FALL 2026

SUPPORT
STAFF

EMPLOYEE HANDBOOK

Expectations, employment information, benefits, and procedures

Ay,

B
'?’Oﬁaf School corPo‘a

0%




CHARLES A. BEARD MEMORIAL SCHOOL CORPORATION

TABLE OF CONTENTS

Equal Opportunity and Employee Responsibilities ... 3
Support Staff Expectations and Definitions. ... 4
Employment Standards and Management Rights ... 7
Evaluation, Performance Improvement, and DiscCipling...............cooiiiiiiiiiiiiiiiccee e 8
General Employment INnformation ... 9
Compensation, Payroll, and Personnel RECOrds ............coooiiiiiiiiiiiiiiiie e 10
Fringe BeNefitS .......oooiiiiii e e et e e e e e naeeaas 12
LAV .ttt h ettt ettt nane s 13
Work Schedules and Benefits by POSItion ... 15
Employment NOtifiCatioNS...........oii e 16

Support Staff Employee Handbook | Fall 2026 | Page 2



CHARLES A. BEARD MEMORIAL SCHOOL CORPORATION

EQUAL OPPORTUNITY EMPLOYER

The School Board of Charles A. Beard Memorial School Corporation does not discriminate on the basis of
the Protected Classes of race, color, national origin, sex (including sexual orientation and transgender
identity), disability, age, religion, military status, ancestry, genetic information, or any other legally protected
category (collectively, "Protected Classes"), in its programs and activities, including employment
opportunities. The Corporation intends for all its hiring and employment practices to comply with all Federal
and State laws and administrative guidelines regarding discrimination.

The Corporation intends to observe its responsibilities and procedural safeguards for staff under the
Individuals with Disabilities Act (Section 504), Americans with Disabilities Act (ADA), and Family and Medical
Leave Act (FMLA)

The Corporation intends for no employee to suffer harassment while on the job. This includes supervisory
harassment, worker-to-worker harassment, and harassment by students or patrons. This policy applies to
unlawful conduct occurring on school property, or at another location if such conduct occurs during an activity
sponsored by the Corporation. Any employee or student who feels they are the victim of such harassment
should report such action to their supervisor or the supervisor of the harassing party. In addition, all
Corporation employees, including administrators, professional staff and support staff, shall report any incident
of alleged unlawful harassment or discrimination that the employee observes or which is reported to the
employee. The Corporation will follow procedural due process in following up on the complaint. The
Corporation will investigate all allegations of unlawful harassment or discrimination and, in those cases where
unlawful harassment or discrimination is substantiated, will take immediate steps to end the harassment or
discrimination, prevent its recurrence, and remedy its effects. Individuals who are found to have engaged in
unlawful discrimination/harassment will be subject to appropriate disciplinary action, up to and including
termination of employment. This policy applies not only to administrators, teachers, staff, and all other
personnel, but also the students. See the Anti-Harassment policy for more information. All of us need to
share in the responsibility for avoiding, discouraging, and reporting any form of unlawful
discrimination/harassment.

If you have experienced discrimination in an education or work environment, questions and complaints
alleging such discrimination should be directed to a Complaint Coordinator:
Knightstown High School-Assistant Principal
Knightstown High School
8149 W. US 40
Knightstown, IN 46148
765-345-5153

OR
Knightstown Intermediate School-Assistant Principal
Knightstown Intermediate School
1 Panther Trail
Knightstown, IN 46148
765-345-5455

Child Abuse Reporting

The Corporation is concerned with the physical and mental well-being of all children and will cooperate in
the identification and reporting of suspected cases of child abuse and neglect in accordance with law.

If an employee has reason to believe that a student is the victim of child abuse or neglect, that employee
shall immediately make an oral report to the Department of Child Services (DCS) at 1-800-800-5556 or to
local law enforcement. After the report is made, the employee shall immediately notify the building
administrator if the building administrator was not with the employee when the report to DCS or law
enforcement was made. If appropriate, the building administrator may also immediately report to the
Superintendent or designee.

Information concerning alleged child abuse or neglect of a student is confidential information and is not to
be shared with anyone other than the administration or the reporting agency.

An employee who violates this policy may be subject to disciplinary action, up to and including
termination.
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CHARLES A. BEARD MEMORIAL SCHOOL CORPORATION

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

EXPECTATIONS

The Charles A. Beard Memorial Board of School Trustees (Board) will conduct its business relationships
with non-teaching personnel in a professional manner and will review wages and working conditions on a
regular basis.

The Superintendent of Schools shall designate the supervisory person under whom each category of
employees shall work. This handbook establishes employment conditions for classified staff except when an
employee’s individual contract states otherwise.

Classified personnel are employed with the understanding there is a job to be done and when working in
any situation are subject to assignment changes by the supervisory person designated by the Superintendent
and explained in the Assignment and Transfer of Support Staff policy. The supervisory person may vary
assignments as he or she deems advisable to complete the tasks at hand.

Each time the Superintendent reviews wages and working conditions/hours for non-teaching personnel
the following items will be determined:
1. The number of days each category of employees will work during the ensuing year
2. The number of hours in a work day or work week for each category of employees
3. Fringe benefits
4. Wages
5. Job Descriptions and Nature of work to be done

All classified employees will be paid every two (2) weeks according to established Pay Periods and Pay
Dates unless notified by the Administration Office for exceptions.

