
Welcome 

Welcome to North Lawrence Community Schools! We are delighted that you have chosen to join our school 
corporation and hope that you will enjoy a long and successful career with us. As you become familiar with our 
philosophy and mission, we hope you will take advantage of opportunities to enhance your career and further 
North Lawrence’s goals.  

You are joining an organization that has a reputation for outstanding leadership, innovation, and expertise. Our 
employees use their creativity and talent to invent new solutions, meet new demands, and offer the most 
effective services/products in the industry. With your active involvement, creativity, and support, North 
Lawrence will continue to achieve its goals. We sincerely hope you will take pride in being an important part of 
North Lawrence's success.  

Please take time to review the policies contained in this handbook. If you have questions, feel free to ask your 
supervisor or contact the Human Resources Department.  

EMPLOYEE HANDBOOK ACKNOWLEDGMENT AND RECEIPT 

I hereby acknowledge receipt of the employee handbook of North Lawrence. I understand and agree that it 
is my responsibility to read and comply with the policies in the handbook. 

I understand that the handbook and all other written and oral materials provided to me are intended for 
informational purposes only. Neither it, company practices, nor other communications create an 
employment contract or term. I understand that the policies and benefits, both in the handbook and those 
communicated to me in any other fashion, are subject to interpretation, review, removal, and change by 
management at any time without notice. 

I further understand that I am an at-will employee and that neither this document nor any other 
communication shall bind the company to employ me now or hereafter and that my employment may be 
terminated by me or the company without reason at any time. I understand that no representative of the 
company has any authority to enter into any agreement for employment for any specified period of time or 
to assure any other personnel action or to assure any benefits or terms or conditions of employment, or 
make any agreement contrary to the foregoing. 

I also understand and agree that this agreement may not be modified orally and that only the 
superintendent may make a commitment for employment. I also understand that if such an agreement is 
made, it must be in writing and signed by the superintendent. 

_____________________________________ 
Employee’s Name in Print

_____________________________________ 
Signature of Employee 

_____________________________________ 
Date Signed by Employee 

TO BE PLACED IN EMPLOYEE’S RECORDS ACCOUNT
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North Lawrence Community Schools (NLCS) 

Philosophy 
North Lawrence Community Schools provides an educational climate challenging students to 

work to their potential and offers them an opportunity to succeed within the boundaries of available 
resources and facilities. Within these boundaries, we provide varied educational opportunities for all 
individuals, thus encouraging the development of the whole person. The focus is placed upon acquiring 
basic and advanced academic skills, expansion of creative talent, enhancement of social skills, and 
physical and character development. The education provided is based on democratic principles and 
challenges each individual to face and accept the responsibilities and challenges of today's rapidly 
changing world. 

Mission 
Recognizing the value of every student and teacher, the mission of the North Lawrence 

Community Schools is to provide opportunities for the development of personal growth and academic 
competence, thus enabling them to utilize their full potential for success in an increasingly complex 
world. 

Welcome to North Lawrence Community Schools 
This handbook contains valuable information that will help you understand the operation of our 

schools and to become familiar with our employment policies and procedures. 

Please become familiar with the policies and procedures outlined in this handbook. If you have 
any questions about information in the handbook; please, discuss them with your immediate supervisor 
or building administrator. 

This is not intended to be an all-inclusive list of policies and procedures of this Corporation. It is a 
guide to help answer the most commonly asked questions and set forth the guidelines under which this 
Corporation operates. 

NLCS reserves the right to administer, interpret and modify or deviate from the handbook as it 
deems appropriate, and these changes may be made with or without notice. This handbook should not be 
interpreted as an employment contract. The employment relationship is and remains at-will, subject to 
termination by the employer at any time for any reason. You also may terminate your employment at any 
time without cause. Any changes from this at-will relationship may only be made in writing signed by 
NLCS Administration. 

INTRODUCTION 
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Board of School Trustees 
Trent Todd, President 

Dr. Kamal Girgis, District 5, Vice-President 
Kirsten Collier, District 1, Secretary

Tracy Bailey, District 4, Member
Rusty Garrison, District 3, Member 
Jeff Lambrecht, District 4, Member
Wendy Miller, District 4, Member

Organization of the North Lawrence Community 
School Corporation 

THE BOARD OF SCHOOL TRUSTEES 
NLCS is governed by a Board of School Trustees composed of 7 elected community representatives. Four-
year terms end at alternating intervals so that 3 members are elected during presidential election years 
and 4 are elected 2 years later.  The Board has the responsibility of creating policy and seeing these 
policies, as well as applicable state and federal laws, are followed. The Board is also responsible for 
carrying out laws and determining which laws pertain to our School Corporation.  Unless a state or 
federal law requires or prohibits a particular activity or function, the Board of School Trustees is 
responsible for establishing and evaluating all educational activities. 

THE SUPERINTENDENT OF SCHOOLS 
The Superintendent of Schools is employed by the Board and serves as the executive officer of the School 
Corporation. As the executive officer, the Superintendent is responsible for the professional and 
managerial leadership necessary to apply Board policies and directives to the operation of the School 
Corporation. 

ADMINISTRATORS AND SUPERVISORS 
Although the Superintendent is responsible for all aspects of school operation, some duties and 
responsibilities are delegated to other administrators and supervisors. 

SCHOOL EMPLOYEES 
Each person who works for the NLCS is employed for a specific job which supports the vision and 
policies of our School Corporation. Support employees are hired in full-time, part-time, temporary, 
exempt and non-exempt status. 

 Full-time Status
Employees hired to fill a position that represents full-time equivalency.

 Part-time Status
Employees hired to fill a position that represents part-time equivalency.

 Temporary Status
Employees hired in a position temporarily or for a specific period of time.

 Exempt Status
Employees employed in an executive, administrative or professional capacity and who are not
covered by the federal minimum wage and overtime laws.
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 Non-exempt Status
Employees who are not employed in an executive, administrative or professional capacity and
who are covered by the federal minimum wage and overtime laws.

CHAIN OF COMMAND 
As in any organization of our size, it is important to know who to go to when you have a concern or a 
question. If you have a concern or a question, start with your immediate supervisor. If your immediate 
supervisor does not know the answer, he/she will be able to direct you to your next contact. Most 
concerns or questions can be answered by your immediate supervisor. If your concern is about your 
immediate supervisor, contact the Director of Human Resources. When in doubt, always ask! 

EMPLOYEE LEVELS 

LEVEL A LEVEL B

LEVEL C 

40 hour/52 Week Employees 
 Director of Business
 Director of Transportation
 Director of Facilities
 Director of Communications
 Technology Coordinator
 Deputy Treasurer
 Director of Food Service
 Administrative Assistants
 Maintenance/Mechanics
 Custodial Staff
 Skilled Position

40 hour/40 or 44 Week Employees
• Administrative Assistants (School Year)
• Nurses (Contract/Salary)
• Athletic Trainer (Contract/Salary)
• School Year Custodians
• Hall Monitors/Facility Upkeep

28 hour Employees 

• Instructional Aides
• Part Time Food Service Staff
• Bus Monitors
• OTA/PTA/Job Coach
• Hall Monitors/Facility Upkeep
• Custodians
• Kitchen Managers

LEVEL D 

Transportation

• Corporation Bus Drivers
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NLCS ORGANIZATIONAL CHART 
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EMPLOYMENT PROCEDURE 

1. Vacancy
2. Application
3. Reference
4. Recommendation
5. Expanded Criminal History and Background Check
6. Board Approval

Support staff shall be selected from a list of qualified applicants.  In order to be eligible for a position 
with North Lawrence Community Schools, the applicant must possess at least a high school diploma 
or its equivalent.   

CONDITIONS OF EMPLOYMENT 

Before a support staff employee can be hired and placed on payroll, the following items shall be 
collected: 

 Complete Application
 Criminal Background Check Form (see below)
 Withholding Tax Exemption Forms (W-4 and WH-4)
 Employment Eligibility Verification Form (I-9)

• List A: Documents That Establish Both Identity and Employment Authorization (U.S.
Passport or U.S. Passport Card)

• List B&C: Documents That Establish Identity (Driver’s License & Social Security Card)
• All documents must be unexpired

 Race/Ethnicity Form
 Direct Deposit Form
Criminal Background Check 
Because of the strong commitment of the Board to hire individuals who do not pose a risk of physical, 
emotional or psychological harm to children, the NLCS will conduct a thorough criminal background 
check. 

Before the background check can be conducted, individuals will be required to sign a Release giving 
NLCS the right to conduct the investigation and pay a background check fee (approximately $31.50- 
depending on the number of counties lived in by the employee). If, at any time, the background check 
discloses any misrepresentation on the individual’s initial application or other employment related 
documents, any felony conviction, or any misdemeanor convictions involving violence, theft, 
dishonesty, fraud, abuse, drugs or sexual misconduct, a prospective employee may not be considered 
for employment and a currently active employee may be terminated. 

Questions or concerns regarding background checks should be directed to the Director of Human 
Resources. 

GENERAL TERMS OF EMPLOYMENT 
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Nurse Candidates 
All final candidates for a Nurse position will be expected to present a copy of their professional license 
and CPR certification. 

Instructional Assistants: NCLB Highly Qualified Requirements 
The USDOE has approved the IDOE's request to allow LEAs who meet the requirements to utilize the 
more flexible state defined paraprofessional requirements for highly-qualified rather than the current 
federal requirements. LEAs may choose one of the following options to serve as their paraprofessional 
requirements, or they may request approval from IDOE for an option that does not appear on the list 
below. The paraprofessional can be determined to for highly-qualified if he or she has:

• Two years of college experience
• A two-year college degree
• Passed the Para-Pro Assessment (within the first year of employment)
• One year or 1,000 hours of previous employment experience in a school or working
with children
• Passed annual school-level evaluations
• Completed 48 credit hours of college level classes
• Child Development Associate (CDA) Credentials
• Completed LEA required professional development modules/training
• Completed Other Requirements – LEAs may request approval from IDOE

Once a support staff employee is hired, they must complete the following items 
before the 60-calendar day probationary period is complete: 

 Successful Completion of Physical Examinations (Bus Drivers)
 Necessary Certifications Specific to Position (CDL for Bus Drivers)
 FMCSA’s Drug and Alcohol Clearinghouse (Bus Drivers)
 Successful Completion of The NLCS On-Line Tutorial Orientation, as pertains to specific positions

(Safe Schools)
Administrative staff desire to provide a school environment where all are appreciated, valued, and 
respected. Each staff person is important, and each employee has a role that helps to fulfill the mission of 
the corporation. NLCS desires to hire the best, work with the best, and expect the best.  

Placement on specific salary scales and transferring of support staff to other positions shall be at the 
discretion of the Human Resources Director, Director of Facilities, Director of Transportation, Food 
Services Director or the Director of Business Services with approval by the Superintendent of Schools or 
their designee, provided they are qualified by training and experience for said position. 

RULES OF CONDUCT 
Rules are needed in any organization, and at NLCS the following rules exist because they are essential for 
the safety, welfare, morale, and general well-being of our students, co-workers, and ourselves, for the 
protection of property, and for the effective operations of the NLCS. A violation of these rules as well as 
rules listed in any department handbook may lead to a reprimand, suspension, or dismissal.  The 
following behaviors may subject you to immediate dismissal or other disciplinary action without previous 
warning: 

 Falsifying employment application
 Refusal to do the job assigned; willful disobedience (insubordination) of job instructions

and/or orders; willful restriction of efficiency and output; proven incompetence
 Taking unapproved Loss of Pay Day

These requirements apply to Title-I funded paraprofessionals in Targeted Assistance Schools (TAS), 
or all instructional paraprofessionals no matter how they are funded in Schoolwide Programs 
(SWPs).
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 Excessive tardiness; unauthorized absence; failure to notify supervisor of absence, leaving
assigned duty without prior authorization.

