shall:

e Notify the employee of their COBRA provisions when the employee begins under
the group health coverages;

e Notify the eligible beneficiaries within fourteen (14) days of receiving the
specified notification of the qualifying event of his/her right to continuation of
coverage. Notifying a spouse or former spouse of an employee is considered
sufficient notice to all other eligible beneficiaries living with that person.

The employee, retiree, or family member should notify the plan administrator within
sixty (60) days of events consisting of divorce or legal separation or a child's ceasing
to be covered as a dependent under plan rules.

HIPAA Compliance

The School Corporation acknowledges that these group health plans are required to
comply with the Health Insurance Portability and Accountability Act (HIPAA) Privacy
Rule. Fully insured group health plans generally are exempt from many of the
requirements imposed upon self-funded group health plans.

The School Corporation also acknowledges that these fully insured group health plans
are required to comply with the HIPAA Security Rule. The group health plans, working
together with the insurer, will ensure the confidentiality, integrity, and availability of
the group health plans’ electronic Protected Health Information in accordance with the
HIPAA Security Rule.

The School Corporation hereby appoints the Director of Benefits, Wellness and
Retirement to serve as the Security Official of the group health plans.

All of the group health plans’ functions are carried out by the insurer and the insurer
owns and controls all of the equipment and media used to create, maintain, receive,
and transmit electronic Protected Health Information relating to the group health plans.
Accordingly, the insurer is in the best position to implement the technical, physical, and
administrative safeguards required by the HIPAA Security Rule.

The Security Official does not have the ability to assess or adjust the insurer’s policies
related to the HIPAA Security Rule. Accordingly, unless otherwise determined by the
Security Official, the group health plans shall utilize as administrative guidelines the
insurer's own policies addressing security measures for the group health plans’
electronic Protected Health Information.

The Department of Health and Human Services (HHS) has the authority to impose civil

monetary penalties upon Covered Entities. HHS has not historically imposed these
penalties directly upon individuals. Notwithstanding the foregoing, the Board agrees to
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indemnify and hold harmless the Privacy Official and Security Official in connection
with the performance of their delegated duties for the group health plans, except to the
extent that any liability is imposed as the result of intentional misconduct or gross
negligence by the Privacy Official or Security Official as defined by law.

The fully insured group health plans established by the Board shall:

Refrain from taking any retaliatory action against any individual for exercising
any right under the plan, filing a complaint with HHS, participating in any
proceeding under Part C of Title XI of the Social Security Act, or opposing any
act or practice made unlawful by the Privacy Rule

provided that the individual has a good faith belief that the practice opposed is
unlawful.

Not impose a requirement that participants waive their rights under the Privacy
Rule as a condition of the provision of payment, enrollment in a health plan, or
eligibility of benefits.

If the plan document is amended in accordance with the Privacy Rule, the plan
must retain a copy of the plan document as amended for six (6) years from the
date of its amendment or the date when it last was in effect, whichever is later.

o Provide notification to affected individuals, the Secretary of the HHS, and
the media (when required), if the plan or one of its business associates
discovers a breach of unsecured protected health information, in
accordance with the requirements of HIPAA and its implementing
regulations.

Fully insured group health plans established by the Board shall not create or receive
protected health information, except for:

Summary health information. Summary health information is de-identified
information that summarizes claims history, claims expenses, or type of claims
experienced by health plan participants.

Information on whether an individual is participating in a group health plan, oris
enrolled in or has disenrolled from a health insurance issuer or HMO offered by
the plan.

Information disclosed to the plan under a signed authorization that meets the
requirements of the Privacy Rule.
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Separation from The School Corporation

Separation of Employment

Resignation by Employee

The Board of Trustees authorizes the Superintendent or his/her designee to accept the
resignation from employment by any employee. Written resignations shall be tendered
at the earliest possible date prior to the proposed effective date, but in no event fewer
than 30 days prior to proposed effective date. Failure by employee to provide the
requisite notice may result in The School Corporation’s incursion of the costs of
replacing the employee on an interim basis and other expenses associated with
employee’s expedited replacement. Because these costs are impossible to compute
and ascertain with certainty, and because liquidated damages represent a fair,
reasonable, and appropriate estimate thereof, in lieu of actual damages, if employee
fails to provide the requisite 30-day written notice to The School Corporation, the
employee may be required to pay The School Corporation $2,000 to account for these
costs, which may be withheld from employee’s final paycheck. Further, failure to
provide adequate notice of separation or resignation during a contract period may
constitute ineligibility for rehire with The School Corporation. Additionally, The School
Corporation may report the employee to the Indiana Department of Education in cases
of contract abandonment.

