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0100 - DEFINITIONS

As used in the School Board's pylaws and policies and the Superintendent’s administrative guidelines, the following
terms shall have the meaning sat forth below:

Administrative Guideline

A written statement adopted and approved by the Superintendent which is consistent with Board policy to outline
and prescribe procedures to be used in implementing Board policy.

Apps and Web-Services

Apps and web-services are software (i.e., computer programs) that support the interaction of personal
communication devices (as defined below) over a network or client-server applications in which the user interface
uns In a web browser. Apps and web-services are used to communicate or transfer information or data that allow
students to perform actions or tasks that assist them in attaining educational achievement goals and objectives,
enable staff to monitor and assess their students' progress, and allow staff to perform other tasks related to their
employment. Apps and web-services also are used to facilitate communication to, from, and among and between
staff, students, and-parents, Board members, and/or other stakeholders and members of the community.

Board

The Board of School Trustees (or Education), which is the governing body of the Corperation as defined in 1.C. 20-
18-2-5.

Bylaw

A rule of the Board for its own governance adopted by a Board vote at a meefing.

Certificated Employee

| An employee of the Board in a position that requires a license or permit from the Division of Professional

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

Indiana Department of Education.

Classified Employee
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A non-certificated employee as defined in these definitions. Synonymous with "sypport™ and "non-professional
Corporation

The Adams Central Commugnity Schools

Due Process

Procedural due process requires an established rule or standard, notice of facts of an alleged violation and the
applicabie rule or standard (accusation), and an opportunity to respond before a decision is made.

Full Board

All members of the Board.

Individualized Education Program or IEP

"ndividualized education program" or "IEP" means a written document, developed, reviewed, and revised by the

case conference committee ("CCC") in accordance with Title 511, Article 7 of the Indiana Administrative Code that
describes the following.

1. How a student will access the general education curriculum, if appropriate.

2. The special education and related services needed to participate in the educational environment.

The required components of an 1EP are contained in 511 IAC 7-42-6.

A transition IEP is an IEP that is:

1. developed in accordance with 511 IAC 7-43-4; and

5. in effect when the student enters into grade 9 or becomes fourteen (14) years of age, whichever occurs
first, or earlier if determined appropriate by the CCC.

Information Resources

The Board defines Information Resources to include any data or information in electronic, audio-visual or physical
form, or any hardware or software that makes possible the storage and use of data or information. This definition
includes but is not limited to electronic mail, voice mail, social media, text messages, databases, CD-ROMs, DVDs,
web sites, motion picture film, recorded magnetic media, photographs, digitized information, or microfiim. This
also includes any equipment, computer facilities, or online services used in accessing, storing, transmitting or
retrieving electronic communications.

May

A statement providing that an action is permitted but not required.

Meeting

A gathering of the majority of the members of the Board for the purpose of taking “official action” on "public
business" of the Corporation. See Indiana Code 5-14-1.5-2(¢), (d}, and (&).

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

Official Action

Board action to receive information, deliberate, make recommendations, establish policy, make decisions, or take
final action. See Indiana Code 5- 14-1.5-2(d).

Parent

The natural or adoptive parent(s) or the party designated by a court as the legal guardian or custodian of a
student. Both parents will be considered to have equal rights unless a court terminates or otherwise limits parental
rights.

Personal Communication Devices

Personal communication devices ("PCDs") include computers, laptops, tablets, e-readers, cellular or mabiie
phones, smartphones, and/or other weh-enabled devices of any type.

Policy

A general, written statement approved by the Board which defines its expectations or position on a particular
matter and authorizes appropriate action that must or may be taken to establish and/or maintain those
expectations.

President

The chief executive officer of the Board of School Trustees (or Education) (see Bylaw 0170).

Principal

A professional employee who is assigned to be the educational leader and head administrator of one or more
Corporation schools. The term is synonymous with the building administrator in charge of a facility. The use of the
term includes a delegate unless the law, policy or guideline specifically prohibits delegation. "Vice Principal™ or
"Assistant Principal® means an administrator assisting a Principal with the performance of all or a portion of the
duties assigned to the Principal.

Professional Employee or Professional Staff Member

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

i Public Business

| The performance by the Board of a function upon which it is specifically authorized to take official action, or not

! statutorily prohibited from performing. See Indiana Code 5-14-1.5-2(e), Indiana Code 20-26-3, and Indiana Code
20-26-5-4.

! Relative

} The mother, father, sister, brother, spouse, child, parent of spouse, grandparenis, grandchild, or dependent
residing in the immediate household of a person.

! Secretary
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An officer of the Board of School Trustees (or £ducation) responsible for preparation of minutes of Beard meetings
and custody of the Records of the

Board (see Bylaw 0170).

Shall

Expressing non-discretionary required action or action, synonymous with "will" or "must”.
r 8Y

Social Media

Social media are online platforms where users engage one another and/or share information and ideas through
text. video, or pictures. Social media consists of any form of onling publication of presgnce that allows interactive
communication, including, but not limited to, text messaging, instant messaging, websites, weblogs ("blogs").
wikis. online forums (e.q,, chat rooms), virtual worlds, and social networks, Examples of social media include, but
are not limited to, Facebook, Facebook Messgnger, Google Hangouts, Twitter, LinkedIn, YouTube, Flickr, Instagram,
Pinterest, Skype, and Facetime. Social media does not include sending or receiving e-mail through the use of
Corporation-—issued e-maijl accounts. Apps and services shall not be considered social media unless they are listed
on the Corporation's website as Corporation-approved socigl media platforms/sites.

State-Mandated Assessment

LRl e e e e ——

Assessments (including but not limited to ILEARN, I AM, ISTEP+ Grade 10, IREAD-3, End of Course Assessments,
and WIDA) for which the participation of all Indiana students is required.

Student
A person who is officially enrolled in a school or program of the Corporation.
Superintendent

The chief executive officer of the Corporation. The use of the term includes a delegate unless the law, policy or
guideline specifically prohibits delegation.

Support Employee

A non-certificated employee as the term is used in Indiana Code 20-29-2- 11, and as defined in these definitions.
Teacher

A professional person whose position in a school corporation requires certain educational preparation and licensing
and whose primary responsibility is the instruction of students. The term includes a superintendent who holds a
license under 1.C. 20-28-5, a principal, a teacher, a fibrarian, school psychologist and a school counselor. See 1.C.
20-18-2-22

Technology Resources

The Board defines Technology Resources to include computers, laptops, tablets, e-readers, cellular or mobile
telephones, smartphones, web-enabled devices, video and/or audio recording equipment, SLR and DSLR cameras,
projectors, software and operating systems that work on any device, copy machines, printers and scanners,
information storage devices (including mobile or portable storage devices, such as external hard drives, CDs,
DVDs, USB thumb drives and memory chips), the computer network, Internet connection, and online educational
services and apps.

Vice-President

The Vice-President of the Board of School Trustees (or Education) (see Bylaw 0170).
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Voting

An action by which a member of the Board indicates approvai or rejection of a motion by a Board member that has
been seconded by another Board member at a meeting convened in compliance with all applicable laws including
the Indiana Open Door Law {Indiana Code 5-14-1.5). Also see Bylaw 0167.1.

Using Citations to Indiana and Federal Statutes, Rules and Cases
Citations to Indiana Law, Rules and Court Decisions

Citations to the Indiana Code are shown as I.C. or Ind. Code. The numbers which follow I.C. or Ind. Cade
separated by a hyphen state the title, article, chapter, section, and subsection of an Indiana statute. So Ind. Code
5-14-1.5-6.1(a) is found at title 5, article 14, chapter 1.5, section 6.1, subsection (a).

Citations to the Indiana Administrative Code ("IAC" or "LLA.C.") are prefaced by a title and followed by an article,
rule, and section number. So 511 LLA.C. 6-5-1 identifies title 511, article 6, rule 5, section 1.

Citations to Indiana cases begin with a citation to a volume and page in

Series. So a citation to 545 N.E.2d 341 (Ind. 1997) is a cite to volume 545, page 341 of the North Eastern
Reporter, Second Series. The "(Ind. 1997)" tells the reader the case cited is an Indiana Supreme Court decision
issued in 1997,

Citations to Federal Laws, Rules and Court Decisions

Citations to the United States Code ("USC" or "U.S.C.") are preceded by a title number and followed by a section
number. So 20 USC 1232g refers to title 20 of the United States Code section 1232g.

Citations to the Code of Federal Regulations ("C.F.R." or "CFR") are identified by a citation similar to the Indiana
Administrative Code. The citation to the title precedes CFR, and the section number follows.

Federal cases are cited in much the same way as Indiana cases. Trial court decisions are reported in the Federal
Supplement as "F. Supp." followed by the series number, such as "F. Supp.2d" for the second series of the Federal
Supplement. Appellate decisions are published in the Federal Reporter, which is now in its third series. Citations in
both the Federal Supplement and the Federal Reporter follow the same format. A volume number precedes the
name of the volume, and a page number in that volume follows the volume number, So a cite to 406 F.3d 500
(7th Cir. 2005) directs the reader to volume 406 of the Federal Reporter Third Series, page 500.

The (7th Cir. 2005) tells the reader that the case was issued by the Seventh Circuit Court of Appeals in 2005,

© Neola 2018
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2261 - TITLE I SERVICES

The School Board elects to augment the educational program of educationally disadvantaged students by the use
of Federal funds and in accordance with Title I of the Amendments to the Elementary and Secondary School
Improvement Act of 1965, as amended.

" Title I Plan

The Superintendent shall prepare and present to the State Department of Education a plan for the delivery of
services which meets the requirements of the law, including those described below. The plan shall be developed by
appropriate staff members and parents of students who will be served by the plan._The Corporation will
periodically review and revise the plan as necessary.

1. Assessment

The Corporation shall annuaily assess the educational needs of eligible children, as determined by Federal
and State criteria. Such assessment shall include performance measures mandated by the Department of
Education as well as those determined by the Corporation’s professional staff, that will assist in the
diagnosis, teaching, and learning of the participating students.

2. Scope

Each school shall determine whether the funds will be used to upgrade the educational program of an entire
school in Title I schools that qualify as schoolwide schools and/or to establish or improve programs that
provide services only for eligible students in greatest need of assistance. The schoolwideprogram, for an
entire school and/or a Targeted Assistance School, shall include the components required by law as well as
those agreed upon by participating staff and parents.

3. Participation

The Title I program shall be developed and evaluated in consultation with parents and professional staff
members, including_teachers, orincipals, and school leaders, paraprofessionals, specialized_ingtructional
support personnel, charter school leaders [in a corporation that has charter schools], administrators and
other appropriate school personnel involved in its implementation. Appropriate fraining will be provided to
staff members who provide Title I services. Parent participation shall be in accord with Board Policy 2261.01
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and shall meet the reguirements of-Seetien3+3-8 Section 1116 of the Act.

4. Supplement Not Supplant Comparability of Services
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with the supplement not supplant provisions by using_a written methodology that ensures State and local
funds are allocated to each school on the same basis, regardless of whether a school receives Title [
funding.

The Superintendent shall use State and local funds to provide educational services in schools receiving Title
I assistance that, taken as a whole, are at least comparable to services being provided in schools that are
not receiving Title I assistance. The determination of the comparability of services may exclude State and
locai funds expended for language instryction educational proarams_and the excess costs of providing
services to children with djsabilities as determined by the Corporation.

The determination of comparability of services will not take into account unpredictable changes in student
enrollments or personnel assignments_that occur after the beginning_of a school year.

In order to achieve comparability of services, the Superintendent shall assign teachers, administrators, and
auxiliary personnel and provide curriculum materials and instructional supplies in such a manner as to
ensure equivalence throughout the Corporation.

5. Professional Development
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6. Simultancous-Services
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Complaints

If a parent/legal guardian or an eligible student has a complaint about Title I services, s/he may submit that
complaint pursuant to the complaint procedure described in Policy 2260 Nondiscrimination and Access to Equal
Educational Opportunity. If the matter cannot be resolved or If the parent/legal guardian or gligible student prefers
not to access that complaint procedure, the Corporation Compliance Officer shall advise the individual of the
Complaint Procedure available through the Indiana Department of Education (IDOE) for Title I complaints.

A narent/legal quardian_or an eligible student always has the option of pursuing the Complaint Procedure available
through the IDOE for Title I complaints rather than the Corporation complaint procedure.

20 U.5.C. 6301 et Seq.—aemeﬁﬁaﬁ—aﬂ-d—seeeﬁd&Fy—Edﬁea‘ﬂeﬂ_Aet‘e‘f_}%%
34 C.F.R. Part 200, et seq.
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20 U.S.C. 6318 et seq., Elementary and Secondary Education Act of 1965
Section 1010 of the Every Student Succeeds Act (ESSA)
34 C.FR. Part 200 et seq.

May 14, 2019

PARENT AND FAMILY MEMBER PARTICIPATION IN TITLE I PROGRAMS

1In accordance with the requirement of Section 1118 of Title I, as amended by Section 1010 of the Every Student

Succeeds

Act (ESSA), programs supported by Title I funds must be designed and implemented in consultation with

parents and family members of the students being served.

