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Non-Discrimination Clause 

 
The U.S. Department of Agriculture prohibits discrimination against its customers, 
employees, and applicants for employment on the bases of race, color, national origin, 
age, disability, sex, gender identity, religion, reprisal, and where applicable, political 
beliefs, marital status, familial or parental status, sexual orientation, or all or part of an 
individual's income is derived from any public assistance program, or protected genetic 
information in employment or in any program or activity conducted or funded by the 
Department. (Not all prohibited bases will apply to all programs and/or employment 
activities.) 

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA 
Program Discrimination Complaint Form, found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 
632-9992 to request the form. You may also write a letter containing all of the 
information requested in the form. Send your completed complaint form or letter to us by 
mail  at  U.S.  Department  of  Agriculture,  Director,  Office  of  Adjudication,  1400 
Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or 
email at program.intake@usda.gov. 

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish). 

USDA is an equal opportunity provider and employer. 

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov
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FORWARD 

The purpose of this handbook is to provide information to support employees (those 
who play a supporting role in delivering educational services) and supervisors about 
what procedures and policies apply to specific groups of employees and what 
compensation those employees can expect in the way of salary and fringe benefits as a 
result of their employment with the Logansport Community School Corporation. 

 

This handbook is intended solely as a guide and the policies, procedures, and benefits 
contained herein are subject to change at the discretion of the Superintendent or the 
Board of School Trustees. This handbook is not a contract, express or implied, 
between the Logansport Community School Corporation and any of its employees. 
All support employees of the Logansport Community School Corporation are “at- 
will” employees and are not guaranteed employment for any specific duration. 
Although Logansport Community School Corporation hopes that your employment 
relationship with us will be of long term, either you or the Logansport Community 
School Corporation may terminate your employment at any time for any reason, with 
or without cause or notice. No supervisor, administrator or representative of the 
Logansport Community School Corporation other than the Board of School Trustees 
acting in a public meeting, has the authority to enter into any employment agreement 
with any employee for any specified period of time or to make any promises or 
commitments contrary to the foregoing. 

 

This handbook, effective July 1,  2023, supersedes all previous versions of any 
classified handbook distributed to staff members. 

 
 
 
 
 
 

 
The Board of School Trustees 

of the 
Logansport Community School Corporation 
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CLASSIFIED PERSONNEL BENEFIT ELIGIBILITY CHART 
3.1(a)    3.1(b) 3.1(c) 3.1(c) 3.1(d) 

 
 

Employee Benefit 

Hourly 
Employees 
Full Time 

12 months 
(260 days 
working 

8 hours/day) 

  Full-Time   
Employees 

(less than 260 
days working 
8 hours/day) 

School Year 
Employee 

(minimum 180 
days/equal to or 

greater than 
5 hours/day)   

School Year 
Employee 

(minimum 180 
days/equal to or  

less than 
5 hours/day) 

Part-Time  
Employees 

      (less than  
      180 days) 

Personal Leave 2 2 2 2  

Sick Leave 9 7 6 4  

 
 
 
 
 

Vacation 

 
 

Prorated @ 
employment 5 
days @ July 1 

following 
employment  

10 @ 2 years 
   15 @ 10 years 
   20 @ 15 years 

    

Holidays 10.5 2 0                 0  

Health Insurance Yes  Yes 
Yes  

(if meets eligibility 
requirement) 

                 No 
 

Life Insurance Yes Yes No    No  

LTD No No No   No  

 

PERF 

 

                Yes 

 

Yes 

 

Yes 

 
 

Yes 
(if working 

600 hours/year) 

 
 

Yes 
(If working 

600 hours/year) 

 

403B Match 

 

                Yes 

 

 Yes 

 

                Yes 

 
 

Yes 
(if working 

 600 hours/year) 

 
 

Yes 
(if working 

 600 hours/year) 

Accumulated Sick Leave                 180 120 80  50  

Accumulated Personal 
Leave 

2 2 2                 2 
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CLASSIFIED SPECIAL/SALARIED STAFF ELIGIBILITY CHART 
(Includes OT’s & COTA’s/ PT’s/SLPA’s/ Nurses & Other Assigned Specialized Positions—Excludes Specialized Instructional Assistants) 

 

3.1(e) 3.1(f) 

 
 

Employee Benefit 

 

