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I. Introduc�on  
  
Welcome to North Adams Community Schools. We hope that you will find your employment with the school system both 
challenging and rewarding. We are proud of our reputa�on as a leader in educa�on.   
  
For the purposes of this handbook, when “staff member” is used it is assumed the listed informa�on applies to all classified 
employees. In some situa�ons, different informa�on will apply to specific sub-categories of classified employees. Those 
classifica�ons shall be as follows and will be directly referenced throughout the handbook.   
  

260-Day 
Employees 

 
Other 

Professional 
Standards Board 

Licensed 
Professionals 

 

Extended School 
Year Employees 

(186+ Days) 

 
 

School Year 
Employees 
(185 Days) 

  
• Business Manager  

  
• Administrative 

Assistant to the  
Superintendent  

  
• Payroll and 

Benefits  
Coordinator  

  
• Deputy Treasurer 
  
• Purchasing and 

Receiving Clerk 
  
• Maintenance  

  
• Custodial  

  
• Grounds  

  
  
  

  
  

• School Nurses  
(if possesses BS-RN)  

  
• Social Worker  

  
• Occupational 

Therapist  
  

• Physical Therapist  
  

• Interpreter  
  

• Speech Language  
Pathologist Assistant 

  
  

  
  

• Building & District 
Secretaries  

  
• ECA Treasurer  

  
• Food Service  

Production  
Management  

  
• Technology 

Paraprofessional  
/ Technician  

  
• Student Support  

Specialist  
  

• Behavioral Therapist  
 

• Communications  
  

• Library/ Media 
Paraprofessional  

 
• Transportation Assistant  

  
  

  
  

• Instructional 
Paraprofessional  

  
• Bus Drivers  

  
• Food Service  
(non-management)  

  
• ISS Supervisor  

  
This employee handbook is not a contract for employment but is a lis�ng of working condi�ons and procedures adopted 
by the North Adams Community School Board of Trustees. This handbook is subject to change by ac�on of the Board of 
Trustees with or without no�ce.   
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A copy of this handbook is available at www.nadams.k12.in.us or the Central Office located at 625 Stadium Drive, Decatur 
Indiana. Employees are expected to be familiar with its contents. This handbook is only a summary of our personnel 
guidelines. Please contact your direct supervisor if you have any ques�ons regarding this handbook.   
  

II.  Employment Policies  
  

A. Employee Expecta�ons  
As an employee of North Adams Community Schools (“NACS”) you are a part of the educa�onal process 
and will have opportuni�es to influence students with whom you come in contact. As a result, you must 
always conduct yourself in a manner expected of someone with the responsibility of educa�ng children.    

  
B. At-Will Employment  

All classified employees are considered at-will employees. This means your employment is for an indefinite 
period and is subject to termina�on by you or NACS, with or without cause, with or without no�ce. Any 
statements or representa�ons to the contrary should be regarded by you as ineffec�ve.   
 
At the conclusion of the school year, a reasonable assurance leter will be issued to all non-260 day 
employees the district has iden�fied to return for service for the upcoming school year.  It should be clearly 
understood that this leter is used primarily to no�fy an employee of his or her specific assignment. In no 
way does it alter the "employment at-will" status of classified employees. 
  

C. Equal Opportunity  
NACS is an equal opportunity employer and does not discriminate based on the Protected Classes of race, 
color, na�onal origin, sex, gender, disability, age, religion, military status, ancestry, or gene�c informa�on 
in its educa�onal programs ac�vi�es or its employment policies and prac�ces.   
 

D. Non-Harassment 
Inten�onal and/or uninten�onal harassment of any individual by another person based on any protected 
classifica�on including, but not limited to, race, color, na�onal origin, disability, religion, marital status, 
gender, sexual orienta�on, or age is strictly prohibited.  
 
If you feel that you have been subjected to conduct which violates this policy, you should immediately 
report the mater to your supervisor.  If you are unable for any reason to contact this person, or if you have 
not received a sa�sfactory response within five (5) business days a�er repor�ng any incident of what you 
perceive to be harassment, please contact the Opera�ons Director or Superintendent.  
 
Every report of perceived harassment will be fully inves�gated, and correc�ve ac�on will be taken when 
appropriate. Viola�on of this policy will result in disciplinary ac�on, up to and including termina�on. All 
complaints will be kept confiden�al to the extent possible, but confiden�ality cannot be guaranteed. In 
addi�on, the School Corpora�on will not allow any form of retalia�on against individuals who report 
unwelcome conduct or who cooperate in the inves�ga�ons of such reports in accordance with this policy. 
Employees who make complaints in bad faith may be subject to disciplinary ac�on, up to and including 
termina�on. 
 
 

http://www.nadams.k12.in.us/
http://www.nadams.k12.in.us/
http://www.nadams.k12.in.us/
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E.        Sexual Harassment 

Harassment of any employee by any supervisor, employee, customer, student, visitor, or vendor on the 
basis of sex or gender is strictly prohibited.  Examples of prohibited behavior include unwelcome sexual 
advances, requests for sexual favors, obscene gestures, inten�onally displaying sexually graphic print 
materials in the person’s view or space, sending sexually explicit communica�ons, and/or other verbal or 
physical conduct of a sexual nature. Depending upon the circumstances, improper conduct also can 
include sexual joking, vulgar or offensive conversa�on or jokes, commen�ng about an employee's physical 
appearance, conversa�on about your own or someone else's sex life, or teasing or other conduct directed 
toward a person because of his or her gender which is sufficiently severe or pervasive as to create an 
unprofessional and/or hos�le working environment. 
 
If you feel that you have been subjected to conduct which violates this policy, you should immediately 
report the mater to your supervisor.  If you are unable for any reason to contact this person, or if you 
have not received a sa�sfactory response within five (5) business days a�er repor�ng any incident of what 
you perceive to be harassment, please contact the Opera�ons Director or Superintendent. Every report 
of perceived harassment will be fully inves�gated, and correc�ve ac�on will be taken where appropriate. 
Viola�on of this policy will result in disciplinary ac�on, up to and including termina�on. All complaints will 
be kept confiden�al to the extent possible, but confiden�ality cannot be guaranteed. In addi�on, the 
School Corpora�on will not allow any form of retalia�on against individuals who report unwelcome 
conduct or who cooperate in the inves�ga�ons of such reports in accordance with this policy. Employees 
who make complaints in bad faith may be subject to disciplinary ac�on, up to and including termina�on. 

 
F.  Drug and Alcohol-Free Workplace 

To help ensure a safe, healthy, and produc�ve work environment for our employees and others, to 
protect School Corpora�on property, and to ensure efficient opera�ons, the School Corpora�on 
has adopted a policy of maintaining a workplace free of drugs and alcohol. This policy applies to 
all employees and other individuals who perform work for the School Corpora�on.  The unlawful or 
unauthorized use, abuse, solicita�on, the�, possession, transfer, purchase, sale or distribu�on of controlled 
substances, drug paraphernalia or alcohol by an individual anywhere on School Corpora�on premises, while 
on School Corpora�on business (whether on School Corpora�on premises), or while represen�ng the School 
Corpora�on, is strictly prohibited.  
 