 Fighting, immoral behavior, or indecency
 Intoxication or drinking on duty
 Sale of controlled substances is prohibited
 Use of an illegal non-prescribed prescription or illegal drug is prohibited
 Use or possession of tobacco products is prohibited on school property
 Gambling on premises
 Engaging in excessive horseplay or other acts endangering self, other employees or violation of

safety regulations
 Deliberate or intentional release of confidential information
 Willful and deliberate destruction, damage or defacement of NLCS property or equipment
 Use of obscene or abusive language
 Theft
 Intentional falsification of payroll sheets, or other NLCS records, writing time in or out on

another employee’s payroll sheet
 Soliciting or accepting gifts other than those of small intrinsic value
 A threat of any act that would endanger life or property
 Texting, using a cell phone, or any mobile device is prohibited while operating a school vehicle
 Threatening, intimidating, coercing or bullying fellow employees or students
 Discourteous, unethical, or insubordinate conduct with students, parents, visitors, co-workers, or

supervisors
 Sub-standard work performance, negligence, loafing or sleeping on the job; misuse of NLCS time
 Failure to report to the building principal or your immediate supervisor any job-related injuries

or any injuries on school property within 24-hours
 Posting unauthorized or controversial matter on the bulletin boards, or removing posted material

without authorization
 Unauthorized soliciting, in any form of NLCS employees, students or visitors
 Other acts, incidents, or conduct which may adversely affect the efficient operation of NLCS or in

any way jeopardize the safety, welfare, morale, or general well-being of employees, students or
visitors

The rules stated above are meant as a guide. Other conduct deemed contrary to the mission of NLCS, 
though not listed, may be grounds for disciplinary action or dismissal. 

RESPONSIBLE USE POLICY 
The Responsible Use Policy sets the standards for which all users benefit from the technology in place in 
our school system.  The policy encourages use of technology appropriate for a school environment, 
discourages harmful practices, and sets penalties for those who choose to violate the policy. 

Philosophy 
NLCS is committed to the effective use of technology to enhance the quality of student learning through 
increased innovation, collaboration, and ownership of learning. It also recognizes that safeguards must be 
established to ensure the protection of our staff. Safeguards protect the school corporation’s investment in 
hardware and software, ensure the benefits of technology and prevent negative side effects. This 
technology will allow staff to access and utilize global resources, communicate and collaborate with other 
individuals/groups, and significantly expand access to digital information. 
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Definition of Technology 
Technology resources are defined as any electronic tool, device, program, or system that aids the 
educational/work environment and enables the employee to be more productive. 
Technology includes, but is not limited to: 

 Computer hardware and software applications
 Cell phones, handheld technologies and personal storage devices
 Analog and digital networks (e.g., data, video, audio, voice, and multimedia)
 Distance learning through multiple means and locations
 Electronic (e-mail) mail systems, and communication technologies
 Copiers, printers, and scanners
 Televisions, projectors, telecommunications technology
 Servers, routers, hubs, switches, and internet gateways including wireless access
 Information systems software, including online applications
 Related and forthcoming systems and new technologies

Expectations and Acceptable Use 
Personally-owned devices are included in this Responsible Use Policy when connected to the NLCS 
network. NLCS is NOT responsible for any damage incurred while connected to the network. This includes, 
but is not limited to, power surges, viruses, or malicious acts from other users. 

Access to School-Provided Technology 
NLCS personnel will be assigned access to school technologies as required by duties assigned to them. It is 
the responsibility of each staff member to maintain the security of login information, passwords, and any 
other security codes they are given. This confidential information will not be shared with any other 
individual, with the exception of the NLCS Technology Department. 

The following uses of school-provided technology or personally-owned devices (used at school) are 
prohibited and may lead to disciplinary action: 

a) Removal or copying of school-owned software from school computers
b) Vandalize, damage, alter, or disable the property of NLCS
c) Use technology to harass, bully, or threaten another individual
d) Access, upload, download, create, distribute, use, or transmit pornographic, obscene, sexually

explicit, abusive, slanderous, libelous, prejudicial, or otherwise inappropriate language/material at
any time

e) Attempts to circumvent NLCS policies or network restrictions. It is a criminal offense to hack into
a school system computer.

f) Plagiarize, violate copyright or use the intellectual property of an individual or organization without
permission

g) Introduce unauthorized information, computer viruses, or harmful programs into the computer
system in public/private files or messages

h) Participate in online gambling
i) Use the school network in a manner that would cause congestion of the network or otherwise

interfere with the work of others
j) Send personal ads or sell items using school email
k) Send fundraiser or electronic fliers using school email without administrative approval
l) Disclose personal email addresses of others through a group or chain email
m) Utilize the school corporation technology for commercial purposes or financial gain
n) Send non-school related digital communication to students
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o) Share with any other individual user logins, passwords, or user codes at any time or to post login
information so others may view

p) Leave the computer logged in and accessible when not present, unless directed by the NLCS
Technology Department.

q) Use technology hardware, software, information, and/or services of another individual without
permission from administration

NLCS has committed resources that have been made available to staff in order to create a culture of 
curiosity, collaboration, and creativity. The following guidelines have been established for 
acceptable use: 

1. NLCS technology resources shall be used for school-related purposes:

School technology resources are provided for purposes related to educational programs, school
operations, and performance of job responsibilities. Incidental personal use of school devices is
permitted as long as such use: 1) does not interfere with the user’s responsibilities and
performance; 2) does not interfere with system operations or other system users; and 3) does not
violate this policy and the accompanying rules or any other board policy, procedure, or school
rules. “Incidental personal use” is defined as use by an individual for occasional personal
communications. All email routing through the district’s system is captured and archived, and
therefore can be accessed by authorities, if deemed necessary.  NLCS may and without notice or
consent, obtain access to information, conveyed or stored on NLCS technology, including
telephone calls and electronic mail messages. NLCS may use the information obtained for any
legal purpose.

2. The Technology Department handles all repairs.
If a device quits functioning due to device failure, please notify the Technology Department
immediately and return the device, power supply, and carrying case to the Technology
Department. In the event of damage caused to a device due to neglect, it is the Staff member’s
financial responsibility to cover the cost of repair or replacement. A lost or stolen device may fall
under neglect.

3. Staff members are responsible for the protection of confidential files on the laptop. Due to
HIPAA, FERPA, and other Federal and State laws, staff must keep confidential information
safeguarded from unauthorized users.

a. I understand that all technology resources that the district has provided to me are the
property of North Lawrence Community Schools. I agree to all of the terms in the district’s
Responsible Use Policy. I will return the equipment to the district in the same condition in
which it was provided to me.

b. I will not allow any other individual to use any device or related equipment and
accessories that have been provided to me by the district.

c. I understand that a violation of the terms and conditions set out in this policy will result
in the restriction and/or termination of my use of the corporation technology and may
result in further disciplinary action up to and including termination of employment
and/or other legal action.

Disclaimer: NLCS, its employees and agents, make no warranties of any kind, neither 

expressed nor implied, concerning the network, Internet access, and electronic resources 

it is providing.
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Furthermore, NLCS is not responsible for: 
1. The accuracy, nature, quality, or privacy of information stored on local servers or devices

or information gathered through Internet access.
2. Any damages suffered by a user (whether the cause is accidental or not) including but not

limited to, loss of data, delays or interruptions in service, and the infection of viruses or
other malware on personal computers or other devices.

3. Unauthorized financial obligations resulting from the use of NLCS electronic resources.

BLOOD BORNE PATHOGENS EXPOSURE CONTROL PLAN 
NLCS is committed to providing a safe and healthful work environment for our entire staff. In pursuit of this 
endeavor, an Exposure Control Plan (ECP) has been provided to eliminate or minimize occupational 
exposure to blood borne pathogens in accordance with OSHA standard 29 CFR 1910.1030, “Occupational 
Exposure to Blood Borne Pathogens.” 

In all job classifications, employees may have occupational exposure. This is covered in Safe Schools 
training. 

The provisions of the standard will be met for these employees by assuring that all are instructed yearly in 
Universal Precautions and Blood Borne Pathogens. 

BUILDING SECURITY 
If you have access to the building during “locked” hours, be sure you follow all procedures for securing 
the building and ensuring the doors are closed and locked at all times. We follow this security procedure 
to protect our property, as well as, employees and volunteers who may be working outside regular 
working hours. 

Once your background check is cleared, and you are hired, you will be issued a North Lawrence School 
Corporation identification card and keys if applicable to your position. If your card or keys are lost or 
stolen, you must report it immediately to your immediate Supervisor and the Administration Office 
at 812-279-3521. 

If your identification card is lost, your card will be deactivated and replaced, and a $10.00 replacement 
charge will be made if necessary. If you find an identification card, please turn it in to your supervisor 
immediately. If an employee loses a key, and a replacement has to be established, the cost to the 
employee will be $10.00 per key. The issuance of building keys (physical key and/or ID/Key card) may 
be limited in order to maximize facility security. A record of all key holders is maintained, and key card 
activity is monitored at the maintenance facility. If you are authorized to have a key, you will be held 
responsible for any unauthorized use of that key. 

Please respect the request of any security staff working on Corporation property either in the 
building or in a parking area. If you have a question or concern about the request of any security 
staff, bring it to the attention of your supervisor. 

CELL PHONE POLICY 
The temptation to make personal calls or access the internet on a cell phone is hard to resist for even the most 
conscientious of employees. These practices waste significant Corporation money and time. More seriously, 
as more laws are enacted governing the use of cell phones, employers find they can be held accountable for 
their employee’s actions such as neglect when using a cell phone instead of serving or supervising students.  
NLCS employees are expected to use their cell phones when on break or away from immediate 
responsibilities or to report an emergency. Operating a school corporation vehicle while on the cell phone is 
strictly prohibited, except on emergency school related issues, and will result in disciplinary action if found 
to be in non-compliance with this policy. 
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1. Personal cellular phones are not to be used for personal reasons during work hours.

2. NLCS is not responsible for personal cellular phones. Cell phone owners assume full responsibility
for the care and use of their phone.

MILEAGE REIMBURSEMENT 
For all personnel for whom the Board authorizes payment, reimbursement for use of privately-owned 
vehicles shall be the IRS approved rate per mile in effect at the time the mileage is driven. 

CHILD ABUSE REPORTING 

If you have any reason to believe a student may be a victim of abuse or neglect, you are required by law 
and school board policy to report it to your supervisor or building principal immediately. School Board 
Policy 8462 states that as an agency of the State, the School Board is concerned with the physical and 
mental well-being of the children of this Corporation and will cooperate in the identification and 
reporting of cases of child abuse in accordance with law. 

Each staff member employed by this Corporation shall be responsible for reporting immediately every 
case, whether ascertained or suspected, of abuse, abandonment, cruelty, or neglect resulting in physical 
or mental injury to a student by other than accidental means. The staff member or appropriate 
administrator if possible in the presence of the staff member shall immediately call the Child Protection 
Service or Lawrence County Sheriff and shall secure prompt medical attention for any such injuries 
reported. 

Information concerning alleged child abuse of a student is confidential information and is not to be shared 
with anyone other than the administration or the reporting agency. A staff member who violates this 
policy may be subject to disciplinary action. 

Note* Building principals are trained on how to handle child abuse matters and such reporting will not 
put your employment in jeopardy. 

CONFLICT OF INTEREST 
Under the Indiana Criminal Conflict of Interest Statute, you are required to declare a conflict of interest if 
you, your spouse, or any dependent (including dependents by marriage) receive any financial benefits as 
a result of doing business with the NLCS. You must fill out state form 54266 which should be turned into 
the Business Office. 

DRUG, ALCOHOL AND TOBACCO POLICY 
NLCS is a drug, alcohol and tobacco free site. The Board believes all students have the right to learn in an 
atmosphere that is conducive to their success. The possession, use, or distribution of illicit drugs and 
alcohol on school premises or as a part of any of the Corporation’s activities is strictly prohibited. 

The abuse of drugs or alcohol by employees will have an adverse effect on the ability of the students to 
learn and on the ability of the staff to provide a meaningful educational program. The Corporation 
intends to provide a safe work environment and encourage personal health and considers the use or 
abuse of drugs or alcohol on the job by employees to be an unsafe and detrimental work practice. 
Violation of this policy will lead to disciplinary action up to and including immediate dismissal. Smoking, 
vaping, inhaling, dipping, chewing or selling tobacco is strictly prohibited at any time, including non-
school hours in any building facility, Corporation owned, rented, charted vehicle, or on any school 
grounds, athletic facility, or parking lot. Violation of this policy will lead to disciplinary action up to and  

including immediate dismissal. All Corporation employees should act as role models for students, and 
shall, as a condition of employment, abide by the provisions of this policy. 
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EMPLOYEE SAFETY AND ENVIRONMENTAL SAFETY 
The NLCS is committed to maintaining a zero injury safety culture along with a safe and clean work 
environment. We expect everyone to share in this commitment. It is your responsibility to report any 
unsafe or potentially unsafe situations or conditions. All employees are required to complete Safe Schools 
training. 