The Superintendent shall require that the Title I eprtains-plan contain a written statement of guidelines which has
been developed with, approved by, and distributed to parents and family members of participating students. The
guidelines shall describe: ;

1. the School Corporation’s expectations and objectives for meaningful parent and family involvement in the
program, including their participation in jointly developing the Corporation Title I plan and-the-devetoprent
ef supportard-Hrproverrent-pHaRs_any State-mandated comprehensive support and improvement plans;

. how the Corporation will provide coordination, technical assistance and kew-other support necessary to
assist and build the capacity of all participating schools within the Corporation in planning and implementing
effective parent and family involvement activities to improve student academic achievement and school
performance, which may include meaningful consultation with employers, business leaders, and
philanthropic organizations or individuals with expertise in effectively engaging parents and family members
in education;

_ an annual evaluation of the content and effectiveness of the parent and family engagement policy in
improving the academic quality of all Title I schools to be conducted with meaningful involvement of parents

and famil members that Inc! d imeliel e iAdanbifiring sy daoeeiaec Bo senabore meoramtal o ralhzoame ant
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1. identifying any barriers to greater parental involvement (such as limited English proficiency, limited
literacy. economic disadvantage, disability, racial or ethnic minority background, etc.};

2 determining the needs of parents and family members to assist with the learning_of their children,
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10.

11.

12.

13.

14,

15.

16,

17.

including_engaging_with school nersonnel and teachers; and

3. devising strategies to support successful school and family interactions.

how the Corporation will coordinate and integrate parent and family engagement strategies under Title I
with parent and family engagement strategies, to the extent feasible and appropriate, under other Federal,
State, and local laws and pregrams;

use of the findings of the annual evaluation referenced above tOL—des{gﬂ—@ﬂ-d-EﬂE@-E&Sﬁd%Mm
vy +
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1. design evidence-based strategjes for more effective parental/family member involvement; and

9. revise the parent and family engagement guidelines, if necessary,;

involvement of parents_and family members in the activities of Title I schools, which () may { ) shall [END
OF OPTION] inciude establishing a parent and family member advisory-seard-council comprised of a
sufficient number and representative group of parents or family members served by the Corporation to
adequately represent the needs of the population served by the Corporation for purposes of developing,
revising and reviewing the parent and family engagement guidelines;-are

provide opportunities for the informed participation of parents and family members (including_parents and
family members who have limited_English proficiency and/or disabilities, and parents and family members of
miaratory children), including_providing information and school reports in a format, and to the extent
nracticable in a language, such parents can ynderstand;

conduct meetings with parents and family members, including Drovisions for flexible scheduling and
assistance to parents and family members to hetter assure their attendance at meetings;

develop agendas for parent/family member meetings to include review and explanation of the curricutum,
means of assessments, and the proficiency levels students are expected to achieve and maintain;

provide opportunities for parents and family members to formulate suggestions, interact and share
experiences with other parents/family members, and participate appropriately in the decision-making about
the program and reyisions in the plan;

involve parents and famjly members in the planning, review. and improvement of the Title I program;

communicate infermation concerning school performance profiles and their child’s individual performance to
parents and family members;

assist parents and family members in helping their children in achieving_the objectives of the program by
such means as ensuring_regular attendance, monitoring television-watching, praviding adeguate time and
the proper environment for homework, guiding nutritional and health practices, and the like;

provide timely respornses {o parental/family member questions, CONCEINS, and recommendations;

coordinate and provide technical assistance and other support necessary to_assist Title T schools to develop
effective parent and family_member participation activities to imorove academic achievement;

conduct other activities as appropriate to the Title I plan and State and Federal reguirements;

other activities to be conducted as appropriate to the plan and State or Federal requirements.

The School Board will reserve the requisite percent of its allocation of Federal Title I funds to carry out the above-
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described activities. Parents and family_ members of children receiving Title i services shall be involved in the
decisions regarding_how the reserved funds are allotted for parent and famity member inyolvement activities.
Reserved funds shall be used to carry out activities and strategies consistent with the Board’s parent and famiky
engagement policy, (Policy 2281), including at jeast one (1) of the following:

1. Sypporting_schpols and nonprofit organizations in providing_professionai development for the Corporation
and school personnel reqarding parent and family engagement strategies, which may. be provided jointly t0
teachers,_principals, gther school leaders, specialized instructional support nersonpnel, naraprofessionals,

early _childhood educators, and parents and famity members.

2. Supporting programs “hat reach parents and family members at home, in the community, and at school,

3. Disseminating_jinformation on hest practices focused on parent and family engagement, especiaily best
practices for increasing the engagement of economically disadvantaged parents and family members,

4. Collaborating, or providing sub-grants to schools to enable such schools to collaborate, with corpmunity-
based or other organizations or employers with a record of success in improving and increasing_parent and
familty engagement.

5. Engaging_in any other activities_and strategies that the Board deterpnines are appropriate and consistent
with its parent and family engagement policy.

The Superintendent—shal-l—ajrse also shall_require that each Title I participating school develops a specific plan, with

e o e -

parent and family engagement, to:

1. convene an annual meeting at a convenient time to which parents and family of low-income students are
invited and encouraged to attend, to inform the parents/family members that the school receives Title I
funds, receipt of these funds subjects the school to certain requirements, and the parents/family.
members have a right to be involved;

2. offer a flexible number of engagement meetings at convenient times for families and describe assistance to
encourage parental/family member involvement, such as child care, transportation, home visits, or similar
aid;

3. ipvelve-porertsinan organizedorgoRg ard-tirmeh-way-tEhe developmentfreview and-improvernentof
hitiessinvolve parents and family members in an organized, on-going and timely way
in the development, review and improvement of parent/family member involvement activities, including the
nlanning, review and improvement of the school parent and family engagement policy, and the joint
develogpment of the schoolwide program plan, if appropriate;

4. provide parents and families with:

1. timely information about Title I-pregrams_program and the school's parent and family engagement
policy;;

2. an explanation of the curriculum and achievemnent levels the school uses;

3. opportunities for regular meetings, upon request, to participate in decisions relating to their student’s
education_and receive responses regarding_the parents' and famity members’ suggestions about their
student's education as soon as nracticably_possible;

5. submit any parents' and eamily members' comments Lo the Superintendent when a written pian is not
satisfactory to the parents/family members of participating children;
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6. develop jointly with parents and family members of low-income students a school-parent agreement which
outlines the responsibilities of Families, the school, staff, and students for improved student academic
achievement and develop a partnership to help students achieve Statethe State's high standards,
including:

1. a description of the school’s responsibility to provide high quality curriculum, and instruction in a
supportive, effective learning environment that enables students to meet the academic achievement
standards and the ways in which each parent_and family member wiil be responsible for supporting
tearning, including volunteering in their child’s classroom and participating in decisions related to the
education of their children;

2. the importance of communication between families and staff through, at a minimum, parent-
teacher or family member-teacher conferences in elementary schools, at least annually, during which
the agreement/compact will be discussed as it related to the individual child’s achievement; frequent
progress reports to-the parents/family members; and opportunities to volunteer in or observe their
student’s class;

3. ensuring regular two-way meaningful communication between family members and school staff in a
language they understand;

7. ensure the effective involvement of parents and family members and support a partnership among the
school, parents/family members and the community to improve student academic achievement by the
following activities:

1. providing assistance to parents and famity members in understanding the State's academic
standards, State and local academic assessments, the requirements of Title I, and how to monitor a
student’s progress and work with educators;

2. providing materials and training to help parents and family members to work with their students to
improve their achievement;

3. educating school personnel, with the assistance of parents gnd family members, in the value an
utility of the contributions of parents/family members, and in how to reach out to, communicate with,
and work with parents/family members as equal partners;

4. integrating engagement strategies with other Federal and State programs, including preschool
programs,

5. ensuring that information related to programs, meetings, and other activities is sent to parents and
family members in a format and a language-the-parents-they can understand;

6. providing other reasonable support for engagement activities;

7. providing opportunities for the informed participation of families with limited English proficiency or
disahilities and families of migratory children in a format and language they understand;

8. providing reasonable support for parental/family_member involvement activities as parents_and family
members request them;

8. Parents and family members of children receiving Title T services must be notified about their school’s
narent and family engagement policy in an understandable and uniform format, and, to the extent
practicable, in a language the parents/family members can understand. These policies also must be made
available to the community.

9. School-level parent and family engagement policies must be updated periodically to meet the changing
needs of parents/family members and the schools,
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In order to involve parents and family members in the education of their children and to support a partnership
among the school, parents/family members and the communjty for improving student academic achievement, the
superintendent and building principals must include provisions in the Corporation_and school-level parent and
family engagement policies regarding.

1. assisting parents and family members of children served under Title I in understanding_such topics as the
State academic standards, State and local academic assessments, Title I, and how to monitor their child’s
progress and how to work with educators to improve their child’s achievement;

2. providing materials and training_tg_help parents and family members work with their children to improve
achievement. such as literacy training_and usjng_technology (including education about the harms of
copyright privacy);

3. educating teachers, specialized instructional support personnel, school leaders (including principals), and
other staff. with the assistance of parents and family members, about the value and utility of contributions
of parents/family members, how to reach out to, communicate with, and work with parents/family members
as equal partners, how to implement and coordinate parent/family member programs, and how o bujld ties
between parents/family members and the school;

4. to the extent feasible and appropriate, coordination and integration of parent/family member involvement
programs and activities with other Federal, State and local pragrams (including_public preschool programs),
and conducting other activities that encourage and support parents and family mempbers to more fully
participate in the education of their children {e.g., parent resource centers);

5. providing information related to schoot and parent/family member programs, meetings, and_other activities
to parents and family_members of participating children in a format, and, to the extent practicable, in a

language they can understand;

6. providing such reasonable support for parent involvement activities as parents may reqguest.

In order to build the Corporation’s capagity for parent involvement, the Superintendent and building_principals also
may:

1. involve parents and family members in the development of training_for teachers and administrators and
other educators to improve the effectiveness of such training;

2. provide necessary literacy training_from Title I funds if the Corporation has exhausted all other reasonably
available sources of funding for such training,;

3. pay reasonable and necessary expenses associated with narental/family member involvement activities to
enable parents to participate in school-related meetings and training_sessions, including transportation and
child care costs;

4. train parenis/family members to enhance the involvement of other parents and family members;

5. arrange school meetings at a variety of times, or conduct in-house conferences between teachers or other
educators who work directly with participating_children, with parents and family, members who are unable to
attend such conferences at school, in_grder to maximize parental/family member involvement and
patticipation;

6. adopt and implement model approaches to improving parental/family member involvement;

7. establish a Corporation-wide parent and family member advisory council to provide advice on all matters
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related to parental/family member involvement in Title I programs,

8. develop appropriate roles for community-based organizations and businesses in parental/family member
involvement activities,

© Neola-201+# 2019

Legal References

20 U.5.C. 6318 et seq., Elementary and Secondary Education Act of 1965
Section 1010 of the Every Student Succeeds Act (ESSA)

34 C.F.R. Part 200 et seq.
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Book Policy Manual

Section 2000 Program

Title Copy of TEST SECURITY PROVISIONS FOR STATEWIDE ASSESSMENTS
Code po2623.01

Status

Legal 1.C. 20-28-5-7

511 1.A.C. 5-5-3
511 I.A.C. 5-5-4

2017-2018 Indiana Assessment Program Manual (Indiana Department of Education,
Office of Student Assessment)

Code of Ethical Practices and Procedures (Indiana Department of Education)

Protocol for Reporting and Investigating Alleged Assessment Breaches (Indiana
Department of Education)

Adopted May 14, 2019

2623.01 - TEST SECURITY PROVISIONS FOR STATEWIDE ASSESSMENTS

It is the intent of the School Board that all Schoal Corporation and school staff comply with the requirements of

the Indiana Department of Education (IDOE) regarding test security of the statewide assessments (tests).

The Middle School Counselor is designated as the Corporation Test Coordinator (CTC) and the individual to whom

the test materials are to be delivered. Test materials include examiner’s manuals, assessment books, answer

documents, practice tests, test tickets and online test access codes.

The CTC shall:

[y

require the Building Test Coordinator (BTC) to establish a testing schedule within the testing window
2. inventory and track all test materials that are received from IDOE;

3. securely store the test materials upon receipt at a locked central location and ensure that the test materials

are not available to any unauthorized parties at any time while under the Corporation’s control

4. arrange for the distribution of the test materials to the appropriate schools and require the storage
administration, collection, and return of the test materials as set forth below;

5. notify, in writing, all staff involved in the administration of the tests that copying a test, or any part thereof,

is a violation of the Indiana Code of Ethical Practices and Procedures;

6. require that principals and all staff involved in the administration of the tests strictly follow all procedures

described in the testing manuals and those outlined by the IDOE;

7. require that principals review with all staff involved in the administration of the tests the Indiana Code of
Ethical Practices and Procedures, and require the principals and all staff involved with the administration of
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the tests acknowledge that they understand their responsibility to adnere to the procedures to secure,
administer, and handle the test materials while in their pOSSEssion.

8, provide staff development periodically s0 that all staff in the Carporation that are involved in the
administration of the tests have the knowledge and skitls necessary to make ethical decisions related o
preparing students for the tests, administering the tests, and interpreting the results from the tests and

planning academic interventions as a result of the tests.

9, require the review of the practices and materials used in the Corporation to prepare students for the tests
by all staff in the Corporation that are involved in the administration of the tests and communicate this
requirement annually to all principals and appropriate staff.

10. arrange for the preparation of a written notice that Corporation and schoo! staff shall communicate to
students, parents, and guardians regarding appropriate practices for the maintenance of ethical testing
practices, test security, and test integrity.

11. ensure that any CONCErNs about testing_practices considered to be inappropriate or aliegations of test

! security violations or test integrity violations are reported to IDOE pursuant to the Protocol for Reporting
and Investigating Alleged Assessment Breaches OF Irregularities (“Protocol") for reporting and investigating
alleged breaches or irregularities, as required by 511 IAC 5-5-4. The Protocol is provided below.