All hourly classified employees are to use time clocks or time cards to report hours of work. All overtime
must be approved by the supervisor of the particular category of employees before the overtime is worked.
All overtime is to be reported on the individual time sheet or time card. See also the Fair Labor Standards Act
policy.

All time sheets and time cards must be signed by the designated supervisor and delivered to the
Administration Building by 10:00 am on the Monday following the last day worked in pay period unless
otherwise specified in advance. We cannot guarantee pay with the corresponding payroll date if this
procedure is not followed.

In addition, support staff may not clock in more than five (5) minutes before beginning or ending a
shift unless authorized in advance by supervisor.

The Charles A. Beard Memorial School Corporation maintains the following:

All employees are hired on at at-will basis.

Each person’s employment is for no specific term.

Either the employee or the employer has the right to terminate the relationship at any time.
Nothing in the handbook should be construed as a contract or a guarantee of future employment.
The current edition of the handbook supersedes all previous versions.
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CHARLES A. BEARD MEMORIAL SCHOOL CORPORATION

DEFINITIONS

Employee Descriptions:

Full-Time:
A full-time employee is defined as an employee who works 37.5 hours or more per week.

Part-Time:
A part-time employee is defined as an employee who works less than 37.5 hours per week.

Substitute Employee:

A substitute employee is defined as an employee who is employed on an as-needed basis. These
employees are not considered full or part-time and are generally not eligible to receive unemployment or
fringe benefits from the Corporation.

12-Month Employee:

A 12-month employee is defined as any full-time employee who works twelve (12) months or year-round.
This employee works 260 days and will receive paid holidays established annually by the Superintendent of
Schools.

Job Classifications:

Aide:

An aide is defined as an employee who works directly with students on a daily basis and works student
days only unless otherwise specified by the building administrator or Superintendent. These positions include
but are not limited to: Health/Medical Assistant, Media Aide, Instructional Aide, and Title | Aide.

Clerical/Administrative Assistant:

These employees work directly for building administration or Support Staff Directors. These positions
include but are not limited to: Building Administrative Assistant/Treasurer, Guidance Administrative
Assistant, Attendance Administrative Assistant, Athletic/Transportation Support, ISS Room Monitor, Help
Desk Support and Network Services Support.

Director:

These employees are the Department Heads of Support Staff. They include, but are not limited to: Food
Service Director, Health Services, Director of Business/ Corporation Treasurer, Operations Director, and
Transportation Director.

Grounds Personnel:
These employees are under the direction of the Transportation Director and work closely to ensure proper
upkeep of grounds and grounds equipment.

Kitchen Manager:

This employee is responsible for the supervision, training and management of the food service operation
in the kitchen assigned. This position is supervised by the Food Service Director as well as the building
administrator.

Head Cook/Line Cooks:

These employees are responsible for food preparation, baking, cooking meals as directed by the Kitchen
Manager. The Head Cook position will assume the duties of Kitchen Manager in the absence of the Kitchen
Manager.

Head Custodian/Custodian:

The Head Custodian and all custodial staff are responsible for the appearance and upkeep of the building
assigned. Custodians may be transferred between buildings if necessary. These employees are supervised
by the building administrator in the building assigned.

Maintenance:
These employees are responsible for the upkeep and maintenance on equipment and buildings of the
Corporation. These employees are supervised by the Director of Operations.
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Mechanic Assistant:
This position is defined as an employee who reports directly to the Transportation Director and assists
with the upkeep and maintenance of all transportation equipment.

Substitute Employees:

This classification is defined as any employee completing the job duties in the place of a regularly
scheduled CAB employee. These employees will be paid according to the substitute rate schedule
established by the Administration Office.

Miscellaneous Descriptions:

Anniversary Date:
This is the recurring date of the first day of employment with the Corporation.

Benefit Eligibility:

Corporation benefits are defined in this handbook by the individual positions and hours. Part-time,
Substitute, and Temporary employees are generally not eligible to receive benefits, including paid leave
days.

Employment Year:
The fiscal year will run from July 1 to June 30 of each year.

School Year:
The school year will run from the first teacher day to the last teacher day of each academic year.

Support staff employment year may be based on a fiscal year, school year, or student school year.

Student School Year:
The student school year will run from the first student day to the last student day and will consist of only
those days students are in class.

Work Week:
A work week is defined as the seven (7) day period of time beginning on Monday at 12:00 a.m. and
continuing to the following Sunday at midnight.

Drug-Free Workplace Policy

Employees possessing, using, selling, or buying any alcoholic beverage, narcotic, hallucinogenic drug,
marijuana, barbiturate, amphetamine, intoxicant or other illegal chemical substance during working hours or
on school premises, or reporting to work under the influence of any of the above will be subject to
disciplinary action including, but not limited to, suspension with or without pay, or termination of
employment. Area law enforcement agencies will be informed of any such occurrence.

Employees with a chemical dependency, but who have not committed acts as outlined in paragraph one,
shall not have their job security affected by a diagnosis itself or a request for treatment.