Classified Special 

(260 days) 

 

Classified Special 

(less than 260 days) 

Personal Leave 3 3 

Sick Leave 9 9 

 
 
 
 

Vacation 

Prorated @ employment 

5 days @ July 1 

following employment 

10 @ 2 years 

15 @ 10 years 

20 @ 15 years 

 

No 

Holidays 10 2 

Health Insurance Yes Yes (if meets eligibility guidelines) 

Life Insurance Yes Yes (if meets eligibility guidelines 

LTD Yes Yes (if meets eligibility guidelines) 

PERF Yes Yes 

403B Match Yes Yes 

Accumulated Sick Leave 180 180 

Accumulated Personal Leave 3 3 

 
 

 
Payment for Personal, Sick, Vacation and Holidays shall be for the employee’s 
normally scheduled work hours following a 90 day probationary period. Classified 
Special degreed staff will not be required to adhere to the 90 day probationary period. 
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LOGANSPORT COMMUNITY SCHOOL CORPORATION 

CLASSIFIED PERSONNEL HANDBOOK 

 

 

The mission of the Logansport Community School Corporation is Success for All 
Students. 

 
 

SECTION 1 - HANDBOOK OVERVIEW 
 

This handbook is a reference tool for the Logansport Community School Corporation 
classified staff that summarizes the Board of School Trustees policies on employment 
based on adopted school policies. The handbook is not a contract because it is 
subject to change at the discretion of the Superintendent or the Board of School 
Trustees. The adopted policies of the Logansport Community School Corporation 
are available on the Logansport Community School Corporation Web site or at the 
administrative offices. Adopted policies take precedent over items in this handbook. 

 
 

SECTION 2 - EMPLOYMENT PROCEDURES 
 

2.1 Discrimination. The School Board does not discriminate on the basis of 
religion, race, color, national origin, sex, disability, sexual orientation, or age in 
its programs and activities, including employment opportunities. Refer to Board 
Policy #1422. 

 

2.2 Application for Employment. All prospective classified employees will 
apply online through the Logansport Community School website. Official 
employment is only with the authority of the Board of School Trustees acting 
upon the recommendation of the Superintendent. Refer to Board Policy #4120. 

 

2.3 Criminal History Background Check. All new classified employees are 
required to have a criminal history background check completed prior to 
employment. Refer to Board Policy #4121. Every classified employee will be 
required to complete an updated criminal history check every five years. 

 

2.4 Drug Free Workplace. All employees shall review the Corporation’s Drug 
and Alcohol Policy, Board Policy #4122.01. Compliance with the policy is a 
condition of employment. 
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2.5 Reasonable Accommodation. Employees are expected to disclose any 
disability that would require the Corporation to determine if reasonable 
accommodations can be made which would enable the employee to continue 
employment. 

 

2.6 Employment Forms. The following forms should be completed prior to 
employment: 

 

Required: 
 

W-4 Federal Income Tax Withholding, WH-4 State and County Income Tax 
Withholding, I-9 Employee Eligibility Verification, Insurance (if applicable), 
403B Salary Reduction Agreement, PERF (if applicable), Internet Agreement, 
Direct Deposit, Classified Employee Handbook Receipt, and Probationary 
Guidelines. 

 

Optional: 
 

Flexible Benefit Plan (Section 125), Dental Insurance, Vision Insurance. 
 

2.7 Payrates. Payrates for all hourly classified staff are assigned according to the 
Board approved schedule for that given job designation. 

 
 

SECTION 3 - GENERAL WORKING CONDITIONS 
 

3.1 Employee Classification. Employees will be eligible for benefits based upon 
defined classifications listed below: Full-time employees are defined as working 
a minimum of 180 days per year. 

 

3.1(a) Full-time Employees - 12 months are defined as employees who are 
scheduled to work a minimum of 40 hours per week for 12 months. A 
minimum of 260 days. 

 

3.1(b) Full-time Employees – Less than 12 months are defined as 
employees who are scheduled to work a minimum of 40 hours per week. 
A minimum of 181 days. 

 

3.1(c) School Year Employees – 180 days are defined as employees who are 
scheduled to work a minimum of 180 days. 

 

3.1(d) Part-time Employees - are defined as employees who are scheduled to 
work less than 180 days. 
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3.1(e) Special Classified – 12 months are defined as employees who are 
scheduled to work a minimum of 260 days. 

