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Book Policy Manual

Section Policies for the Board 33-2

Title Copy of EMPLOYMENT OF THE SUPERINTENDENT

Code po1220

Status Work Session

Adopted May 20, 2010

Last Revised March 4, 2021

1220 - EMPLOYMENT OF THE SUPERINTENDENT

The School Board vests the primary responsibility for administration of the School Corporation in the Superintendent of Schools.
The appointment of the Superintendent is, therefore, one of the most important functions the Board can perform.

Whenever the position of Superintendent of Schools becomes vacant, the Board will appoint a Superintendent and fix his/her
salary and term of employment, which will be for a term of at least one (1) year and not more than three (3) years. However, a
contract may be extended for not more than an additional five (5) years beyond the term of the original contract.

Beginning with July 1, 2021, and thereafter, the Board will not enter into a contract with a Superintendent on or after the date of
the election of one or more members of the governing body until January 1 of the year immediately following the year of the
election. This policy provision does not apply if the membership of the governing body does not change as a result of the
particular election.

If the contract contains a provision that establishes an amount the Board must pay to the Superintendent to buy out the
contract, the amount may not be more than an amount equal to the lesser of:

A. the Superintendent‘s salary for any one (1) year under the contract; or

B. $250,000.

A Superintendent’s salary under clause (A) does not include benefits or any other forms of compensation that the Superintendent
receives as payment under the contract other than the Superintendent’s salary.

The Board will actively seek the best qualified and most capable candidate for the position of Superintendent.

Recruitment procedures will be prepared in advance of the search and will include:

A. preparation of a written job specification for the position of Superintendent;

B. preparation of written specifications of qualification in addition to proper State certification;

C. preparation of informative material describing this Corporation and its educational goals;

D. where feasible, the opportunity for applicants to visit the schools of this Corporation;

E. the requirement that each of the final selected candidates for the position be interviewed by Board members in a format
that encourages him/her to express his/her educational philosophy;
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F. solicitation of applications from a wide geographical area;

G. consideration of all applicants fairly without discrimination on the basis of race, gender, age, religion, ethnic background,
disability, or other condition unrelated to the position of Superintendent.

No person may be employed as Superintendent of this Corporation unless s/he has signed an employment contract with the
Board.

At least seven (7) days before a contract for employment is entered into between the Board and the Superintendent, the Board
shall hold a public meeting on the proposed contract to hear objections to and support for and discuss, the proposed contract.

The Board Secretary shall submit notice of the hearing on the proposed contract for publication in a newspaper serving the
Corporation in compliance with I.C. 5-3-1 and for posting on the newspaper's Internet website in compliance with I.C. 5-3-1-1.5
at least once no less than ten (10) days before the date of the hearing. The Board Secretary also shall direct that the published
notice be posted on the Corporation's Internet website.

The notice shall:

A. state that on a given day, time, and place, the Board will meet to discuss and hear objections to and support for the
proposed contract; and

B. set forth the details of the proposed contract, including the actual monetary value of the contract, benefits, and any
additional forms of compensation for each year of the contract.

The name of the candidate for the position of Superintendent shall not be included in the notices or discussion of the proposed
contract.

Such contract will be in the basic form of the regular teacher's contract if the Superintendent holds a license under I.C. 20-28-5
and will include:

A. the term for which employment is contracted, including beginning and ending dates;

B. the salary which the Superintendent will be paid and the intervals at which s/he will be paid;

C. the benefits to which s/he is entitled;

D. such other matters as may be necessary to a full and complete understanding of the employment contract.

See also Policy 8311 - Public Access to Employee Contracts for further posting requirements following the approval of an
employment contract with the Superintendent.

Anti-Nepotism:
 
"Relatives" include: children, stepchildren, siblings, half-siblings, step-siblings, spouse, domestic partner, parents, stepparents,
in-laws, or bona fide dependents of a Board member or the Superintendent.
 