Once chemical dependency has been professionally diagnosed, it is the responsibility of the employee to
cooperate with professionally prescribed treatment. Should the employee refuse to seek treatment, and the
illness persists, the situation shall be handled as any other case, which adversely affects job performance.
The case shall be reviewed and suitable action including, but not limited to, termination of employment, will
be taken.

The confidential nature of medical and personnel records of any employee with chemical dependency
shall be preserved in the same manner as all other records.

Information regarding Resources for Drug and Alcohol Abuse Treatment will be available upon request. It
is the individual employee’s responsibility to seek treatment, if needed.

As a role model for young people, school employees are encouraged to set a positive example by
refraining from the use of chemical substances.

Bus Drivers with CDL are subject to Substance Abuse Policy of Employees with Commercial Driver’s
License for Compliance with 49 C.F.R. Part 382.601 and 49 C.F.R. Part 40. See the Drug and Alcohol
Testing of Commercial Driver’s License Holders policy for more information.
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EMPLOYMENT-AT-WILL DOCTRINE

Charles A. Beard Memorial School Corporation hires all support staff employees not covered by the terms
of a negotiated agreement on an “at-will” basis. Their continued employment is not guaranteed nor for any
specific terms. The Corporation reserves the right to terminate this relationship at any time. Nothing
contained in the Support Staff Employee Handbook can be construed as a contract or guarantee of continued
employment.

As a condition of employment, all support staff employees certify that the information contained in their
application is correct to the best of their knowledge and understand that falsification of such information is
grounds for dismissal in accordance with the Employment of Support Staff policy.

Such employees also authorize the references listed in their application for employment to give any and
all information concerning previous employment and any pertinent information they may have, personal or
otherwise, and release all parties from liability for any damage that may result from furnishing same to
Charles A. Beard Memorial School Corporation.

In consideration of employment, employees agree to conform to the rules and regulations of Charles A.
Beard Memorial School Corporation; and employment and compensation can be terminated, with or without
cause, and with or without notice, at any time, at the option of either the Corporation or employee.

Employees also should understand that no manager or representative of the Corporation other than the
Superintendent or the School Board has any authority to enter into any agreement for employment for any
specified period of time, or to make any agreement contrary to the foregoing.

Nepotism and Conflicts of Interest

Employees shall avoid actual or apparent conflicts between their personal interests and their duties to the
Corporation. Employees may not use their position, confidential information, Corporation resources, or
influence for personal gain or for the benefit of a family member or another person with whom the employee
has a personal or financial relationship. Employees must promptly disclose any actual or potential conflict to
the Superintendent or designee and comply with any direction given to remove or manage the conflict.
Employment, supervision, evaluation, compensation, or other personnel decisions involving a relative or
member of the same household must be disclosed and will be handled in accordance with applicable law and
Board policy. Failure to disclose or comply may result in disciplinary action, up to and including termination of
employment.

MANAGEMENT RIGHTS

The Board and School Administration have a responsibility and the authority to manage and direct, on
behalf of the public, the operations and activities of the school corporation to the full extent authorized by law
and Board Policy. Such responsibility and authority shall include, but not be limited to, the right of the school
employer to:

1. Direct the work of its employees;

Establish policy;

Hire, promote, demote, transfer, assign and retain corporation employees;
Suspend or discharge its employees in accordance with applicable law,
Maintain the efficiency of school operations;

AN

Relieve its employees from duties due to a lack of work or other legitimate reasons;
7. Take actions necessary to carry out the mission of the public schools as provided by law.

Transfers may be made upon the initiative of the Superintendent or other supervisory personnel for any
reasons which, in the judgment of the Superintendent, shall serve the best interest of the School Corporation.

Confidentiality

All information about students and/or employees should be treated with the strictest confidence.
Disclosure of confidential information gained through employment is an act of prohibited conduct subject to

Support Staff Employee Handbook | Fall 2026 | Page 7



CHARLES A. BEARD MEMORIAL SCHOOL CORPORATION

formal disciplinary action, up to and including termination. Any information concerning a student or
employees’ family, financial condition, or personal situations is strictly confidential and must not be shared.

Evaluation Policy and Procedure:

The School Board recognizes the importance of implementing a program of support staff evaluations for
the purpose of promoting individual job performance and improving services to students.

The goals of the Board’s evaluation plan for support staff are to:

A. Improve and reinforce the skills, attitudes, and abilities which enable a support staff
member to be effective in achieving assigned job goals;

B. Identify and remediate weaknesses which prevent a support staff member from achieving the
goals of assigned duties.

Evaluations should meet the following conditions:
A. Evaluations are conducted annually.

B. Job objectives are clearly stated, are complete and accurate in content, and are agreed upon
by the evaluator and employee.

C. Factors hindering achievement of job objectives are clearly-defined
D. The confidentiality of the support staff member is protected.
Intended Outcome of the Evaluation Plan:

The procedures should produce conclusions that:

A. Include clear description of result(s) and/or performance that meet or exceed described
standards.

B. Include clear description of result(s) and/or performance that fall below such standards.

C. Are complete (no missing elements), accurate (no factual errors or unsupported inferences),
and clear (understandable by all relevant parties).