 

3.1(f) Special Classified – Less than 12 months are defined as employees 
who are scheduled to work less than 260 days. 

 

3.2 Work Attire. Employees are expected to report to work appropriately dressed 
and present a professional image at all times both in dress and conduct. 
Regular maintenance and custodial staff are required to wear the uniforms 
furnished by the Corporation. Cafeteria staff members are expected to wear 
the following at all times: hair restraint; black scrubs/black capri scrubs; tan 
scrub top or the building assigned cafeteria tee shirt; a white shirt under the 
scrub top in cold weather, if desired; black apron provided by the Corporation; 
comfortable non-skid, clean (closed toe) white or black shoes; name badge; and 
jewelry shall be restricted to wedding band and watch. All employees are 
expected to be neat and clean. An employee’s appearance shall not be so 
extreme as to pose a safety hazard to self or others. An employee shall not 
wear any item that impedes or restricts his or her required work. Refer to Board 
Policy #4216. 

 

3.3 Supplemental Employment. Classified personnel should understand that the 
obligations of their position with the Logansport Community School 
Corporation are primary with respect to other employment. Employees who 
accept supplemental employment shall not allow the supplemental employment 
to negatively affect their employment with the Logansport Community School 
Corporation. 

 

3.4 Workers Compensation. Indiana workers compensation and occupational 
disease laws apply to all employees of the Logansport Community School 
Corporation. In order to substantiate claims for medical bills and lost time 
accidents under these laws, all on-the-job injuries must be reported to the 
employee’s supervisor and an accident report filed with the Superintendent’s 
Office within twenty-four (24) hours following the accident. 

 

3.5 Work During School Closings. School office and custodial personnel report 
to school when school is in session, including eLearning days. Twelve-month 
personnel will be expected to report for work during periods of school 
cancellation if they can safely make it through the weather conditions. If they 
are unable to make it to work, they are to call their immediate supervisor and 
inform them. If school is closed early due to an emergency condition, all 
school office personnel will remain on duty until the close of the regular 
workday unless formally notified to the contrary by the Superintendent or 
designee. Bus Assistants, Bus Drivers, Cafeteria Employees and Instructional 
Assistants will not work eLearning days unless specifically instructed by 
building principal/supervisor. All other staff will be expected to work. No 
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paid leave time can be used during an eLearning day, unless approved by 
supervisor. 

 

3.6 Work During School Delays and Early Dismissals. School office 
personnel report to school when school is in session, including eLearning days. 
Twelve-month personnel will be expected to report to work at their normal 
working hours unless excused or adjusted by their immediate supervisor. 
During delays, all cafeteria personnel are to report to work as designated by 
their supervisor. Staff will be compensated only for the hours they work. 

 

3.7 Professional Development. Requests to attend workshops or conferences 
that directly relate to the employee’s work shall be directed to the building 
principal or immediate supervisor who will forward the request to the 
Superintendent for approval. The Board may reimburse the employee for 
registration fees, reasonable lodging and meals. All reimbursements shall be 
based on receipts or accountable records of expenditures submitted on the 
appropriate claim forms. 

 

3.8 At-Will Status. All Classified personnel are at-will employees. Employment 
can be terminated at any time by the Corporation or employee with or without 
cause at any time. Refer to Board Policy #4120. 

 

3.9 Performance Expectation. It is expressly understood that continued 
employment by the Corporation is dependent upon the satisfactory 
performance by the individual of all duties that are considered part of the job. 

 

3.10 Employee Evaluations. Refer to Appendix A. Each classified employee must 
be evaluated one year following the probationary evaluation and once every 
three years thereafter. Additional evaluations may be conducted at the 
discretion of the employee’s immediate supervisor. The assessment form will 
be the adopted format as defined by the Superintendent and completed by June 
1 of each year. 

 

Probationary employees shall be evaluated after the first ninety (90) days of 
employment of the probationary period. The next evaluation will occur the 
following school year. 