I As set forth above, the CTC is responsible for the secure distribution of the test materials to each school building.
The test materials will be delivered to school buiidings no more than

| 7 days in advance of the designated test window,
The Superintendent, CTC._and each nrincipal, STC, examiner, proctor and any other applicable staff at the

Corporation or school level shall sign the Indiana Testing Security and Integrity Agreement. The CTC shall provide
for a system by which all signed agreements are retained on file.

Each building principal is designated as the Buidirg-School Test Coordinator (BFESTC).

The BTE-STC is responsible annually for the following:

=

establishing a testing schedule within the testing window;
2. prohibiting the review of any secure test guestions before, during, or after an administration session;

3. establishing & process to ensure that all test materials are secure, stored at a central location under 1ock
and key when not being administered;

4. involve all appropriate staff in the annual review of the school materials and practices related to preparing
students for the tests, administering the tests, securing the tests before and after administration, and

i interpreting the results from the tests. This review will ensure that the test preparation materials are
appropriate and do not violate test security protocols;

5. informing all staff who will administer the tests of the Indiana Code of Ethical Practices and Procedures;

‘ 6. ensuring that ali staff who will administer the tests have received training regarding test administration and
test security prior to administering the test;

7. requiring all staff who will administer the tests to students with testing accommodations to review each
student’s Individual Education Program (IEP), Individual Learning Pian (ILP), and/or Section 504 Plan priov
to testing;

8. ensuring that focused training on providing the necessary accommodations during testing is provided prior
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to testing to all staff who will administer the tests to students with testing acccmmodations;

9. permitting only staff who will administer the tests to have access to examiner’s manuals prior to the
administration of the tests and prohibiting the review of any secure test questions before, during, and after
the tests are administered;

10. monitoring testing in his/her school to ensure that all staff administer the tests with fidelity in terms of
testing protocols/procedures and staff appropriately provide students with accommodations included in their
1EPs, ILPs, or Section 504 Plans; and

11. arranging for the secure transport of the test materials to the CTC at the end of the testing window
following procedures outlined in the Examiner’s Manual.

Whether in the possession of the CTC, BFE-STC or other Corporation or schoo! staff member, all test materials
must be secured in a central location in a locked drawer or cabinet before during and after testing, except those
test materials needed for the administration of the test. Each person designated as an examiner is responsible for
ensuring that all assessment security provisions are met while each adrministration session is in progress.
Additionally, each examiner is responsible for accounting for ail assessment booklets (by serial number), answer
documents, and other test materials until they are returned to the BFE-STC at the conclusion of the administration
session.

Each examiner, monitor, and other school personnel aradultvelunteer-authorized to be present in the room during
an administration session shall be informed of prescribed assessment administration and assessment security
procedures as well as ethical testing practices.

1. No person shall reveal, cause to be revealed, release, cause to be released, reproduce or cause to be
reproduced any secure test materials through any means or medium including, but not limited to,
electronic, photographic, photocopied, written, paraphrased, or oral.

2. Except for accommodations made in accordance with the rules adopted by the IDOE, only materials
specifically designated by the IDOE shall be provided to students or permitted in the assessment room
during an administration session.

3. Testing, inciuding make-up testing, must occur during the testing window. With the exception of permitted
practice tests, student access to test materials shall be restricted to the state-scheduled dates of test
administration.

4. The Corporation prohibits all Corporation and school staff from engaging in any violations of test security.
Violations of test security include but are not limited to the following:

1. giving examinees access to test questions prior to testing

2. copying, reproducing or using in any manner any portion of any secure assessment book for any
reason

3. altering answer documents prior to, during or after a testing session

4. sharing or_posting_actual or paraphrased test items or student responses in a public forum,_social
media, text, or emait

5. commenting on test content in a public forum,_social media, text, or email

6. posting actual test content or paraphrasing test content on social media
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7. taking pictures of test materials

8. emailing, texting, or instant messaging actual or paraphrased test content

9, deviating from the prescribed administration procedures specified in the Examiner's Manuai
10. making answer keys available to examinees
11. reviewing test questions prior to, during or after test administration

12. scoring student responses on the test locally before submitting the assessment for scoring to the test
contractor, as designated by the IDOE

13. participating in, directing, aiding, counseling, assisting, encouraging, or failing to report any of the

above acts prohibited in this section or any other acts violating this policy or the Indiana Code of
Ethical Practices and Procedures

All Corporation and school staff are responsible for test security. Maintalning test security includes:

[y

adhering to the Code of Ethical Practices and Procedures;
2. adhering to the Indiana Assessment Program Manual,
3. participating in reguired training; and

4. following the Protocol for Reporting and Investigating Alleged Assessment Breaches or Irregularities for
reporting and investigating alleged breaches or irregularities, as required by 511 IAC 5-5-4. The Protocol is
provided below.

Any individual who administers, handles, or has access to secure test materials at the Corporation or school shall
complete assessment training and shall annually sign no later than the last day of September a Testing Security
and Integrity Agreement, which shall remain on file in the appropriate Corporation-level office for a period of no
fewer than three years. Training shall be provided at the building level by the CTC (or designee), who has
completed the required IDOE-provided training.

Under no circumstances may Corporation or school staff view student test materials prior to
administering the assessment. Teachers and other school staff members shall not be provided access
to secure test materials {(except for the Examiner's Manual) more than twenty-feur-{24)-four (4) hours
in advance of test administration.

Corporation and school staff and/or students may not alert examinees to the correct answer choice by peinting to
the correct answer, eliminating answer choices, mouthing the correct answer, or using any other mechanism
designed to indicate a correct or incorrect answer.

If an interruption of testing occurs, the test examiner shall immediately notify the test coordinator, who will
determine appropriate action. Following the interruption, a written report (using the Testing Irregularity

Report form) detailing the interruption must be submitted to the IDOE according to the Protocol. The Testing
Irregularity Report form must be submitted for all incidents and events that might invalidate any scores, including
disruptions and illness.

All Corparation and school staff and students are prohibited from compromising test security or the accuracy of the
test data score results by manipulating the test administration, demographic data, or the students’ answers or
data.

Student test scores or test performance are confidential and shall not be disclosed to unauthorized persons.
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In accordance with the IDOE esgablished procedures set forth in the “Protocol for Reporting and Investigating

L

Alleged Assessment Breaches™

testing administration breach, an intellectual property. right

ting_or a security breach,

Any complaint alleging chea

or any breach that undermines the integrity

full definitions of each_of these terms),

infringement (see item [ for

see definition in Bylaw 0100) shall be

("Department”).

‘s State-Mandated Assessments (

and/or inhibits the effectiveness of Indiana

immediately reported to the Indiana Department of Education

“Tasting Concerns and Security Violatiens

1. The complaint shall be submitted via the completion of the

t Policies, Adminjstration, & Security Manual,

s website (http://www.doe.in.gov/assessment).

form located in Appendix_C of the Indiana Assessmen

Report”

!

This form is located on the Office of Student Assessment

2. All complaints must be submitted to the Department’s Office of Student Assessment Dy fax or mail:

1. Fax Number 317-233-2196

2. Mailing Address:

Indiana Department of Education
Office of Student Assessment
ATTN: Test Security Concern

115 W. Washington Street, South Tower, Suite 600

Indianapotlis, IN 46204

3. Upon receipt of a complaint, the Department will log the complaint.

4. After logging the complaint, the Department will review the complaint to determine next steps. Depending

on the results of this review, the Depariment may.

Page 6 of 98
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1. contact the comvlainant to request clarification or additionai information;

7. contact the complainant to explain that based on the information provided, it does not appear a
cheating, inteqrity breach, security breach, testing administration breach, or intellectual property
right infringement occurred;

3. determine that the complaint does not provide sufficient information to investigate the compiaint; or

4. determine a formal investigation is warranted.

5. If the Department determines that a formal investigation is warranted, the Department wiil provide notice of
the allegations to the affected Superintendent as well as a written request that the School Corporation
conduct an internal investigation.

However. in the event that the allegations involve the Superintendent, central office staff, an entire schooi,
or multiple schools in a school corporation, the Department has the discretion to identify a third party
agency/entity to conduct the investigation,

1. The investigation must:

1. be completed within ten (10) business days of the Department’s request that an internal
investigation be conducted (unless the Department has provided an alternate deadline);

2. be kept confidential in order to maintain the authenticity and integrity of the investigative
process; and

3. include the comptetion and/or collection of any and all documents requested by the
Department.

2. The Department also_ may reguest that the investigation include interview(s) with the following:

1. the individual who filed the complaint (*complainant”);

2. the individual(s) against whom the allegation(s) is/are filed;

3. anv other individual(s)_who may have been involved or that the School entity believes may
have knowledge that will assist with the investigation.

All interviews shall be documented, and the School entity shall provide the Department with copies of said
documentation, including_any and all notes, recordings, and/or transcripts.

6. The School entity must submit an Investigation Report to the Department within ten {10) business days of
the Department’s request for an investigation. The investigation report should include all of the doguments
requested by the Department as well as the School entity’s determination of whether misconduct occurred,
did not occur, or whether the allegations could not be substantiated. The School entity’s determination,
however, shall not be binding_on the Department or any action that the Department may take.

7. The Department will review the Investigation Report and contact the school entity if additional clarification is
needed. The Department may also request additional documents or interviews.

8. If the Department determines that a violation occurred, the Department may take the following actions:

https://go.boarddocs.comlin,’accs/Board.nsffPrivate?open&login# Page 7 of 9
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1. Invalidate the test scores of student(s), school(s), corporation{s), and/or State;

2. Retrain administrator(s) and/or other sghool nersonnel at the school’s cost;.

3. Prohibit administrator(s) and/or other nersonnel from handling Indiana Assessment System secure
materials;

4. Suspend or revoke any license issued or granted by the Department fo any schoot personnel who has
committed a breach;

5. Report any suspected criminal offense to the proper authorities;

6. Take other corrective action.

9. Any of the following igsues arg considered “Test Security concerns” as defined in 511 IAC 5-5-2;

1. “Integrity breach” means any action that undermines the integrity and/or inhibits the effectiveness of
the State-mandated test from achieving the purposes set forth in I.C. 20-32-5-1. An integrity breach
includes but is not limited to, any_security breach, testing_irregularity, testing administration breach,
and violation of the code of ethical practices and procedures.

2. “Intellectual property right” means any applicable_copyright or trademark that may be contained in
test and test preparatign materials.

3. “Security breach” means the failure to observe/foliow the documented procedures established to
protect, malntain, and implement the testing process, such as the code of ethical practices and
nrocedures, testing security and integrity agreement, and procedures prescribed in the testing
manuals by any person administering_or assisting with the administration of a systematic
assessment,

4. “Testing administration breach” means the failure to follow the documented test administration
procedures that could alter the results or testing environment of the assessment for one or more
students, including but not limited to, fiming_an untimed test and not implementing required
accommodations.,

Any “Testing Irregularity” that is not a testing security concern should be reported by using the Testing Irregularity
Report form found in Appendix C of the Indiana Assessment Policies, Administration, & Security Manual. “Testing
irreqularity” is defined under the administrative regulation to mean “any unexpected event that significantly
disrupts the testing environment of two or more students. including but not limited to, the sounding of the fire
alarm or a power outage.”

I.C. 20-28-5-7
511 LA.C. 5-5-3
511 LLA.C. 5-5-4

ANl 7 IN10 Trndinaa Acooccranemt Deooeaina Mool (TeAdiana Do
2O E- et e Ra-ASSESSHCHT oG o o e T =

2018-19 Indjana Assessment Policies, Administration an Security Manual
Code of Ethical Practices and Procedures {Indiana Department of Education)
Protocol for Reporting and Investigating Alleged Assessment Breaches (Indiana Department of Education)

b ant ~
porreTeY

© Neola—=284+7 2019

Legal References

I1.C. 20-28-5-7

511 ILA.C, 5-5-3

511 I.A.C. 5-5-4

2018-2019 Indiana Assessment Policies, Administration and Security Manuat
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Code of Ethical Practices and Procedures (Indiana Department of Education)
Protocol for Reporting and Investigating Alleged Assessment Breaches (Indiana Department of Education)
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Book Policy Manual

Section 5000 Students

Title Copy of CARE OF STUDENTS WITH DIABETES
Code po5330.02

Status

Legal 1.C. 20-34-5

Adopted May 14, 2019

5330.02 - CARE OF STUDENTS WITH DIABETES

A diabetes management and treatment plan shall be prepared and implemented for a student with diabetes for
use during school hours or at a school-related event or activity. The plan shali be developed by:

1. the licensed health care practitioner responsible for the student’s diabetes treatment; and

2. the student’s parent/legal guardian.

A diabetes management and treatment plan shall:

1. identify the health care services or procedures the student should receive at school;

2. evaluate the student’s ability to manage-histherlevel-ef understanding-of-the-student's-diabetes and level of

understanding of his/her diabetes;

3. be signed by the student’s parent/legal guardian and the licensed health care practitioner responsible for
the student’s diabetes treatment.

The parent/legal guardian of a student with diabetes shall submit a copy of the student’s diabetes management
and treatment plan to the school nurse for review:

1. before or at the beginning of a school year;
2. at the time the student enrolls, if the student is enrofled in school after the beginning of a school year; or

3. as soon as practicable following a diagnosis of diabetes for the student.

An individualized heaith plan ("IHP") shall be developed for each student with diabetes while the student is at
school or participating in a school activity. The school’s nurse shall develop a student’s-indiveualized-heatth
ptar IHP in collaboration with:

1. the licensed health care practitioner responsibie for the student’s diabetes treatment to the extent

https://go.bosrddocs.com/in/accs/Board.nsf/Private Popen&login# Page 10f 3
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practicable;
2. the school principai;
3, the student’s parent/legal guardian;

4. one (1) or more of the student’s teachers.