D. Indicate priorities for closing important gaps between current results/performance and
expected results/performance.

PROCESS FOR ADDRESSING UNSATISFACTORY PERFORMANCE
AND INAPPROPRIATE BEHAVIOR

1. Unsatisfactory Performance (Improvement Plan Process) - If you are having difficulty performing
your job in a satisfactory manner, your supervisor will advise you of such and will coach you about improving
your performance through an Improvement Plan. The purpose of this Plan is to help you identify what action
you must take to improve your performance, which will include identifying problems and seeking solutions. If
you continue to perform at an unsatisfactory level despite being given sufficient time and support to correct
your performance deficiencies, or your performance declines following a consistent period of satisfactory
performance, you may be terminated.

2. Inappropriate Behavior (Discipline Process) - The Corporation will ordinarily issue progressive
discipline as follows to correct recent and prevent future inappropriate behavior:

a. Discussion with your supervisor (verbal warning); the supervisor will document the
discussion in writing;

b. Written warning;
c. Suspension and/or Final Warning;
d. Termination

The Corporation reserves the right to bypass progressive discipline steps when warranted by the severity
and impact of the behavior. In such cases, the severity of the conduct and your employment history may be
considered in determining the level of disciplinary action issued, which could include immediate termination.

Examples of severe offenses for which an immediate suspension or termination may be issued include,
but are not limited to:
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Theft;

Physical violence (or threats of such);
Sexual Harassment;

Child Abuse;

Criminal Conviction;

Verbal harassment or threats to anyone associated with the Charles A. Beard Memorial
School Corporation;

Mmoo a0 o

Tobacco use and vaping
Violation of the drug-free workplace policy;

TP

1. Possession, consumption, or being under the influence of alcohol or drugs on Charles A.
Beard Memorial School Corporation property or at Charles A. Beard Memorial School
Corporation functions;

Committing unsafe acts;

Failure to report a work-related accident;

Falsification of any Charles A. Beard Memorial School Corporation record, including
applications and time sheets/cards;

J-

k. Repeated behavior that is disruptive to the work of other employees;
L.

m.

n. Insubordination

Three (3) days of absence with no communication or excuse provided will be treated as job
abandonment/a voluntary resignation.

GENERAL INFORMATION

Weather Delays and Cancellations

Delays - Employees are required to report at their regular time unless the Superintendent or designee
informs them otherwise.

Cancellations - Central Office maintains a list of staff members required to report on cancellation days.
The list is reviewed annually, and affected employees are notified each year.

Employees should monitor official Corporation communications for delay, cancellation, virtual instruction,
and make-up day information.

In the event of heavy fog conditions or other short term weather conditions, school opening (and bus route
schedules) may be delayed and announced over the website, school messenger system, and local
radio/television stations.

Compensation during Closings/Delays or Weather Make-Up Days:

All support staff employees will be paid from their time sheets/cards for days or hours actually worked,
according to the current rate for their category of employment. The approved job description for each
category of support staff employee indicates the number of days and expected length of work day

Military Service Credit and Post-Deployment Reinstatement (USERRA):

Support staff employees are eligible for leave for military service credit and post-deployment
reinstatement in accordance with law and the Military Leave policy.

Criminal History and Child Protection Checks

Employees must notify the Superintendent or designee in writing within forty-eight (48) hours of any
arrest, the filing of criminal charges, a conviction, or a substantiated finding of child abuse or neglect,
consistent with the Personal Background Checks, References, and Mandatory Reporting of Convictions,
Substantiated Child Abuse, and Arrests policy.

Applicants whose work is likely to involve direct, ongoing contact with children are subject to an expanded
criminal history check and an Indiana expanded child protection index check within the timelines required by
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law. Covered employees are subject to updated checks at least every five years, and the Corporation may
require additional checks when permitted by law.

Each individual who is hired by Charles A. Beard Memorial School Corporation for any position will be
required, at the time of hiring, to have a comprehensive criminal history check and sex offender registry
check completed in accordance with the Personal Background Checks, References, and Mandatory
Reporting policy. The corporation maintains the right to request a National Criminal History Check on any at-
will employee at any time during their employment.

Employment Procedures/Responsibilities/Qualifications:

Persons desiring to be employed by Charles A. Beard Memorial School Corporation in a support staff
capacity shall file an application at the Administration Office where it will remain on file as per Indiana's
record retention schedule. Once vacancies are determined to exist, each position will be posted within and/or
outside the school corporation as necessary.

Support staff, as a vital factor in accomplishing the mission of the corporation, must present themselves,
the schools, and the Community with dignity and honor and perform all tasks required of the position.

To provide structure and guidance for employees, job descriptions defining responsibilities and duties,
approved by the Superintendent, will be provided each employee.

Each employee must be trustworthy and of good moral character. Where applicable, employees must be
eligible for a valid license or certification and possess said license or certification prior to being officially
employed.

Lactation

In accordance with applicable law, the Corporation supports employees who decide to breastfeed their
infants by providing additional unpaid break time for lactating employees to express breast milk on School
Corporation premises.