 

The completed evaluation form shall be returned to the Central Office where it 
becomes a permanent part of the employee’s file. The employee has the right 
to indicate in writing any objections to any portion or portions of the 
evaluation. Such written comments by the employee shall be submitted with 
the formal evaluation. The employee’s signature on the evaluation merely 
signifies that the employee has read the material to be filed and does not 
necessarily indicate agreement with its content. Refer to Board Policy #4220. 
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3.11 Resignations. A notice of 15 days is requested when an employee chooses to 
resign. The employee is required to inform the Superintendent or designee in 
writing of their intention to resign. Unused personal and/or sick leave days 
will not be paid. 

 
 

SECTION 4 - WORKDAY CALENDAR 
 

4.1 Work Day.  The work day for all employees shall be defined by the supervisor 
or designee. No less than a thirty (30) minute unpaid lunch period will be 
provided daily. In addition, each eight (8) hour employee shall have two fifteen 
(15) minute break periods daily. Employees working at least five (5) hours/day 
shall have one fifteen (15) minute break. 

 

Notwithstanding the above, the Employer shall have the right to determine the 
schedule for the hours and shifts to be worked per day and per week.  The 
work schedule and shifts may be changed from time to time to meet varying 
conditions of business. 

 

4.2 Overtime. Overtime for classified hourly employees shall be paid at a rate of 
one and one-half times the employee’s regular rate of pay for each hour worked 
in a work week in excess of forty (40) hours. Paid Holidays, per the Benefit 
Eligibility Chart, Professional Leave and Legal (Jury) Duty are the only Leave 
days that count toward the 40 hours. A blended rate will be calculated when a 
staff member works two or more jobs for LCSC. 

 

Overtime may be authorized only by a supervisor and will be used primarily to 
address circumstances of an emergency or temporary nature. Classified hourly 
employees who work overtime without prior approval from a supervisor may 
be subject to disciplinary action up to and including discharge. Refer to Board 
Policy #6700. 

 

4.3 Paydays. Employees shall receive salary payments in accordance with the 
adopted school calendar. Employees shall submit accurate time sheets to 
his/her supervisor. 

 

4.4 Call-Off Procedures. It is the responsibility of all employees to notify their 
immediate supervisor no less than one (1) hour prior to his/her scheduled 
work time when they will not be able to report for their regular work shift. If 
an employee becomes ill while on the job, the employee shall contact his/her 
immediate supervisor for approval to leave work. If an employee is absent 
more than ten (10) days, said employee must have a release from their physician 
certifying readiness to return to work.  The school may request a doctor’s 
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verification of illness any time an employee is absent due to illness. After an 
absence of ten (10) or more consecutive days, employees are required to apply 
for FMLA or unpaid leave. 

 
 

SECTION 5 - EMPLOYMENT PRACTICES 
 

5.1 Open Positions. Open positions for classified personnel may be posted on 
the Corporation Web-site for a period of five (5) days. Classified employees 
may apply for posted positions within the Corporation. The hiring supervisor 
shall select the applicant deemed best for the position. 

 

5.2 Probationary Employees. Refer to Appendix B. Employees shall be 
considered to be probationary employees for the first ninety (90) contracted 
calendar days of their employment. Probationary employees will be paid at the 
starting hourly rate of a new employee. No paid time off will be afforded to 
employees during this probationary period with the exception of Bereavement 
Leave that falls within the parameters outlined in Section 7.1(f). All 
probationary employees must have a satisfactory written evaluation by their 
immediate supervisor before they can be given regular status. Probationary 
employees that resign and are re-employed will not receive Leave days 
accumulated previously until after the current 90-day probation period, if 
applicable. Probationary employees are, at all times, at-will employees 
regardless of their probationary status. Probationary period is suspended while 
on a leave of absence and resumes upon return. 

 

5.3 Employee Transfer Originated by the Corporation. When a transfer of 
assignment is initiated by the administration, the employee will be placed in an 
open position at the discretion of the administration. 