PERSONAL APPEARANCE 
The public often scrutinizes NLCS and its employees. Some people may make a decision about the 
effectiveness of our schools based on their visual perception of our buildings and our individual personal 
appearance. Therefore, it is very important to project a positive image to visitors and students. You are 
required to dress appropriately for an educational environment, use good taste and modest judgment 
about a clean and neat personal appearance, and adhere to Board of Health/Safety regulations. Individual 
schools and certain departments have specific guidelines for staff. For example, uniforms are required for 
the Custodial, Maintenance, Transportation Mechanics, and Food Service. Tattoos which include offensive 
language, symbols, vulgar pictures or vulgar content should be covered while on NLCS property. Be sure 
to follow the guidelines and regulations of the building and position to which you are assigned. 

Additional regulations and requirements may also be expected based on your specific position in the 
Corporation. If you have questions concerning your attire, please speak with your immediate supervisor 
for clarification.  

When speaking with a staff member, student, parent, or community member, be sure you are positive, 
helpful, and polite. If you cannot satisfy him/her with a considerate and courteous answer, refer him/her 
to your supervisor. If you are discourteous to staff members, students, parents, or community members, 
disciplinary action may be taken. We educate students; first impressions are powerful and lasting.  Be 
sure the first impressions you give are professional and positive. Remember, you are part of the NLCS 
team! 

EMPLOYEE CONDUCT 

Theft 
Theft is a criminal offense, a serious concern and will not be tolerated. NLCS considers theft as any 
unauthorized use of corporation services, building, facilities or vehicles or taking property of any 
employee, student, or visitor on the premises of any corporation owned building, facility or vehicle. Theft 
will result in either immediate suspension or termination of employment and criminal prosecution 

Damage to Corporation Property, Equipment, Facilities and Vehicles 
Any damage to NLCS vehicles must be reported to your supervisor immediately. The damage will be 
assessed, and if discipline actions are necessary, your supervisor will follow proper discipline procedures 
as outlined in this handbook. 

Confidentiality Issues 
Employees are expected to maintain confidentiality regarding students and staff in each building. Any 
employee who shares confidential information with another person not authorized to receive the 
information may be subject to discipline leading up to termination. This includes, but it is not limited to, 
information concerning assessments, grades, behavior, family background, alleged child abuse, and any 
other record information. See NLCS Board of School Trustee Board Bylaws and Policy #4213 for more 
details regarding confidentiality. 

Use of Technology 
Employees are expected to follow the guidelines and policies of the Acceptable Use Policy as it pertains to 
any and all technology owned and operated by NLCS. Please refer to the Acceptable Use Policy under 
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General Terms of Employment in this handbook. 
 

Duty to Report Arrest or Criminal Charges 
In accordance with the NLCS Board of School Trustees Bylaws and Policies #4120.02, “Where the arrest 
or charge occurs during a time when school is not in session, the employee or volunteer shall make the 
written report required by this policy to the Superintendent by first class mail within five (5) days. Upon 
receipt of the information about an arrest or charge against an employee or volunteer, the Superintendent 
or his/her designee shall assess foreseeable harm and impact on students of the arrest and/or charge and 
report any action taken as a result of the Board.” 
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DISCIPLINARY PROCEDURES 
Progressive discipline is used when rules, policies, directives, attendance, and expectations are not 
followed. Willful refusal to perform the duties of your job or follow the directives of your supervisor 
could result in termination. 

If you are disciplined, you will have a meeting with your immediate supervisor to discuss the situation. 
Your supervisor will review the consequences with you, and a Discipline Report will be issued. Discipline 
is cumulative and will remain on the employee’s record for three (3) years. 
Progressive Discipline steps include but are not limited to the following: 
Verbal Warning (with documentation to keep on file) 
Written Warning 
Suspension without pay – 1 day 
Suspension without pay – 3 days 
Termination 
Your supervisor reserves the right to skip any of the above steps based on your actions and the severity of 
each situation. 

UNLAWFUL HARASSMENT POLICY 

Harassing Conduct 
NLCS is committed to providing employees with a work environment that is safe, secure, and free of 
intimidation, threats, and violence. The Corporation intends to maintain this commitment by responding 
immediately to substantial harassment. 

Prohibited harassing conduct may include, but is not limited to vulgar or abusive language, slurs, 
derogatory comments or jokes, intimidation, negative stereotyping, threats, assaults, impeding or 
blocking another’s movement or any physical interference with work or school activities, drawings or 
cartoons when directed at an employee upon any protected category. 

Sexual Harassment 
Harassment because of sex includes sexual harassment, gender harassment and harassment based on 
pregnancy, child birth or related medical conditions. Sexual harassment is defined as unwelcome sexual 
advances, requests for sexual favors and other verbal, visual or physical conduct of a sexual nature made 
by someone from or in the workplace or in the educational setting. 

NLCS strongly disapproves of and will not tolerate harassment in any form by its employees, 
supervisors, co-workers, or by or towards its students. Similarly, the Corporation will not tolerate 
harassment with whom the Corporation has a business, service or professional relationship. The 
Corporation is committed to taking all reasonable steps to prevent harassment directed at its employees 
whether it is committed by other employees, students or toward students, or vendors. 

Reporting Harassing Conduct 
Any incident of possible discrimination or harassment should be reported immediately to your direct 
supervisor. In the event the report involves your immediate supervisor or you do not feel comfortable 
taking the report to your immediate supervisor, contact the Director of Human Resources in the 
Administration Office. Every complaint will be investigated thoroughly and promptly. 

PERSONNEL MANAGEMENT 
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Retaliation 
The Corporation will not tolerate retaliation against any employee for making a complaint of 
discrimination or harassment in good faith or for cooperating with an investigation. It is unlawful for 
anyone to retaliate against someone who files an unlawful discrimination or harassment complaint, 
someone who refers a matter for investigation, someone who participates in an investigation or 
complaint, or someone who represents or serves as an advocate for an alleged victim or alleged offender. 

BULLY PREVENTION AND INTERVENTION POLICY (HEA 1423) 
Bullying is defined for Indiana schools in HEA 1423. According to IC 20-33-8-0.2, “bullying” means overt 
(intentional) unwanted, repeated acts or gestures including verbal or written communication, or images 
transmitted in any manner (including digitally or electronically), as well as physical acts committed, 
aggression, or any other behaviors that are committed by a student with the intent to harass, ridicule, 
humiliate, or harm the targeted student and create for the targeted student an objectively hostile school 
environment, places the targeted student in reasonable fear or harm to the targeted student’s person or 
property; has a substantially detrimental effect on the targeted student’s physical or mental health; has 
the effect of substantially interfering with the targeted student’s academic performance; or has the effect 
of substantially interfering with the targeted student’s ability to participate in or benefit from the 
services, activities and privileges provided by the school. 

Bullying can include physical bullying, verbal bulling, social/relational bullying, and electronic/written 
communication. 

Physical Bullying 
Physical bullying involves hurting a person’s body or possessions. It includes hitting/kicking/punching, 
spitting, tripping or pushing, taking or breaking someone’s things, and making mean or rude hand 
gestures. 

Verbal Bullying 
Verbal bullying involves saying mean things. It can include teasing, name-calling, inappropriate sexual 
comments, taunting, or threatening to cause harm. 

Social/Relational Bullying 
Social/relational bullying involves hurting someone’s reputation or relationships. Social bullying involves 
telling other children not to be friends with someone, leaving someone out on purpose, spreading rumors 
about someone, or embarrassing someone in public. 

Electronic/Written Communication 
Electronic/written communication involves cyber-bullying, collective or group note writing, any bullying 
undertaken through the use of electronic devices (computer or cell phone). 
It is helpful to use these categories when identifying bullying behaviors. These categories are also used to 
collect data on incidents of bullying in schools by the Indiana Department of Education. 
The state’s definition of “bullying” means that administrators, teachers and other employees who 
supervise students will also need to know the meaning of these words. Because the Legislature did not 
define the meaning of these terms, courts will rule the legislature intended the meaning to be that of 
normal, daily usage as defined in a dictionary. Webster’s Seventh New Collegiate dictionary includes the 
following definitions of the statutory terms. 

A. Harass- “to annoy continually”
B. Ridicule- “the act of exposing to laughter”
C. Humiliate- “to reduce to a lower position in one’s own eyes or others’ eyes”
D. Intimidate- “to make timid or fearful”
E. Harm- “to injure”
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Considerations in determining if the behavior meets the definition of bullying include 
A. The history between the individuals. Have there been past conflicts? Have these individuals had a

dating relationship? (This may not be considered bullying)
B. Power differential. Is there an imbalance of power? (Power imbalance is not limited to physical

strength)
C. Repetition. Has this or a similar incident happened before? Is the individual worried that it may

happen again?
D. Are any of the individuals involved with a gang? (This may result in interventions different from

bullying)

It is vital for all school staff and students to understand that there are different types of conflict they may 
experience. Some conflict is healthy and very natural. Other types of conflict may also be negative or 
against the rules but may not be considered Bullying. Because there are specific requirements in law for 
preventing, reporting, and addressing bullying in schools, teaching the differences is an important part of 
your prevention programming. Bullying occurs when all three elements referred to in the law (listed in 
this slide) are a part of the reported incident. 

Relevant data collection and appropriate intervention in the area of bullying is strongly dependent upon 
the accurate assessment and identification of an incident as bullying or NOT bullying. You should include 
a way for students and staff to indicate whether the incident being reported meets the definition of 
bullying in your school policy, clearly inform students, staff, and parents when an incident reported does 
not meet the definition of bullying and why not, educate students and parents on the differences between 
bullying and other types of conflict whenever you have the opportunity, and promote your clear and 
consistent evaluation of bullying reports and ALWAYS follow through on policies and procedures 
regarding bullying reporting and intervention. 

Requirements for the DOE 
The Indiana Department of Education is working to provide guidance and resources for schools 
addressing bullying prevention. The goal is to provide support, resources, and encourage best-practice. A 
web-based resources will be available within the next 4-6 weeks with tools for continued professional 
development in the area of bullying prevention. The DOE is required to provide training and support for 
school safety specialists and safe school committees in order to assist schools in the development of 
policies, procedures, and intervention programs that address bullying prevention locally; identify specific 
categories of types of bullying for identification and reporting of bullying incidents, as well as to share 
guidelines for bullying prevention programming that include age-appropriate, research-based 
information. 

Requirements for Local Schools According to HEA 1423 
School corporations shall establish discipline procedures that prohibit bullying and include provisions 
concerning education, parental involvement, and interventions. School corporations shall establish a 
detailed procedure for the expedited investigation of incidents of bullying. School corporations shall 
provide training to all employees and volunteers who have direct, on-going contact with students. No 
later than October 15 of each year, each public school shall provide age appropriate, research based 
instruction focusing on bullying prevention for all students in grades 1 through 12. School policies and 
procedures related to bullying “may be applied regardless of the physical location in which the bullying 
behavior occurred, whenever the individual committing the bullying behavior and any of the intended 
targets of the bullying behavior are students attending a school within the school corporation; and 
disciplinary action is reasonably necessary to avoid substantial interference with school discipline or to 
prevent an unreasonable threat to the rights of others to a safe and peaceful learning environment.” It is 
important for schools to note that the current law states that bullying that occurs among students is 
subject to policy and procedure regardless of the location of the incident. 
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This includes Bullying that takes place at extra-curricular events, through social media, or during non- 
school hours. If the behavior causes a disruption in learning for any student, the school has the right and 
responsibility to intervene. 