Employees and other individuals who work for the School Corpora�on also are prohibited from repor�ng to 
work or working while they are using or under the influence of alcohol or any controlled substances, except 
when the use is pursuant to a licensed medical prac��oner's instruc�ons and the licensed medical prac��oner 
authorized the employee or individual to report to work. 
 
Employees must no�fy the School Corpora�on within five calendar days if they are convicted of a criminal drug 
viola�on in the workplace. Such employees will be subject to discipline up to and including termina�on. 
 
Viola�on of this policy will result in disciplinary ac�on, up to and including termina�on.   

 
G. Workplace Violence 

North Adams is commited to providing a safe workplace. The purpose of this policy is to minimize the risk of 
personal injury to employees and damage to School Corpora�on and personal property.  Experts in the mental 
health profession state that prior to engaging in acts of violence, troubled individuals o�en exhibit one or more 
of the following behaviors or signs: over-resentment, anger and hos�lity; extreme agita�on; making ominous 
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threats such as bad things will happen to a par�cular person or a catastrophic event will occur; sudden and 
significant decline in work performance; irresponsibility; irra�onal thoughts; in�mida�ng, aggressive or 
otherwise inappropriate behavior; reac�ng to ques�ons with an antagonis�c or overtly nega�ve a�tude; 
discussing weapons and their use; overreac�ng or reac�ng harshly to changes in School Corpora�on policies 
and procedures; personality conflicts with co-workers; obsession or preoccupa�on with a co-worker or 
supervisor; atempts to sabotage the work or equipment of a co-worker; blaming others for mistakes and 
circumstances; or demonstra�ng a propensity to behave and react irra�onally.   
 
If you witness or know of a colleague who seems to be demonstra�ng some of these behaviors, you should 
report your concerns to your supervisor, the Director of Opera�ons, the SRO, or the Superintendent.  All 
threats will be promptly inves�gated. No employee will be subjected to retalia�on, in�mida�on, or disciplinary 
ac�on because of repor�ng a threat in good faith under this policy. 
 
If the School Corpora�on determines, a�er an appropriate good faith inves�ga�on, that someone has violated 
this policy, the School Corpora�on will take swi� and appropriate correc�ve ac�on.   
 
If you are the recipient of a threat made by an outside party, please follow the steps detailed in this sec�on. It 
is important for us to be aware of any poten�al danger in our school district. Indeed, we want to take effec�ve 
measures to protect everyone from the threat of a violent act by an employee or by anyone else. 

  
H. Hiring Procedures  

Open posi�ons will be posted on the school’s website. Individuals are employed on the recommenda�on of 
the Superintendent and once confirmed by the Board of School Trustees. Assignments will be made to best 
meet the needs of NACS.  
  
Prior to employment, new hires will complete an expanded background check, including an expanded child 
protec�on index check, paid by the employee.  
  
When an employee changes job classifica�ons, any change in benefits will become effec�ve as determined 
upon the date that the employee begins the new posi�on. It is the employee’s responsibility to be aware of a 
change in benefits when moving from one classifica�on to another. If there are any ques�ons, employees 
should contact the Payroll and Benefits Coordinator at Central Office.   
 

I. Required Annual Training 
All new and exis�ng employees must complete annual mandatory training. No�fica�on will be sent by email 
to the employee’s school email account and given thirty (30) days in which to complete said training. This is a 
condi�on of employment and must be completed outside of scheduled working hours. Failure to comply may 
lead to disciplinary steps including termina�on. 
 
If a classified employee does not complete ALL of the training videos by the annual training due date or 
within 30 days of their hire date, the employee may not be able to return to work un�l the training videos 
have been completed. 

 
J.  Pre-Employment Tes�ng and Screening 

Depending on several circumstances, including the nature of the job for which an individual may 
apply, the skills associated with certain jobs, whether the person in the job may be involved in handling money 
or financial records, and/or Government Regula�ons for a certain job, North Adams reserves the right to 
require certain tests or checks, including, but not limited to: 
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• Previous Employment 
• Measuring specific job skills or abili�es 
• Extended Background Check (Ini�al Extended Background check cost responsibility of 
• applicant) 
• Confiden�al physical examina�on 
• Eligibility for bonding 
• Sex offender registry check 
• CPS/ DCS background check 

 
In addi�on, North Adams Community Schools reserves the right to screen all job applicants for the 
presence of alcohol or illegal substances or drugs for which an applicant does not have a prescrip�on.  

 
K .  Con�nued Employment 

Similarly, employees in certain posi�ons with North Adams Community Schools may be required to submit to 
a physical health assessment to validate the employee’s fitness to perform the job he or she holds if there 
becomes a ques�on as to the employee’s physical ability to competently meet job expecta�ons.  Again, some 
examples of posi�ons which may require this step for employment include bus aides, custodians, grounds, 
maintenance, food service, bus drivers, and paraprofessionals who must supervise students in unstructured 
se�ngs, escort students, and/or service students with high levels of aggression or violence.  

 
Applicants shall be directed to an appropriate assessment facility. The School Corpora�on will pay the cost of 
the physical. 

 
III.  Code of Conduct  

  A.  Rules of Conduct  
Rules are needed in any organiza�on so that the opera�on runs smoothly. All NACS employees are to treat 
others with respect, courtesy, and dignity. A viola�on of one or more of these rules may result in a 
reprimand, suspension, or dismissal without previous warning:  

• Falsifying employment applica�on  
• Refusal to do the job assigned, willful disobedience of job instruc�ons, or deliberate 

insufficient/ineffec�ve work produc�on  
• Excessive absenteeism or tardiness, unauthorized absence, failure to no�fy supervisor of absence, 

or leaving job du�es early without prior permission from the supervisor  
• Abuse of illness or personal leave privileges  
• Figh�ng, immoral behavior, or indecency  
• Being under the influence, intoxicated, or drinking on duty or at school-sponsored events.   
• Being under the influence of, using, selling, or possessing controlled or illicit substances without a 

prescrip�on   
• Engaging in acts that endanger oneself, other employees, or violate safety regula�ons  
• Deliberate or inten�onal sharing of confiden�al informa�on  
• Willful or deliberate destruc�on, damage, or defacement of NACS property or equipment or the 

personal property of a person on North Adams property 
• Use of obscene or abusive language while working or in the presence of students at school 

ac�vi�es  
• The�  
• Inten�onal falsifica�on of �me repor�ng or other NACS records  
• Making or insinua�ng a threat of any act that would endanger life or property  



8  
  

• Threatening, in�mida�ng, or coercing fellow employees or students  
• Engaging in discourteous, unethical, or insubordinate conduct with others including, but not 

limited to, students, parents, visitors, co-workers, or supervisors  
• Engaging in unprofessional conduct with students, parents, visitors, co-workers, or supervisors  
• Being negligent, loafing, sleeping on the job, or otherwise misusing work �me  
• Crea�ng or contribu�ng to unsafe working condi�ons. 
• Failing to report employment-related injuries at the �me of injury or as soon therea�er as safety 

allows  
• Excessive non-emergency, non-work-related telephone use 
• Failing to report an arrest and/or convic�on of criminal charges to the Superintendent within two 

(2) business days of the occurrence  
• Failing to report an inves�ga�on of abuse or neglect of a child by the Department of Child Services 

to the Superintendent within two (2) business days of the occurrence  
• Other conduct deemed out of compliance with the mission of NACS.  