 

5.4 Employee Discipline. Refer to Appendix C. Causes for discipline include 
violation of the Indiana Code and Logansport Community School Corporation 
adopted policies and rules, terms of this agreement and/or other reasons 
including, yet not limited to the following: 

 

5.4(a) Being under the influence or in possession of any form of intoxicants 
while on school premises and/or performing responsibilities 

 

5.4(b) Being in possession or use of any form of illegal controlled drug 
substance 

 

5.4(c) Being in possession of any form of weapon on school premises without 
proper authorization 
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5.4(d) Deliberate, unauthorized destruction or removal of the school system’s 
and/or another employee’s property 

 

5.4(e) Disorderly conduct 

5.4(f) Dishonesty 

5.4(g) Excessive tardiness/absenteeism 
 

5.4(h) Absence from work without proper notification to the employer 
 

5.4(i) Provoking, instigating and/or participating in a physical conflict while on 
school premises 

 

5.4(j) Falsification of employee’s or any records 

5.4(k) Failure to meet reasonable work standards 

5.4(l) Insubordination or failure to carry out a legal directive 
 

5.4(m)Unauthorized disclosure of confidential information, specifically, 
employee personnel file documentation, student discipline, psychological 
testing or other items that are specified by the immediate supervisor as 
having confidential status 

 

Progressive discipline will be followed which may include verbal, written 
reprimands, suspension from duty with and without pay, and discharge. These 
steps may be waived given the seriousness of the situation and/or previous 
offenses. 

 
 

SECTION 6 - REDUCTION IN CLASSIFIED STAFF 
 

In the event of conditions necessitating a reduction, as determined by the Board, in 
the number of Classified Staff employed by the Board, the following shall be 
considered when determining the position to be eliminated: 

 

• Demonstrable Need 

• Specialized Skills 

• Performance Evaluations 

• Seniority 

Individuals whose job has been terminated due to a reduction in staff may apply for 
employment in open positions for which they are qualified. 
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SECTION 7 - PAID TIME OFF 
 

7.1 Leaves 
 

7.1(a) Personal Illness (Sick Days). Each classified employee shall be 
entitled to Sick Leave according to the established Eligibility Chart. 
Upon hire, Sick Leave accrual will be pro-rated to the next July 1. 
Thereafter, Sick Leave accrual will be credited to the full amount on the 
subsequent July 1. Such leave days may be accumulated in accordance 
with the Benefits Eligibility Chart. 

 

Accumulated Sick Leave may be used for the purpose of immediate 
family illness. “Immediate Family” is defined as shall mean the classified 
employee’s spouse, children, siblings, parents, parents-in-law, son- or 
daughter-in-law, grandparents, grandchildren, grandparents-in-law, step- 
parents, step-parents-in-law, step-children, step-grandchildren, step 
grandparents, brother-in-law, sister-in-law, or any member of the 
employee’s unit living in the employee’s household. 

 

The misuse of sick leave benefits; i.e., reporting sick when the employee 
is in fact not sick, or the use of sick leave for personal business, etc. shall 
constitute grounds for severe disciplinary action. The Logansport 
Community School Corporation may require the verification of the 
employee’s illness by a licensed physician. The Board will require 
verification of an employee’s absence or illness prior to and immediately 
following a school calendar vacation. 

 

When an employee’s sick days are exhausted and if available, a personal 
or vacation day (when applicable) will automatically be used before any 
unpaid time is taken. 

 

7.1(b) Family Medical Leave. An unpaid leave of up to twelve (12) weeks in 
duration may be granted to eligible employees for certain family or 
medical reasons. An employee who has been employed for at least 
twelve (12) months before the leave request and has worked at least 
1,250 hours during the previous year is eligible for a leave of absence 
pursuant to this policy. Please refer to Board Policy #4430.01 

 

Whenever the leave is foreseeable, the staff member shall provide the 
Personnel Office with thirty (30) days’ notice. Notice must be in writing 
(email acceptable). If there is insufficient time to provide such notice 
because of unforeseeable events, the staff member 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. If you are 
not capable of making the notification, someone on your behalf may 
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make the notification for you. This applies only in the case where your 
illness prevents you from making the request yourself. 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.  All available paid leave time shall be used. 

 

7.1(c) Personal Leave. Each classified employee shall be entitled to Personal 
Leave according to the established Eligibility Chart. Upon hire, 
Personal Leave accrual will be pro-rated to the next July 1. Thereafter, 
Personal Leave accrual will be credited to the full amount on the 
subsequent July 1. Such leave days may be accumulated in accordance 
with the Benefits Eligibility Chart. 

 

Application for personal leave shall be made at least 24 hours in advance 
with the immediate supervisor. It is understood that personal leaves may 
be used for the transaction of personal business or the conduct of 
personal or civic affairs that cannot be conducted outside regular school 
hours. Personal Leave days shall not be used for the purpose of 
extending vacation/holiday periods without prior approval of the 
immediate supervisor. Personal business days used directly adjacent to 
Spring Break will be charged 2 days for each day absent. 