For annual-duty employees, upon your departure, The School Corporation will pay you
for your accumulated, unused annual leave.

Termination by The School Corporation

The School Corporation may terminate an employee at any time, with or without cause.
In some cases, progressive discipline may be used prior to termination to correct a
performance problem, but progressive discipline is not required.

Progressive Discipline

Standard Operating Procedure Statement: This Progressive Discipline Human
Resource procedure establishes a structured and consistent framework for addressing
employee performance or conduct issues. Its purpose is to correct undesirable
behavior, ensure fairness, promote employee growth, and maintain a productive and
respectful work environment.

Core Principles:

e Fairness & Consistency: This policy will be applied uniformly and equitably to all
employees across similar situations.
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e Documentation: Comprehensive and accurate records of all incidents,
discussions, and disciplinary actions will be maintained in the employee's official
personnel file.

e Correction & Development: The primary focus of disciplinary action is to
provide employees with clear feedback and opportunities to improve their
performance or conduct.

e Employee Rights: Employees will be informed of the issues, provided with
specific expectations for improvement, and given a reasonable opportunity to
respond and provide their perspective.

Policy Procedures: Stages of Discipline

1. Verbal Warning:

o

Purpose: To address minor infractions, first-time occurrences of policy
violations, or slight deviations from performance expectations.
Procedure: The supervisor will conduct a private, direct discussion with
the employee. During this discussion, the specific issue will be clearly
outlined, expected behavior or performance standards will be reiterated,
and potential consequences for continued non-compliance will be
explained.

Documentation: A brief, factual memo detailing the date of the
discussion, the issue addressed, and the agreed-upon expectations will
be placed in the employee's personnel file. Employee signature for
acknowledgment is not required, but is encouraged where possible.

2. Written Warning:

O

Purpose: To address recurring issues, a failure to correct behavior after a
verbal warning, or more serious initial infractions that warrant a formal
record.

Procedure: A formal meeting will be held where the supervisor, often
accompanied by an HR representative, will present a written document to
the employee. This document will detail the specific issue, reference any
previous verbal warnings, clearly state the required improvements,
establish a reasonable timeline for correction, and outline the potential
next steps (e.g., final warning, suspension) if the issue persists.
Documentation: The employee will be asked to sign the written warning
to acknowledge receipt (not necessarily agreement with the content). A
copy will be provided to the employee, and the original will be placed in
their personnel file.

3. Final Written Warning / Suspension:

o

Purpose: To address persistent issues where previous warnings have not
resulted in sustained improvement, or for significant policy violations that
do not warrant immediate termination but require severe corrective
action.

Procedure: A formal meeting, typically involving HR and the supervisor,
will be conducted. A final written warning will be issued, or a temporary
suspension (with or without pay, depending on the severity and company
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policy) will be implemented. This stage explicitly communicates that any
further similar issues or failure to meet expectations will result in
employment termination.

o Documentation: A detailed written document will be prepared, outlining
all prior disciplinary actions, the current infraction, the specific
consequences (e.g., duration of suspension, conditions for return), and a
clear statement that continued issues will lead to the termination of
employment.

4. Termination:

o Purpose: This is the final step in the progressive discipline process,
enacted when all previous attempts at correction have failed, or for
severe misconduct that warrants immediate dismissal (e.g., gross
insubordination, theft, violence, harassment).

o Procedure: A final meeting, typically conducted by HR and the
supervisor, will inform the employee of the decision to terminate
employment. Details regarding final pay, benefits, and return of company
property will be discussed.

o Documentation: A comprehensive record of all prior disciplinary actions,
relevant performance reviews, and the specific, documented reasons for
termination will be maintained in the employee's personnel file.

Employment-at-Will

The employee understands his/her employment with South Bend Community School
Corporation is at-will, which means that either party may terminate the employment
relationship at any time for any reason, with or without cause and with or without
notice.

At-will employment exceptions:

Even for at-will employees, termination cannot be for an illegal reason, such as
discrimination based on race, sex, religion, or national origin. It also cannot be in
retaliation for a protected activity, like filing a workers' compensation claim or
reporting illegal activities (whistleblowing).