Prior to returning to work from maternity leave, the employee must notify her supervisor of her intent to
continue breastfeeding and of her need to express milk during work hours. An employee can express milk
during regularly scheduled break periods for up to one year following the birth of the employee’s child. Should
the employee require additional and/or longer breaks, the need for additional time will be accommodated but
shall be unpaid.

The administration shall designate a private area, other than a restroom, where an employee can express
breast milk, including a place to sit, a flat surface for a pump, an electrical outlet, and a place to safely store
milk. The designated area shall be a space where intrusion from coworkers, students and the public can be
prevented and an employee using this area can be shielded from view.

Lunch Break:

Hourly employees are entitled to the lunch period associated with their position, if applicable. Therefore, it
is prohibited that any employee be required to continue to work at their station during their lunch period.
Eligible employees shall be given a thirty (30) minute unpaid lunch each day. Time sheets/cards should
indicate the time taken for lunch breaks each day (discretion of each building administrator). Employees
whose regular schedule is at least seven hours per day may take a thirty minute paid lunch break each day.
Employees who opt not to take their lunch break will not be credited or otherwise compensated for this
choice.

Overtime Policy:

Charles A. Beard Memorial School Corporation adheres to The Fair Labor Standards Act, which is the
federal law regulating hourly wage rates and overtime pay. The Act does not regulate hours. Essentially, it
establishes a minimum wage and regulates the conditions under which hours of work must be compensated
at the premium rate of time and one-half. Overtime work is only that which exceeds forty (40) hours in a work
week less any form of leave; holiday, vacation, personal, sick, or emergency leave. Any overtime must have
prior administrative approval except in compelling (where director/employee have previously discussed a
need) or emergency situations, in which case, the direct supervisor should be notified as soon as possible.
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The following rules apply:

1. No support staff non-exempt employee is permitted to work any overtime for pay except
as authorized by the superintendent, building principal/assistant principal, or support
staff director.

2. Therefore, non-exempt employees are authorized routinely to work only during the
stated hours and days of their assignment and not for overtime pay unless otherwise
authorized/permitted in item #1 above.

3. Any employee who works unauthorized overtime will be subject to disciplinary
actions.

Payroll Information:

All employee work hours and schedules shall be established by the employee’s designated supervisor
and authorized by the Superintendent or designee. Work schedules shall be established based upon the
needs of specific assignments or duties. All employment is established on an at-will basis. The establishment
of employee hours and wages shall not be construed as a guarantee of a minimum period of employment or
earnings.

The building administrator or support staff director shall be responsible for verifying the accuracy
of time cards/sheets for hourly employees. Time cards/sheets shall reflect accurate work hours, leaves or
other credits based upon adopted policy. Partial hours shall be reported to the next quarter hour (15-minute
increments).

Overtime for all support staff must be approved by the department director and/or building administrator
(except in emergency situations) before such work is scheduled to begin. (see the Overtime Compensation
policy)

Salary payments shall be bi-weekly according to the pay schedule. The Corporation will make payroll
deductions, such as for taxes and benefits, as required or authorized by applicable law. If you believe that
there has been an improper deduction from your paycheck, please contact the Central Office.

Eligible school-year employees may elect to receive their annual wages over eighteen (18) pays in
accordance with the Corporation’s annual payroll election procedures. Employees working at least 220 days
may be eligible for other extended-pay arrangements approved by the Business Office.

Personnel Records:

A confidential personnel file is maintained for every employee, and may include but is not limited to the
following:

e Job Application

e Verification of previous employment

e Wage/salary information

e Job Responsibilities and Performance Evaluations

e Changes in employment status

e Acts of Commendation

e Disciplinary Actions

e Fringe Benefit Application and Beneficiary information
e Federal and State Tax information

e Record of job-related training and development

e Termination information

If you wish to review your personnel file, you may do so by contacting Central Office. You may have a
copy of any document in your personnel file, but if the copying is extensive, you may be subject to the fee
schedule established by the School Board of Trustees.

Resignation/Termination:

The Charles A. Beard Memorial School Corporation recognizes the value of retaining experienced
employees and the high costs resulting from frequent turnovers. Therefore, we try to minimize the need for
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and incidence of termination of Charles A. Beard Memorial School Corporation employees, either voluntarily
or involuntarily. However, the employment of any person covered by the policies and practices in this
Employee Handbook may be terminated at any time with or without cause or advance notice.

You may resign from the Charles A. Beard Memorial School Corporation at any time. Each employee
shall give at least a two (2) week notice of their intention to resign. The same notice period shall be given by
the school corporation if employment is to be discontinued, except in the case of immediate dismissal. As
established in School Board Policy, a resignation is considered received and may not be rescinded following
submission to the Superintendent or designee unless otherwise determined by the School Board.

FRINGE BENEFITS

Health Insurance

Participation in the Charles A. Beard Memorial School Corporation hospital, medical and major medical
insurance program will be available for each support staff who works 30 hours or more per week in the
school corporation, subject to the following conditions:

1. The support staff must elect to participate in the program by executing the proper forms within
thirty (30) days of a qualifying event (hire date, spouse employment change, addition of a
dependent, etc.). If an eligible employee chooses not to enroll in the insurance program, the
board’s participating share of premiums will be forfeited. For selected categories of support staff,
the school corporation may pay a portion of the total cost of hospital, medical and major medical
insurance. This portion will be determined and premium paid as follows:

1. The employee’s share of the total cost for the insurance program will be deducted from
his/her paycheck, over a period determined by the number of pay-per year during the
employment period.