 

7.1(d) Loss of Pay. Loss of pay is discouraged and requires 
supervisor/director approval prior to absence. All paid leave time shall 
be used prior to use of loss of pay. 

 

7.1(e) Military Leave of Absence. The School Board delegates to the 
Superintendent the responsibility to determine whether to grant a leave 
of absence of up to one year’s time for a military leave of absence. Any 
request for a military leave of absence of one year or more shall be 
submitted to the Board. 

 

The Board may grant a leave of absence in addition to a regular vacation 
period without loss of pay or time to any staff member who is a member 
of the Indiana National Guard, a reserve component of the U.S. forces, 
or a retired member of the naval, air, or ground forces of the United 
States and is on training duty for the State by order of the Governor or 
under the order of the reserve-component authority for consecutive or 
nonconsecutive periods not to exceed a total of fifteen (15) days in any 
calendar year. The staff member’s vacation benefits, if any, will not be 
affected by this type of leave. Please refer to Board Policy #4430. 

 

7.1(f) Bereavement. In case of death within the immediate family, the 
employee shall be granted a leave not to exceed five (5) work days 
including the day of the funeral. (Exceptions due to extenuating 
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circumstances may be granted by the superintendent.). “Immediate 
Family” shall mean employee’s spouse, children, siblings, parents, 
parents-in-law, son- or daughter-in-law, grandparents, grandchildren, 
grandparents-in-law, step-parents, step-parents-in-law, step-children, 
step-grandchildren, step-grandparents, brother-in-law, sister-in-law, or 
any member of the family unit living in the employee’s household. 

 

Other than immediate family: In case of death in the family, other than 
immediate family, an employee shall be entitled to be absent without loss 
of compensation on the day of the funeral. Other than immediate family 
shall mean employee’s uncle, aunt, niece, nephew, uncle- or aunt-in-law, 
and niece- or nephew-in-law. 

 

Two sick days may be used annually for bereavement leave. 
 

7.1(g) Maternity. Maternity leave without pay will be granted according to Board 
Policy #4430.01 - Family and Medical Leave of Absence (FMLA). 

 

7.1(h) Legal (Jury) Duty. When an employee is directed to appear for jury duty 
or are subpoenaed for court appearance in regard to a student for which the 
employee provides services for, the Board shall pay that employee’s full daily 
salary, and that employee shall pay the Board any daily remuneration granted by 
the court; reimbursement for incurred expenses (i.e., mileage) shall not be 
considered as daily remuneration; provided, however, the employee will join with 
the Corporation in requesting to be excused from jury duty when, in the opinion 
of the Corporation, the employee’s absence would create a hardship on the 
educational program. 

 

7.2 Holidays. Classified employees shall be entitled to holidays listed below according 
to the established Eligibility Chart if the holiday occurs during scheduled work 
periods. Should an employee be on unpaid leave when a holiday occurs, the 
holiday will not be paid. 

 

7.2(a) Full-time Employees 260 days - will be entitled to the following paid 
holidays: (10.5 days) 

 
A. New Year’s Day 
B. Martin Luther King Day 
C. Presidents’ Day 
D. Memorial Day 
E. (July 4) Independence Day 
F. Labor Day 

 
G. Thanksgiving Day 
H. Day after Thanksgiving 
I. Christmas Eve Day 
J. Christmas Day 
K. New Year’s Eve Day (½ p.m.) 



17 | P a g e    

 

7.2(b) Full-time Employees less than 260 days, working 8 hours per day, will be entitled to 
the following paid holidays: (2 days) 

 

A. Labor Day B. Thanksgiving Day 
 

7.3 Vacations. Classified employees shall be entitled to Vacation according to the established 
Benefit Eligibility Chart. 

 

7.3(a) 260 day employees will be entitled to the following vacation schedule: 

Initial Employment -               5 days prorated 

Effective July 1 after initial employment -  5 days 

After 2 years - 10 days 

After 10 years - 15 days 
 

After 15 years - 20 days 
 

If a holiday falls within a scheduled vacation week, it is counted as a holiday and not 
counted toward your vacation day. Requests for vacations should be submitted to the 
immediate supervisor at least five (5) days prior to commencement of vacation. 