The rules stated above are meant as a guide. Any act or form of behavior not specifically listed which may 
adversely affect the opera�on of NACS or in any way jeopardize the safety, welfare, morale, or general 
well-being of employees, students, or visitors, may be grounds for disciplinary ac�on up to and including 
dismissal.   
  

 B.  Atendance  
North Adams Community Schools expects every employee to be at work and ready to start their day as 
scheduled. Absenteeism and tardiness place an extra burden on one’s co-workers.   
  
Employees who will be absent or late are expected to no�fy their supervisor as soon as possible and always 
before the start of the workday. It is the employee’s responsibility to ensure proper no�fica�on is received. 
If no�fica�on is not given, it will be assumed a�er three consecu�ve days of absence that an employee 
has willfully resigned from their posi�on.   
  
Employees may be required to provide a physician’s note if they miss three consecu�ve days or need to 
use accumulated sick leave for a medical condi�on.   
  
Each unplanned absence must be entered as soon as possible, preferably by 9:00 a.m. on the day of the 
absence, in Frontline Absence Management.   
  

 C.  Social Media  
An employee's personal or private use of social media may have unintended consequences. While the 
Board respects its employees' First Amendment rights, those rights do not include permission to post 
inflammatory comments that could compromise the Corpora�on's mission, undermine staff rela�onships, 
or cause a substan�al disrup�on to the school environment. This no�ce includes staff members' online 
conduct that occurs off school property and includes pos�ngs from the employee's private devices. 
Pos�ngs to social media should be done in a manner sensi�ve to the staff member's professional 
responsibili�es.  
  
 General school rules for behavior and communica�on apply.  
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 D.  Dress Code  
NACS expects all employees to dress professionally and appropriately rela�ve to their specific job du�es 
and responsibili�es. Employees who do not, in their supervisor's judgement, follow the appropriate dress 
code will receive a no�ce from them. Repeated viola�ons may result in disciplinary ac�on up to and 
including termina�on.   
  

 E.  Personal Cell Phone Use During Work Hours  
While NACS recognizes that it is occasionally necessary for employees to make or receive personal 
telephone calls and texts during work hours, it is expected that employees restrict their personal telephone 
use to emergency situa�ons, �mes when students are not present, or during break �mes. Excessive 
personal telephone use may result in disciplinary ac�on up to and including termina�on.   

  
 F.  Supervision and Fraterniza�on with Students  

A classified staff member shall not associate inappropriately with students at any �me in a manner which 
may give even the appearance of impropriety, including, but not limited to, the crea�on or par�cipa�on 
in any situa�on or ac�vity which could be considered abusive, sexually sugges�ve, or involves drugs, 
alcohol, or tobacco. Any sexual or other inappropriate conduct with a student by any staff member will 
subject the offender to poten�al criminal liability and discipline up to and including termina�on of 
employment.   
  
Addi�onally, classified staff must also demonstrate appropriate boundaries with individuals who are 
current students (except for those with whom the employee has a familial rela�onship) both in and outside 
of school. Some examples include, but are not restricted to:  

• Hugging, kissing, or other physical contact with a student.  
• Taking an undue interest in a student.  
• Ini�a�ng or extending contact with students beyond the school day for personal purposes.  
• Using e-mail, text-messaging, websites, or other social media services to discuss personal topics 

of interest with students.  
• Giving students rides in the staff member’s personal vehicle or taking students on personal ou�ngs 

without administra�ve approval.  
• Going to a student’s home for non-educa�onal purposes or for events that do not involve the 

invita�on of the parent/guardian of the student.  
• Invi�ng students to the staff member’s home without proper chaperones (i.e., another staff 

member or parent of student).  
• Being alone with a student behind closed doors without a legi�mate educa�onal purpose.  

 
G. Discipline Procedure  
In the event it is necessary to take disciplinary ac�on, your direct supervisor or the Superintendent or their 
designee may follow these steps to encourage improvement for an employee who has shown poor work habits or 
prohibited conduct: 
 
Step 1--Discussion with your supervisor (verbal warning) and/or a writen warning; 
Step 2--Final warning, suspension, and/or correc�ve ac�on plan; 
Step 3 –Termina�on 
 
The main purpose of having a disciplinary procedure is to give an employee an opportunity to correct 
and improve their work situa�on. In some instances, suspension or termina�on without prior warning may 
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be imposed due to the seriousness of any individual offense, due to insubordina�on, or in situa�ons where 
the best interest of children or staff necessitates an administra�ve decision to remove an employee from the 
schools or property. Thus, North Adams reserves the right to suspend or terminate any employee without prior 
no�ce and without u�lizing any of the steps outlined above. 
 

IV.  Compensa�on General Procedures  
  

A. Pay Days and Paychecks  
• Employees are paid on Fridays on a bi-weekly basis.   
• Time is calculated to the nearest quarter hour.  
• When payday falls on a holiday, employees will generally receive pay the day prior to the holiday.   
• It is mandatory that all employees par�cipate in direct deposit.  
• The first payment for a new employee will be in the form of a paper check.  
• Over�me is paid for hours worked only and for hours over forty (40) per week. Longevity Bonus is 

excluded from over�me rate.   
o Excep�ons to this prac�ce are for maintenance staff, who receive over�me any�me they 

work over eight (8) hours per day and/or are called in a�er scheduled hours.  
• Direct deposit informa�on and pay history are available through DOCULIVERY.  

  
B. Work Schedule  

• The length of one’s “regular” work week will be based on one’s job descrip�on.  
• For payroll purposes, a normal work week begins at 12:00 a.m. Sunday and ends at 11:59 the 

following Saturday.  
• Hours may vary based upon assigned responsibility. Start and end �mes may be adjusted by your 

supervisor/principal.  
• Staff who work eight (8) or more hours per day are en�tled to two 15-minute paid breaks and one 

30-minute unpaid lunch break.  
• Any devia�on from a normal work schedule must be approved by one’s supervisor/principal.  
• Meal�me is a minimum of 30 minutes and is unpaid.   

  

V.  Employee Time Reports  
Classified employees must report �me using Frontline (Veri�me) or the current system adopted by the district for 
such purposes. It is the employee’s responsibility to submit accurate �me reports in a �mely manner. The 
electronic �mekeeping system and associated work records are considered the official record of the workday. By 
law, �me reports must reflect the actual �me worked during the pay period. Falsifica�on of the �mesheet may 
result in immediate dismissal.   
  