[NOTE: Choose Option A or Option B below]
 
[Option A]
 
[X ] Relatives of Board members may be employed by the Corporation, provided the member of the Board involved does not
participate in any way in the discussion or vote on the relative's employment. Should the Corporation choose to employ a relative
as herein defined, both the relative and the Board member must file a conflict of interest statement. ( ) Except that such
relatives may be employed only for a period which does not exceed one (1) school year. [END OF OPTION]
 
[Option B]
 
[ ] The Corporation will not employ (but may reemploy) the ( ) relatives of a Board member. [END OF OPTION]
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[NOTE: Choose Option C or Option D below]
 
[Option C]
 
[X ] Relatives of the Superintendent may be employed by the Corporation, provided the staff member being employed is not
placed in a position in which the relative staff member would be supervised directly by the Superintendent. ( ) Except that such
relatives may be employed only for a period which does not exceed one (1) school year. [END OF OPTION]
 
[Option D]
 
[ ] The Corporation will not employ (but may reemploy) the relatives of the Superintendent. [END OF OPTION]
 
[NOTE: The Corporation is not required to have a non-fraternization policy; however, Neola recommends adoption
of language regarding non-fraternization for various legal reasons, including but not limited to claims of sexual
harassment or potentially being found to be negligent for failure to provide direction, especially regarding the
supervisor/subordinate relationship.]
 
Non-Fraternization:
 
[NOTE: Choose Option E or Option F below]
 
[Option E]
 
[ ] Corporation employees may not date, develop romantic relationships with or have sexual relations with individuals who are
the employee's supervisor or those that they supervise. [END OF OPTION]
 
[Option F]
 
[X ] If Corporation employees in a supervisor-subordinate relationship choose to date, engage in a romantic relationship, or have
sexual relations the employees must notify the Corporation's administration and may have to accept the Corporation's decision to
transfer one or both of the employees so that they no longer have a supervisor-subordinate relationship. Anyone employed in a
managerial or supervisory role needs to heed the fact that personal relationships with employees who report to them may be
perceived as favoritism, misuse of authority, or potentially sexual harassment, and, consequently are unacceptable. [END OF
OPTION]
 
[NOTE: OTHER OPTIONS TO BE CONSIDERED]
 
[ ] Corporation employees may date and develop friendships and relationships with other employees - both inside and outside of
the workplace - as long as the relationships do not have a negative impact on their work or the work of others.
 
[ ] Any relationship that interferes with the Corporation culture of teamwork, the harmonious work environment, or the
productivity of employees, will be subject to discipline, up to and including termination.
 
[X ] Adverse workplace behavior - or behavior that affects the workplace that arises because of personal relationships - will not
be tolerated. Corporation employees who disregard this policy will be subject to discipline, up to and including termination.

The Superintendent so appointed will devote himself/herself to the duties of his/her office.

Any candidate's intentional misstatement of fact material to his/her qualification for employment or the determination of his/her
salary will be considered by this Board to constitute grounds for his/her dismissal.

The person selected for the position of Superintendent will be required to undergo a physical examination reasonably related to
the duties s/he will be required to perform, the cost of which will be borne by the Corporation.

The contract may be altered or rescinded for a new one at any time by mutual consent of the governing body and the
superintendent. The consent of both parties must be in writing and must be expressed in a manner consistent with I.C.
20-28-8-6, -7, and -8. If the Superintendent holds a license under I.C. 20-28-5, the rights of a Superintendent as a teacher
under any other law are not affected by the contract unless those rights conflict with the terms of I.C. 20-28-8-6(b), in which
case the provisions of I.C. 20-28-8-6(b) govern.

Revised 8/7/14
Revised 5/10/18
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© Neola 2020

Legal I.C. 5-14-1.5-6.1(b)(5) and (9)

I.C. 20-28-8-6

I.C. 20-28-8-7
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Book Policy Manual

Section Policies for the Board 33-2

Title Copy of EMPLOYMENT OF PROFESSIONAL STAFF

Code po3120

Status Work Session

Adopted May 20, 2010

Last Revised August 20, 2015

3120 - EMPLOYMENT OF PROFESSIONAL STAFF
 
The School Board recognizes that it is vital to the successful operation of the Corporation that positions created by the Board be
filled with highly qualified and competent personnel.
 