 

No more than ten (10) days of vacation can accrue from year to year. Unused accrued 
vacation days are added to the individual’s accumulated sick leave on July 1. 

 

Vacation days will be granted after successful completion of Probationary Period. 
 

Any employee changing from a less than 12-month position to a 12-month position 
entitled to vacation will receive vacation time based on a formula using past work 
experience. 

 

Any employee changing from a 12-month position to less than 12 months will be paid 
accumulated vacation days on the last pay for the 12-month position. 

 

SECTION 8 - BENEFITS 
 

8.1 Health Insurance. Classified employees shall be entitled to Insurance according to the 
established Eligibility Chart. The employee’s participation cost for the health insurance shall be at 
the same level established for certified and administrative staff. 

 

Participation in the insurance program will be made available to those eligible employees on leave 
at the full and total cost to the employee. Upon retirement, employees  may be eligible for 
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coverage until Medicare eligibility at 100% cost to the employee. 
 

8.2 Public Employee Retirement Fund (PERF). Classified employees shall be entitled to PERF 
according to the established Eligibility Chart and approved by the PERF Resolution. The 
employee’s contribution to PERF is 3% of his/her salary and is deducted from the employee’s 
paycheck.  

 

8.3 Life Insurance. Classified employees shall be entitled to Life Insurance in the amount of 
$50,000 according to the established Eligibility Chart. The employee’s participation cost for the 
life insurance shall be at one cent ($.01) per pay. 

 

8.4 LTD Insurance. Classified Salary employees shall be entitled to Long Term Disability Insurance 
according to the established Eligibility Chart. The employee’s participation cost for the LTD 
insurance shall be at one cent ($.01) per pay. 

 

8.5 403(b). All employees are permitted to participate in the Corporation’s 403(b) retirement 
program. Employees working a minimum of 600 hours per year are eligible to receive the 403B 
Match from the Corporation. Employees must choose from the list of approved investment 
providers and comply with other provisions of the approved plan document and IRS regulations. 

 

8.6 Retirement. Classified employees who retire after reaching retirement age (55), and who have 
completed twenty (20) or more years of service in the School Corporation, shall have included in 
his/her last contract a sum equal to one (1) day of pay for each year of service in the School 
Corporation. The amount paid will be based upon the individual employee's highest hourly rate 
during employment with the Corporation and will be paid to the employee at the time he/she 
receives his/her last salary check. The Superintendent must be notified in writing, of the 
proposed retirement not later than April 1st of the year retirement will begin. In addition, 
Employees retiring shall receive $25.00 a day for unused sick leave. 

 
 

SECTION 9 –POLICY 7540.04 STAFF TECHNOLOGY ACCEPTABLE USE AND 
SAFETY 

 

9.1 Technology has fundamentally altered the ways in which information is accessed, 
communicated, and transferred in society. As a result, educators are continually adapting 
their means and methods of instruction, and the way they approach student learning, to 
incorporate the vast, diverse, and unique resources available through the Internet. The 
School Board provides Technology Resources and Information Resources (as defined by 
Bylaw 0100) to support the educational and professional needs of its staff and students. 
The Board provides staff with access to the Internet for limited educational purposes only 
and utilizes online educational services/apps to enhance the instruction delivered to its 
students and to facilitate the staff’s work. The School Corporation’s computer network and 
Internet system do not serve as a public access service or a public forum, and the Board 
imposes reasonable restrictions on its use consistent with its limited educational purpose. 
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The Board regulates the use of Corporation Technology Resources and Information 
Resources by principles consistent with applicable local, State, and Federal laws, and the 
Corporation’s educational mission. This policy, its related administrative guidelines, Policy 
7544 and AG 7544, and any applicable employment contracts and collective bargaining 
agreements govern the staffs’ use of the Corporation’s Technology Resources and 
Information Resources and staff’s personal communication devices (PCDs) when they are 
connected to the Corporation’s computer network, Internet connection and/or online 

educational services/apps, or when used while the staff member is on Corporation-owned 
property or at a Corporation-sponsored activity (see Policy 7530.02). 