2. When an employee does not complete a term of employment the employer’s share will be
pro-rated.

3. The employer’s share of the total cost will be paid in equal monthly payments.

4. The employer’s share will be the amount specified by the Charles A. Beard Memorial
School Corporation Board of School Trustees.

The Corporation’s premium contribution can be found in the annual rate sheet available from the
Corporation’s website.

Life Insurance

The Board makes a group life insurance policy available to eligible support staff who work thirty (30) hours
or more per week and wish to participate. Employees enrolled in the Corporation's health insurance may
elect a fifty-thousand-dollar ($50,000) death benefit, with double indemnity for accidental death. Eligible
employees who do not enroll in health insurance may elect a ninety-six-thousand-dollar ($96,000) death
benefit. Coverage above $50,000 may result in imputed income under federal tax law. The Board pays the
full premium except for an employee contribution of twenty-five cents ($0.25). Employees must enroll within
thirty (30) days of their hire date.

Long-Term Disability

The Board will contribute up to $125 per year toward the annual premium for all eligible support staff (30
hours or more a week) who wish to participate in this School Corporation’s group long-term disability
insurance plan. The balance (if any) will be paid by the employee. Selection of the plan carrier shall be
determined solely by the Board. Employees must sign up within 30 days of hire date.

Public Employees’ Retirement Fund (PERF)

Charles A. Beard Memorial School Corporation employees in PERF covered positions are required to
participate in the Public Employees’ Retirement Fund (PERF) which is a retirement plan for public employees
administered by the state of Indiana. Under state law, you must contribute three percent (3%) of your gross
pay to this plan through payroll deduction. PERF is intended to assure you a retirement income related to
your salary and your length of service with the Charles A. Beard Memorial School Corporation or other
Indiana Public employers.
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PERF-covered positions include Food Service Director, Head Cook & Kitchen Manager, Custodians,
Media Aide, Nurse, Administrative Staff, Administrative Assistant, Speech Pathologist, Adjunct Teachers,
Director of Safety and Security & Transportation Maintenance. Employee must enroll at time of hire.

Section 125 (Non-Reimbursed Medical)

Eligible support staff (17.5 hours or more a week) may participate in this School Corporation’s flexible
benefits plan, with all premiums paid by the participating employee. Such plan shall be solely determined and
adopted by the Board under the provisions of Section 125 of the Internal Revenue Service Code. The plan
will provide for the following benefits, through salary reduction agreements: the employee share of group
insurance premiums; non-reimbursed medical care accounts; dependent care assistance accounts; and other
benefits provided through the plan.

HSA - Health Savings Account

Employees enrolled in a high-deductible health plan through the Corporation may participate in this
voluntary, employee-funded, pre-tax savings account to help pay medical expenses. MainSource Bank
administers the HSA. After the account is established, the employee should submit a Direct Deposit Election
Form to the Administration Office to authorize contributions.

403(b) IRS Code

The Board agrees to establish a qualified IRS Code Section 403(b) for all eligible support staff (40 hours
per week). The plan may include provisions allowing salary reduction contributions. The Board shall contribute
a match of up to 2.5% of the employee’s salary into a qualified IRS Code Section 403(b) annuity plan. Within
the provisions of the IRS Code, the plan shall be fully and immediately vested for all contributions, shall be
portable, and include the availability of loans and hardship withdrawals.

VEBA -Voluntary Employee Benefit Association

The Board shall establish a VEBA Plan and a VEBA account for each eligible full-time employee and shall
contribute an amount equal to 1.5% of the employee’s salary into each employee’s VEBA account. Such
deposits shall be made incrementally (1.5% of annual amount) on a monthly basis. Support Staff members will
be considered 100% vested in this program.

Food Service
Food Service employees are eligible for an annual $35 clothing allowance.

LEAVE

Call-In Policy

All employees who must take any type of leave must notify the Corporation in accordance with
requirements for the type of leave requested. At a minimum, an employee who must use leave for an
emergency or unforeseen reason must call in and inform the employee’s supervisor at the time the employee
needs to start taking leave.

Types of Leave

Bereavement:

Each support staff employee shall be entitled to be absent from work without loss of compensation for a
period not to exceed seven (7) consecutive work days from the time of death of a father, mother, husband,
wife, child, father-in-law, mother-in-law, or any person domiciled in the employees home. Should the
employee not use all seven work days at the time of bereavement, up to two (2) days remaining of the seven
work days shall be available during the same school year for the employee to settle estate matters. Five of
the seven work days must be within a twelve calendar day period beginning with the first day of the leave.
These days shall not reduce any accumulated sick leave.