The Board shall approve the employment, and also, when not covered by the terms of a negotiated agreement, fix the
compensation and establish the term of employment for each professional staff member employed by this Corporation.
 
Individuals employed in the following categories shall be considered members of the professional staff:
 

A. administrative staff
 

B. teaching staff

 
When any recommended candidate has been rejected by the Board, the Superintendent shall make a substitute
recommendation.
 
Relatives of Board members may be employed by the Board, provided the member of the Board involved does not participate in
any way in the discussion or vote on the employment.
Should the Board choose to employ a family member as herein defined, both the family member and the Board member must
file a conflict of interest statement.
Relatives of staff members may be employed by the Board, provided the staff member being employed is not placed in a position
in which s/he would be supervised directly by the relative staff member.
 
 
Anti-Nepotism
 
"Relatives" include: children, stepchildren, siblings, half-siblings, step-siblings, spouse, domestic partner, parents, stepparents,
in-laws, or bona fide dependents/living in the same residence of a staff member.
 
[NOTE: Choose Option A or Option B below]
[Option A]
 
[ ] Relatives of staff members may be employed by the Corporation, provided the relative being employed is not placed in a
position in which the relative would be supervised directly by the staff member. ( ) Except that such relatives may be employed
only for a period which does not exceed one (1) school year. [END OF OPTION]
 
[Option B]
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[ ] The Corporation will not employ (but may reemploy) the relatives of a regular full-time professional staff member. [END OF
OPTION]
 
[NOTE: The Corporation is not required to have a non-fraternization policy; however, Neola recommends adoption
of language regarding non-fraternization for various legal reasons including, but not limited to claims of sexual
harassment or potentially being found to be negligent for failure to provide direction especially regarding the
supervisor/subordinate relationship.]
 
[ ] Non-Fraternization
 
[NOTE: Choose Option C or Option D below]
 
[Option C]
 
[ ] Corporation employees may not date, develop romantic relationships with or have sexual relations with individuals who are
the employee's supervisor or those that they supervise. [END OF OPTION]
 
[Option D]
 
[ ] If Corporation employees in a supervisor-subordinate relationship choose to date, engage in a romantic relationship, or have
sexual relations, the employees must notify the Corporation's administration and accept the Corporation's decision to transfer
one or both of the employees so that they no longer have a supervisor-subordinate relationship. Anyone employed in a
managerial or supervisory role needs to heed the fact that personal relationships with employees who report to them may be
perceived as favoritism, misuse of authority, or potentially sexual harassment, and, consequently, are unacceptable. [END OF
OPTION]
 
[NOTE: Other options to be considered]

[ ] Corporation employees may date and develop friendships and relationships with other employees—both inside and outside of
the workplace—as long as the relationships do not have a negative impact on their work or the work of others.

[ ] Any relationship that interferes with the Corporation culture of teamwork, the harmonious work environment, or the
productivity of employees, will be subject to discipline, up to and including termination.

[ ] Adverse workplace behavior—or behavior that affects the workplace that arises because of personal relationships—will not be
tolerated. Corporation employees who disregard this policy will be subject to discipline, up to and including termination.
 
 
 
Any professional staff member's intentional misstatement of fact or omission material to qualifications for employment or the
determination of salary shall be considered by this Board to constitute grounds for dismissal.
 
The employment of professional staff members prior to approval by the Board is authorized when their employment is required
to maintain continuity in the educational program. Employment shall be recommended to the Board at the next regular meeting.
 
Wherever possible, positions shall be filled by properly-licensed professionals.
 
No candidate for employment as a professional staff member shall receive recommendation for such employment without having
proffered visual evidence of his/her certification or pending application for certification. Such certification must indicate all of the
areas in which the candidate has been certified. No deletions are acceptable.
 