Certified vs. Non-Certified Staff: The rules for termination can differ for certified and
non-certified staff.

e Certified staff (teachers): Teachers in Indiana have contracts, which provide
them with some protections. State law outlines specific reasons for which a
teacher’'s contract can be canceled, such as insubordination, incompetence, or
neglect of duty. The process often includes a right to a "private conference”
with the superintendent and a hearing before the school board.
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e Non-certified staff: Employees who are not certified may be considered at-will,
but their dismissal must still be approved by the school board and cannot be for
an unlawful reason.

In summary, while Indiana is an at-will employment state, employees of the South
Bend Community School Corporation, particularly teachers and certified school
administrators have protections and rights that limit the school corporation’s ability to
fire them without a valid reason and without following specific procedures.

Termination procedures

This procedure is governed by Indiana state law, as well as the corporation's own
policies and any applicable collective bargaining agreements. The process varies
significantly depending on whether the employee is certified (like a teacher) or
non-certified.

Termination Procedures for Certified Employees (Teachers)

Teachers in Indiana have specific protections under state law. The process for
terminating a teacher’s contract is generally more formal and provides the employee
with several due process rights.

Reasons for Termination: A teacher's contract can be canceled for specific reasons
outlined in Indiana Code § 20-28-7.5-1, which include:

e Immorality

e Insubordination (willful refusal to obey state school laws or reasonable rules)

e Repeated ineffective performance

e Neglect of duty

e Conviction of certain felonies

e Other good or just cause

Notification and Due Process: The school corporation must follow a detailed
notification process before a teacher's contract is canceled.

1. Written Notice : The teacher must receive written notice of the proposed
cancellation, including the date, time, and place of the meeting at which the
school board will consider the action. This notice must be provided no fewer
than 30 days and no more than 40 days before the meeting.

2. Statement of Reasons : Upon written request, the school corporation must
provide a written statement of the reasons for the proposed termination within
five (5) days of the request.
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3. Right to a Hearing : The teacher has the right to request a hearing before the
governing body (school board). This written request must be submitted within
15 days of receiving the initial notice.
4. Hearing Rights : During the hearing, the teacher has the right to:
a. Receive a full statement of the reasons for the proposed termination
b. Present evidence and witnesses
C. Berepresented and heard
5. Superintendent’s Recommendation : The superintendent must submit a written
recommendation to the school board regarding the proposed contract
cancellation.
6. Final Determination : After considering the superintendent’s recommendation
and all presented evidence, the school board will make the final decision by a
majority vote. This decision is binding.

Termination Procedures for Non-Certified Employees

Non-certified employees (such as cafeteria workers, custodians, and secretaries) are
often considered "at-will" employees, but their employment can still be governed by
local policies and collective bargaining agreements. The procedures are generally less
formal than for certified staff, but there are still requirements that must be followed.
"At-Will" Employment: While non-certified employees may be considered "at-will,"
their dismissal cannot be for an illegal reason (e.g., discrimination). The school board
may also have created a right to continued employment through its own policies or a
collective bargaining agreement.

Progressive Discipline Process

The Corporation generally follows a progressive disciplinary process, outlined in the
personnel handbook and administrative guidelines. Disciplinary actions may include:

Verbal warning

Written warning

Suspension (with or without pay)
Termination

Not all steps are required in every case; the severity of the misconduct may justify
immediate action.
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School Board Approval: While the superintendent may have the authority to
recommend termination, the final decision to dismiss a non-certified employee is often
ratified by the school board.
Collective Bargaining Agreements: Many non-certified employees are represented by
labor unions, such as AFSCME Local 686 (serving custodial and maintenance staff). In
these cases, the applicable collective bargaining agreement (CBA) governs
disciplinary and termination procedures. Key provisions may include:

e Requirement for just cause

e Specific timelines for disciplinary action

e A multi-step grievance and arbitration process before final termination

It is important to note that these procedures can be complex and are subject to
change. The specific details would be outlined in the employee's contract, the school
corporation’s official policies, and any applicable collective bargaining agreements.

Separation Process
If you separate from The School Corporation, you must follow the formal separation
process or risk having your final paycheck delayed. If resigning, your official separation
request must be tendered in writing to Human Resources. The steps in this process may
vary, depending on your reason for leaving. The steps include, but are not limited to the
following:

e An exit survey or interview

e Thereturn of all SBCSC property, as described in more detail below

e Repayment of any monies owed to The School Corporation

Return of SBCSC Property

Upon an employee’s separation from The School Corporation, no matter the reason,
employees must return all keys and fobs, IDs, records, files, supplies, mobile phones,
computers, and any other School Corporation property, including intellectual property.
When permitted by law, The School Corporation may withhold from the employee’s
final paycheck the cost of any items that are not returned when required. The School
Corporation may also take any appropriate action to recover its property.