The employee shall be granted up to five (5) consecutive work days from the time of death of a
grandparent, grandchild, brother, sister, sister-in-law, brother-in-law, son-in-law, daughter-in-law, aunt, or
uncle. These days shall not reduce any accumulated sick leave. Should the employee not use all five work
days at the time of the bereavement, up to two days remaining of the actual work days unused shall be
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available during the same school year for the employee to assist the family with settlement of estate matters.
Three of the five work days must be within a ten-calendar day period beginning with the first day of the leave.

Bereavement leave shall begin on either the day of death of the relative or the day following the day of
death. When the funeral or memorial service is scheduled to be outside this time period, the employee may
request of the Superintendent or his/her designee to begin the bereavement leave at a time other than the
day of death or the day after death.

Court/Jury Duty:

Any employee who is called to Court/Jury Duty is permitted to fulfill this civic obligation and will be paid his
regular wages for days lost from work less the amount received for Jury Duty or as a witness fee, other than
mileage reimbursement. Documentation is required from the court to receive payment from the corporation.
Since the employee is being paid for the whole day lost, he or she is expected to report to school for work on
any regular hours when he/she is not on actual court/jury duty. For example, you sign in for jury duty and are
dismissed by 10:00 am; then you should report to work the remainder of your regular work day.

Emergency:

Each full-time employee, upon approval of the Principal and Superintendent, shall be entitled to
Emergency Leave of no more than the total for their particular position, per school year, for the following
reasons:

a. Emergency illness in the immediate family, defined as husband, wife, child, parent, or other
person regularly domiciled in the employee’s home.

b. Death outside of the immediate family of a relative or close friend not provided for in
Bereavement Leave.

¢. An Emergency in the home.

Personal:

Each full-time employee, upon approval of the Principal and Superintendent, shall be entitled to personal
leave not to exceed the number designated for their position to conduct personal business. Unused personal
leave days shall be added to the employee’s sick days to the allowable position total.

Professional:

Each full-time employee, upon approval of the Principal and Superintendent, shall be granted leave for
professional development opportunities. These opportunities should pertain to specific job duties, unless
otherwise approved. These requests should be approved by the Superintendent no less than one (1) week in
advance.

Sick:

Each full-time employee, shall be entitled to be absent from work, without loss of compensation, for a
period not to exceed the number of sick days per year, or total accumulated sick days allowed for their
particular position. Any sick leave that extends beyond three (3) consecutive days may require medical
documentation. Unused sick days will accumulate to 75. Employees currently over the 75 threshold will not
receive any further days until their allotment goes below the cap.

Family-Medical Leave:

In accordance with federal law and the Family and Medical Leave policy, if an employee is in need of
leave due to their own or their parent’s, spouse’s, or child’s serious health condition, due to the birth or
placement of the employee’s child, or for certain reasons related to military deployment, and the employee
has worked for at least 1250 hours for the Corporation over the 12 months preceding the leave, the employee
would be eligible for up to 12 weeks (or 26 for certain military leaves) of unpaid leave, which provides job and
benefits protection. To the extent an employee on FMLA leave has accrued paid leave offered by the school
corporation, such paid leave will run concurrently. For additional information pertaining to FMLA, employees
should refer to the Family and Medical Leave administrative guideline and the Corporation’s Bylaws and
Policies found on the School Corporation’s website at http://www.cabeard.k12.in.us. It is extremely important
that, if you are granted FMLA, that you meet with the Payroll and Benefits Office prior to that leave starting.

Other Unpaid:
Unpaid leave days will only be granted if appropriate leave days have been exhausted and granting of the
days will not negatively impact the school district. Deductions in pay will be at the employee’s daily rate and
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may result in a decrease in benefits. All unpaid leave must be approved in advance by the Superintendent or
Director of Business. Disciplinary action, up to and including termination, may occur if an employee is absent
without authorization.

Vacation:

A twelve (12) month employee, whose hire date is on or before December 31, is entitled to five days paid
vacation leave prior to June 30. A hire date of January 1 or after, the employee will not receive paid vacation
leave until July 1.

Eligible full-time employees will receive five (5) days of paid vacation leave on July 1 if they have not been
employed for one full year. Eligible employees who have been employed one full year prior to July 1 will
receive ten (10) days of paid vacation. Employees will receive fifteen (15) days of paid vacation leave on July
1 following their ten (10) year anniversary date and twenty (20) days of paid vacation leave on July 1
following their fifteen (15) year anniversary date.

Custodian and Maintenance personnel may use vacation leave any time, as long as it is approved by
supervisors and administration, and scheduled at least thirty (30) days in advance. Other twelve (12) month
employees must arrange vacation leave with their department directors and the Superintendent to obtain
approval.

Vacation days will not roll over and must be used within the employment year. (7/1 to 6/30)
Retirement:

After ten (10) years of continuous service with the Charles A. Beard Memorial School Corporation, an
employee who meets all of the following criteria will be entitled to severance at retirement.

1. Support staff employees of CAB Corporation in a Public Employees Retirement Fund
covered position.

2. Employee must be a minimum of sixty-two (62) years of age at retirement or meet PERF
eligibility rules.

3. Employee must provide notification of intent to retire by March 1 of the year prior to
retirement. This requirement may be waived by the Board of Education.