Requirements for Timely Investigation 
School corporations shall establish a detailed procedure for the expedited investigation of incidents of 
bullying. Procedures shall include appropriate responses to bullying behaviors wherever the behaviors 
occur, provisions for anonymous and personal reporting to a staff member, timetables for reporting 
bullying incidents to parents of all students involved, timetables for reporting bullying incidents to school 
administration, school counselors, superintendent, or law enforcement if / when necessary, discipline 
provisions for teachers, school staff, or administrators who fail to initiate or conduct an investigation of a 
bullying incident, and discipline provisions for the false reporting of bullying. 

NLCS’s Bully Prevention and Intervention Policy 
School Board Policy 4362 states “Bullying behavior is when one or more persons systematically and 
chronically inflict physical hurt or psychological distress on one (1) or more students with the intent to 
harass, ridicule, humiliate, intimidate or harm that/those student(s), and that bullying is based upon sex, 
race, color, national origin, religion, or disability, that is, characteristics that are protected by Federal civil 
rights laws. It is defined as any unwanted and repeated written, verbal, or physical behavior, including 
any threatening, insulting, or dehumanizing gesture, by an adult or student, that is severe or pervasive 
enough to create an intimidating, hostile, or offensive educational environment; cause discomfort or 
humiliation; or unreasonably interfere with the individual’s school performance or participation.” 

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

NLCS’s Bullying Prevention Education and Training 
Bullying is everyone’s problem. It will only be controlled through a total school effort. Administrators, 
faculty and Educational Support Professionals (ESP) who may witness bullying in their school this year 
include teachers, instructional aides and substitute teachers, administrators and counselors, cafeteria staff, 
bus drivers, custodians, and parent volunteers. In support of this Anti-Harassment Policy, the Board 
promotes preventative educational measures to create greater awareness of unlawful discriminatory 
practices. The Compliance Officers will oversee training of Corporation employees and students so that 
they understand their rights and responsibilities under Federal and State law and are informed of the 
Board's policies and practices with respect to fully implementing and complying with the requirements of 
Federal and State law. All training regarding the Board's policy and administrative guidelines and 
harassment in general will be age and content appropriate. 

When you see something, do something. Intervene by separating the students involved. Get their names, 
but do not question students in front of other students. Report the incident following your school’s 
guidelines. The students can then be questioned individually. Don’t try to resolve the incident on the spot 
and don’t assume that the students can work it out without adult help. They can’t. When you intervene, 
your intervention provides immediate support to the target student, your commitment to becoming 
involved and intervening in peer maltreatment models the type of behavior you would like to see in your  
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students, and you become an active contributor to a positive school culture. 
 

Failure to Report 
A failure to report any bullying behavior could result in disciplinary action in accordance with the 
employee handbook or collective bargaining agreement. 

 
INCLEMENT WEATHER / EMERGENCY CLOSINGS & DELAYS 
The Superintendent of Schools or his designee may cancel, delay or dismiss classes throughout the school 
year due to inclement weather or other emergencies. For this reason, it is important to update the 
Administration Office with any changes to contact information. Though classes may be canceled or delayed, 
you are expected to report to work or remain at work under the conditions listed below. 

State or County-Wide Emergency or Health Department Emergency 
If there is a County-wide Emergency or a Health Department Emergency declared by the proper 
authorities, you will not be expected to report to work or remain at work. Employees may request 
vacation or personal leave. 

Inclement Weather Guidelines-Support Staff 
During inclement weather delays, non-exempt employees have three options: 

1. Report to work at their normal time. 
2. Do not report to work (do not work during the school delay time) but use personal or vacation 

time in order to be paid for the delay time. 
3. Do not report to work (do not work during the school delay time) and take unpaid time off using 

the “Inclement Weather” for the time off code in Employee Portal on NLCS website. 
 

Exempt Employees* (Salaried) 
NLCS recognizes the professionalism of exempt employees, who will exercise sound judgement in 
reporting to school on days when there is a weather delay. Exempt employees are expected to 
communicate with their building administrator or supervisor regarding when they will be able to arrive 
safely, if not at their regular time. 

 
*Note: Employees, who are considered essential due to their job responsibilities during inclement 
weather, are expected to report at their regular time. 

If you are a school year employee, you do not have to report to work on the day of the cancellation. 
However, you must report to work on the scheduled make-up day. 

 
Typical examples of this group of essential employees are (this list could change at the discretion of 
the building supervisor or immediate supervisor): 

 
• Maintenance and Custodial 
• Pre-School Employees 

 
EMERGENCY CALL OUTS 
A minimum of two hours will be paid to maintenance/custodial/mechanic employees for approved 
emergency type after hour call outs. 

 
 
In the event an emergency call out (i.e. inclement weather) requires staff to work a different eight (8) hour 
shift than normal, employees will not continue working to complete a regular end of day without supervisory 
request and approval.  (Example:  An employee begins plowing at 4am and continues working an eight hour 
shift will complete his work day at 12:30pm.  He would not continue working until the end of his regular day 
without supervisory request/approval). 
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PERFORMANCE REVIEWS/ EVALUATIONS 
You will receive a written performance evaluation annually; you will receive a copy and a copy will be 
placed in your Personnel File. If you are a new employee, your supervisor may review your progress 
more often. 
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PROBATIONARY PERIOD 
As a newly hired support staff employee, you are required to satisfy a probationary period continuous for 
60 calendar days from the date of hire. The probationary period is used to ensure you are qualified to 
perform the job satisfactorily. During the probationary period, your supervisor will carefully evaluate 
your performance. Your supervisor reserves the right to extend the probationary period if necessary.

Upon successful completion of the 60-calendar day probationary period, you will be considered a 
permanent support staff employee. However, this notification does not modify any at-will relationship 
between NLCS and you in any way and does not guarantee employment for any definite period of time. 

Also, upon successful completion of the 60-calendar day probationary period, you will be allocated your 
leave days at the start of the following quarter.  For example, if you were to start on November 1st, your 
60 probationary period would be up on January 1st – you would then get your first allotment of sick and 
personal time added to your account in April.   

ATTENDANCE 
NLCS cannot be successful if you do not come to work on time and on a regular basis. If you are not at 
work, someone else has to assume the responsibility for what you are being paid to do or the work does 
not get done. Neither of these situations contributes to a successful organization. To create a positive 
service to our students, staff and community, please follow the guidelines below: 

 Leave days are allocated July 1 through June 30. As a result, you need to use your personal, sick or
vacation time very carefully in order to be prepared for emergencies which may arise. It is the
responsibility of the employee to track your leave days.  BEFORE taking off work, be sure you
have available leave time.

 Loss pay days are grounds for disciplinary actions including termination of employment.
 You are expected to report to work on time and manage your personal affairs in a manner which

will enable you to report to work on a regular and dependable basis.
 You are expected to notify your supervisor of expected absences from work. You are required to

contact your supervisor at least one (1) hour before your shift begins to allow time to plan for
your absence. Be sure you are clear on the acceptable procedure as required by your supervisor.

 In order to protect yourself and receive the full benefits of the FMLA Policy and Guidelines, you
are expected to notify the NLCS’s Human Resources Office if the absence is expected to last
5 consecutive calendar days (SEE BELOW FOR MORE DETAILS).

EXTENDED LEAVE POLICY 
Any absence for 5 or more sick, personal and/or days without pay will be considered an EXTENDED 
ABSENCE.  The following procedure must be followed: 

 Preplanned leave of absence (surgery, maternity, paternity, wedding, etc.…) 
a. As soon as you have a need for an Extended Absence, you must meet with your

Building Administrator or Supervisor who will need to approve.
b. You must notify the Human Resources Department, by email, regarding the dates of

ATTENDANCE AND LEAVES 
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your Extended Absence. 
c. If appropriate, the Human Resources Department will provide you with FMLA

paperwork. If it is not FMLA protected or eligible, she will instruct you how to enter
your days into Time Clock Plus.

d. You must return the FMLA paperwork to the Human Resources Department within two (2)
weeks.

 Unexpected absence
a. You will call in/notify your administrator or supervisor.
b. You will log on to Time Clock Plus and enter your absence each day.
c. On the 5th day of absence and for any day absent after that, you will use the reason code of

EXT ABS – 5 OR MORE DAYS.
d. The Human Resources Department will provide you with FMLA paperwork.
e. You must return the FMLA paperwork to the Human Resources Department within two

(2) weeks; if it is not returned, the status will remain as an Extended Absence.

FAMILY AND MEDICAL LEAVE (FMLA) POLICY & GUIDELINES 
**REQUIRES COMPLETION OF ADDITIONAL FORMS PROVIDED BY HUMAN RESOURCES** 

As a NLCS employee, you may be eligible for family medical leave in conjunction with the birth or 
placement of a child, a serious health condition that prevents you from performing the essential functions 
of your position, or the serious health condition of your spouse, child, or parent. Effective January 28, 
2008 a new law now expands the Family and Medical Leave Act to provide eligible employees leave 
related to a family member’s military service. 

NLCS follows the eligibility requirements of the Federal FMLA Act of 1993. Therefore, as a NLCS 
employee, you become eligible for family medical leave after twelve (12) months employment 
(consecutive or non-consecutive) and completing 1250 hours of work in the twelve-month period 
immediately preceding the need for Family and Medical Leave. 

You should submit written notice at least 30 calendar days in advance of your intent to take such 
leave. In the event of an emergency, submit a written request as soon as possible. The written 
request should state the dates and the expected duration of the leave. In addition, you may be 
required to provide certification of a birth, documentation of placement, or a health care provider’s 
statement which sets forth the diagnosis, prognosis, and expected duration of you or a family member’s 
injury or illness. Family and Medical Leave runs concurrently with accrued paid leave and will be charged 
whenever applicable with or without a request from the employee. While an employee is on approved 
FMLA, NLCS will continue to pay employer’s portion of fringe benefits and employee will continue to be 
responsible for employee portion. 

General Leave Entitlement 
An eligible employee is entitled to up to 12 weeks of unpaid FMLA leave in any 12-month period (defined 
as a rolling 12 month period measured backward from the date the employee uses FMLA leave) for the 
following reasons: 

A. the birth of a child and/or the care for a newborn child within one (1) year of the child’s birth;

B. the placement of a child with the employee by way of adoption or foster care and/or to care for
the child within one (1) year of the child’s arrival;

C. the employee is needed to care for a spouse, son, daughter or parent if such individual has a
serious health condition*; or
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D. the employee’s own serious health condition* prevents him/her from performing the functions of
his/her position;

Service Member Leave Entitlement 
Service member FMLA provides eligible employees unpaid leave for one, or for a combination, of the 
following reasons: 

A. A “qualifying exigency” arising out of a covered family member’s (spouse, son, daughter, or
parent) covered active duty or call to covered active duty in the United States Armed Forces
including the National Guard and Reserves. Qualifying exigencies, as defined by Federal
regulations, include: 1) short-notice deployment; 2) military events and related activities;
3) childcare and school activities; 4) financial and legal arrangements; 5) counseling; 6) rest and
recuperation; 7) post-deployment activities; and 8) additional activities not encompassed in the
other categories, but agreed to by the employer and employee. Covered active duty means
deployment with the Armed Forces to a foreign country.

B. To care for a covered family member, including next of kin as provided in the statute, who has
incurred an injury or illness or aggravation of a pre-existing illness or injury while in the line of
duty while on covered active duty in the United States Armed Forces, including the National Guard
and Reserves, provided that such injury or illness may render the family member medically unfit
to perform duties of the member’s office, grade, rank, or rating. Covered active duty means
deployment with the Armed Forces to a foreign country. This leave is also available to care for
veterans of the United States Armed Forces, including the National Guard and Reserves, provided
the veteran was a service member at any time within the five (5) years prior to the start of the
treatment, recuperation or therapy.

Duration of Service Member FMLA 
 When leave is due to a "qualifying exigency,” an eligible employee may take up to twelve (12)

work weeks of leave during any twelve (12) month period. Such leave shall be counted with
regular FMLA leave time in calculating the twelve (12) weeks of allowable leave.

 When leave is to care for an injured or ill service member, an eligible employee may take up to
twenty-six (26) work weeks of leave during a single twelve (12) month period to care for the
service member who is undergoing medical treatment, recuperation, or therapy, is otherwise in
outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or
illness. This is a one-time benefit per service member. Leave to care for an injured or ill service
member, when combined with other FMLA-qualifying leave, may not exceed twenty-six (26)
weeks in a single twelve (12) month period.