A student’s-tadividuatized-heatth-plar-IHP shall incorporate the components of the student’s diabetes management
and treatment plan.

As provided in a student’s IHP, a school shall, except in an emergency, allow the student to attend to the
management and care of the student’s diabetes if the student has been evaluated and determined to be capable of
doing so as refiected in the student’s IHP and the student’s diabetes management and treatment plan, including
the following activities:

1. performing blood glucose level checks

2. —a—dministerinq insulin through the insulin delivery system the student uses

3. treating hypoalycemia and hyperglycemia

4. possessing on the student’s person at any time the supplies or equipment necessary tg monitor and care for
the student’s diabetes

5. gtherwise attending to the management and care of the student’s diabetes in the classroom, in any area of
the school or school grounds, or at any school-related activity

The school nurse shall establish a procedure through which the student is cared for in an emergency.

The Board is not liable for civil damages as a result of a student’s sel-administration of medication for an acute or
chronic disease or medical condition except for an act or omission amounting to gross negligence or wiliful and
wanton misconduct.

“olunteer health aides” are school employees who are not licensed or authorized to provide health care services
under State law, volunteer to act in the capacity of a volunteer health aide and have successfully completed the
training of volunteer health aides by a health care professional with expertise in the care of individuals with
diabetes or by the school nurse.

The school nurse shall coordinate the training_of school employees serving as volunteer health aides using_a
training program approved by the State Department of Education and the record keeping and monitoring_of
volunteer health aides. Training of volunteer health aides must be provided by a health care professional with
expertise in the care of individuals with diabetes or by the school nurse. The training must include the following:

1. implementing the orders of a licensed health care practitioner;

2. recognizing and treating the symptoms of hypoglycemia and hyperglycemia consistent with the orders of
the licensed health care practitioner;

3. performing tests to check glucose and ketone lgvels, and recording the results,

4. properly administering giucagen, insulin, or other emergency treatments as prescribed, and recording the
results;

https:,’jgo.boarddocs.comlin,’accs/Board.nsijrivate?open&Iogin# Page 2 0f 3



BoardDocs® PL 7/17/19, 2:38 PM

5. recognizing complications that require emergency medijcal assistance;

6. understanding:

1. recommended schedules and food intake for meals and snacks;

2. the effect of physical activity on blood giucose [evels; and

3. the proper action to be taken if a_student’s schedule is disrupted.

The training must be pravided before the beginning_of the school year or ag soon as practicable following 1) the
enrollment, or 2) the diagnosis of a student with diabetes at a school that previously had no students with
diabetes. The school nurse or principal shall maintain a copy of the training program and the records of training

The school nurse shall perform the tasks necessary to assist a student in carrying out the student’s THP. When
necessary, a volunteer health aide may perform the tasks necessary to assist a student in carrying out the
student’s IHP. in compliance with the training_guidelines. The volunteer health aide may do so only_if the parent or
leqal guardian of the student signs an agreement that:

1. authorizes a volupteer health aide to assist the student; and

2. ctates that the parent or legal guardian understands that, as provided under 1.C. 34-30-14, a volunteer
health aide is not liable for civil damages for assisting_in the student’s care.

A volunteer health aide who assists a student under this poticy:

1. is not considered to be engaging in the practice of nursing; and

2. is exempt from applicable statutes and rules that restrict activities that may be performed by an individual
who is not an individua! licensed or authorized under State law to provide health care services.

The Corporation shall not restrict the assignment of a student to a particular school on the sole basis of whether
the school has volunteer health aides.

© Neola-2007# 2019

Legal References
1.C. 20-34-5
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Book Policy Manual

Section 5000 Students

Title Copy of CARE OF STUDENTS WITH CHRONIC HEALTH CONDITIONS
Code po5335

Status

Adopted May 14, 2019

5335 - CARE OF STUDENTS WITH CHRONIC HEALTH CONDITIONS

Students with chronic health conditions will be provided with a free appropriate public education if determined
eligible under the Individuals with Disabilities Education Act ("IDEA™ or Section 504 of the Rehabilitation Act of
1973 ("Section 504"). If their impairment does not require specially designed instruction for them to benefit
educationally, they may be eligible for accommodations/modifications/interventions of the regular classroom,
curriculum, or activity (i.e., the school setting) so that they have the same access to an education as students
without disabilities. Such accommodations/modifications/interventions may be provided pursuant to a Section 504
Plan (Form 2260.01 F13). All information regarding student identification, health care management, and
emergency care shall be safeguarded as personally identifiable information in accordance with Policy 8330 and
Policy 8350.

The coordinated school health practices for management of a chronic health condition shall provide for:

1. coordination of health care management activities by school staff;

2. identification of individuals with chronic health conditions;

3. development of eividuatindividuatized health care action plans_("IHP");

4. communication among school staff who interact with children with chronic health conditions;

5. awareness and training of school staff regarding Schogl Corperation policy on acute and routine
management of chronic heaith conditions, information on signs and treatment of chronic health conditions,

medication and administration, and emergency protocols for dealing with reactions in "unusuai" situations
such as field trips.

School health practices shall provide students with chronic health conditions the opportunity for:

1. full participation in physical activities when students are weil;

2. modified activities as indicated by the student's ' 7 7
EducationPlan-GER} THP, 504 plan, or Individualized Education Program ("1EP");

3. access to preventative medications before activity (as prescribed by their medical providers) and immediate
access to emergency medications during activity;

4. communication regarding student health status between parents, physicians, teachers (particularly physica!

https:,f]go.boarddocs.com[in/accs/Board.nsf/Private?npen&login# Page1of 3
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education teachers), and coaches.

Healthcare management activities may inciude:

1. procedures to obtain, maintain, and utilize-written-health-careactionpraas_a written IHP, signed by the
child's parents and physician, for each student with a chronic health condition;

2. a standard emergency protocol in place for students experiencing a distress reaction if they do not have a
written-health-eare-aetionplan-IHP_on site;

3. established communication strategies for students to use to tell an adult they may be having a health-
related problem;

4. procedures for students to have immediate access to medications in accordance with Policy 5330 and
AG 5330 that allow students to seif-care and self-administer medications, inhalers, and Epi-pens, as
prescribed by a medical professional and approved by parents/guardians;

5. prevention strategies to avoid causal elements;

6. case management for students with frequent school absences, school health office visits, emergency
department visits, or hospitalizations due to chronic health conditions;

7. otherwise attending to the management and care of the student's chronic health condition in the classroom,
in any area of the school or school grounds, or at any schoaol-related activity or event.

Staff will be trained about chronic health conditions and their control at a minimum annually in each school in
which there is a student with a chronic health condition. This training shall include:

1. education about chronic health conditions;

2. the management procedures that the student and/or school personnel will be responsible for during the
school day;

3. the early warning signs of chronic health conditions;
4. what to do in case of a distress reaction;

5. special planning needed for school functions such as parties, field trips, before and after-school activities,
particularly those involving physical activity or exercise;

6. reporting procedures for changes in the student's physical or emotional behavior and condition;
7. access to appropriate consulting health professionals to address guestions about chronic health conditions.
Designated staff who have responsibility for specialized services such as giving inhaler treatments or injections, or

conducting glucose and/or ketone tests shall be provided training specific to the procedures, at least annually, by a
jicensed health care professional.

The school nurse shall maintain a copy of the training program and the records of training completed by school
employees.

Communication by school personnel with the student's parents/guardians and-besttheare-health care providers is
to begin as soon as the student with a chronic health condition is identified. In the absence of school nursing

https://go.boarddocs.com/infaccs/Board.nsi/Private?open&login# Page 2 0f 3
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services, the principal will contact the parents/guardians to discuss the need for written physician's instructions
and-a-health-care—aetonplaran IHP for the student with a chronic health condition to be completed and provided
to the school as soon as possible. The plan shall clearly state all accommodations and emergency care procedures
for the student with a chronic health condition during school hours or at a school-related event or
activity.-Heattheare-aetiorpians-IHPs shall be accessible to designated staff in case of a distress reaction, or
suspected onset of medical distress.

Except in an emergency, the school shall allow the student to attend to the management and care of his/her
chronic health condition, as provided in the-rdividuatized-bealtheareactionptan_IHP.

The schooi shall provide an information sheet to the individual who is responsible for providing transportation for
or supervising a student with a chronic health condition during an off-campus schooi-related activity that:

1. identifies the student with a chronic health condition;

2. identifies potential emergencies that may occur as a result of the chronic health conditions and appropriate
responses to an emergency;_and

3. provides the telephone number of a contact in case an emergency OCcurs,

© Neola-2610_2019
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Book Policy Manual

Section 5000 Students !
Title Copy of EMERGENCY MEDICAL AUTHORIZATION

Code pos341

Status

Adopted May 14, 2019

5341 - EMERGENCY MEDICAL AUTHORIZATION

The School Corporation will distribute annually to parents or guardians of alt students the Emergency Medical
Authorization Form. In the event emergency medical treatment for a student is necessary, the Corporation will
adhere to the instructions on the authorization form.

The Emergency Medical Authorization Form will be kept in a separate, easily accessible file in each school building
during the school year.

Any time a student or a group of students is taken out of the Corporation to participate in a school event, the staff
in charge of the event must take the Emergency Medical Forms for those students. This includes, and is not Hmited
to, students involved in music trips, athletic trips, field trips, and academic contests. This does not include student
spectators at events.

v
Whenever it is necessary for staff members to use emergency procedures in order to care properly for a student,

they are to follow the procedures described in the Superintendent's administrative guidelines. Staff members are
not to abide by any "Do Not Resuscitate” (DNR) agreement that may exist for a student unless the student is at
least eighteen (18) vears old and, if the DNR Is executed by a representative, has been determined incompetent.
Staff members shall comply with the terms of a property executed Physician Order for Scope of Treatment (POST)
form for a student that has been provided to the staff member_as described in the Superintendent’s administrative
guidelines.

1.C. 16-36-5
1.C. 16-36-6

© Neola—1994 2019
Legal References

I1.C. 16-36-5

1.C. 16-36-6
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Book policy Manual

Section 5000 Students

Title Copy of PROMOTION, PLACEMENT, AND RETENTION
Code po5410

Status

Legal 1.C. 20-32-8.5

511 IAC 6.1-5-10 - Retaining student for athletic purposes prohibited
511 IAC 6.2-3.1-3

‘| Adopted May 14, 2019

! 5410 - PROMOTION, PLACEMENT, AND RETENTION

The Schoot Board recognizes that the personal, social, physical, and educational growth of children will vary and
! that they should be placed in the educational setting most appropriate to their needs at the various stages of their
growth. '

I It shall be the policy of the Board that each student be moved forward in a continuous pattern of achievement and
| growth that Is in harmony with his/her own development.

A student will be promoted to the succeeding grade level when s/he has!

! 1. completed the course requirements at the presently assigned grade;
7. in the opinion of the professional staff, achieved the instructional objectives set for the present grade;

i 3. demonstrated sufficient proficiency to permit him/her to move ahead in the educational program of the next
grade;

i 4. demonstrated the degree of social, emotional, and physical maturation necessary for a successful learning
experience in the next grade.

A student enrolled in special education shall be promoted or retained based on the opinion of the Case Conference
i and the student's L.E.P.

Following sound principles of child guidance, the Board discourages the skipping of grades.

It is the policy of the Board that a student shall not be retained or held back in a grade level for the sole purpose
of improving the student's ability to participate in extra-curricular athletic programs.

‘ The Board will comply with the reguirements of the Indiana Department of Education regarding the consequences
! for students in grade three who fail to pass the Indiana Reading Evaluation and Determination Assessment

: (IREAD-3). Accordingly, a student who does not pass the IREAD-3 assessment either during the assessment period
' in the school year or during the summer assessment window,- ‘ i i '

i https'..".fgo.boarddocs.com,finlaccs!Board.nstPrivate?open&login# page10of 2
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threeISTER+—assessment and is not eligible for a "good cause exemption” outlined below, shail he considered for
retention in third-grade based on the student's gverall academic performance in all subject areas.

The schooi shall make one {1) of the following determinations:

1. Retention is necessary based on the overall academic performance of the student in all subject areas. The
student should be reported to the State as a third-grader in the subsequent school year, and the student
should receive third-grade_instruction in all subject areas.

2. Retention is not necessarily based on the overall academic performance of the student in all subject areas.
The student should move on_to fourth-grade instruction in all subject areas. However, the student will
continue to receive third-grade reading_instruction during the subsequent school year and must retake the
IREAD-3 assessment until the student passes the assessment or gualifies for a “good cause exemption”.

Good cause exemptions that may be considered are:

1. a student who has been previously retained two times prior to the fourth grade;
2. a student with disabilities whose case conference committee has determined that promotion is appropriate;

3. an English learner student whose Individual Learning Plan (ILP) Committee has determined that promotion
is appropriate.

The Superintendent shall develop administrative guidelines for promotion, placement, and retention of students
which:

1. require the recommendation of the professional staff for any promotion, placement, or retention;
2. require that parents are informed in advance of the possibility of retention of a student at a grade level;
3. assure that reasonabie efforts be made to remediate the student's difficulties before s/he is retained;

4. assign to the principal the final responsibility for determining the promotion, placement, or retention of each
student.