The Corporation shall review, in accordance with any applicable terms of the negotiated agreement, a candidate's previous
teaching experience at a college, university, or certified nonpublic school in determining his/her position on the salary schedule.
 
The Superintendent is authorized by the Board to evaluate the training and experience of all applicants, in accordance with
training and experience requirements set forth by the Commission of Teacher Licensing and Certification of the State of Indiana,
and shall place teachers on the compensation model according to qualifications and the needs of the district.
 
The Superintendent shall prepare administrative guidelines for the recruitment and selection of all professional staff.
 
VOLUNTEER FIREFIGHTERS
 
If a staff member is a volunteer firefighter and has notified the School Corporation in writing that s/he is a volunteer firefighter,
the School Corporation may not discipline the staff member for:
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A. being absent from duty by reason of responding to a fire or emergency call that was received prior to the time the staff
member was to report to duty;
 

B. leaving his/her duty station to respond to a fire or an emergency call if s/he has prior authorization from his/her
supervisor to leave duty in response to a call received after s/he has reported to work;
 
However, when an emergency call is received while the staff member is on duty, the staff member should notify the
principal before leaving so coverage for his/her class can be arranged.
 

C. an injury or being absent from work because of an injury that occurs while the staff member is engaged in emergency
firefighting or other emergency response, provided the staff member's absence from work due to each instance of
emergency firefighting activity or other emergency response does not exceed six (6) months from the date of injury.

 
The Corporation may require that the staff member present a written statement from the officer in charge of the volunteer fire
department at the time of the absence indicating the staff member was engaged in an emergency call at the time of his/her
absence.
 
The Corporation shall require that the staff member who was injured while engaged in emergency firefighting or other
emergency response provide evidence from a physician or other medical authority showing treatment for the injury at the time
of his/her absence and a connection between the injury and the employee's emergency response activities. Any such evidence
shall be retained in a separate medical file created for the staff member and treated as a confidential medical record.
 
REQUIREMENTS FOR TITLE I TEACHERS
 
All teachers newly hired for a Title I supported program must be "highly qualified."
 
"Highly Qualified" means:
 

A. full State certification as a teacher or passed State teacher licensing exam and holds current license to teach; certification
or license requirements may not be waived on emergency, temporary, or provisional basis;
 

B. for elementary teachers new to the profession, this also requires:
 

1. at least a bachelor’s degree;
 

2. passing a rigorous State test on subject knowledge and teaching skills in reading, writing, math, and other areas
of elementary curriculum (State certification test may suffice);
 

C. for secondary or middle school teachers new to the profession this also requires:
 

1. at least a bachelor’s degree, and
 

2. passing a rigorous State test in each of the subject areas s/he will teach (State certification test may suffice), or
 

3. for each academic subject taught, having an academic major, course work equivalent to an undergraduate major, a
graduate degree, or advanced certification or credentialing;
 

D. for elementary, middle, or secondary school teachers with prior experience, this also requires:
 

1. at least a bachelor’s degree, and
 

2. meets standards for new teachers (above), or
 

3. demonstrates competence in all academic subjects s/he teaches based on a uniform State standard of evaluation
(standard for academic subject matter and teaching skills set by the State).

 
REQUIREMENTS FOR TEACHERS GENERALLY IN CORPORATIONS RECEIVING TITLE I FUNDING
 
All teachers in a Corporation receiving Title I funds shall be "highly qualified" as described above. The Corporation must have a
plan and show annual progress towards meeting these teacher qualification requirements.
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The highly qualified status requirements under the No Child Left Behind Act have been replaced by the requirements of the Every
Student Succeeds Act (ESSA). Although the reporting of highly qualified teacher status by the Corporation is no longer required,
teachers in Title I programs must be highly qualified. Additionally, ESSA requires teachers be ''properly licensed." In order to
ensure teachers are properly licensed, refer to https://www.doe.in.gov/licensing/what-can-i-teach-my-indiana-license for the
most recent "assignment code" language.
 