It is a job requirement that all support staff must “clock in” at the beginning of their workday and “clock out” at 
the end of the workday. Employees may clock in up to seven (7) minutes before the start of their shi� and clock 
out up to seven (7) minutes a�er the end of their shi�. An employee should never clock in a�er their contracted 
start �me or before their contracted end �me regardless of the rounding of �me the system may do.  Should that 
happen inadvertently, the employee should report the incident to their supervisor.  If found to be clocking in late 
or out early, an employee may be subject to discipline, including but not limited to termina�on. 
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If an employee is approved to take �me off during the day to atend to a personal issue, an hourly employee must 
clock out and back in for the �me they are not working. An employee who regularly fails to “clock in” or “clock 
out” correctly, necessita�ng the supervisor to adjust the �mecard, may receive disciplinary ac�on for failing to 
follow expected �mekeeping mandates per State and federal law. All �mesheets must be approved by the 
supervisor or designee.   
  
Any atempt to tamper with �mekeeping hardware or so�ware will be considered a serious offense. Any 
interference with other employees’ use of the �me repor�ng system will be considered a serious offense. Due to 
the severity of these infrac�ons, tampering with �me reports and/ or �mekeeping hardware or so�ware will result 
in immediate disciplinary ac�on, up to and including immediate termina�on.   
  
If an employee is unable to clock in or out because of a �me clock malfunc�on, it is the employee’s responsibility 
to immediately inform their supervisor. The supervisor or designee will determine the next steps as to 
documenta�on of the employee’s �me report.   
 
REMOTE WORK 
In general, North Adams employees are expected to work on-site during their assigned workday schedules.  
However, there may be �mes for certain classified employees when working remotely is an op�on. To work 
remotely, the following condi�ons must be sa�sfied: 
 

• Approval: Remote work must be approved by the employee’s direct supervisor and 
superintendent (or his/her designee) prior to work commencing. 

• Availability: Employees must be reachable and responsive during their remote work hours.   
• Communica�on: Remote workers should engage in regular communica�on with supervisors 

and team members to provide updates and receive feedback. 
• Produc�vity: Produc�vity levels and �meliness of task comple�on must remain comparable 

to on-site work. 
 

Employees are responsible for se�ng up a conducive work environment at home. This includes: 
• Equipment: Necessary equipment and technology to perform job du�es, including a 

computer, internet access, and any other required tools. The district may provide certain 
equipment, as needed, at the discre�on of the Superintendent.   

 
Employees must adhere to district policies on data security and confiden�ality, ensuring that: 
• Data Protec�on: Sensi�ve informa�on is protected and not disclosed to unauthorized 

individuals. 
• Device Security: Devices used for remote work are secured with appropriate security 

measures, such as an�virus so�ware and strong passwords. 
 
These arrangements will be subject to regular review to ensure they meet opera�onal needs and maintain 
produc�vity standards.  If not, the employee’s supervisor and/or Superintendent (or their designee) may withdraw 
approval to work remotely with or without no�ce. 
 
 

VI.  Leave Days  
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All new hires must be employed for at least sixty (60) days prior to being able to use Personal, Illness, or Vaca�on 
Leave, unless approved by the Supervisor and Superintendent.  
  
A. Personal Leave  

A classified employee shall be granted three (3) days with pay, each school year, for the transac�on of 
personal business that cannot be handled outside of normal working hours. Leave days are adjusted on 
July 1st of each year. Individuals hired a�er the start of the school year will receive Personal Leave on a pro-
rated basis.   
  
If all annually granted personal days are not used, up to two (2) unused days will accumulate as personal 
leave days for the next year. The number of accumulated personal days may not exceed five (5). The 
remainder of unused personal leave days will be added to the illness leave days up to a maximum of ninety-
seven (97) days. Accumulated personal days will not be paid upon separa�on from employment.   
  
Arrangements must be made with the immediate supervisor before leave may be taken except in 
emergency situa�ons. In the event of a school cancella�on which results in eLearning, school year and 
extended school year employees may use their personal days.   
  
Personal leave as specified in the above paragraph will not be allowed on the occasions:   

• 260-day employees: 
o Any day immediately before or a�er a vaca�on day except with a writen request two weeks in 

advance and supervisor permission.   
o Any day immediately before or a�er a holiday or a scheduled district calendar break except with 

a writen request at least two weeks in advance as well as supervisor AND superintendent 
permission.   

• Other non-food service classified employees: 
o Any day immediately before or a�er a holiday or a scheduled district calendar break except with 
a writen request at least two weeks in advance as well as supervisor AND superintendent 
permission.   

• Food service employees  
o Food service employees are en�tled to personal leave as stated above, except no leave shall be 
available within the first 60 days without supervisor permission in wri�ng at least two weeks  
before the desired leave.   

  
B. Personal Illness/Family Illness  

A classified employee will be en�tled to seven (7) paid leave days each school year to be used for illness, 
family illness, accident, doctor’s appointments, etc. Family illness days are to be used when needing to 
care for an immediate family member for whom the employee is the primary caregiver. The employee 
should provide the name and rela�onship of the family member in the “Notes to Administrator” sec�on 
of Frontline Absence Management.  
  
If illness days are not used, they will accumulate to a total of ninety-seven (97) days. Individuals hired a�er 
the start of the school year will receive Illness Days on a pro-rated basis.   

  
Anyone requiring more than three consecu�ve days of Illness Leave or whose use of Illness Leave is 
considered excessive or signals a patern of absences may be required to provide a physician’s statement 
to support the request and to provide confirma�on that the employee has been released to work their 
scheduled job.   
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In the event of a school cancella�on which results in eLearning, employees may use illness leave if their 
personal leave �me has been exhausted. Unused illness days are not payable upon separa�on from 
employment.   

  
C. Bereavement Leave  

1. The employee may be absent from work for up to six (6) workdays for immediate family. These 
days will be granted full compensa�on. Immediate family is defined as spouse, parents (including 
step-parents), child, s�llborn child, miscarriage occurring beyond twelve (12) weeks gesta�on, 
brother, sister, stepbrother, stepsister, father-in-law, mother-in-law, brother-in-law, sister-in-law, 
grandchild, or other persons living in the immediate household.  

2. Three (3) working days shall be granted to the parents experiencing a miscarriage which occurs at 
or before twelve (12) weeks gesta�on and for death of grandparents, step-grandparents, 
grandparents-in-law, and step-grandparents-in-law.  

3. If there is a need for non-consecu�ve leave, the employee may request such at the �me of the 
request for bereavement leave. Documenta�on must be provided to support the need for the non-
consecu�ve days. The supervisor will determine the number of, if any, days which may be non-
consecu�ve as described in Items 1 and 2 above.  

4. The day of the funeral will be granted with full compensa�on for the death of an uncle, aunt, niece, 
nephew, first cousin, foster parent, or foster sibling.   

5. The day of the funeral will be granted to an employee serving as a pallbearer or in another official 
capacity when the above situa�ons do not apply. Verifica�on of this service is required.   

  
D. Unpaid Leave  

Absenteeism can be one of the most serious problems any organiza�on may face. North Adams 
Community Schools considers repeated or habitual absences to be unacceptable and may result in 
disciplinary ac�on, up to and including termina�on.  
  