1.C. 20-32-8.5

511 IAC 6.1-5-10 - Retaining student for athletic purposes prohibited

511 IAC6.2-3.1-3

IDOE Memorandum April 7, 2017 IREAD-3 Guidance for 2017-18 School Year

© Neola-2613_2019
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1.C. 20-32-8.5

511 IAC 6.1-5-10 - Retaining student for athletic purposes prohibited

511 TAC 6.2-3.1-3

IDOE Memorandum April 7, 2017: IREAD-3 Guidance for 2017-18 School Year
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Book Paolicy Manual

Section 6000 Finances

Title Copy of INVESTMENT INCOME
Code po6144

Staius

Legal I.C. 5-13-9, 20-26-5-4

I.C. 5-13-9 -Deposit and investment of public funds

I.C. 5-13-9-5(a) - Authorization to invest in certificates of deposit

I.C. 20-26-5-4 - Specific powers

I.C. 36-1-2-10 - "Municipal corporation" defined to include "school corporation”
1.C. 36-1-2-13 ~ "Political subdivision” defined to include "municipal corporation”

State Board of Accounts Public Schools Manual Part 14

Adopted May 14, 2019

6144 - INVESTMENT INCOME

The School Board authorizes the Superintendent or Treasurer to make investments of available monies from the
several funds of the_SchoolCorporation in:

1. bends, bills, or notes of the United States; obligations, the principal and interest of which are fulty
guaranteed by the United States; or obiigations of the State;

2. certificates of deposit issued by financial institutions organized and authorized to operate in this State;

The purpose of the investments is to maximize the returns on the Corporation’s excess cash balances consistent
with safety of those monies and with the desired liquidity of the investments.

Investments in U.S. Treasury securities and those other securities completely guaranteed by the Treasury as to
payment of principal and interest may be purchased in any dollar amount up to 100% of the available reserves.

All investments must mature or be redeemable within two (2) years of the date of purchase, not to exceed two (2)
years.

The Superintendent is authorized to contract with a depository for the operation of a cash management system
under the following conditions:
1. the contract is in writing

2. the contract provides for the investment of funds by the depository with the written approval of the
Superintendent.
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3. the depository keeps all records concerning investment cash management
4. the investments are made in accordance with State law with maturities not to exceed two (2) years

5. the contract, which cannot exceed two (2) years, is awarded using the Corporation’s bidding procedure

An obligation when received by the Treasurer, shall be deposited with the bank or trust company having the
deposit of the money of the particular fund from which the obligation was purchased.

Money in the severat funds of the Corporation may be commingled for the purpose of making an investment. The

Treasurer-may-alse-also may join with other school treasurers,-thereglonal-serviceregion—{-)}and-thecommunity
college-[END-OF-OPTIONT-and other political subdivisions and other goyernmental entities for the purpese of
investing Corporation funds_pursuant to an interfocal cooperation agreement under 1.C. 36-1-7. S/He shall account
for such investments separately.

The Board may authorize the Board’s investing officer to invest in certificates of deposit from depositories that
have been designated by the State Board of Finance as a depository for State funds under 1.C. 5-13-9-5 but have
not been designated by the Corporation’s Board of Finance established by Board Bylaw 0151.1. This authorization
shall be in the form of a resolution approved by the Board. Such resolution must provide that the authority to
invest in these certificates of deposit granted by the resolution expires on a date that is not later than two (2)
vears after the date of the Board’s vote adopting the resolution.

1.C. 5-13-9, 20-26-5-4

1.C. 5-13-9 -Deposit and investment of public funds

1.C. 5-13-9-5(a) - Authorization to invest in certificates of deposit

1.C. 20-26-5-4 - Specific powers

1.C. 20-26-10-9 - Joint Investment fund; administration; designated depositories
I.C. 36-1-2-10 - “Municipal corporation” defined to include “school corporation”

1.C. 36-1-2-13 - “Political subdivision” defined to include “municipal corporation”
1.C. 36-1-7 - Interlocal Cooperation
State Board of Accounts Public Schools Manual Part 14

© Neola2013 2019
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1.C. 5-13-9, 20-26-5-4

I.C. 5-13-9 -Deposit and investment of public funds

I.C. 5-13-9-5(a) - Authorization to invest in certificates of deposit ;
1.C. 20-26-5-4 - Specific powers |
1.C. 36-1-2-10 - "Municipal corporation" defined to include "school corporation” 1
1.C. 36-1-2-13 - "Political subdivision" defined to include "municipal corporation” State Board of Accounts Public

Schools Manuai Part 14
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Book Policy Manual

Section 6000 Finances

Title Copy of SHORT-TERM INDEBTEDNESS
Code po6145

Status

Legal I.C. 21-2-6 thru 8 I.C. 36-9-41
Adopted May 14, 2019

6145 - SHORT-TERM INDEBTEDNESS

When the School Board determines that an emergency condition exists within a particular fund(s) and that the
revenue being generated wifl not meet the current projected needs, the Superintendent may initiate procedures
to acquire the necessary revenue from emergency loans, advance draws, or tax anticipation warrants.

The appropriate bid procedure is to be followed for all short-term loans authorized by the Board. Funds are to be
borrowed from the institutions or organizations offering the terms most favorable to the School Corporation
following approval by the Board.

The Seheel-Corporation may borrow the money necessary to finance a "public work™ project that will cost not more
than two million dollars ($2,000,000.00)_or an "eligible efficiency_project" that will cost ngt more than $3,000,000.
A "public work™ means a project for the construction of a public building, highway, street, bridge, sewer, drain, or
any other public facility that is paid for out of public funds._An "eligible efficiency project” means a project
necessary or useful to carrying out an interlocal cooperation agreement entered into by two or more political
subdivisions or governmental entities under I.C. 36-1-7 or a project necessary or useful to the consideration of
local government services.

The Seheel-Corporation may borrow the money for this purpose from a financial institution in Indiana by executing
and delivering to the financial institution a negotiable note of the School Corporation for the sum borrowed. The
note must bear interest, with both principal and interest payable in equal installments on January 1st and July 1st
each year over a period not exceeding shef6)ten (10} years.

Any emergency loans, advance draws, or tax anticipation warrants authorized by the Board must be issued in
compliance with 1.C, 20-48-1 and Federal law.

G212 thry 8
I.C. 20-48-1-
[.C. 36-9-41

© Neola-20842019
Legal References
I.C. 20-48-1

I.C. 36-9-41
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6220 - BUDGET PREPARATION
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operational and educational plan is reflected in its budget. Each vear, the School Board shall cause fo have
prepared, reviewed, and approved the Education Fund, Operations Fund, School Lunch Fund, Extra-Curricular
Activity Fund, Debt Service Fund, Teacher’s Retirement Bond Fund, the Rainy Day Fund, which constitute the
budget of the Corporation.

The Board, by resotution, may establish a "rainy day fund" as a part of its budget preparation process. Transfers to
the rainy day fund may be made at any time before the last day of the Corporation’s fiscal year. The adoption
resolution must specify the purposes of the fund as well as the sources of funding for the fund. The rainy day fund
is subject to the same appropriation process as other funds for which taxes are raised. The Board may not transfer
more than ten percent {10%) of its annual budget for that year to its rainy day fund.

The budget shall be designed to carry out Corporation operations_and student instruction in a thorough and
efficient manner, maintain Corporation facilities properly, and honor continuing obligations of the Board.

The proposed budget requires the critical analysis by every member of the Board prior to approval; once adopted,
the budget deserves the support of all members of the Board regardless of their position before its adoption.

The Board directs the Treasurer to present the budget to the Board, along with ali available information associated
with each Fund, in sufficient time for proper review and discussion and in compliance with-IreiaraCede State taw.

When presented to the Board for review and/or adoption, the proposed-Buéget—gLﬂggLshall include, as
appropriate:

1. The proposed expenditure in each of the following categories for the ensuing_school year:

1. student academic achievement expenditures;

2. student instructional support expenditures;
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3. averhead and operational expenditures;

4, non-operational expenditures;

2. The percentage of resources snent by the Corporation during the previous school year on each of the
following_categories of expenditures:

1. student academig achievement expenditures;
2. student instructional suppgrt expenditures;
3. overhead and operational expenditiires,

4. non-operational expenditures,

3. The trend line for the percentage of resources spent by the Corporation during the previous school year on
each of the following categories of expenditures.

1. student academ]jg achievement expendifures;

2. student instructional support expenditures;

3. overhead and operational expenditures;
4, non-operational expenditures;

4. Whether the Corporation did or did not make progress In improving the ratio of student instructional
expenditures to all okher expenditures during_the previpus school yeat.

1.C. 20-40-2

L.C. 20-42.5-3-5(a)(4)
[.C. 20-42.5-3-7(b)
[.C. 36-1-8-5

© Neola-2006_2019
Legal References

I.C. 20-40-2

I.C. 20-42.5-3-5(a)(4)
I.C. 20-42.5-3-7(b)
I.C. 36-1-8-5
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Book Policy Manual
Section 6000 Finances
Title Copy of PROCUREMENT - FEDERAL GRANTS/FUNDS
Code pob325
Status
Legal 1.C. 5-22-2-21, 5-22-2-30, 5-22-2-38
1.C. 5-22-3-3

[.C. 5-22-6-1 and 5-22-6-2
I.C. 5-22-7-1 et seq.

1.C. 5-22-8-2, 5-22-8-3
1.C. 5-22-10-1 et seq.

1.C. 5-22-16-1, 5-22-16-2
1.C. 20-26-4-6, 20-26-4-8
I.C. 20-26-5-4

2 C.kER. 200.317 - .326

Adopted  May 14, 2019

6325 - PROCUREMENT - FEDERAL GRANTS/FUNDS

Procurement of all supplies, materials, equipment, and services paid from Federal funds or School Corporation
matching funds shall be made in accordance with ail applicable Federal, State, and local statutes and/or
regulations, the terms and conditions of the Federal grant, and School Board policies and administrative
procedures.

The Superintendent shall maintain a procurement and contract administration system in accordance with the
USDOE requirements (2 CFR 200.317-.326),_including_affirmative steps for small and minority businesses and
women's business enterprises, for the administration and management of Federal grants and Federally-funded
programs. The Corporation shall maintain a contract administration system that requires contractors to perform in
accordance with the terms, conditions, and specifications of their contracts or purchase orders. Except as
otherwise noted, procurement transactions shall conform to the provisions of the Corporation’s documented
general purchasing Policy 6320 and AG 6320A.

All Corporation employees, officers (that is, Board members), and agenis who have purchasing authority shall
abide by the standards of conduct covering conflicts of interest and governing the actions of its employees,
officers, and agents engaged in the selection, award, and administration of contracts as established in Policy 1130,
Policy 3113 and Policy 4113 - Conflict of Interest.

The Corporation shall avoid acquisition of unnecessary or duplicative items. Additionally, consideration shall be

given to consolidating or breaking out proclirements to obtain a more economical purchase. And, where
appropriate, an analysis shall be made of lease versus purchase alternatives and any other appropriate analysis {0
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determine the most economical approach. These considerations are given as part of the process to determine the
allowability of each purchase made with Federal funds.

To foster greater economy and efficiency, the Corporation may enter into State and local intergovernmental
agreements, where appropriate, for procurement or use of commeoen or shared goods and services.

Competition

All procurement transactions paid for from Federal funds or Corporation rmatching funds shall be conducted in a
manner that encourages full and open competition and is in accordance with good administrative practice and
sound business—udgement judgment. In order to promote objective contractor performance and eliminate unfair
competitive advantage, the Corporation shall exclude any contractor that has developed or drafted specifications,
reguirements, statements of work, or invitations for bids or requests for proposals from competition for such
procurements.

Some of the situations considered to be restrictive of competition include, but are not limited to, the following:

1. unreasonable requirements on firms in order for them to qualify to do business;
2. unpecessary experience and excessive bonding requirements;

3. noncompetitive contracts to consultants that are on retainer contracts;

4, organizational conflicts of interest;

5. specification of only a "brand name" product instead of allowing for an "or equal” product to be offered and
describing the performance or other relevant requirements of the procurement; and

6. any arhitrary action in the procurement process.

Further, the Corporation shall not use statutorily or administratively imposed State, local, or tribal geographical
preferences in the evaluation of bids or proposals unless 1) an applicable Federal statute expressly mandates or
encourages a geographic preference; or the Corporation is contracting for architectural and engineering services,
in which case geographic location may be a selection criterion provided its application leaves an appropriate
number of qualified firms, given the nature and size of the project, to compete for the contract,

To the extent that the Corporation uses a pre-qualified list of persons, firms or products to acquire goods and
services_that are subject to policy, the pre-qualified list includes enough qualified sources as to ensure maximum
open and free competition. The Corporation allows vendors to apply for consideration to be placed on the list at
any time.

Solicitation Language

The Corporation shall require that ali solicitations made pursuant to this policy incorporate a clear and accurate
description of the technical requirements for the material, product, or service to be procured. Such description
shall not, in competitive procurements, contain features which unduly restrict competition. The description may
include a statement of the qualitative nature of the material, product or service to be procured and, when
necessary, shall set forth those minimum essential characteristics and standards to which it shall conform if it is to
satisfy its intended use. Detailed product specifications should be aveided if at all possible.

When it is impractical or uneconomical to make a clear and accurate description of the technical requirements, a
"hrand name or equivalent" description may be used as a means to define the performance or other salient
requirements of procurement. The specific features of the named brand which shall be met by offers shall be
clearly stated; and the solicitation shali identify all requirements which the offerors shall fulfitl and all other factors
to be used in evaluating bids or proposals.

The Board will not approve any expenditure for an unauthorized purchase or cantract.
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Procurement Methods

The Corporation shall utilize the fellawing methods of procurement:

1. Micro-purchases

Procurement by micro-purchase is the acquisition of supplies or services, the aggregate dollar amount of
which does not exceed $10,000 [not to exceed-$3;580 $10,000]. To the extent practicable, the
Corporation shall distribute micro-purchases equitably among gualified suppliers.