Although the requirements concerning highly qualified teachers have been removed from the IDEA and Article 7 regulations, the
requirement that students be taught by teachers appropriately licensed to teach the subject area remains.
 
A special education teacher must hold the appropriate licensure based on a student's disability to be assigned as the student's
teacher of record. A special education teacher may teach a core academic subject only if the student is being taught to alternate
achievement standards. A teacher who holds any special education license is properly licensed to teach any applied course
 
 
 
Revised 2/5/15
 
© Neola 2014

Legal I.C. 20-23-4-21.6

I.C. 20-26-5-4

I.C. 35-44.1-1-4

I.C. 36-8-12-10.5

511 IAC 7-36-2

511 IAC 7-36-3

20 U.S.C. 7801
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Book Policy Manual

Section Policies for the Board 33-2

Title Copy of EMPLOYMENT OF SUPPORT STAFF

Code po4120

Status Work Session

Adopted May 20, 2010

Last Revised February 5, 2015

4120 - EMPLOYMENT OF SUPPORT STAFF

The School Board recognizes that it is vital to the successful operation of the Corporation that positions created by the Board be
filled with qualified and competent staff.

The Board shall approve the employment and establish the term of employment for each support staff member employed by this
Corporation.

All support staff employees not covered by the terms of a negotiated agreement are "at-will" employees. Their employment can
be terminated with or without cause at any time. No other representative of the Corporation has the authority to enter into any
agreement for employment for any specified period of time with a support staff employee.

Individuals employed in the following categories shall be considered members of the support staff:

A. clerical/secretarial

B. custodial/maintenance

C. transportation

D. food service

E. instructional aides

Relatives of Board members may be employed by the Board, provided the member of the Board involved does not participate in
any way in the discussion or vote on the employment.
Should the Board choose to employ a family member as herein defined, both the family member and the Board member must
file a conflict of interest statement.

Anti-Nepotism
 
"Relatives" include: children, stepchildren, siblings, half-siblings, step-siblings, spouse, domestic partner, parents, stepparents,
in-laws, or bona fide dependents/living in the same residence of a staff member.
 
[NOTE: Choose Option A or Option B below]
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[Option A]
 
[X ] Relatives of staff members may be employed by the Corporation, provided the relative being employed is not placed in a
position in which the relative would be supervised by the staff member. ( ) Except that such relatives may be employed only for
a period which does not exceed one (1) school year. [END OF OPTION]

[Option B]
 
[ ] The Corporation will not employ (but may reemploy) the relatives of a regular full-time support staff member. [END OF
OPTION]

[NOTE: The Corporation is not required to have a non-fraternization policy; however, Neola recommends adoption
of language regarding non-fraternization for various legal reasons including, but not limited to claims of sexual
harassment or potentially being found to be negligent for failure to provide direction especially regarding the
supervisor/subordinate relationship.]

[X ] Non-Fraternization:
 
[NOTE: Choose Option C or Option D below]

[Option C]

[ ] Corporation employees may not date, develop romantic relationships with or have sexual relations with individuals who are
the employee's supervisor or those that they supervise. [END OF OPTION]
 
[Option D]

[X ] If Corporation employees in a supervisor-subordinate relationship choose to date, engage in a romantic relationship, or have
sexual relations, the employees must notify the Corporation's administration and may have to accept the Corporation's decision
to transfer one or both of the employees so that they no longer have a supervisor-subordinate relationship. Anyone employed in
a managerial or supervisory role needs to heed the fact that personal relationships with employees who report to them may be
perceived as favoritism, misuse of authority, or potentially sexual harassment, and, consequently, are unacceptable. [END OF
OPTION]
 
[NOTE: Other optional selections to be completed]
 
[ ] Corporation employees may date and develop friendships and relationships with other employees—both inside and outside of
the workplace—as long as the relationships do not have a negative impact on their work or the work of others.
 
[ ] Any relationship that interferes with the Corporation culture of teamwork, the harmonious work environment, or the
productivity of employees, will be subject to discipline, up to and including termination.
 