Reference Requests and Employment Verification

All requests for an employment reference must be directed to Human Resources. The
School Corporation’s general policy regarding references for employees who have left
The School Corporation is to disclose only the dates of employment and the title of the
last position held. If the employee provides written authorization, The School
Corporation may also provide a prospective employer with information regarding the
amount of salary or wage last earned. No further information will be disclosed to third
parties without an executed release holding The School Corporation and the third party
harmless for such disclosure and its use.

The School Corporation reserves the right, in its discretion, not to respond to arequest
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for additional information.

Personnel Records

The School Corporation maintains a personnel file on each employee. This file includes
information such as the employee’s job application, resume, offer of employment,
records of training, documentation of performance appraisals and salary increases and
other employment records. It is the responsibility of each employee to promptly notify
Human Resources of any changes in personal data. Personal mailing addresses,
telephone numbers, number and names of dependents, marital status, individuals to be
contacted in the event of an emergency, educational accomplishment and other such
status reports must be accurate and current at all times.

Personnel files are SBCSC’s property and access to the information they contain is
restricted. Generally, only management personnel with a legitimate reason to review
information in a file are allowed to do so. However, with a 48-hour advance notice, the
SBCSC Human Resources Department may permit current employees to review their
own personnel file in the presence of a Human Resources Administrator. At no time may
the file be removed from the premises. Employees may request copies of documents
contained in their file, which will be provided within a reasonable timeframe. The
employee can also request a digital copy via email.

At no time will the employee be permitted to copy, alter or destroy any documentation
contained in his or her personnel file. However, employees may ask that a note be
placed in their file regarding any problems or concerns the employee may have with the
contents of his or her personnel file at the time of the review.

Paid Time Off upon Separation

Payment of unused vacation days will be paid out after final paycheck. Vacation time
will only be paid out if two (2) weeks’ notice is given. Vacation days are awarded in full
to current employees. When paying out vacation days, they will be prorated based on
the date of resignation. Vacation time will not be paid out for employees whose
employment status was terminated. Per Board Policy 3836 unused sick days will be
paid out at $30 a day for Support Staff employees who have completed their 10th
consecutive year of service prior to resignation or retirement, notified Human
Resources 60 calendar days prior to the date of resignation or retirement and accrued
sick leave not to exceed 150.

Exit Interview

Upon resignation, an employee will have the opportunity to complete an exit Interview.
Exit interview surveys will be sent out electronically automatically after notification of
resignation. Employees who would like to have an in-person exit interview may
contact Human Resources.

*This employee handbook is current as of August 1, 2025*
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Acknowledgment of Receipt of Employee Handbook

Receipt of printed Employee Handbook or its electronic link

| hereby acknowledge receipt of the South Bend Community School Corporation
Employee Handbook. | understand that it is my continuing responsibility to read and
know its contents. | also understand and agree that the Employee Handbook is not an
employment contract for any specific period of employment or for continuing or
long-term employment, employment is at-will. Therefore, | acknowledge and
understand that unless | have a written employment agreement with the Corporation
that provides otherwise, | have the right to resign from my employment with the
Corporation at any time with or without notice and with or without cause, and that the
Corporation has the right to terminate my employment at any time with or without
notice and with or without cause.

| have read, understand, and agree to all of the above. | have also read and understand
the South Bend Community School Corporation Employee Handbook.

Name Signature

Title Date
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Confidentiality Policy and Pledge

Any information that an employee learns about the South Bend Community School
Corporation, its students and families, employees, its members, partners, or donors, as
a result of working for the South Bend Community School Corporation that is not
otherwise publicly available constitutes confidential information. Employees may not
disclose confidential information to anyone who is not employed by the South Bend
Community School Corporation or to other persons employed by the South Bend
Community School Corporation who do not need to know such information to fulfill
function and duties, or assist in rendering services.

The disclosure, distribution, electronic transmission or copying of the South Bend
Community School Corporation confidential information is prohibited. Any employee
who discloses confidential information of the South Bend Community School
Corporation will be subject to disciplinary action, including possible separation, even if
he or she does not actually benefit from the disclosure of such information.

| understand the above policy and pledge not to disclose confidential information.

Name Signature
Title Date
Please print, sign, and date both the Acknowledgement of Receipt of Employee

Handbook as well as the Confidentiality Policy and Pledge, and return to the Human
Resources Administrator.

*This employee handbook is current as of August 1, 2025
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