 Service Member FMLA runs concurrent with other leave entitlements provided under Federal,
State, and local law.

General Provisions 
Serious health condition is defined as an illness, injury, impairment, or physical or mental condition that 
involves: 

 inpatient care, including any period of incapacity or any subsequent treatment in connection with
such inpatient care; or

 continuing treatment by a healthcare provider, including:
 a period of incapacity of more than five (5) or more consecutive calendar days and any
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subsequent treatment or period of incapacity relating to the same condition that also involves 
either in-person treatment two (2) or more times by a healthcare provider within thirty (30) 
days of the first date of incapacity, absent extenuating circumstances beyond the employee's 
control, or in-person treatment by a healthcare provider on at least one (1) occasion which 
results in a regimen of continuing treatment under the supervision of a healthcare provider; 

 The first visit to the healthcare provider must occur within seven (7) days of the first date of
incapacity.

 any incapacity due to pregnancy or for prenatal care;

 any period of incapacity or treatment for such incapacity due to a chronic serious health
condition;

 a period of incapacity which is permanent or long-term due to a condition for which treatment
may not be effective;

 any period of absence to receive multiple treatments by a healthcare provider either for
restorative surgery after an accident or other injury or for a condition that would likely result
in a period of incapacity of more than five (5) or more consecutive days in the absence of
medical intervention holiday or treatment, such as cancer (chemotherapy, radiation, etc.),
severe arthritis (physical therapy), or kidney disease (dialysis).

 Conditions for which cosmetic treatment are administered are not "serious health conditions"
unless inpatient hospital care is required or complications develop. Ordinarily, unless
complications arise, the common cold, the flu, ear aches, upset stomachs, minor ulcers,
headaches other than migraines, routine dental or orthodontia problems, periodontal disease,
etc., are conditions that do not meet this definition and do not qualify for FMLA leave.

Intermittent or Reduced Schedule Leave 
An employee may take FMLA leave intermittently or on a reduced schedule for the birth, adoption, or 
foster care placement of a child. An employee may take FMLA leave on an intermittent or reduced-leave 
schedule when medically necessary for his/her own serious health condition or to care for a spouse, 
parents, or dependent child with a serious health condition. Service Member Family Leave may also be 
taken on an intermittent or reduced-leave schedule when medically necessary. 

The taking of such leave results in the total reduction of the twelve (12) or twenty-six (26) weeks only by 
the amount of leave actually taken. 

If the intermittent or reduced-leave schedule is foreseeable based on planned medical treatment or the 
employee is taking Service Member Family Leave, the employee may be required to transfer temporarily 
to an available alternative position which better accommodates recurring periods of leave. The 
alternative position shall have equivalent pay and benefits but not necessarily equivalent duties. 

Employee Notice Requirement 
Whenever the leave is foreseeable, the employee shall provide the Superintendent with thirty (30) day 
notice. If there is insufficient time to provide such notice because of unforeseeable events, the employee 
shall provide such notice as soon as possible and practical, generally not later than the next business day 
after the employee realizes the need for leave. Failure to follow the leave notice requirements may result 

in delay of obtaining the leave. Employees will still be required to comply with the absence reporting 
procedures at their buildings. 
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When planning medical treatment or taking leave pursuant to Service Member Family Leave, the 
employee must consult with the Superintendent and make a reasonable effort to schedule the leave so as 
not to unduly disrupt the regular operation of the Corporation, subject to the approval of the healthcare 
provider. 

 
Substitution of Paid Leave 
The Board shall require the employee to substitute (i.e. run concurrently) any of his/her earned or 
accrued paid leave (e.g. sick leave, personal leave, vacation leave, compensatory time) for unpaid FMLA 
leave [see General Leave Entitlement (A) and (B) and Service Member Leave Entitlement (E)]. 

 
The Board shall require the employee to substitute any of his/her earned or accrued paid vacation, 
personal leave or sick leave (per the applicable collective bargaining agreement) for unpaid FMLA leave 
provided for either reason (C) or (D) under General Leave Entitlement or (F) under Service Member 
Leave Entitlement. The Board shall require the employee to substitute any of his/her earned or accrued 
paid vacation, personal leave, family leave or sick leave (per the applicable collective bargaining 
agreement) for unpaid Service Member Family Leave. If the employee has not earned or accrued 
adequate paid leave to encompass the entire twelve (12) week period of FMLA leave or twenty-six (26) 
week period of Service Member Family Leave, the additional weeks of leave to obtain the twelve (12) 
weeks of FMLA leave or twenty-six (26) weeks of Service Member Family Leave, the employee is entitled 
to shall be unpaid. Whenever an employee uses paid leave in substitution for unpaid FMLA leave/Service 
Member Family Leave, such leave counts toward the twelve (12) week/twenty-six (26) week maximum 
leave allowance provided by this policy. 

 
Corporation Notice Requirement 
The employee will be notified when the Corporation intends to designate leave as FMLA-qualifying. Such 
notice may be given orally or in writing and should be given within five (5) business days of the request. 
When verbal notice is given, it will be followed by written notice within five (5) business days. In the case 
of intermittent or reduced schedule leave, only one (1) such notice is required unless the circumstances 
regarding the leave have changed. If sufficient information about the reason for the employee's use of 
paid leave isn’t known, the Human Resources Department may inquire further to ascertain whether the 
paid leave is FMLA-qualifying. Once it’s determined that a paid leave is for an FMLA leave-qualifying 
reason, the employee will be notified within five (5) business days that the paid leave will count toward 
the employee's twelve (12) week FMLA-leave entitlement. The notification will indicate whether the 
employee is required to provide a fitness-for-duty certification to return to work. 

 
Leave Limits 
In cases in which the Board employs both spouses, the total amount of FMLA leave is twelve (12) weeks 
for the couple, except when the leave is due to the serious health condition of either spouse or a child. 
Additionally, the aggregate number of work weeks of leave to which both the husband and wife may be 
entitled pursuant to this policy is limited to twenty-six (26) work weeks during the single twelve (12) 
month period provided for in the Service Member Family Leave provision if the leave is taken pursuant to 
Service Member Family Leave or a combination of general FMLA leave and Service Member 
Family Leave. 

 
Certification 
When FMLA leave is taken for the employee's own serious health condition or to care for a spouse, 
parents, or dependent child with a serious health condition, or Service Member Family Leave is taken, the 
employee must provide medical certification from the healthcare provider of the eligible employee,  

   his/her immediate family member, or the next of kin of the individual. 
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The employee either: 

 submit the medical certification to the Human Resources Department; or

 direct the healthcare provider to transfer the medical certification directly to the Human
Resources Department, which will generally require the staff member to furnish the healthcare
provider with an HIPAA-compliant authorization.

Employees are not eligible for leave pursuant to this policy if they work elsewhere during leave pursuant 
to this policy. 

In the event the employee fails to provide medical certification, any leave taken by the employee is not 
FMLA leave/Service Member Family Leave. 

When the need for FMLA leave is foreseeable and at least thirty (30) days' notice has been provided, the 
employee must provide the medical certification before the leave begins. When this is not possible, the 
employee must provide the requested certification to the Human Resources Department within fifteen 
(15) calendar days after the employee requests FMLA leave unless it is not practicable under the
circumstances to do so despite the employee’s diligent and good faith efforts.

Any dispute over eligibility for FMLA leave shall be discussed between the employee and Superintendent. 
The Corporation shall be responsible for maintaining a record of those communications. 

The Corporation reserves the right to obtain, at its expense, the opinion of a second healthcare provider 
and, in the event of conflict, the opinion of a third healthcare provider whose decision shall be binding 
and final. The employee may either: 

 submit the opinion of the second healthcare provider, and the opinion of the third healthcare
provider if applicable, to the Superintendent; or

 direct the second or third healthcare provider to transfer his/her opinion directly to the
Superintendent, which will generally require the staff member to furnish the healthcare provider
with a HIPAA-compliant authorization.

In the event that the employee fails to provide the medical opinion of the second or third healthcare 
provider, if applicable, any leave taken by the employee is not FMLA leave. 
An employee who takes leave for reason (D) under General Leave Entitlement, prior to returning to work, 
must provide the Human Resources Department with a statement from his/her healthcare provider that 
s/he is able to resume work. 

An employee seeking to take leave pursuant to reason (E) or (F) under Service Member Leave Entitlement 
must submit, in a timely manner to the Human Resources Department, an appropriate certification as 
described by Federal regulations. 

Return from Leave 
Upon return from any FMLA leave, the employee shall be restored to his/her former position or to a 
position with equivalent employment benefits, pay, and conditions of employment. During FMLA leave, 
the employee’s current coverage under the group insurance program shall be maintained on the same 
conditions, as coverage would have been provided if the employee had been continuously working during 
the leave period. If the employee was paying all or part of the premium payments prior to going on FMLA 
leave, the employee must continue to pay his/her share during the leave. 
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The employee will not accrue any sick or personal leave during a period of unpaid FMLA leave. The 
use of FMLA leave will not result in the loss of any employment benefit that accrued prior to the start 
of the employee’s leave. 

An employee who takes leave for their own serious health condition, prior to returning to work, must 
provide a Fitness for Duty Certificate (with no restrictions) from his/her healthcare provider that s/he is 
able to resume work. 

If an employee fails to return to work at the end of the leave for reasons other than the continuation, 
recurrence or onset of a serious health condition that entitles the employee to leave pursuant to reasons 
(C) or (D) under General Entitlement or Service Member Entitlement, or for circumstances beyond the
control of the employee, the employee shall reimburse the Corporation for any insurance premiums paid
by the Corporation during the unpaid FMLA leave period.

An employee who fraudulently obtains FMLA leave is not protected by the FMLA’s job restoration or 
maintenance of benefits provisions. 

Additional Contact Information 
U.S. Department of Labor  |  www.dol.gov/dol/topic/benefits-leave/fmla.htm 

Supporting Documents 
Employee Rights and Responsibilities Under the Family and Medical Leave Act 
Military Leave Notice 

FFCRA (Families First Coronavirus Response Act) 
The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide 
employees with paid sick leave or expanded family and medical leave for specified reasons related to 
COVID-19. The Department of Labor’s (Department) Wage and Hour Division (WHD) administers and 
enforces the new law’s paid leave requirements. These provisions will apply from the effective date 
through December 31, 2020. 

Generally, the Act provides that employees of covered employers are eligible for: 

 Up to two weeks (up to 80 hours) of paid sick leave at the employee’s regular rate of pay where the
employee is unable to work because the employee is quarantined (pursuant to Federal, State, or local
government order or advice of a health care provider), and/or experiencing COVID-19 symptoms and
seeking a medical diagnosis; or

 Two weeks (up to 80 hours) of paid sick leave at two-thirds the employee’s regular rate of pay because
the employee is unable to work because of a bona fide need to care for an individual subject to
quarantine (pursuant to Federal, State, or local government order or advice of a health care provider), or
to care for a child (under 18 years of age) whose school or child care provider is closed or unavailable
for reasons related to COVID-19, and/or the employee is experiencing a substantially similar condition
as specified by the Secretary of Health and Human Services, in consultation with the Secretaries of the
Treasury and Labor; and

 Up to an additional 10 weeks of paid expanded family and medical leave at two-thirds the employee’s
regular rate of pay where an employee, who has been employed for at least 30 calendar days, is unable
to work due to a bona fide need for leave to care for a child whose school or child care provider is closed
or unavailable for reasons related to COVID-19.

http://www.dol.gov/dol/topic/benefits-leave/fmla.htm
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Eligible Employees: All employees of covered employers are eligible for two weeks of paid sick time for 
specified reasons related to COVID-19. Employees employed for at least 30 days are eligible for up to an 
additional 10 weeks of paid family leave to care for a child under certain circumstances related to COVID-19. 

Notice: Where leave is foreseeable, an employee should provide notice of leave to the employer as is 
practicable. After the first workday of paid sick time, an employer may require employees to follow 
reasonable notice procedures in order to continue receiving paid sick time. 