NACS does not rou�nely grant unpaid personal leave of absence. However, it is recognized that there may 
be situa�ons that require special considera�on. All unpaid leave requests must be submited to the 
Superintendent at least two weeks before the requested unpaid leave and be approved before the 
absence. All eligible paid leave days must be exhausted before a day without pay is considered. Employees 
who are absent using unpaid days for reasons that do not meet the handbook guidelines may be 
recommended for termina�on of employment.   
  

E. Vaca�on Days  
Eligible employees will be granted vaca�on days according to their benefit schedule. A request for using 
vaca�on days should be submited to the employee’s supervisor at least two weeks prior to the intended 
use, except in the case of an emergency. NACS reserves the right to restrict the use of vaca�on days in the 
best interest of the corpora�on. Employees will not be compensated for unused vaca�on days a�er 
separa�on from employment. See Support Staff Employee Benefit Lis�ng (pages 13-14).  
  

Vaca�on days for 260-day (12 month) employees:   
  
1. Vaca�on leave days are based upon the fiscal calendar year July 1st to June 30th each year.  
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2. The number of vaca�on days an employee receives is based on posi�on (see below) and full years of 
con�nuous service as of July 1st. The Superintendent may recognize related experience outside of 
NACS.   

3. Vaca�on days will not accumulate from one year to the next.   
4. Employees working less than a forty (40) hour week will be en�tled to vaca�on �me accumula�on in 

propor�on to full �me employment.  
5. Vaca�on scheduling will be the responsibility of the supervisor and/or the building principal. Every 

effort will be made to accommodate the employee’s request for vaca�on; however, the supervisor 
must be able to assure that needed work can be accomplished in their absence. Only one member of 
the maintenance team may be on vaca�on at any given �me.  

6. Vaca�on requests must be entered into Frontline Absence Management at least two weeks in advance.   
7. If an employee moves from a posi�on that does not include vaca�on into a posi�on that does include 

vaca�on, only those full years worked in the posi�on that includes vaca�on �me will be used to 
calculate the benefit.   

8. A person approved for hire at a July through December board mee�ng will receive three (3) vaca�on 
days to use before the following July 1st. The employee will receive five days on July 1st to be used that 
fiscal year. *   

9. A person approved for hire at a January through June board mee�ng will receive five (5) vaca�on days 
on the following July 1st to be used that fiscal year. *  

10. Employees must be employed a minimum of sixty (60) days prior to using a paid vaca�on day.   
11. Vaca�on days may not be used in an increment of more than five (5) consecu�ve days without prior 

approval of the Superintendent. 
  

Corporation Office Employees – based on full years of con�nuous service as of July 1st.  
     1 year of service  10 days  
   10 years of service  15 days  
   15 years of service  20 days  

  
Custodial, Grounds, and Maintenance Employees—based on full years of con�nuous service as of July  
1st.  
    1 year of service  10 days  
  11 years of service  11 days  
  12 years of service  12 days  
  13 years of service  13 days  
  14 years of service  14 days  
  15 years of service  15 days  
  
*Example of vaca�on for new hires:  

A person hired at the September board mee�ng will receive three (3) vaca�on days to be used by 
June 30th. The individual will receive five (5) vaca�on days on July 1st. A person hired at the 
February board mee�ng will receive five (5) vaca�on days on July 1st.   

  
F. Holidays  

Eligible support staff receive holiday pay as noted in the Support Staff Employee Benefit Lis�ng (pages 
1314).   

Paid Holidays for 260-day (12 month) Employees:  
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• New Years’ Day  
• Good Friday  
• Memorial Day  
• July 4th  
• Labor Day  
• Thanksgiving Day  
• Friday following Thanksgiving Day  
• Christmas Eve  
• Christmas Day  
• New Year’s Eve  

  
Holidays falling on a Saturday will be observed the previous Friday. Holidays falling on a Sunday will be 
observed on the following Monday.   
  

G. Jury Duty   
Jury duty leave with pay will be granted to employees during the �me they are absent for such duty. 
Upon receipt of evidence of jury pay, North Adams Community Schools will deduct the jury duty 
compensa�on, less expenses, from the next regular payroll check.  While on jury duty, employees are 
required to communicate daily with their supervisor about their schedule for the following day.  
Employees must report to work once released from Jury Duty for one day or more. The �me spent on jury 
duty will not be charged against any paid leave and will count as �me spent on the job.   
  

H. Family and Medical Leave (FMLA)  
In accordance with Federal law, North Adams Community Schools provides up to twelve weeks of unpaid 
FMLA leave to eligible employees for their own serious health condi�on, the birth or placement of a child, 
or to care for an immediate family member. FMLA also provides up to twenty-six work weeks of leave to 
care for a covered service member with a serious injury or illness. Employees are eligible if they have 
worked for at least twelve months and at least 1,250 hours over the twelve months prior to the leave 
request. FMLA may run concurrent with paid leave, worker’s compensa�on, or other leave.   
  
Employees are required to provide advance leave no�ce and medical cer�fica�on according to the FMLA. 
Please contact the Payroll & Benefits Coordinator for addi�onal informa�on.  
  

I. Maternity/Paternity Leave/Child Rearing Leave  
Paid leave of three (3) days shall be granted for scheduled workdays when a child is born. If the child is 
born during a �me when an individual is not scheduled to work (for example, summer break), paid leave 
will be available for the next three days when an employee is scheduled to work.   
  
Maternity Leave is defined as the ini�al six weeks a�er delivery or eight weeks a�er a C-sec�on. This is 
straight �me from the date of delivery and includes any breaks (summer, weekends, holidays, etc.). 
Accumulated sick days may be taken with a physician’s statement for Maternity Leave for scheduled 
workdays.   
  
Child Rearing Leave is defined as any addi�onal �me taken a�er Maternity Leave. Child Rearing Leave may 
be taken, without pay, for a period of up to one year immediately following maternity leave or adop�on. 
Sick leave bank days may not be used for maternity, paternity, adop�on, or child rearing leave.  
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VII.  Sick Leave Bank  
  

A. Purpose  
The purpose of the Sick Leave Bank is to help its members with undue financial burdens due to absence 
from work on a long-term basis due to the employee’s illness, injury, or incapacita�on sufficiently severe 
that it would make their presence in school inadvisable. A request form must be submited to the Sick 
Leave Bank commitee for considera�on. Approval is not guaranteed.  
  
Any par�cipa�ng classified staff member who is approved for Sick Leave Bank will, in essence, be 
borrowing paid leave �me.  Any par�cipa�ng employee reques�ng to use Sick Leave Bank agrees to repay 
the Sick Leave Bank at the rate of two (2) days per year over a period of consecu�ve years immediately 
following return to ac�ve employment with NACS. An accelerated repayment plan may be established by 
mutual agreement of the staff person and the Superintendent or designee.   
  
Any par�cipa�ng employee finding it necessary to borrow Sick Leave Bank days and subsequently elec�ng 
not to return to ac�ve employment when eligible to return (eligibility to be determined by a physician 
approved by NACS), or elec�ng to accept employment elsewhere, shall repay NACS in cash. The employee 
agrees that any payments due on separa�on shall be applied to repayment of such borrowed Sick Bank 
�me. He/she shall repay this cash amount in total at their per diem rate at the �me of separa�on from 
North Adams per sick day borrowed. Any payment s�ll due a�er applica�on of separa�on payments may 
be set up on a payment plan for up to three (3) years immediately following his or her health eligibility to 
return to ac�ve employment. All unpaid balance shall be due at the end of the third (3rd) year.  
  