Micro-purchases may be made without soliciting competitive quotations if the Purchasing Agent identified in
Policy 6320 considers the price to be reasonable. The Corporation maintains evidence of this reasonableness
in the records of all purchases made by this method.

Small Purchases

Small purchase procedures provide for relatively simple and informal procurement methods for securing
services, supplies, and other property the cost of which exceeds $3,500 but is less than the competitive bid
threshold of $150,000 $150;000-maximumnot to exceed $250,000. Small purchase procedures
require = H-price-errate-quetal 3 i af-quatified seurees price or rate
guotations shall be obtained from qualified sources.

) Iy ey O

- » v oot =

Sealed Bids

Sealed, competitive bids shall be obtained when the purchase of, and contract for, single items of supplies,
materials, or equipment amounts to more than $150,000 $156;000-maximumthe lesser of the
established Small Purchase threshold or $250,000 and when the Board determines to build, repair,
enlarge, improve, or demolish a school building/facility the cost of which will exceed the amount allowed by
Indiana statute.

In order for sealed bidding to be feasible, the following conditions shall be present:

1. a complete, adequate, and realistic specification or purchase description is available;
2. two (2) or more responsible bidders are willing and able to compete effectively for the business; and

3. the procurement lends itself to a firm fixed price contract and the selection of the successful bidder
can be made principally on the basis of price.

When sealed bids are used, the following requirements apply:

1.

Bids shall be solicited in accordance with the provisions of State law and Policy 6320. Bids shall be solicited
from an adequate number of qualified suppliers, providing sufficient response time prior to the date set for
the opening of bids. The invitation to bid shall be publicly advertised.

The invitation for bids shall include product/contract specifications and pertinent attachments and shall
define the items and/or services required in order for the bidder to properly respond.

All bids shall be opened at the time and piace prescribed in the invitation for bids; bids shall be opened
publicly.

A firm fixed price contract award shall be made in writing to the lowest respensive-and-responsible bidder.
Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle costs
shail be considered in determining which bid is lowest. Payment discounts may be used to determine the
low bid only when prior experience indicates that such discounts are usually taken.
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5. The Board reserves the right to reject any or all bids for sound documented reason.

4, Competitive Proposals

Procurement by competitive proposal, normally conducted with more than one source submitting an offer, is
generally used when conditions are not appropriate for the use of sealed bids or in the case of a recognized
exception to the sealed bid method. Indiana law stipulates a threshold for which sealed bids are required.
(See Policy 6320.) Sealed bids are required when the Board seeks to build, repair, enlarge,

improve, or demolish a school building/facility if the cost will exceed $50,000 (See Policy

6220).1]

If this method is used, the following requirements apply:

1. Requests for proposals shall be publicized and identify all evaluation factors and their refative
importance. Any response to the publicized requests for proposals shal! be considered to the
maximum extent practical.

2. Proposals shall be solicited from an adequate number of sources.

3. The Corporation shall use its written method for conducting technical evaluations of the proposals
received and for selecting recipients.

4. Contracts shall be awarded to the responsible firm whose proposal is most advantageous to the
program, with price and other factors considered.

The Corporation may use competitive proposal procedures for qualifications-based procurement of
architectural/engineering (A/E) professional services whereby competitors' qualifications are evaluated and the
most qualified competitor is selected, subject to negotiation of fair and reasonabie compensation. The method,
where price is not used as a selection factor, can be used only in procurement of A/E professional services. It
cannot be used to purchase other types of services though A/E firms are a potential source to perform the
proposed effort.

5. Noncompetitive Proposals
Procurement by noncompetitive proposals allows for solicitation of a proposal from only one source and may
be used only when one or more of the following circumstances apply:
1. the item is available only from a single source

2. the public exigency or emergency for the requirement will not permit a delay resulting from
competitive solicitation

3. the Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in
response to a writken request from the Corporation

4. after solicitation of a number of sources, competition is determined to be inadequate

Contract/Price Analysis

The Corporation shall perform a cost or price analysis in connection with every procurement action in excess
of-$450-000 $250,000, including contract modifications. A cost analysis generally means evaluating the separate
cost elements that make up the total price, while a price analysis means evaluating the total price without looking
at the individual cost elements.

The method and degree of analysis is dependent on the facts surrounding the particular procurement situation;
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nowever, the Corporation shal! come to an independent estimate prior to receiving hids or proposals.

Wwhen performing a cost analysis, the Corporation shall negotiate profit as a separate element of the price. To
establish a fair and reasonable profit, consideration is given to the complexity of the work to be performed, the
risk borne by the contractor, the contractor’s investment, the amount of subcontracting, the quality of its record of
past performance, and industry profit rates in the surrounding geographical area for similar work.

Time and Materials Contracts

The Corporation uses a time and materials type contract only 1) after a determination that no other contract is
suitable, and 2) if the contract includes a ceiling price that the contractor exceeds at its own risk. Time and
materials type contract means a contract whose cost to the Corporation is the sum of the actual costs of materials
and direct labor hours charged at fixed hourly rates that reflect wages, general and administrative expenses, and
profit.

Since this formula generates an open-ended contract price, a +ime-and-materials contract provides no positive
profit incentive to the contractor for cost controt or labor efficiency. Therefore, the Corporation sets a cejling price
for each contract that the contractor exceeds at its own risk. Further, the Corporation shall assert a high degree of
oversight in order to obtain reasonable assurance that the contractor is using efficient methods and effective cost
controfs.

Suspension and Deba rment

The Corporation shall award contracts only to responsible contractors possessing the ability to perform successfully
under the terms and conditions of the proposed procurement. All purchasing decisions shall be made in the best
interests of the Corporation and shall seek to obtain the maximum value for each dotlar expended. When making a
purchasing decision, the Corporation shall consider such factors as 1) contractor integrity; 2) compliance with
public policy; 3) record of past performance; and 4) financial and technical resources.

The Superintendent shall have the authority to suspend or debar a person/corporation, for cause, from
consideration or award of further contracts. The Corporation is subject to and shall abide by the nonprocurement
debarment and suspension reguiations implementing Executive Orders 12549 and 12689, 2 C.E.R. Part 180.

Suspension is an action taken by the Corporation that immediately prohibits a person from participating in covered
transactions and transactions covered under the Federal Acquisition Regulation (48 C.F.R. Chapter 1) for a
temporary period, pending completion of an agency investigation and any judicial or administrative proceedings
that may ensue. A person so excluded is suspended. (2 C.RR. Part 180 Subpart G)

Debarment is an action taken by the Superintendent to exclude a person from participating in covered transactions
and transactions covered under the Federal Acguisition Regulation (48 C.F.R. Chapter 1). A person so excluded is
debarred. (2 C.F.R. Part 180 Subpart H)

The Corporation shall not subcontract with or award subgrants to any person or company who is debarred or
suspended. For contracts over $25,000, the Corporation shall confirm that the vendor is not debarred or
suspended by either checking the Federal government’s System for Award Management, which maintains a list of
such debarred or suspended vendors af www.sam.gov; collecting a certification from the vendor; or adding a
clause or condition to the covered transaction with that vendor. (2 C.F.R. Part 180 Subpart C)

Bid Protest

The Corporation maintains the following protest procedures to nandle and resolve disputes relating to
procurements and, in all instances, discloses information regarding the protest to the awarding agency.

A bidder who wishes to file a bic protest shall file such notice and follow procedures prescribed by the Request For

Proposals (RFPs) or the individual bid specifications package for resolution. Bid protests shall be filed in writing
with the Superintendent within seventy- two (72) hours of the opening of the bids in protest.
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Within five (5) days of receipt of a protest, the Superintendent shall review the protest as submitted and render a
decision regarding the merits of the protest and any impact on the acceptance and rejection of bids submitted.
Notice of the filing of a bid protest shall be communicated to the Board and shall be so noted in any subsequent
recommendation for the acceptance of bids and awarding of contracts.

Failure to file a notice of intent to protest or failure to file a formal written protest within the time prescribed shall
canstitute a waiver of proceedings.

Maintenance of Procurement Records

The Corporation maintains records sufficient to detail the history of all procurements. These records shall include
but are not necessarily limited to the following: rationale for the method of procurement, selection of contract
type, contractor selection or rejection, and the basis for the contract price (including a cost or price analysis).

© Neola-2816_2019
Legal References
I.C. 5-22-2-21, 5-22-2-30, 5-22-2-38

1.C. 5-22-3-3

I.C. 5-22-6-1 and 5-22-6-2
1.C. 5-22-7-1 et seq.

I.C. 5-22-8-2, 5-22-8-3
1.C. 5-22-10-1 et seq.

I.C. 5-22-16-1, 5-22-16-2
I.C. 20-26-4-6, 20-26-4-8
I.C. 20-26-5-4

2 C.FR. 200.317 - .326
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Book Policy Manual 5 ;
Section 7000 Property ? !
Title Copy of CELL PHONE ALLOWANCE

Cade p67530.01

Status

Legal I.R.S. Notice 2011-72 (effective December 31, 2009)

Adopted May 14, 2019

7530.01 - CELL PHONE ALLOWANCE
Eligibility for Cell Phone Allowance

Mobile/cellular telephones, smartphones (e.g., BlackBerry, iPhone, Android devices, Windows Mobile devices,
ete.), (collectively, “cell phones”) enable communication whenever a situationjarises necessitating immediate
contact, regardless of the person's location at the time. The Superintendent and the admintistrators who meet one
or more of the following criteria are required as a condition of employment to’personally own a cell phone and
obtain an appropriate service plan so that the cell phone is available for use for business-related communications:

1. their jobs require them to spend a considerable amount of time outside of their assigned office or work area
during regular work hours and have regular access to telephone and/or Internet/data connections while
outside their office or assigned work area;

2. their jobs require them to be accessible outside of scheduled or regular work hours or to be contacted and
respond in the event of an emergency;

3. their jobs consistently require timely and business critical two (2) way communication for which there is no
reasonable alternative technology; .

Administrators who are required to have a personally-owned cell phone as a condition of their employment shall
receive a monthly cell phone allowance ("allowance"), up to an amount approved annually by the School Board to
reimburse them for the costs associated with maintaining and using the personally-owned cell phone for business
purposes. Additionally, other staff members who believe that they meet the above-identified criteria may apply for
an allowance.

Amount of the Allowance

The allowance shall consist of the following:

a monthly allowance of up to a specific dollar amount for cellular telephone service;

The allowance shall not serve as a substitute for a portion of the staff member's regutar wages, and does not
constitute an increase to base pay and will not be included in the calculation of percentage increases to base pay

due to annual raises, job upgrades or benefits based on a percentage of salary, etc. The Board will pay only the
Board-approved allowance even if actual monthly costs exceed the allowance. If the amount of the allowance

https://go.boarddocs.com/infaccs/Board.nsf/Private?open&login# Page 10f 4



BoardDocs® PL 7/17/19, 2:39 PM

needs to be changed because of documented business purposes, the employee should notify the Superintendent
by submitting a new Cell Phone Allowance Reguest Form (Form 7530.01 F1).

No allowance will be paid when the employee is on an unpaid leave status, or is on an'extended paid leave during
which timely, essential business communications are not likely to be necessary.

To be eligible to receive the allowance, the employee must maintain the type of cellular telephone coverage and
wireless Internet/data plan that is reasonably related to his/her job responsibilities. Beginning no later than
annually, each covered administrator and staff member making application for the allowance, must submit to the
Superintendent a Cell Phone Allowance Request Form (Form 7530.01 F1), including a copy of his/her most recent
monthly invoices for his/her cellular telephone service plan to substantiate the amount of the allowance and a
document identifying his/her cell phone number (including any pin number associated with a BlackBerry device) so
that the employee may be contacted as the need arises.

The Superintendent should use knowledge of each employee's duties (e.g., the projected number of minutes of
monthly business-related calls, and whether the employee requires wireless Internet/data service) and budget
considerations to determine the amount of monthly allowance to recommend to the Board for each employee. In
determining the amount of the allowance to recommend to the Board, the Superintendent may take into
consideration the cost of the basic equipment, whether wireless Internet/data service is needed, and the cost of
the employee's monthly cellular telephone service plan.

In order to continue to receive the allowance, administrators are required to answer all business-related calls on
his/her celi phone and promptly respond to any messages.

AHowance Is Not-Considered Taxable Income

Provided the employee maintains and uses his/her personally-owned cell phone for business purposes as described

I
er—ofhrdivigua abtiEy—ermp

the monthly allowance as established in this policy.
Justifying the Allowance

i Upon being notified of his/her eligibility to receive the allowance, the employee shall submit a copy of the monthly
bill for his/her cellular telephone service and wireless internet/data plan [END OF OPTION]. If the amount paid
by the employee exceeds the amount of the allowance, the amount of the allowance will be treated as a non-
pavroll reimbursement of a business expense (that is, similar to mileage reimbursements), no payroll taxes will be
withheld from the emplovee’s paycheck for the amount of the allowance, and under the current U.S, Tax Code, the
allowance will not be considered taxable income.

' Further, if the employee’s monthly bill changes during_the calendar year, s/he shall submit a copy of that new bill

f to the Superintendent, who shall determine if the amount paid of the allowance will continue to be treated as a
non-payroll reimbursement of a business expense. However, if the employee’s revised monthly bill is less than the
allowance recejved. the Corporation shall report the annual amount of the employee’s allowance as "Other
Income” on the employee’s W-2 for the current calendar vear and each year thereafter in which the employee

. receives this allowance, Emplovees who receive an allowance that exceeds the amount they pay should consult

‘ with their tax advisor as to the treatment of this item on their personal income tax return.