[X ] Adverse workplace behavior - or behavior that affects the workplace that arises because of personal relationships - will not
be tolerated. Corporation employees who disregard this policy will be subject to discipline, up to and including termination.

Any support staff member's intentional misstatement of fact material to his/her qualifications for employment or the
determination of salary shall be considered by this Board to constitute grounds for dismissal.

Relatives of staff members may be employed by the Board, provided the staff member being employed is not placed in a position
in which s/he would be supervised by the relative staff member.

When appropriate, no candidate for employment as a support staff member shall receive recommendation for such employment
without having proffered visual evidence of his/her certification or pending application for certification.

The Superintendent shall prepare administrative guidelines for the recruitment and selection of all support staff.

VOLUNTEER FIREFIGHTERS

If a staff member is a volunteer firefighter and has notified the School Corporation in writing that s/he is a volunteer firefighter,
the School Corporation may not discipline the staff member for:

A. being absent from duty by reason of responding to a fire or emergency call that was received prior to the time the staff
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member was to report to duty;

B. leaving his/her duty station to respond to a fire or an emergency call if s/he has prior authorization from his/her
supervisor to leave duty in response to a call received after s/he has reported to work.

However, when an emergency call is received while the staff member is on duty, the staff member should notify the
principal before leaving so coverage for his/her class can be arranged;

C. an injury or being absent from work because of an injury that occurs while the staff member is engaged in emergency
firefighting or other emergency response, provided the staff member's absence from work due to each instance of
emergency firefighting activity or other emergency response does not exceed six (6) months from the date of injury.

The Corporation may require that the staff member present a written statement from the officer in charge of the volunteer fire
department at the time of the absence indicating the staff member was engaged in an emergency call at the time of his/her
absence.

The Corporation shall require that the staff member who was injured while engaged in emergency firefighting or other
emergency response provide evidence from a physician or other medical authority showing treatment for the injury at the time
of his/her absence and a connection between the injury and the employee's emergency response activities. Any such evidence
shall be retained in a separate medical file created for the staff member and treated as a confidential medical record.

REQUIREMENTS FOR TITLE I PARAPROFESSIONALS

Newly hired paraprofessionals – All paraprofessionals hired for a Title I supported program must have a secondary school
diploma or its recognized equivalent and one of the following:

A. Completed two (2) years study at an institution of higher education; or

B. Obtained at least an associates degree; or

C. Met a rigorous standard of quality and demonstrate through formal State or local academic assessment:

1. knowledge of and the ability to assist in instructing, reading, writing, and mathematics; or

2. knowledge of and the ability to assist in instructing, reading readiness, writing readiness, and mathematics
readiness, as appropriate.

Existing paraprofessionals – All current paraprofessionals working for a Title I supported program must:

A. have a secondary school diploma or its recognized equivalent;

B. not later than January 8, 2006, meet the requirements for newly hired paraprofessionals as described above.

Exceptions – These requirements do not apply to a paraprofessional:

A. who is proficient in English and a second language and serves as a translator primarily to enhance the participation of
children in Title I programs; or

B. whose duties consist solely of conducting parental involvement activities.

Paraprofessional duties – Paraprofessionals working for a Title I supported program may be assigned to:

A. provide one-on-one tutoring for eligible students during times when the teacher would not otherwise be instructing the
student;

B. assist with classroom management, such as organizing instructional and other materials;

C. provide assistance in a computer laboratory;
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D. provide support in a library or media center;

E. conduct parental involvement activities;

F. act as a translator;

G. provide instructional services to students, if working under the direct supervision of a teacher;

H. perform limited duties beyond classroom instruction or that do not benefit program participants, so long as those duties
are also assigned to non-Title I paraprofessionals. Title I paraprofessionals may not be assigned to more of these duties,
proportional to their total work time, than the amount assigned to similar non-Title I paraprofessionals in the same
school.

© Neola 2014

Legal I.C. 20-26-5-4

I.C. 35-44.1-1-4

I.C. 36-8-12-10.5
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