In the case of con�nued disability, re�rement because of a disability, or death, it is understood that the 
par�cipant, par�cipant's family, or estate will have no obliga�on in regard to this agreement. Con�nued 
disability is to be verified by a NACS-approved physician.  
  

B. Administra�on  
The Sick Leave Bank shall be administered by a commitee of five members. The Superintendent shall 
appoint two members who serve in supervisory roles, and the supervisors will select three addi�onal 
members to serve on the commitee. Each commitee member shall be appointed for a two-year period 
and may be reappointed. The en�re membership of the commitee shall select one of their members to 
act as chairperson for the dura�on of the year.   
  
The commitee shall meet during the year as needed. Special mee�ngs may be called by the chairperson 
or at the request of the commitee members. Any official ac�on of the commitee shall require majority 
approval. The quorum of the commitee is three. If an appeal of any commitee decision becomes 
necessary, the appeal will be sent to the School Board of Trustees.   
  
The commitee shall prepare an annual report in conjunc�on with the district’s payroll department.  

    
C. Composi�on of Sick Leave Bank  

Any classified employee is eligible to par�cipate in Sick Leave Bank. To par�cipate, the eligible employee 
must contribute one (1) illness day within ten (10) days of ini�al employment.   
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A�er ini�al enrollment, with the excep�on of new employees, those wishing to enroll must do so during 
the open enrollment period for insurance elec�on and then must donate the number of days equal to the 
days donated by charter members of the program or back to the year of their ini�al employment.  
  

D. Criteria for Use of Sick Leave Bank  
• All accumulated paid leave must be exhausted by the employee  
• The applicant must be a current par�cipant in the bank and employed for at least ninety (90) days 
• Sick Leave Bank is to be used only for the employee’s serious health condi�on  
• The maximum number of days that may be granted is thirty (30) per school year and must be used 

before the last scheduled day of the current school year  
• The minimum number of days for which an employee may request Sick Bank is five (5) days   
• The applicant shall submit medical documenta�on to support the request.   
• The illness or accident must be of a serious or incapacita�ng nature such that it is impossible or 

imprac�cable for the employee to work, as determined by the commitee and with the 
recommenda�on of the atending physician.  

• Sick Leave Bank days may not be used by employees on leave for maternity/paternity/child rearing 
leave.  

• Any member receiving public funds or benefits (i.e., short-term disability) for the illness or 
disability causing the absence is not eligible for Sick Leave Bank benefits.   

• Applica�on for Sick Leave Bank may be made by a personal representa�ve in cases where the 
employee is unable to do so.   

  
For more informa�on regarding Sick Leave Bank, please contact the Payroll & Benefits Coordinator.   
  

IX. Employment Benefits  
A. Indiana Public Re�rement System – INPRS  

Any employee in a posi�on working six hundred (600) or more hours per year will be enrolled in the Indiana 
Public Employees Re�rement Fund (PERF).  All employees in the posi�ons covered will have their 
compensa�on to the fund paid by the school. Eligibility is based on posi�on and number of hours worked. 
PERF is a benefit that provides substan�al income when one is eligible to re�re from the school system. 
Addi�onal informa�on can be found at www.in.gov/INPRS/.  

  
B. Annui�es – 403(b)   

All employees are permited to par�cipate in a 403(b)-tax deferred re�rement program. Please contact the 
Payroll & Benefits Coordinator for a list of approved brokers and available op�ons.   
  

C. Annui�es – 401(a)  
North Adams Community Schools shall establish a qualified re�rement plan as described in sec�on 401(a) 
of the tax code. Any employee contribu�ng to a 403(b) account will have an equal amount, up to 1% of 
their base contract or at-will agreement amount, matched by the school. This match will be contributed 
to an individual separate 401(a) account. Temporary employees, subs�tutes, and employees hired for part-
�me work requiring less than 600 hours per year are ineligible to par�cipate in the 401(a) match.   
  
Each employee shall be twenty percent vested in these individual 401(a) accounts per year with one 
hundred percent (100%) vestment occurring upon the comple�on of the fi�h (5th) year of con�nuous 
employment, regardless of par�cipa�on in the plan during that �me.   
  

http://www.in.gov/INPRS/
http://www.in.gov/INPRS/


18  
  

An employee will be ineligible to receive this benefit if they are discharged and/or fail to return to work on 
schedule following a leave of absence except for cases of serious illness as verified by a medical physician.   
  

D. Medical Insurance  
Employees in an eligible posi�on may enroll in an affordable health insurance plan through NACS. 
Employees become eligible effec�ve the first of the month following 30 days from the date of hire. 
Employee contribu�on to health insurance varies depending upon the job classifica�on of the employee 
and the Benefits Schedule for the posi�on.   
  
If you are enrolled in the NACS Health Insurance Plan, you have op�ons available to meet your specific 
needs. You will have access to the EverSide/Marathon Health Clinic which provides no cost services to the 
par�cipants. Services include primary/acute care, preventa�ve care, medica�on dispensing, laboratory 
services, annual physicals, health coaching, and much more. You will also have access to OC24Health, 
which provides quality healthcare to you at any�me and anywhere through their mobile app.   
  
Employees who choose to waive health insurance during the ini�al enrollment period must sign a waiver 
of coverage and will not be eligible to enroll unless the employee has a special enrollment event or un�l 
the next open enrollment period. Employees will have thirty (30) days from the special enrollment event 
to elect health insurance coverage.   
  
All insurance premiums are deducted in the month prior to the coverage dates. Coverage upon separa�on 
will vary with different policies. Please see the Payroll and Benefits Coordinator to determine coverage.   
  
Health insurance coverage will be from January 1 of each school year through the following December 
31. Benefits paid by the corpora�on cease when the employee terminates his or her services to the 
school corpora�on. All classified employee’s health insurance coverage will cease at the first of the 
month following his/her termina�on.  
 

E. Dental and Vision Insurance  
Employees will be offered Dental and Vision insurance. Employees are responsible for the en�re premium 
for the elected coverage.   
  
All insurance premiums are deducted in the month prior to the coverage dates. Coverage upon separa�on 
will vary with different policies. Please see the Payroll and Benefits Coordinator to determine coverage.   
   

F. Term Life Insurance  
Eligible employees will receive a $15,000 term life insurance policy. North Adams Community Schools pays 
99% of the premium for eligible employees. The cost to the employee will be the annual 1% of the basic 
plan regardless of when they are hired during the plan year. Supplemental and dependent insurance may 
be purchased by the employee at their own expense.   
  
To be eligible for life insurance benefits, the employee must work a minimum of ten hours per week. Bus 
drivers must work a minimum of five hours per week.  
  