! Additionally, staff members who receive an allowance are not required to submit a log documenting their business-
’ related use of the cell phone: non-exempt employees, however, must comply with the timekeeping requirements
set forth above. For determination of individual taxability, employees should check with their tax advisor.

Employee's Responsibilities
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The employee is responsible for choosing his/her cell phone, the voice and/or wireless data plan, and the service
provider. Since the cell phone is the employee’s personal property, the cell phone may be used for personal calls
(see below concerning the making of personél calls during work time) and be combined or enhanced with other
personal plans (i.e., the employee may also, lat his/her own expense, add extra services or equipment features, as
desired). The employee is responsible for paying all monthly service charges in full and on time. The Board does
not accept any liability for claims, charges, or disputes between the service provider and the staff member.
Because the employee is personally responsible for the cell phone, any replacement for loss or damage will be at
the expense of the employee. Such replacement or repair must be completed promptly and the Superintendent
must be notified if the employee will not be available by his/her cell phone for a period of time.

Employees should contact the vendor/carrier through which they purchased their cell phone and their cellular
telephone service (including wireless Internet/data service, if applicable) for support.

Employees may contact the Corporation's IT Department/Support Staff for consultation on the type of equipment
to purchase if they are obtaining wireless Internet/data service in order to enable e-mail and calendar support
through the Corporation's servers (e.g., through Microsoft Exchange, Novell GroupWise, etc.) and to obtain
assistance in setting up their device to connect to the Corporation's servers. The Corporation's IT
Department/Support Staff will assist employees who have wireless Internet/data service with e-mail and calendar
functionality.

Changing or Ending a Cellular Telephone Service Contract Early

If prior to the end of a cellular telephone and/or wireless Internet/data service contract, a personal decision by the
employee results in the need to end or change the contract, the employee will bear the costs of any fees
associated with the change or cancellation.

If prior to the end of a cellular telephone and/or wireless Internet/data service contract, the employee's
misconduct, or misuse of the celt phone, results in the need to end or change the contract, the employee will bear
the costs of any fees associated with the change or cancellation.

If prior to the end of a cellular telephone and/or wireless Internet/data service contract, the Board determines to
reduce or cancel (unrelated to employee misconduct) the employee's monthly allowance, the Board will bear the
cost of any fees associated with the change or cancellation. For example, if the employee is reassigned and/or
his/her duties are changed, and the cell phone is no longer needed for business purposes, if the employee does
not want to retain the current contract, changes or cancellation fees will be reimbursed by the Board.

When selecting the duration of his/her cellular telephone and/or wireless Internet/data service contract, the
employee should take into consideration the length of his/her Board-approved employment contract and not select
a duration of the service contract that exceeds the employment contract. If the employee is non-renewed or
voluntarily resigns while the service contract is still in effect, the Board will not be responsible for any fees
associated with the employee's decision to subsequently change or cancel the contract.

Once the allowance is given to the employee to purchase a device, the cell phone remains the employee's personal
property. However, upon termination, nonrenewal or resignation, the Board will immediately discontinue the
monthly allowance,

Safe and Appropriate Use of Cell Phones

Employee safety is a priority of the Board, and responsible use of cell phones, requires safe use. See Policy
7530.02 - Staff Use of Personal Communication Devices.

Employees may not use a cell phone in a way that might reasonably create in the mind of another person an
impression of being threatened, humiliated, harassed, embarrassed or intimidated.

Duty to Maintain Confidentiality of Student Personally Identifiable Information — Public and Student
Record Requirements
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Employees are subject to all applicable policies and guidelines pertaining to protection of the security, integrity and
availability of the data stored on their cell phones. See Policy 7530.02 - Staff Use of Personal Communication
Devices.

Potential Disciplinary Action/Termination of the Cell Phone Allowance
Violation of this policy may constitute just cause for disciplinary action up to and including termination. Use of a

cell phone in any manner contrary to local, State or Federal laws will constitute misuse, and wilt result in
immediate termination of the allowance.

The Board reserves the right to switch an employee to the cell phone allowance program if excessive calls are
made or if required documentation is not submitted in a timely manner.
© Neola-2012 2019

Legal References
[.R.S. Notice 2011-72 (effective December 31, 2009)
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Book Policy Manual ]
Section 8000 Operations )
Title Copy of PERSONAL BACKGROUND CHECK - CONTRACTED SERVICES
Code po8121 ) .
Status ' ¥
Legal I.C.5-2-22

1.C. 10-13-3

1.C. 20-26-2-1.3
1.C. 20-26-2-1.5
1.C. 20-26-5-10, -11, and -11.5

Adopted May 14, 2019

8121 - PERSONAL BACKGROUND CHECK - CONTRACTED SERVICES

To protect students and staff members, the School Board requires an inquiry into the personal background of each
employee of a contractor or subcontractor who is likely to have direct, on-going contact with children within the
scope of their employment.

The Superintendent shall establish the necessary procedures to provide that contractors and subcontractors
conduct an inquiry into the background information of these empioyees that shall include the following:

1. an expanded criminal history check as defined by I1.C. 20-26-2-1.5

an Indiana_expanded child protection index check as defined by 1.C. 20-26-2-1.3
a search of the national sex offender registry maintained by the United States Department of Justice

w N

4. beginning July 1, 2017, a search of the State child abuse registry

5. verification of enrollment in and use of the Federal E-Verify program to check eligibility to be employed (all
employees)

Personally identifiable information reported to the School Corporation in the implementation of this policy shall not
be released except as necessary to implement this policy or to defend a decision made pursuant to this policy.

Each contractor and subcontractor providing services to the Corporation shall notify the Superintendent within two
(2) business days of the:

1. arrest and/or filing of criminal charges against an employee of the contractor or subcontractor and the
disposition of such arrest or filing of charges;

2. conviction of an employee of the contractor or subcontractor for a crime; and
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3. substantiated report of child abuse or neglect of which the employee of the contractor or subcontractor is
the subject.

Each contractor and subcontractor providing services to the Corporation shall screen all employees who are likely
to have direct, on-going contact with children in the course of providing services to the Corporation. Screening
shall only be required one (1) time during the period of the current contract with the Corporation as long as the
contractor has continuously screened new hires, required the same of its subcontractors, and required that these
employees report the ( ) arrest and the filing of criminal charges against the employee, conviction of the employee
for a crime, and substantiated report of child abuse or neglect of which the employee is the subject. Compliance
with this requirement shall be verified by either:

1. inclusion of the requirement as a material term of the contractor's or subcontractor's contract; or

2. execution of a certificate of compliance with this policy which shall be maintained with the contract in the
Corporation's files.

Non-compliance with these requirements shall be a breach of a material term of any contract between a
contractor/subcontractor and the Corporation.

The Superintendent shall develop administrative guidelines to implement this policy. These procedures shall
provide for the review of each reported ( ) arrest and/or criminal charge, criminal conviction of an employee of a
contractor or subcontractor, and substantiated report of child abuse or neglect of which the employee of a
contractor or subcontractor is the subject and for a response to the reported information that protects members of
the school community from persons who may be dangerous to them. Failure of a contractor or subcontractor to
remove an employee from direct contact with students, upon request from the Superintendent, shall be considered
to be a material breach of the contractor's or subcontractor's contract with the Corporation.

© Neola-2017 2019
Legal References

I.C. 5-2-22

[.C. 10-13-3

I.C. 20-26-2-1.3

[.C. 20-26-2-1.5

1.C. 20-26-5-10, -11, and -11.5
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Book Policy Manual

Section 8000 Operations

Title Copy of SCHOOL CALENDAR

Code po8210

Status '
Legal 1.C. 20-30-2-1,6, 20-18-2-17

511 IAC 6-2-1.1(j)

Adopted May 14, 2019

8210 - SCHOOL CALENDAR

The School Board recognizes that the preparation of a calendar for the instructional program of the schools is
necessary for orderly educational planning and for the efficient operation of the School Corporation.

The total number of days when the schools will be in session for instructional purposes shall be-iraeeerdanee-with

the-colective-bargatning-agreerment-180, and for purposes of receiving State school aid, such days will number no
fewer than——— 180.

Unless a waiver is obtained from the State Department of Education, all days lost due to snow, fire, epidemics,
health conditions, et cetera cannot be counted as a part_of the minimum days of instruction for State aid and must
be made up or an eLearning_day that meets the standards set by the State Department of Education provided.

The Superintendent shall submit to the State Department of Education the total number of actua! instructional
days no later than June 15th of each year.

5311 IAC6-2-1-1(5}

I.C. 20-18-2-17
1.C. 20-30-2-1
1.C. 20-30-2-3

© Neola-2006 2019
Legal References

I.C. 20-18-2-17

1.C. 20-30-2-1

1.C. 20-30-2-3

https://go.boarddocs.com/finfaccs/Board.nsf/Private?open&login# Page 1 of 1



BoardDocs® PL 717119, 2:39 PM

Book Policy Manual

Section 8000 Operations

Title Copy of FOOD SERVICE PROGRAM

Code po8500

Status

Legal Healthy, Hunger-Free Kids Act of 2010 and Richard B. Russell National School Lunch Act,

42 U.5.C. 1751 et seq.

Child Nutrition Act of 1966, 42 U.5.C. 1771 et seq.

7 CFR Parts 15b, 210, 215, 220, 225, 226, 227, 235, 240, 245, 3015
2 C.F.R. Part 200

USDA Smart Snacks in School Food Guidelines {effective July 1, 2014)

SP 32-2015 Statements Supporting Accommodations for Children with Disabilities in the
Child Nutrition Programs

Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. 794
34 CFR Part 104

Adopted May 14, 2019

8500 - FOOD SERVICE PROGRAMS

The School Board will provide cafeteria or serving facilities in all schools where space and facilities permit and food
service for the purchase and consumption of lunch for all students.

The Board also will provide a breakfast program in accordance with procedures established by the State
Department of Education.

The Board does not discriminate on the basis of race, color, national origin, sex (including sexual orientation or
transgender identity), disability, age (except as authorized by law), religion, military status, ancestry, or genetic
information (collectively, "Protected Classes") in its educational programs or activities, including the Food Service
program. Students and all other members of the School Corporation community and third parties are encouraged
to promptly report incidents of unlawful discrimination and/or retaliation related to the Food Service program to a
teacher, administrator, supervisor, or other Corporation official so that the Board may address the conduct. See
Policy 2260 - Nondiscrimination and Access to Equal Educational Opportunity.

The Food Service program will comply with Federal and State regulations pertaining to the selection, preparation,
consumption, and disposal of food and beverages, including but not limited to the current USDA school meal
pattern requirements and the USDA Smart snacks in School nutrition standards, as well as to the fiscal
management of the program. In addition, as required by law, a food safety program that is based on the
principles of the Hazard Analysis and Critical Control Point (HACCP) system shall be implemented with the intent of
preventing food-borne ilinesses. For added safety and security, access to the facility and the food stored and
prepared therein shal! be limited to food service program staff and other authorized persons.
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Further, the Food Service program shall comply with the School Lunch Fund provisions of Chapter 4 of the State
Board of Accounts Uniform Compliance Guidelines for Indiana Public School Corporations.

Dietary Modifications

A request for substitutions to the standard meal requirements due to food allergies shall be accommodated, when
requested by an adult student with a disability or the parent of a student with a disability, without delay and at no
additional charge. The adult student with a disability or the parent of a student with disability making such a
request of the Food Service Director shall be informed that medical certification that the student has a disability
that restricts his/her diet, in accordance with the criteria set forth in 7 C.F.R. Part 15b must be submitted within
seven (7) school days from a health care provider who has prescriptive authority in the State of Indiana or the
dietary modification may be discontinued until such statement is received.

The medical certification must identify:

1. the child's physical or mental impairment and why the student's disability or medical condition necessitates
such a restriction of the child's diet;

2. an explanation of what the Food Service Program must do to accommodate the child's disability; and

3, the food(s) to be omitted from the student's diet and the recommended food or choice of foods that must
be substituted (e.g., caloric modifications or use of liquid nutritive formula).

After a request for a dietary modification is submitted to the Director of Food Service (Director), the Director shall,
in turn, notify the Principal, school nurse, and the members of the student's IEP or 504 Team that the dietary
madification shall be made for the student, pending the receipt of the required medical certification.

If deemed necessary by the student's IEP or 504 Team, the dietary modification shall be included in the student's
IEP or 504 plan. '

‘An adult student with a disability or the parent of a student with a disability who believes the accommodation
requested Is not being appropriately addressed may access the processes and assistance described in Policy 2260
and/or Policy 2260.01 by contacting the Corporation’s Compliance Coordinator named In those policies.

A request for substitutions to the standard meal requirements due to food allergies shall be accommodated, when
requested by an adult student who is not identified as having a disability or the parent of a student who is not
identified as having a disability, without delay and at no additional charge. An adult student who is not identified
as having a disability or the parent of a student who is not identified as having a disability making such a request
of the Food Service Director shall be informed that a signed medical statement from a health care provider who
has prescriptive authority in the State of Indiana that the student cannot consume certain food items due to a
medical condition or some other special dietary need must be submitted within seven (7} school days or the
dietary modification may be discontinued until such statement is received.

To qualify for continuing consideration and substitutions the medical statement must identify:

1. the medical or dietary need that restricts the student's diet;

2. an explanation of what the Food Service Program must do to address the student's medical or dietary
restriction; and

3. the food(s) to be omitted from the student's diet and the recommended food or choice of foods that must
be substituted (e.g., caloric modifications or use of liquid nutritive formula).
The request for such dietary modifications shail be submitted to the Director, who shall, in turn, notify the Principal
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and school nurse that the dietary modification shall be made for the student. Upon request of the parent or adult
student, a meeting of a team including the parent, the Director of Food Service, school nurse, and principal shall
be convened to determine the specific substitution(s) that will be made to the standard meal pattern for the
student.