Qualifying Reasons for Leave: 
Under the FFCRA, an employee qualifies for paid sick time if the employee is unable to work (or unable to 
telework) due to a need for leave because the employee: 

1. is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;
2. has been advised by a health care provider to self-quarantine related to COVID-19;
3. is experiencing COVID-19 symptoms and is seeking a medical diagnosis;
4. is caring for an individual subject to an order described in (1) or self-quarantine as described in (2);
5. is caring for a child whose school or place of care is closed (or child care provider is unavailable) for

reasons related to COVID-19; or
6. is experiencing any other substantially-similar condition specified by the Secretary of Health and Human

Services, in consultation with the Secretaries of Labor and Treasury.

Under the FFCRA, an employee qualifies for expanded family leave if the employee is caring for a child 
whose school or place of care is closed (or child care provider is unavailable) for reasons related to COVID-
19. 

Duration of Leave: 
For reasons (1)-(4) and (6): A full-time employee is eligible for 80 hours of leave, and a part-time employee 
is eligible for the number of hours of leave that the employee works on average over a two-week period. 

For reason (5): A full-time employee is eligible for up to 12 weeks of leave (two weeks of paid sick leave 
followed by up to 10 weeks of paid expanded family & medical leave) at 40 hours a week, and a part-time 
employee is eligible for leave for the number of hours that the employee is normally scheduled to work over 
that period. 

Paid sick time provided under this Act does not carryover from one year to the next. Employees are no 
entitled to reimbursement for unused leave upon termination, resignation, retirement, or other separation 
from employment. 

LEAVE DAYS 
Prior to requesting a leave, you are required to communicate with your immediate supervisor and to 
submit appropriate paperwork if required. It is your responsibility to track your leave days. BEFORE, 
taking off work, be sure you have available leave days. If you have any questions, talk to your immediate 
supervisor. 

UNPAID APPROVED MEDICAL LEAVES OF ABSENCE – LEVEL A, B & C** 
In the event your leave of absence does not qualify under the FMLA guidelines, you have the opportunity 
to request an unpaid leave of absence, up to six (6) weeks. Unpaid leaves of absence should only be 
approved in the cases of extreme situations or unusual circumstances. 

 Employee is eligible after one year of employment.
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 Loss pay days must be approved by building administrator supervisor and the Director of
Human Resources.

 You must use all eligible leave days before using loss pay days.
 While an employee is on approved unpaid medical of absence, NLCS will continue to pay employer’s

portion of fringe benefits and employee will continue to be responsible for employee portion.

**TO BE USED FOR PERSONAL/IMMEDIATE FAMILY ILLNESS AND FOR NO OTHER 
PURPOSE. 

BEREAVEMENT LEAVE – LEVEL A & B 
You may use up to five (5) days for bereavement leave for a death in your immediate family and one (1) 
day for extended family, as listed below. Any exceptions must be pre-approved by your supervisor.  For 
eligibility, you must be on a paid status or under the protection of the FMLA guidelines. 

At the staff member’s selection, computation will begin with the day of death, day following death, or the 
day before the funeral and continue for five (5) or one (1) day, accordingly, based on your normal 
scheduled work days. 

In order to effectively process bereavement leave requests, the employee should include the family 
member’s date of death and relationship on the absence report form.  The information being required is 
designed to help the Business Office staff process the absence report.  

Paid bereavement leave is granted according to the following schedule: 
Relationship to the employee: Amount of consecutive days off from regularly 

scheduled duty with pay: 
Father, Mother, Brother, Sister, Child, Wife, 
Husband, Grandparent, Grandchild, Step-
Father/Mother/Brother/Sister, Foster 
Father/Mother/Brother/Sister, Father/Mother-In-
Law, Son/Daughter-In-Law, and any other person 
who at the time of death was living as a member of 
the household of the employee. 

Up to 5 days 

Uncle, Aunt, First Cousin, Niece, Nephew, 
Brother/Sister-In-Law (Sibling’s Spouse and 
Spouse’s Siblings), Spouse’s Grandparent, or 
Spouse’s Step-Parent. 

1 day 

JURY DUTY– LEVEL A & B 
If you are summoned to serve for jury duty you will be granted paid leave to fulfill the obligation under 
the following conditions: 

 You must present a copy of the written evidence of the summons for jury duty the Support Staff
Payroll Specialist.

 You must be on active paid status, or actively being paid under the conditions of FMLA.
 In the event your appearance in Court is less than a full workday, you shall return to your work

location for the remainder of the workday.

MATERNITY LEAVE– LEVEL A & B 
See the Family and Medical Leave Act (FMLA) guidelines. If you are not eligible under the FMLA 
guidelines, please see the Approved Unpaid Leave section. 
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MILITARY LEAVE– LEVEL A & B 
 You may apply for a leaves of absence if you are a member of the Indiana National Guard, a

reserve component of the U.S. Armed Forces, or a retired member of the naval, air, or ground
United States of America, or on training duty for the State, by order of the Governor or reserve- 
component authority.

 Contact the Human Resources Department immediately following notification of your active duty.
 See “Your Rights under “USERRA” for more information.

PATERNITY LEAVE– LEVEL A & B 
See the Family and Medical Leave Act (FMLA) guidelines. If you are not eligible under the FMLA 
guidelines, please see the Approved Unpaid Leave section. 

VACATION LEAVE – LEVEL A 

If you are a full time Support Staff employee, you are eligible for vacation leave under the guidelines 
below.  Your vacation leave must be pre-approved by your supervisor. 

Years of Service Vacation Days Earned 
Years 2-4 Forty (40) Hours 
Years 5-9 Eighty (80) Hours 
Years 10+ One Hundred Twenty (120) Hours 

 Vacation hours are added to employees’ bank at the beginning of July.
 Vacation needs to be used by June 30.

SICK LEAVE – LEVEL A, B & C 

Sick Leave is distributed the quarter following successful completion of the 60 day probationary 
period.
Sick Leave is distributed by January 31, April 30, July 31 and October 31.
Must be used in a minimum of two (2) hour increments.
Can be rolled over to following year.
There is no payment for accumulated sick leave or accumulated personal leave upon a reduction-
in-force, resignation or termination of employment. *
You are expected to notify your supervisor immediately of absences from work. Be sure you are 
clear on the acceptable procedures as required by your supervisor to report your absence.

*Full Time, 40 Hour employees who meet the guidelines are those who have served fifteen (15) years of
permanent status service as an NLCS employee, and will be fifty-five (55) years of age by July 1 of the calendar
year of retirement will receive 25% of daily wage, not to exceed 10% of previous year’s W2. Any Part Time
employees hired before August 1, 2020 is also eligible.

PERSONAL LEAVE – LEVEL A, B & C 

Personal Leave is distributed the quarter following successful completion of the 60 day 
probationary period.
Personal Leave is distributed by January 31, April 30, July 31 and October 31.
Must be used in a minimum of two (2) hour increments.
Can be rolled over to following year (will roll over to sick leave).
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 There is no payment for accumulated personal leave upon a reduction-in-force, resignation or
termination of employment.

 You are expected to notify your supervisor immediately of absences from work. Be sure you are
clear on the acceptable procedures as required by your supervisor to report your absence.

HOLIDAYS – LEVEL A, B & C 

Employees must be in pay status during the corporation’s scheduled work days both before and after the 
holiday in order to be compensated for the holiday. If a holiday falls on a Saturday or Sunday, Friday or 
Monday will be substituted by Administration to best fit student needs.  

52 Week, 40 Hour Employees will have the following paid Holidays: 
 New Year’s Day
 Memorial Day
 Independence Day
 Labor Day
 Thanksgiving Day
 Day After Thanksgiving
 Christmas Eve
 Christmas Day

School Year, 40 Hour Employees will have the following paid Holidays: 
 New Year’s Day
 Memorial Day
 Labor Day
 Thanksgiving Day
 Christmas Eve
 Christmas Day

School Year, 28 Hour Employees will have the following paid Holidays: 
 Thanksgiving Day
 Christmas Day
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NLCS provides a Statement of Benefits including compensation and benefits specific by position. The 
Statement of Benefits is located in the Human Resources office. Questions regarding your pay should be 
directed to your supervisor or the Human Resources Department at the Administration Office. 

NLCS Employees will be paid on a bi-weekly schedule. Payroll dates are listed in the Appendix. 

CHANGE OF PERSONAL STATUS 
You must notify the Human Resources Department in writing on a Personal Data Change Form of any 
changes in address and/or marital status. It is your responsibility to notify the Human Resources 
Department of any possible changes in insurance coverage (i.e., beneficiary information, addition, or 
deletion of dependents, etc.) and to notify the Payroll Specialist of any changes in tax exemptions or 
personal status. 

NLCS cannot legally change your name for payroll or benefit purposes until a copy of your new Social 
Security card is provided. Please attach the appropriate copies to the Personal Data Change Form. Please 
log on to http://www.socialsecurity.gov/online/ss-5.html for more information on applying for a new 
Social Security card. 

DIRECT DEPOSIT 
Direct deposit to your checking or savings account at the bank of your choice is an expectation of all 
employees of NLCS. If you want to change the destination of your payroll check, you will need to 
complete a Direct Deposit Authorization Form and send it to the Payroll Specialist. A copy of a voided 
check or documentation from the bank showing the routing and account number must be attached to 
the Direct Deposit Authorization Form. Do not close your existing direct deposit account until you 
are sure your request to change accounts has been successfully processed, and you are receiving 
payments into the new account. 

You will be given a login to Employee Portal on NLCS website. Here you will find your payroll 
information each pay. The system will list all pertinent payroll information for the respective pay 
period including check/deposit advice date and number, wages and compensation, voluntary and 
involuntary deductions and year-to-date wages, tax information, and leave day balances if applicable as 
well as leave day information. 

TIME CLOCK GUIDELINES AND POLICIES FOR NON-EXEMPT EMPLOYEES 

NLCS uses an electronic tracking system called Time Clock Plus for all departments. Your cooperation and 
compliance with these guidelines is expected and appreciated. Be sure to see your immediate supervisor 
if you have questions regarding Time Clock Plus. 

Official Time of Record 
The electronic clock is the official basis for recording time worked. In order to ensure consistent 
treatment of all employees, the data recorded in Time Clock Plus is the "official" record of the 
workday. Any disputes over actual time worked will be resolved by referring to the Time Clock Plus 
records.  All employees must participate in Time Clock Plus when required. Progressive Discipline 
will be followed for failure to comply. 

PAYROLL AND HUMAN RESOURCES 

http://www.socialsecurity.gov/online/ss-5.html
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Employee Time Reports 
The Fair Labor Standards Act (FLSA) requires employers to keep records of time worked. Time Clock 
Plus will generate a more accurate and reliable record of time worked and leave taken during the 
reporting periods. The automated time reports must reflect all regular and extra duty hours worked for 
the period. Adjustments to hours and leave must be posted weekly by the supervisor to avoid errors and 
omissions that may occur if these adjustments are posted at the end of the payroll period. 

Clock Locations 
Time clocks for Time Clock Plus are located throughout the Corporation and in every school building. 
See your supervisor for specific locations within your school building. Employees also have the ability to 
clock in/out through Employee Portal on NLCS website on any computer throughout the school 
corporation. Employees may also download an app that will allow them to clock in using their smart 
phone. 

Daily Clock In/Out Requirements 
It is a job requirement that all employees using Time Clock Plus must "clock in" at the start of 
the workday/shift and "clock out" at the end of the workday/shift at their place of work. 

 Check with your supervisor regarding clock in/out expectations during lunch or breaks.
 Clock in/out times will be rounded to the nearest quarter hour (ex. 0.25).
 It is prohibited to abuse or take advantage of the time clock rounding, e.g. clocking in at

8:05 a.m. knowing the clock will round back to 8:00 a.m. or clocking out at 4:55 p.m.
knowing the clock will round forward to 5:00 p.m.

 Employees may be disciplined by their supervisor if they do not clock in/out when on the
job.

 Employees may be disciplined by their supervisor if a pattern of "missed" clock ins/outs is
detected.

 Employees must report missed clock ins/outs to their supervisor immediately. Clock in/out
times will be rounded to the nearest quarter hour.