Coverage upon separa�on will vary with different policies. Please see the Payroll and Benefits Coordinator 
to determine coverage.   
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G. Employee Assistance Program  
All Employees are eligible to access ComPsych Services. These services may include confiden�al counseling 
sessions, work-life solu�ons, financial informa�on, legal support, estate guidance, etc.   
  
NIS (long-term disability) provides EAP benefits to any employee that works at least 600 hours per year. 
You can receive no-cost confiden�al assistance for a variety of needs and concerns.   
  

H. Sec�on 125   
The benefits provided to employees by Sec�on 125 of the Revenue Act of 1978 shall be made available to 
employees. This employer-sponsored plan allows employees to pay for certain qualified expenses on a 
pretax basis. These out-of-pocket expenses can be broken into three categories: insurance premiums, out-
of-pocket medical expenses, and dependent care expenses.   
  
In addi�on, NACS offers voluntary insurance through American Fidelity Insurance for eligible employees:  

• Accident Insurance  
• Cancer Insurance  
• Short Term Disability Insurance  
• Hospitaliza�on Insurance  
• Cri�cal Illness Insurance  
• Health Savings Account  
• Flexible Spending Account  

  
I. Long Term Disability  

Each regular employee working over 600 hours per school year will be covered by long term disability 
insurance paid by NACS.  
  

I. Longevity Bonus Pay  
Longevity is a bonus paid in addi�on to the employee’s hourly rate based on length of service at North 
Adams Community Schools or recognized years of experience as approved by the Superintendent. The 
current longevity rate is $0.05 per hour.   
  
The years of service used in the calcula�on of longevity are the number of full years of service as of July  
1st. An employee who is hired at a school board mee�ng July 1 through December 31 for a posi�on that  
includes longevity compensa�on will be granted a full year of service on the following July 1. Over�me 
rate does not include longevity bonus pay. The Superintendent may recognize related experience outside 
of NACS.  
 

  K.  Workman’s Compensa�on 
All employees on the payroll of North Adams Community Schools are covered by Workman's 
Compensa�on. Any employee who has a job-related injury must report that injury in the following 
manner and according to the following �melines: 
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In short, a�er no�fying one’s immediate supervisor immediately or as soon as possible and seeking 
treatment, an employee must no�fy the Superintendent's office either by telephone or in person 
(preferably in-person) in order that the proper forms may be completed and then sent to the insurance 
carrier within five (5) working days from the �me of the injury. Without filing the proper forms with the 
insurance company, Workman's Compensa�on claims may not be paid. 
 
PLEASE NOTE: Our Health Insurance Carrier will not pay for any work-related injury claims 
since these must be paid through Workman's Compensa�on. 
 
An employee who is absent from work due to a work-related injury may choose to collect from 
Workman's Compensa�on or take illness leave. If illness leave is chosen, any payment for 
compensa�on sent to the employee must be deposited with the school district. The compensa�on for any 
given day may not exceed one full day's wages through any combina�on of Workman's Compensa�on and 
regular wages.  
 
Employees who are required to atend an appointment related to their injury should, whenever possible, 
report to work before and a�er their appointment.   
 
Any employee found falsifying or making misleading statements in connec�on to a workman’s 
compensa�on claim will be subject to a possible insurance fraud inves�ga�on, which could include 
immediate termina�on and/or arrest. 
 
The State Board of Accounts has ruled, based on the Official Opinion of the Atorney General No. 134 of 
1945, that an employee would be en�tled to receive only the difference between the amount received 
under the Workmen's Compensa�on Act and the full benefit otherwise provided by local board 
regula�ons. 
 
If you have any ques�ons or need further informa�on, please call the Central Office at 260-724-7146. 
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X.  Work Procedures for School Delays and Cancella�ons  
The work schedules for classified employees whose school is closed due to weather-related or emergency 
condi�ons is as follows:  
A. Snow Emergency or Warning Level Travel Emergency Status in Adams County 

• When these travel emergencies are declared by the Indiana Department of Homeland Security (DHS) 
and verified by the Superintendent, employees should not report to work unless requested by the 
superintendent or his/her designee.   

• Two hundred sixty (260)-day employees (district office personnel, secretaries, custodians, grounds, 
and maintenance personnel) may be compensated for up to two days of snow emergency, a�er which 
they will be compensated only for hours worked unless they choose to take personal, vaca�on, or, if 
the former leave is not available, illness leave.  

• All other classified staff will be compensated only for hours worked unless they choose to take 
personal, vaca�on, or, if the former leaves are not available, sick.  

• If make-up days are required, affected classified personnel shall work in the same manner as cer�fied 
personnel.  

• Excep�ons to the above regula�ons may be made by special order of the Superintendent or their 
designee. 
 

B. Early Dismissal--If weather condi�ons deteriorate during the course of a school day and a decision is made 
to dismiss students early: 

• Two hundred sixty (260)-day employees (district office personnel, secretaries, custodians, grounds, 
and maintenance personnel) shall complete their workday unless otherwise ordered by the 
Superintendent. 

• Classified employees will be paid for hours worked. 
• If make-up days are required, affected classified personnel shall work without compensa�on in the 

same manner as cer�fied personnel. 
• Excep�ons to the above may be made by the Superintendent or his/her designee. 

 
C.  Instruc�onal Assistants at All Levels  

• When school is delayed, instruc�onal assistants will report to work later than normally scheduled 
by the number of hours of the delay (two or three hours). For example, if the normal start �me is 
8:00 am and school is delayed two hours, the staff member would report at 10:00 am. If school is 
delayed three hours, the staff members will report at 11:00 a.m.   

• When school is delayed, instruc�onal assistants will end their workday at their regularly scheduled 
�me, unless asked by the principal to stay later.   

• When school is cancelled with NO eLearning, instruc�onal assistants will not report to work, and 
no hours will be reported for that day.  

• When school is cancelled WITH eLearning, instruc�onal assistants may be asked by their 
supervisor to report to work or to work from home. Hours worked should be reported for that day.  
IF instruc�onal assistants are NOT asked to work by their supervisor, the employee may use a 
personal day in order to be paid. If no personal days are available, the employee may use an illness 
day, if desired, to receive pay.  Failure to or the decision to not request personal or illness leave 
will result in an unpaid day. 

• If make-up days are required, affected classified personnel shall work in the same manner as 
cer�fied personnel.  
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D. School Secretaries   
• When school is delayed, only one designated secretary for each the high school and 

elementary/middle school will report to work at their regularly scheduled �me. This designated 
secretary will work their regularly scheduled hours for that day.   

• Non-designated secretaries will report to work later than normally scheduled by the number of hours 
of the delay (two or three hours).   

• When school is delayed and then becomes a cancella�on day, the designated secretary will con�nue 
to either work or be sent home at the discre�on of the highest-ranking administrator in the building.   

• When school is cancelled with NO eLearning, secretaries will not report to work, and no hours will be 
reported for that day.   

• When school is cancelled WITH eLearning, one secretary will work their regularly scheduled day in 
each building. Other secretaries may be asked by their supervisor to report to work. Hours worked 
should be reported for that day.  IF the employee is not asked to report, the employee may use a 
personal then illness day, if desired. 