Severance Benefit
The severance benefit is Fifteen dollars ($15.00) per day for all (100%) accumulated sick leave (to the
allowable total). The employee must have worked in the corporation for 10 or more years.

WORK DAYS, HOURS, INSURANCE, AND RETIREMENT BENEFITS BY
POSITION

This document is intended as a summary of benefits only. In the case of differences between this
handbook and the Plan Document, the Plan Document shall prevail.

Aides

Media/Medical Assistant/Instructional/Title |
Work Schedules — As Determined by Administration
e Media Aide — 27.5 - 40 Hours/Week — 181 - 185 days/year

e Medical Assistant — No more than 40 Hours/Week — 195 days/year
e |Instructional Aide — 27.5 - 35 Hours/Week — 150 - 185 days/year
e Title | Aide — 27.5 - 35 Hours/Week — 181 days/year

Kitchen Manager/Head Cook/Line Cooks
Work Schedules
e  Kitchen Managers — No more than 37.5 Hours/Week depending on building assignment

e Head Cook — No more than 27.5 Hours/Week depending on building assignment
e Cook — No more than 25 Hours/Week depending on building assignment
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e All Kitchen Staff work 185 days unless otherwise specified by Food Service Director
Emergency/Personal/Sick Days — Kitchen Managers (employees with 37.5 hours/week are eligible)
e 3 Emergency Days (cannot accumulate)

e 3 Personal Days (cannot accumulate-roll over to sick days at end of school year)

e 8 Sick Days (can accumulate up to 75)

Custodians
Work Schedules
e Head Custodian - 40 Hours/Week — 260 Days/Year
e  Full-Time Custodian —40 Hours/Week - 215 Days/Year
e Part-Time Custodian — 5.5 Hours/Day — 215 Days/Year
e Half-Time Custodian — 4.0 Hours/Day — 215 Days/Year
Holidays — 40 Hours/Week Employees
e Independence Day
e Labor Day
e Fall Break Friday
e  Thanksgiving and Day After
e  Christmas Eve and Christmas Day
e New Year’s Day
e  Spring Break Friday
e  Memorial Day
Building Administrative Assistant/Guidance Administrative Assistant/Attendance
Administrative Assistant/Athletic Administrative Assistant
Work Schedules - All Administrative Assistant Schedules Depend on Building Assignment
e  Building Administrative Assistant - 40 Hours/Week — 188 - 220 days/year

e  Guidance Administrative Assistant <40 Hours/Week — 188 - 220 days/year
e  Attendance Administrative Assistant —-40 Hours/Week — 188 - 220 days/year
e  Athletic Administrative Assistant -40 Hours/Week — 188 - 220 days/year

e Holidays: Labor Day and Memorial Day

Year Round Clerical, Bus Mechanic, Maintenance and Directors

Work Schedules
e Administration Office Clerical - No more than 40 Hours/Week — 260 days/year
e Network Services Personnel — No more than 40 Hours/Week — 260 days/year

e This category of employees follows the Central Office Calendar, which can be found
on the corporation website.

EMPLOYMENT NOTIFICATIONS

COBRA

COBRA is federal health coverage protection. It is not health coverage. COBRA requires employers with
twenty (20) or more employees to provide their employees and their dependents the right to continue health
insurance coverage after a qualifying event such as leaving a job. An individual that is terminated for gross
misconduct is not eligible for COBRA. In order to continue your health insurance, you must pay 100% of the
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total health insurance premium. Contact the Superintendent’s Office if you have questions concerning
COBRA.

HIPAA

HIPAA establishes federal privacy and security protections for individually identifiable health information
and includes portability protections for group health coverage. Employees with questions about HIPAA,
access to health information, or benefit coverage should contact the Superintendent’s Office or the Business
Office.

Medicare

Part of the contribution to FICA (Social Security) is designated by the Federal Government to pay for your
Medicare Benefits after you reach the qualifying age.

School Safety Specialist

The Charles A. Beard Memorial School Corporation has trained professionals as the School Safety
Specialists. For a listing of trained personnel, please contact the Superintendent’s office.

Social Security

All Charles A. Beard Memorial School Corporation employees are covered by the Federal Insurance
Contributions Act (FICA), which is designed to provide retirement income and health care after an age
defined by federal law. This is commonly referred to as Social Security, and it is paid for equally by the
corporation and our employees. The Congress of the United States determines how much money must be
contributed from a payroll check. That deduction and the corporation’s contribution are forwarded to the
Social Security Administration for deposit into your account.

Unemployment Compensation

Charles A. Beard Memorial School Corporation pays for unemployment insurance for every employee.
Unemployment insurance benefits are designed to assist Charles A. Beard Memorial School Corporation
employees in the event of qualified unemployment status.

Universal Precautions

All employees are directed to utilize the universal precautions outlined to prevent the transmission of
dangerous communicable diseases including Acquired Immune Deficiency Syndrome (AIDS) through blood
or other body fluids.

Workers’ Compensation

Charles A. Beard Memorial School Corporation purchases insurance, which provides for medical
treatment and income assistance for our employees who may become injured or disabled because of a job-
related injury or disability. The guidelines for medical treatment and income assistance are determined by
regulations established by the Indiana General Assembly.
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