Unreported Hours 
Intentional or careless working off the clock is prohibited. Employees are required to clock in/out 
before performing any work. Employees are not permitted to clock out before actually stopping work. 
Forgetting to clock in/out is not a legitimate reason for working off the clock. It is the responsibility of 
the employee to remember to clock in before performing any work. Likewise, it is the responsibility of 
the employee to remember to clock out at the end of the shift. Employees that underreport or fail to 
report hours worked may be subject to disciplinary action. 

Employees who are classified as non-exempt, any time spent working while not clocked in 
(a.k.a. "working off the clock") is strictly prohibited. Examples of working off the clock include 
the following: 

 Forgetting to clock in/out
 Continuing to work at the end of regular working hours
 Taking work home to complete after regular working hours
 Checking, reading, or reviewing work related emails after regular work hours
 Answering phone calls, emails or attending to customers after regular work hours
 When employees clock in/out, they are responsible for starting and ending work. Personal

matters or simply not working while clocked in is considered "riding the clock" and may be
grounds for disciplinary action.
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Multiple Job Codes 
Some employees may have multiple job codes. If employees are paid from multiple funding sources or 
have more than one position in the Corporation, they will be assigned a separate job code for each 
hourly paid position. If it is the responsibility of the employee to ensure they are clocking in/out on the 
correct code at all times. 

Failure to clock in/out correctly on multiple job codes may result in disciplinary action. Contact your 
supervisor immediately regarding specific questions regarding job codes. 

Falsification, Tampering, and Unauthorized Viewing 
Due to the severity of the infractions below, there will be immediate discipline enforced up to 
and including termination for the following actions: 

 Tampering with timekeeping hardware or software
 Clocking in/out for an absent or late employee
 Interfering with other employees' use of the Time Clock Plus system

Clock Problems 
If an employee is unable to clock in/out because of a time clock malfunction or accidental oversight, it 
is the employee's responsibility to immediately inform their supervisor. In this situation, the time will 
be manually entered. 

Lunches/Breaks 
All Time Clock Plus employees who are eligible for lunch/break are required to use this time as a 
non-work related period unless the same day is shortened by a corresponding length of time. This 
type of arrangement needs prior approval by their supervisor. 

Processing of Electronic Time Reports 
According to the corporation pay schedule, Time Clock Plus will be closed the day following the pay 
date to ensure that time adjustments and leaves taken are properly recorded. It is imperative that 
supervisors resolve all missed clock ins/outs or shifts, leave taken and holidays. It is the employee’s 
responsibility to make specific notes in Time Clock Plus regarding any exceptions to their clock 
ins/outs each day. 
Supervisors will only approve and make exceptions or adjustments originally submitted in the notes 
section by the employees. 

Overtime 
See Overtime Guidelines and Policies below for further detail. 

Docked Pay 
If employees are absent and all available time is exhausted, their pay will be docked for the days 
missed based on their hourly rate of pay. 
Training 
If employees need additional training regarding Time Clock Plus, see your supervisor. 

OVERTIME GUIDELINES AND POLICIES 
Overtime will be enforced as described in the North Lawrence Community School District Bylaws and 
Policies #4413: 

No overtime shall be worked without the prior approval of the staff member’s supervisor and no 
overtime will be granted without the prior approval of the Superintendent or Designee. 
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Overtime 

 No hourly employee is permitted to work overtime except as authorized by the direct 
supervisor. 

 Occasionally, as a part of the employee’s regular assignment, overtime is necessary to 
support the operations of the School Corporation. Employees may be asked to fill overtime 
assignments, but if a sufficient number of volunteers are not obtained, the supervisor will 
choose which employees will be required to accept overtime assignments. Those refusing an 
assignment or failing to report to work an overtime assignment will be subject to the 
disciplinary procedures. 

 Employees will receive one and one-half (1 1/2) times regular pay for hours approved and 
worked beyond forty (40) hours per week. 

 For employees who work overtime from a combination of multiple job assignments, time and 
a half would be calculated as follows: for any overtime hours worked, time and a half will be 
paid as an average of each job code. 

 Holiday or any paid leave hours will not be counted as hours worked for the purpose of calculating 
overtime. 

 Overtime compensation is based on a calendar week of Saturday through Friday. 
 
Dual Employment Guidelines 

 Any employees working under multiple job codes must have approval for overtime for total hours 
worked. 

 If an assignment is shared by multiple employees, sick leave, personal leave and holiday 
compensation will be divided equally/proportionately to their working arrangement. 

 Medical, dental, vision and other applicable fringe benefits will be divided equally/proportionately 
to their working arrangement. 

 
SYSTEM BUS DRIVERS 
See driver’s manual for compensation details.  
 
SEPARATION FROM EMPLOYMENT 
With any support staff position, separation from employment may be initiated by a termination, 
resignation, reduction-in-force or retirement. On or before your last day of employment, your 
immediate supervisor should conduct an Exit Interview, at which time you will be required to return 
all NLCS property including but not limited to keys, IDs, uniforms, lap tops, etc. Employees who fail to 
return NLCS property may be turned in to Collections for the current cost to replace the property. 
 
Termination 
Upon termination, you will be paid for time worked. You will receive pay for any unused vacation time if 
available. Sick or personal hours will not be paid out upon termination. Accrued leave should not be used to 
extend employment. 
 
Reduction-In-Force 
Upon a reduction-in-force, you will be paid for time worked. You will receive pay for any unused vacation 
time, if available. Sick or personal hours will not be paid out upon termination. Accrued leave should not 
be used to extend employment.  If you lose your position due to a reduction-in-force, you may begin 
applying immediately for any posted position which becomes available. 
 
Resignation 
If you resign from employment with NLCS, you must do so in writing and notify your supervisor 
immediately. Upon resignation, you will be paid for time worked. You will receive pay for any unused 
vacation time, if available. Sick or personal hours will not be paid out upon resignation. Accrued leave should 
not be used to extend employment. 
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Retirement 
If you plan to retire from employment with NLCS, you must do so in writing and notify your supervisor 
immediately. Upon retirement, you will be paid for time worked. You will receive pay for any unused 
vacation time, if available.  

Pursuant to Ind. Code §5-10-8-2.6, a retired employee is entitled to continue their coverage and 
coverage for their spouse under the medical plan of their employer if: 

1. The employee is at least fifty-five (55) years of age at retirement and not eligible for Medicare as
prescribed by 42 U.S.C. 1395 et seq;

2. The employee has completed twenty (20) years of creditable employment with a public employer,
ten (10) years of which must have been completed immediately before retirement;

3. The employee has completed upon retirement at least fifteen (15) years of participation in the
retirement plan of which the employee is a member; and

4. The employee makes written request, to the employer, for the continuation within ninety (90) days of
his/her retirement date and pays both the employer’s and employee’s premiums for the coverage.

Note* Retired support staff are not eligible to keep, vision, dental, or life upon retirement. 
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GROUP INSURANCE 
NLCS Support Staff are eligible for insurance benefits. Details regarding coverage specific to Levels can 
be found in the Statement of Benefits. 

If eligible, you have the option to participate in several group insurance plans offered by the 
Corporation. Health, dental, vision, life, long-term disability, and other supplemental insurance policies 
(i.e., cancer, short-term disability, accident, etc.) are available. Your Human Resources Department can 
provide you with brochures which detail the coverage and procedure for enrolling in each of these 
programs. 

New employees should carefully consider all the different options available. If application for coverage 
is not made within 30 days of your hire date, you are not eligible to enroll until the next open 
Enrollment (if applicable to that plan) or qualifying event. Premiums are payable through payroll 
deductions. 

GROUP INSURANCE PLANS 

COVERAGE EFFECTIVE DATE OTHER INFORMATION/PLAN HIGHLIGHTS 

Health 1st of Month after 60 days Open Enrollment Available – November of 
each year with January 1 effective date. 

Dental 1st of Month after 60 days Open Enrollment Available – November of 
each year with January 1 effective date. 

Vision 1st of Month after 60 days Open Enrollment Available – November of 
each year with January 1 effective date. 

Life 1st of Month after 60 days 
Supplemental Life Available 
If enrollment is not made within 30 days of 
eligibility date, an Evidence of Insurability 
form is required. 

Long-Term Disability 1st of Month after 60 days
90 Day Elimination Period 
If enrollment is not made within 30 days of 
eligibility date, an Evidence of Insurability 
form is required. 

If you resign your employment with NLCS, your coverage will end effective the last day of the month 
following your last paycheck. You will be notified of your rights under the Consolidated Omnibus 
Budget Reconciliation Act (COBRA), to continue coverage at your expense. 

INSURANCE & OTHER BENEFITS 
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If your employment is terminated for gross misconduct, your insurance will be cancelled effective 
immediately. Please read your plan booklets carefully to become familiar with each plan. Contact the 
Human Resources Department for more information on eligibility and rates. 

Additional Contact Information 
U.S. Department of Labor (COBRA)  |  www.dol.gov/dol/topic/health-plans/cobra.htm 

Supporting Documents 
HIPAA Notice of Privacy 
Medicaid and the Children’s Health Insurance Program (CHIPRA) Notice 
Notice of Creditable Coverage 
Special Enrollment Rights Notice 

Even though you may not be eligible to enroll in NLCS’s group insurance programs, you 
may be eligible to receive or enroll in the following benefits. 

FEDERAL INSURANCE CONTRIBUTIONS ACT (FICA) 
Eligible Participant – All active employees. 

All NLCS employees are covered by the Federal Insurance Contributions Act (FICA), which is designed to 
provide a retirement income and health care after the age defined by federal law. This is commonly 
referred to as Social Security, and the Congress of the United States determines how much money must 
be contributed from a payroll check. At this time, the Corporation matches the amount contributed by 
the employee. A portion of the contribution to FICA, determined by the government, provides Medicare 
benefits after you turn age sixty-five (65). 

Additional Contact Information 
U.S. Social Security Administration  |  www.ssa.gov/mystatement/fica.htm 

INDIANA PUBLIC RETIREMENT SYSTEM (INPRS) / PUBLIC EMPLOYEES RETIREMENT FUND (PERF) 
Eligible Participant – Permanent, full-time employees who work six hundred (600) or more hours each 
year and whose position has been specified in a resolution passed by the Board of School Trustees as a 
PERF covered position. Employees may not be covered by another public retirement or pension plan 
as well. 

Founded in 1945, Indiana PERF is now one of the largest pension funds in the United States – both 
public and private. PERF is responsible for receiving contributions from employers and members, 
investing those funds in a prudent manner, and paying benefits to qualifying members. Since 1996, 
PERF has been authorized by state law to invest the assets of the Consolidated Retirement Investment 
Fund (CRIF) in the stock market. Effective July 1, 2011, in accordance with Indiana Law, the Indiana 
Public Retirement System (INPRS) was established. INPRS will administer and manage PERF. 

If you meet the eligibility requirements mentioned above, you are required to participate in the Fund. 
Under state law, you must contribute 3% of your gross wages (regular and overtime pay) through 
payroll deduction to fund an Annuity Savings Account (ASA).  You become vested in the ASA 
immediately and contributions are credited to an individual account in your name. You begin earning 
service credit toward eligibility for a defined Pension Benefit, which is based on your years of service 
and wages at the time you apply to retire. You are vested (entitled to full pension benefits) after ten 
(10) years of creditable service in PERF-covered employment.

http://www.dol.gov/dol/topic/health-plans/cobra.htm
http://www.ssa.gov/mystatement/fica.htm
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If you resign from NLCS and will no longer be covered by PERF, either here or at another job, you may 
withdrawal funds from your ASA plus the interest it has earned. If you move on to another PERF 
covered position, your years of service and contributions are transferable. 

 
Additional Contact Information 
Public Employees Retirement Fund (PERF)  
1 (888) 526-1687 or www.perf.in.gov 

SECTION 125 
Eligible Participant – Full-time employees who work twenty (20) or more hours per week. 

 
NLCS has adopted a Section 125 Flexible Benefits Plan for all eligible employees. Section 125 is part of 
the Internal Revenue Code. 

 
A Section 125 Flexible Benefit Plan allows you, the employee, to select from a list of available benefits 
that will meet your needs. The benefits that you choose can then be paid for by you on a before tax basis. 
Salary reduction means you are able to use “pre-tax” dollars to pay for certain benefits you may have 
previously paid for with “after-tax” dollars. 