The Food Service Program shall not accommodate a student’s request for specific substitutions to the standard
meal pattern requirements that is based solely on religious or lifestyle choices.

For students who need a nutritionally equivalent milk substitute, only a signed request by a parent or guardian is
required.

Operation and Supervision of the Food Service Program

The operation and supervision of the Food Service program is the responsibility of the Food Service Director. The
Food Service program will be operated on a self-supporting basis with revenue from students, staff, Federal
reimbursement, and surplus food. The Board will assist the program by furnishing available space, initial major
equipment, and utensils. .

Meal Charges

Lunches sold by the Corporation may be purchased by students, staff members and community residents in |
accordance with the procedures established by the Superintendent. ‘

The Superintendent shall develop procedures regarding meal charges {Administrative Guideline 8500b), which
shall be implemented by the Food Service Director. The procedures will provide direction so that deposits into a
student's account are not considered income to the child nutrition program until the student charges a meal to
his/her account. Fhis-precedure-Further, the procedures will provide direction so that students attending
Corporation schools who do not have funds in their account or on-hand to cover the cost of their meal at the time
of service are treated consistently, parents of students who charge meals are notified when a student charges a
meal, and efforts are made to collect the charges made by students so that the unpaid charges are not classified
as "bad debt” at the end of the school year

Significant negative lunch account balances shall not be permitted. A significant negative lunch account balance is
any balance owed in excess of $5.00, Once a student enters a negative lunch balance, s/he will be limited to two
(2} charged regular meals. If the balance remains in a negative balance after the allotted two (2) charged meals,
the student(s) in question will be provided with an alternative meal selection until the balance is no longer in the
negative. Alternative meals will not be applied to the negative accrual balance.

Furthermore, if a student has a significant negative lunch account baiance, the student shall not be permitted to
charge any a la carte food or beverage items.

Any significant negative lunch account balance should be pursued for collection before it is determined to be
uncollectible pursuant to Policy 6151.

The Board’s policy and Superintendent’s procedure related to meal charges shall be distributed in writing to all
households at the start of each school year and to households transferring to the school or Corporation during the
school year. Additionally, the Board’s policy and Superintendent’s procedure related to meal charges shall be
distributed to all Corporation staff responsible for policy enforcement, including Corporation food service
employees, accounting staff, and all other staff involved in enforcing any aspect of the meal charge policy at the
beginning of the school year and upon hire during the school year. If the Corporation contracts with any third
party to provide food services, the Board policy and Superintendent’s procedure also must be distributed to the
contractor and its employees working in the Corporation schools.

A lunch account becomes inactive after 9 weeks with no deposits or withdrawals. An inactive lunch account that
has a positive balance of $10.00 or less may be receipted back into the school lunch fund where the School Lunch
Program funds are maintained. An inactive lunch account that has a nominal negative account balance of

$10.00 or less may be offset against the positive balances in the Fund; provided, however, that if the parent
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requests and can document entitiement to the positive balance in the account, the parent is entitied to a refund of
that amount.

Bad Debt/ uUncollectable Debt

Significant negative lunch account balances that are not collected in the year when the debt was incurred shall be
classified as bad debt. Bad debt incurred through the inability to collect lunch payment from students is not an
allowable cost chargeable to any Federal program. Once classified as bad debt, non-Federal funding SOUrces shall
reimburse the school junch program account for the total amount of the bad debt. If funds 0 reimburse the
Corporation for this bad debt are not available from another source, such as school or community organizations
(like the PTA) or any other non-Federal source, the funds to reimburse the schoo! lunch program shall be
transferred from the Corporation operations fund or other State or local funding to make that reimbursement.
Once the uncotlectable/delinquent debt charges are converted to bad debt, records relating to those charges must
be maintained in accordance with the record retention requirements in 7 C.ER. 210.9(b)(17) and 7 C.FR.
210.15(b). Any related collection costs, including legal costs, arising from such bad debt after they have been
determined to be uncollectable also are unallowable.

Bad debt may be removed from accounts receivable In accordance with Policy 6151.

Additional Compliance

In accordance with Federal law, the Food Service Director will take such actions as are necessary to obtain a
minimum of two (2) food safety inspections per school year, which are conducted by the State or local
governmental agency responsible for food safety inspections. The report of the most recent inspection will be
posted in a publicly visible location, and a copy of the report will be available upon request.

A periodic review of the Food Service accounts will be made by the Treasurer.

Any surplus funds from the National School Lunch Program will be used to reduce the cost of the service to
students or to purchase cafeteria equipment. surplus funds from 3 la carte foods may accrue to the Food Service
program. :

With regard to the operation of the Corporation Food Service program, the Superintendent shall require:

1. maintenance of sanitary, neat premises free from fire and health hazards;
2. preparation of food that complies with Federal food safety regulations;
3. planning and execution of menus in compliance with USDA reguirements;

4. purchase of food and supplies in accordance with State and Federal law, USDA regulations, and Board
policy; (see Policy 1130, Policy 1214, Policy 3113, Policy 3214, Policy 4113, Policy 4214, and Policy 6460);

5. compliance with food holds and recalls in accordance with USDA regulations;
6. accounting and disposition of food-service funds pursuant to Federal and State law and USDA regulations;

7. safekeeping and storage of food and food equipment pursuant to State and Federal law and USDA
regulations; :

8. regular maintenance and replacement of equipment;
9. compliance with the Corporation’s time and effort record-keeping policy by all Corporation employees whose

salaries are paid from USDA funds or with non-Federal funds used to meet a match or cost share
requirement. {Seé Policy 6116)
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The Corporation’s Food Service program will serve only food items and beverages as determined by the Food
Service Department to be in compliance with the current USDA Dietary Guidelines for Americans. Any
competitive food items and beverages that are available for sale to students a la carte in the dining area between
midnight and thirty (30) minutes following the end of the last lunch period also shall comply with the current
USDA Nutrition Standards for the National School Lunch and School Breakfast Programs and the USDA Smart
Snacks in Schools regulations. Foods and beverages unassociated with the food-service program may

be vendedsubject to the rules and regulations set forth in Policy 8540.

The Superintendent shall require that the Food Service program serve foods in the schools of the Corporation that
are wholesome and nutritious and reinforce the concepts taught in the classroom.

Healthy, Hunger-Free Kids Act of 2010 and Richard B. Russell National School Lunch Act, 42 U.5.C. 1751 et seq.
Child Nutrition Act of 1966, 42 U.5.C. 1771 et seq.

7 CFR Parts 15b, 210, 215, 220, 225, 226, 227, 235, 240, 245, 3015

2 C.F.R. Part 200

USDA Smart Snacks in School Food Guidelines (effective July 1, 2014)

Sp 32-2015 Statements Supporting_Accommodations for Children with Disabilities in the Child Nutrition Programs
Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. 754

34 CFR Part 104

Uniform Compliance Guidelines for Indiana Public_School Corporations (Indiana State Board of Accounts)

© Neola2018 2019

Legal References

Healthy, Hunger-Free Kids Act of 2010 and Richard B. Russell National School Lunch Act, 42 U.S.C. 1751 et seq.
Child Nutrition Act of 1966, 42 U.5.C. 1771 et seq.

7 CFR Parts 15b, 210, 215, 220, 225, 226, 227, 235, 240, 245, 3015

2 C.F.R. Part 200

USDA Smart Snacks in School Food Guidelines (effective July 1, 2014)

SP 32-2015 Statements Supporting Accommodations for Children with Disabilities in the Child Nutrition Programs
Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. 794

34 CFR Part 104

Uniform Compliance Guidelines for Indiana Public Schooi Corporation (Indiana State Board of Accounts)
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Book Policy Manual

Section 8000 Operations

Title Copy of TRANSPORTATION

Code po8600

Status

Legal I.C. 16-41-37-2.3, 16-41-37-4 ("school bus" defined, smoking prohibited)

I.C. 9-13-2-161 ("school bus" defined)

I.C. 20-26-5-4(a)(5) (purchase of buses) and (8) (employ drivers)
1.C. 20-27-3 (State School Bus Committee)

I.C. 20-27-9 (use of school buses)

I.C. 20-27-11-1

I.C. 20-27-12-0.1

I.C. 20-27-12-0.3

1.C. 20-27-12-5

Hoagland v. Franklin Township Community School Corporation, No. 49502-1410-PL-
643, 27 N.E.3d 737 (Ind. 2015) (school corporation may discontinue transportation
services for students)

Archdiocese of Indpls. v. MSD of Lawrence Twp., 945 N.E.2d 757 (Ind. App. 2011);
Frame v. South Bend Schools, 480 N.E.2d 261 (Ind. App. 1985) (transporting non-public
school students)

Adopted May 14, 2019

8600 - TRANSPORTATION

It is the policy of the Board to provide transportation for students when the distance between their home and
school makes the service advisable. This policy and any administrative guideline implementing it shall be
implemented in compliance with Federal and State law, regulations of the Indiana State Board of Education and
the State School Bus Committee,

School buses shall be purchased, housed, and maintained by the Board for the transportation of students between
their home areas and the schools of the Corporation to which they are assigned. All use of tobacco including
smoking is prohibited on a school bus. A school bus is a motor vehicle that is designed and constructed for the
accommodation of at least ten (10) passengers and used for the transportation of school children to and from
school, school athletic games or contests, and other school functions. The term "school bus" does not include a
privately owned automobile with a capacity of not more than five (5) passengers that is used for the purpose of
transporting school children to and from school.

A special purpose bus is any motor vehicle designed and constructed for the accommodation of more than ten (10)
passengers that meets the Federal school bus safety standards, except the requirement for stop arms and flashing
lights, and that is used by the Board for transportation purposes not appropriate for school buses.
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A special purpose bus may not be used to provide regular transportation of school children (except for persons
enrolled in a special program, l.e., for the habilitation or rehabilitation of students with developmental disabilities,
orthopedic impairments, or multiple disabilities between their residence and the school.

A special purpose bus be-fay may be used to transport students and their supervisors, including coaches,
managers, and sponsors to athletic, other extracurricular school activities, and field trips.

A special purpose bus may be used to transport homeless or foster students, If more than seven (7) students are
being transported to schools in the same school corporation, a special purpose bus must be used. If seven (7) or
fewer students are being transported to schools in the same school corporation, a special purpose bus or an
“appropriate vehicle” may be used to transport the students, The driver must meet the qualifications for the driver
of a special purpose bus as set forth in L.C. 20-27-9-5(c).

An “appropriate vehicle” is defined as 1) owned by the School Corporation or contracted for by the Corporation and
2) has a seating capacity of not more than eight (8) passengers including the driver. The term “appropriate
vehicle” includes a car, truck, sport utllity vehicle, or minivan.

If the special purpose bus has a capacity of less than sixteen (16) passengers, the operator must hold a valid
operator’s, chauffeur’s, commercial drivers, or public passenger chauffeur’s license, If the special purpose bus has
a capacity of more than fifteen (15) passengers, the operator must meet the requirements of a regular school bus
driver.

A special purpose bus is not required to be constructed, equipped, or painted as specified for a regular school bus.

Transportation of eligible vocational or special education children between their home areas and schools outside
the Corporation shall be arranged through the use of Corporation-owned vehicles, through cooperation with other
corporations, through commercial carriers, and/or by other means in the most efficient and economical manner.

The Board shall provide transportation to non-public school students with legal settlement in the Corporation when
seats are available on a bus on an existing route. This transportation shall be provided without charge when the
Board does not incur additional expense, and shall be to and from the students’ non-public school or the point on
an established bus route that is hearest or most easily accessible to the non-public school.

Vehicle routes shall be established so that an authorized vehicle stop is available within reasonable walking
distance of the home of a student entitled to transportation services.

The Board authorizes the installation and use of video recording devices in the school buses to assist the drivers in
providing for the safety and well-being of the students while on a bus.

If the vehicle is equipped with safety belts that meet the standards stated in Federal Motor Vehicle Safety
Standard Number 208 (49 CER 571.208)_and are standard equipment installed by the manufacturer, then each
occupant shall have a safety belt properly fastened around his/her body at all times when the vehicle is in forward
motion, as required by 1.C. 9-19-10-2.

If a student who attends a charter school located in a rural school corporation resides on or along the highway
constituting the regular route of a Corporation bus, the Board shall provide transportation for the charter school
student when seats are available on a bus on an existing route. This transportation shall be provided without
charge when the Board does not incur additional expense and shall be to and from the student’s charter school or
the point on an established bus route that is nearest or most easily accessible to the charter school.

1.C. 16-41-37-2.3, 16-41-37-4 (“school bus” defined, smoking prohibited)
I.C. 9-13-2-161 (“school bus” defined)

1.C. 9-19-10-2 (use of safety belt by motor vehicle occupants)

1.C. 20-26-5-4(a)(5) (purchase of buses) and (8) (employ drivers)

1.C. 20-27-3 (State School Bus Committee}

I.C. 20-27-9 (use of school buses)
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1.C. 20-27-11-1

1.C. 20-27-12-0.1

1.C. 20-27-12-0.3

1.C. 20-27-12-5

Hoagland v. Franklin Township Community School Corporation, No. 49502-1410-PL-643, 27 N.E.3d 737 (Ind.
2015) (school corporation may discontinue transportation services for students)

Archdiocese of Indpls. v. MSD of Lawrence Twp., 945 N.E.2d 757 (Ind. App. 2011}; Frame v. South Bend Schools,
480 N.E.2d 261 (Ind. App. 1985) (transporting non-public school students)
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