• If make-up days are required, affected classified personnel shall work in the same manner as cer�fied  
personnel.  

 
E. Custodians, Maintenance, Building and Grounds, Central Office  

• When school is delayed by two hours, the above-listed employees will report to work at their regularly 
scheduled �me. They will work their regularly scheduled hours for that day.  

• When school is cancelled, the above-listed employees will report to work unless other direc�on is 
given by their supervisor. Hours worked should be reported for that day.   

• If make-up days are required, affected classified personnel shall work in the same manner as cer�fied 
personnel.  

  
B.   Other--Any other classified staff will be paid only for the hours worked during these events.   

    
  
XI.  Employee Termina�ons  
  

A. Resigna�on and Re�rements    
A writen no�ce of resigna�on or re�rement is expected at least two weeks in advance of the last intended 
workday. Supervisors are required to obtain writen no�ce and forward the no�ce to the Administra�ve 
Assistant to the Superintendent. The no�ce must specifically state the last day of employment. Employees 
must return all school property, including keys and access cards, to their supervisor prior to or on the final 
date of employment.   
  

B. Dismissal  
Classified employees are considered At-Will Employees. North Adams Community Schools reserves the 
right to terminate employment immediately for the failure of the employee to perform his or her du�es 
in a professional manner and/or for ac�ons which are considered detrimental to the school system.   
  

C. Job Abandonment  
If an employee does not report to work or communicate the absence to their immediate supervisor or 
building administrator for three (3) consecu�ve days, said employee may be terminated due to job 
abandonment. Failure to report will be considered a voluntary resigna�on.  
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XII. Safety and Accident Rules  
  

Safety is a joint venture at North Adams Community Schools. Employees have a duty to comply with the safety 
rules of the School District, including observing all posted safety rules, adhering to all safety instruc�ons provided 
by their supervisor, and using required safety equipment or procedures. An employee’s workspace should be kept 
neat, clean, and orderly.   
  
Employees are required to report any accidents or injuries immediately to a supervisor, even if medical aten�on 
is not required at that �me. Failure to do so may result in a loss of benefits under the state workers’ compensa�on 
law.   
  
Failure to abide by the School District’s safety and accident rules may result in disciplinary ac�on, up to and 
including termina�on.   

  

XIII.  Dual-Employed Individuals  
This sec�on addresses those employees who work in more than one role consistently or intermitently. Some 
examples NACS currently have which fit these situa�ons are teachers who also drive bus or perform custodial 
du�es or a grounds staff person who also drives bus. Indiana State Board of Accounts (SBOA) defines an employee's 
primary job as that job for which the employee is projected to work the most hours and/or days annually. The 
other posi�on will be referred to as the employee’s secondary posi�on. Per SBOA, the employee’s provided 
benefits are based upon the employee’s primary job. See informa�on below for some example situa�ons, although 
this list may not be exhaus�ve.  
  
A. Leave Time  
Leave �me for dual-employed individuals will be based solely on the employee’s primary posi�on. For example, if 
a teacher is also driving a bus, teaching would be the employee’s primary job, which would determine the award 
and usage of leave �me the employee is en�tled to. In this situa�on, the teacher drivers would not use a leave day 
when they could not drive unless they were not going to teach, as well. They simply would not get paid for driving. 
Certainly, they s�ll must follow no�fica�on requirements to their supervisor to make sure coverage occurs when 
they cannot drive.  
  
B. Field Trips/Extra-Curricular Event Driving  
When coaches, teachers, or sponsors with their bus license drive the bus for a field trip or extra-curricular event 
primarily AFTER-HOURS and NOT overnight, they are paid for three (3) hours.  
  
When coaches, teachers, or sponsors with their bus license drive the bus for a field trip or extra-curricular event 
primarily DURING-HOURS, they are paid only for their �me spent actually driving (as opposed to the en�re span 
of �me of event), recognizing a one (1) hour minimum.  
  
C. Contract Time  
For some dual-employed individuals, there may be some overlap in what the expected contract �me or hours for 
their primary role and their secondary role are. For those cer�fied staff who have secondary classified posi�ons, 
it is understood they will fulfill the expecta�ons of �me for their primary posi�on’s contract at another �me and 
as approved by their supervisor.  
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XIV.  Grievance Procedure 
Defini�on: A grievance is a claim by a classified employee of an alleged viola�on, misinterpreta�on, or 
misapplica�on of one of the terms on condi�ons of employment as stated in this classified employee handbook 
or as contained in the writen Board Policy. 
 
PROCEDURE: 
Level 1 - Within twelve (12) calendar days from the �me that the grievant knew or reasonably should have 
known of the grievance, a classified employee with an alleged claim shall first discuss it with his or her 
immediate supervisor with the objec�ve of resolving the mater informally. Within five (5) calendar days a�er 
hearing the grievance, the immediate supervisor shall orally answer the grievant. 
 
Level 2 - In the event that the aggrieved person is not sa�sfied with the disposi�on of his or her claim at the 
previous level or in the event no decision has been made within the five (5) calendar days a�er presenta�on of 
the informal claim, he or she may file a formal grievance in wri�ng on the form provided by the Superintendent’s 
office. The formal writen grievance must contain the name of the grievant, state the facts giving rise to the 
grievance, iden�fy the specific provisions of the classified employee handbook or Board Policy alleged to be 
violated, state the posi�on of the grievant with respect to the grievance, and indicate the specific relief 
sought. The grievance form must be signed by the grievant.  
 
One copy of the formal grievance will be sent to the immediate supervisor within five (5) calendar days a�er 
receipt of the oral answer or, if no oral answer was received, within ten (10) calendar days a�er the mee�ng for 
presenta�on of the informal claim.  
 
Within seven (7) calendar days from the receipt of the writen grievance by the immediate supervisor, the 
supervisor and Superintendent (or his/her designee) shall meet with the aggrieved person in an effort to resolve 
the grievance.  
 
Within seven (7) calendar days a�er the formal hearing, the immediate supervisor shall respond in wri�ng to the 
aggrieved person with his or her answer. Unless the grievance involves the termina�on of the employee's 
Employment Agreement, the ac�on at Level 2 shall be deemed final. If the grievance involves the termina�on of 
an Employment Agreement, the employee may con�nue to Level 3. 
 
Level 3 - Within ten (10) calendar days a�er receiving the writen decision of the immediate supervisor and 
counter-signed by the Superintendent or his/her designee, an appeal from the decision may be made to the 
Board of School Trustees. The Board shall hold a hearing in execu�ve session on the grievance and render its 
decision in wri�ng to the grievant. The Board's decision is final. 
 
OTHER CONSIDERATIONS: 
A. The number of days indicated at each level should be considered as maximum. Efforts should be made to 

expedite the process.  Time limits stated in this grievance procedure may be extended only by the mutual 
writen agreement of the par�es. 

B. Any grievance not advanced from one level to the next within the stated �me limits shall be deemed 
resolved by the answer at the previous level. 

C. Nothing contained in this procedure shall deny to an employee his or her rights under state or federal 
cons�tu�ons and laws. 
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