 
What Benefits are Available? 

 Insurance Benefits (Generation I) – including medical, dental, accident, cancer, life, and/or 
disability 

 Expense Reimbursement Accounts (Generation II) – including out-of-pocket Medical Expense 
Reimbursement and/or Dependent Care Expense Reimbursement 

 
In summary, you may have more dollars available to you for the purchase of other benefits or 
as increased take-home pay. The savings an employee may experience under a Flexible Benefit 
Plan is illustrated in the example below: 

 
WITHOUT SECTION 125 FLEXIBLE BENEFIT PLAN WITH SECTION 125 FLEXIBLE BENEFIT PLAN 

Average Monthly Salary $2,000 Average Monthly Salary $2,000 

Less Estimated Federal Withholding (15%) (300) Less Medical Premiums (150) 

Less Estimated FICA (7.65%) (153) Less Disability Premium (25) 

 $1,547 Less Other Supplemental Premiums (25) 

Less Medical Premium (150) Less Out-of-Pocket “Flex” Expenses (50) 

Less Disability Premium (25) Taxable Income $1,750 

Less Other Supplemental Premium (25) Less Estimated Federal Withholding (15%) (263) 

 
Net Take-Home Pay 

 
$1,347 

 
Less Estimated FICA (7.65%) 

 
(133) 

Less Out-of-Pocket “Flex” Expenses (50)   

SPENDABLE INCOME $1,297 SPENDABLE INCOME $1,354 
 

Additional Contact Information 
American Fidelity Assurance Company 1 (800) 325-0654 or www.afadvantage.com 

 
TAX-DEFERRED ANNUITIES – 403(b) 
North Lawrence Community Schools is pleased to offer a 403(b) Profit Sharing Plan and a Roth 
403(b) Profit Sharing Plan. A 403(b) pan allows you to make pretax contributions by convenient 
payroll reduction and save that money for your retirement. Like a Roth IRA, a Roth 403(b) offers a 
way to set aside after-tax money and when you retire, make tax-free withdrawals of principal, 

http://www.perf.in.gov/
http://www.afadvantage.com/
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interest and earning if conditions are met. 

All active employees are eligible to contribute to a 403(b) (including full-time, part-time and substitute 
employees). You are eligible for a variety of tax-deferred annuity products. You may make a set deduction 
up to a limit determined annually by the IRS into different investment plans. These contributions are not 
taxed nor is the interest taxed which accrues on the investment until you withdraw the money. 

Tax-deferred annuities are an important part of retirement planning, especially for you if you may 
not qualify for full retirement benefits. Because you pay a large tax penalty for early withdrawal, 
we encourage you to participate in this plan only if you intend to leave your savings in the plan 
until you reach the age of fifty-nine and one half (59½.) NLCS’s 403(b) Plan does not allow loans or 
hardship withdrawals as an active employee. Contribution elections may be changed at any time by 
completing a new Salary Reduction Agreement. 

WORKERS’ COMPENSATION BENEFITS 
Eligible Participant – All employees are covered whether they are faculty, staff, full-time, hourly, 
etc. (volunteers and independent contractors are not covered). 

Regardless of the severity of the injury, all incidents should be reported to your immediate 
supervisor immediately and an accident/incident report must be completed. Reports must be 
reviewed by the building/department administrator and forwarded to the Human Resources 
Department within five (5) days after the occurrence and knowledge thereof. If you do not report 
the injury, there will be no documentation the injury was work related, and you could jeopardize 
your eligibility for work related coverage under Indiana Workers’ Compensation. 

Workers’ Compensation provides benefits to employees who sustain injuries by accident arising out 
of and in the course of their employment. In the State of Indiana, employers are required by law to 
provide Workers’ Compensation coverage for their employees. At NLCS, coverage is provided 
through JWF Specialty Company. 

WORKERS’ COMPENSATION PROGRAM and JWF Specialty Company is responsible for the processing of 
claims – including review of claims, payment of benefits, and denial of claims. 

Work-Related Injury/Illness Procedures 
1. You are injured.
2. You report your injury immediately to your supervisor, regardless of the severity of the injury,

and an Employee Accident Report is completed. All reports must be completed in detail and
reviewed by your immediate supervisor, NLCS medical staff (if applicable), and department
director/building principal and forwarded to the Human Resources Department within two (2)
days after the occurrence and knowledge thereof. If you do not report the injury, there will be no
documentation the injury was work related, and you could jeopardize your eligibility for work- 
related coverage under Indiana Workers’ Compensation.

If outside medical treatment is provided, a copy of the 
Employee Accident Report must be completed within 24 hours of the 

injury. 

3. If medical treatment is needed, you must go to:
IU Health - Bedford, 812-275-9675, Hours: M-F 8am-4pm, 2804 W. 16th Street, Bedford
Ascension Medical Group, 812-275-3377, Hours: T-F 7am-5pm, 2409 Mitchell Road, Bedford
IU Occupational Health - (West) Bloomington, 812-353-3443, Hours: M-F 8am-6pm, 3443 W. 3rd Street
IU Health - (Urgent Care) Bloomington, 812-353-6888, Everyday 8am-8pm,  326 Southwood Crest Dr.
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to be seen by a physician, unless it is an emergency situation. You are required to have a 
Workers’ Compensation Authorization for Treatment / Employee Work Ability form in 
order to be treated. 

4. At some point, the treating physician will either release you to return to Regular Duty or release
you to Modified Duty. Your attending physician must complete a Workers’ Compensation
Employee Work Ability form to designate your work status.

5. After you have received medical treatment, you must report back to your supervisor
immediately. If you are released to Modified Duty (work with restrictions), your attending
physician must complete the Employee Work Ability form in detail for Transitional Employment
Plan (TEP) consideration. It is your responsibility to inform your supervisor that you have been
released to work with restrictions. When an injured employee is released to work in the TEP
by their treating physician, participation in the TEP is mandatory if modified work is
available.

6. You must report back to work as soon as the physician releases you, with or without work
restrictions. After you have returned to work, you will meet with your director to review
your medical restrictions.

7. Your director will find work for you under the TEP that is consistent with your doctor’s
restrictions and limitations. He/she will talk to you about what your modified duties are, where
they are, and when you are to report to them.

8. You must report to your TEP assignment as directed by your director.
9. During your TEP assignment you are required to communicate with your supervisor on your

medical status and potential change in job duties. Your progress will continue to be monitored
by your treating physician and the Third Party Administrator (TPA), Workers' Compensation
Program and JWF Specialty Company. It is your responsibility to perform within your treating
physician’s restrictions and limitations.

10. You can only return to your regular duties when your treating physician has cleared you in
writing to do so. When the treating physician releases you to Regular Duty, you must let your
director/supervisor know immediately.

What is a Compensable Claim? 
For a claim to be covered under Workers’ Compensation, it must fall within the limits of the Workers’ 
Compensation guidelines as an injury by accident rising out of and in the course of employment. If an 
injury occurs at the work site and during work hours, it does not mean that the claim will automatically 
be covered. Listed below are a few examples to further explain: 

 Slip & Fall – There must be a direct relationship between the injury and the employment.
 Parking Lot – The time and place of the injury must be associated with the employment.
 Travel – Employees attending work related and work sponsored conferences or meetings in the

course of employment would be covered.
 Occupational Disease – An example is a nurse exposed to a patient with hepatitis.

However, ordinary diseases of life to which the general public is exposed are not
covered (i.e., the flu).

What Benefits are Available? 
Medical treatment – You are entitled to necessary medical care for treatment of injuries. NLCS has the 
choice of physician. If necessary, you should proceed to:
IU Health - Bedford, 812-275-9675, Hours: M-F 8am-4pm, 2804 W. 16th Street, Bedford
Ascension Medical Group, 812-275-3377, Hours: T-F 7am-5pm, 2409 Mitchell Road, Bedford
IU Occupational Health - (West) Bloomington, 812-353-3443, Hours: M-F 8am-6pm, 3443 W. 3rd Street
IU Health - (Urgent Care) Bloomington, 812-353-6888, Everyday 8am-8pm,  326 Southwood Crest Dr.
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 Lost Wage Benefits – When a compensable injury renders an employee Unable to Work,
compensation for lost wages is paid starting on the eighth (8th) calendar day. The employee will
not receive compensation for the first seven (7) calendar days (Waiting Period) unless he/she is
still designated as Unable to Work on the twenty-second (22nd) calendar day. Ind. Code §22-3-3-
7(a). The first weekly installment of compensation is due fourteen (14) days after the disability
begins. No later than fifteen (15) days from the date that the first installment is due, the
employer/carrier must tender to the employee an Agreement to Compensation, along with
compensation due. Ind. Code §22-3-3-7(b).

 Permanent/Partial Impairment Benefits – A monetary award an employee is entitled to if an
injury results in permanent loss of use or function of a particular part of the body.

 Death Benefits
 Appeal Process

Workers’ Compensation Leave of Absence 
If an employee experiences functional limitations due to a work-incurred medical impairment(s), the 
employee and immediate supervisor will attempt to identify productive and medically appropriate work 
activities for the employee through the Transitional Employment Plan (TEP) If a return to productive 
and medically appropriate work activities is not possible, accrued sick, vacation and personal leave may 
be used to supplement temporary disability payments received under the Indiana Workers’ 
Compensation Act. 

1. Insurance Coverage During Leave – During a Workers’ Compensation paid leave, the Corporation
continues contributions for the insurance plans in which the employee is enrolled. The employee is
still responsible for the employee contribution. If an employee is receiving temporary disability
payments while on an unpaid Workers’ Compensation leave, the Corporation continues to pay the
NLCS contribution while the employee will need to work with Human Resources to make
arrangements to pay employee portion.

2. Sick Leave Accrual – Any sick leave accrued while the employee is not working will be credited only
upon the employee’s return to work.

Use of Accrued Sick and Vacation Leave 
1. Use of Leave on Day of Injury/Illness – The actual date of injury is not counted as part of the seven

(7) calendar day Waiting Period nor is time missed exclusively for physician appointments.
Employees will be paid for a full day of work on the date of injury regardless of what time the
employee leaves work. Thus, an employee would not be required to use sick, vacation or personal
leave when seeking medical care on the actual date of injury.

2. Use of Leave During Waiting Period – Temporary disability payments begin on the eighth (8th)
calendar day after the injury date. The first seven (7) calendar days are considered a Waiting Period
during which time temporary disability benefits are not paid (unless the employee is off work for
more than 21 calendar days).

The employee may choose to use accrued leave during the waiting period. A Supplemental Leave
Election form is used to select this option. If the employee fails to make an election within ten
(10) working days from the notice date on the election form, leave days will automatically be
used during the Waiting Period (Sick Leave, then Vacation Leave, then Personal Leave).

3. Supplemental Benefits Options after Waiting Period – If an employee receives Workers'
Compensation temporary disability payments, the employee may choose to use accrued leave, so
that the sum of the Workers' Compensation temporary disability payment plus paid leave equals the
pre-disability salary. The employee may choose from two options:
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Option A – Use of Sick, Vacation and/or Personal Leave 
Option B – Leave without Pay 

If the employee chooses Option B, the employee receives Workers' Compensation payments but 
does not receive any Corporation pay. 

A Supplemental Leave Election form is used to select an option. If the employee fails to make an 
election within ten (10) working days from the notice date on the election form, Option A will 
be selected for the employee (Sick Leave, then Vacation Leave, then Personal Leave). 

Leave Without Pay 
An employee who is receiving Workers' Compensation temporary disability payments will not be placed 
on leave without pay unless the employee's supplemental leave has been exhausted or the employee has 
selected supplemental leave Option B. 

Family and Medical Leave Act (FMLA) 
If the employee is absent from work due to a work-related injury or illness, and is eligible for FMLA 
(Family and Medical Leave Act), the Human Resources Department must provide the employee with the 
required notice and follow FMLA procedures. 

(800)359-6659
(317)232-3808

Additional Contact Information 
Workers' Compensation Program and JWF Specialty Company 
Indiana Workers’ Compensation Board 

Supporting Documents 
Workers’ Compensation Notice 