 

Users are prohibited from engaging in actions that are illegal (such as libel, slander, 
vandalism, harassment, theft, plagiarism, inappropriate access, and the like) or unkind (such 
as personal attacks, invasion of privacy, injurious comment, and the like) when using 
Corporation Technology Resources and Information Resources. Because its Technology 
Resources are not unlimited, the Board also has instituted restrictions aimed at preserving 
these resources, such as placing limits on use of bandwidth, storage space, and printers. 

 
Users have no right or expectation to privacy when using Corporation Technology 
Resources and Information Resources (including but not limited to privacy in the content 
of their personal files, e-mails, and records of their online activity when using the 
Corporation's computer network and/or Internet connection). 

 

Staff members are expected to utilize Corporation Technology Resources and Information 
Resources to promote educational excellence in our schools by providing students with the 
opportunity to develop the resource sharing, innovation, and communication skills and 
tools that are essential to both life and work. The Board encourages the faculty to develop 
the appropriate skills necessary to effectively access, analyze, evaluate, and utilize these 
resources in enriching educational activities. The instructional use of the Internet and 
online educational services will be guided by Board Policy 2520 – Selection of Instructional 
Materials and Equipment. 

 
The Internet is a global information and communication network that provides students 
and staff with access to up-to-date, highly relevant information that will enhance their 
learning and the education process. Further, Corporation Technology Resources provide 
students and staff with the opportunity to communicate with other people from 
throughout the world. Access to such an incredible quantity of information and resources 
brings with it, however, certain unique challenges and responsibilities. 

 

The Corporation may not be able to limit access technologically through its Technology 
Resources to only those services and resources that have been authorized for the purpose 
of instruction, study and research related to the curriculum. Unlike in the past, when 
educators and community members had the opportunity to review and screen materials to 
assess their appropriateness for supporting and enriching the curriculum according to 
adopted guidelines and reasonable selection criteria (taking into account the varied 
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instructional needs, learning styles, abilities, and developmental levels of the students who 
would be exposed to them), access to the Internet, because it serves as a gateway to any 
publicly available file server in the world, opens classrooms and students to electronic 
information resources which may not have been screened by educators for use by students 
of various ages. 

Pursuant to Federal law, the Corporation has implemented technology protection measures 
that protect against (e.g., filter or block) access to visual displays/depictions/materials that 
are obscene, constitute child pornography, and/or are harmful to minors, as defined by the 
Children’s Internet Protection Act. At the discretion of the Board or Superintendent, the 
technology protection measures may be configured to protect against access to other 
material considered inappropriate for students to access. The Board also utilizes software 
and/or hardware to monitor online activity of students to restrict access to child 
pornography and other material that is obscene, objectionable, inappropriate and/or 
harmful to minors. The technology protection measures may not be disabled at any time 
that students may be using Corporation Technology Resources if such disabling will cease 
to protect against access to materials that are prohibited under the Children’s Internet 
Protection Act. Any staff member who attempts to disable the technology protection 
measures without express written consent of an appropriate administrator will be subject 
to disciplinary action, up to and including termination. 

 

The Superintendent or Technology Director may temporarily or permanently unblock 
access to websites or online educational services/apps containing appropriate material if 
access to such sites has been blocked inappropriately by the technology protection 
measures. The determination of whether material is appropriate or inappropriate shall be 
based on the content of the material and the intended use of the material, not on the 
protective actions of the technology protection measures. The Superintendent or 
Technology Director may also disable the technology protection measures to enable access 
for bona fide research or other lawful purposes. 

 
Staff members will participate in professional development programs in accordance with 
the provisions of law and this policy. Training shall include: 

 

A. the safety and security of students while using e-mail, chat rooms, social media, and 
other forms of direct electronic communications; 

 
B. the inherent danger of students disclosing personally identifiable information online; 

 
C. the consequences of unauthorized access (e.g., "hacking", "harvesting", "digital 

piracy", "data mining", etc.), cyberbullying and other unlawful or inappropriate 
activities by students online; and 

 
D. unauthorized disclosure, use, and dissemination of personally identifiable 

information regarding minors. 
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Furthermore, staff members shall provide instruction for their students regarding the 
appropriate use of technology and online safety and security as specified above, and staff 
members will monitor students’ online activities while at school. Monitoring may include, 
but is not necessarily limited to, visual observations of online activities during class 
sessions; or use of specific monitoring tools to review browser history and network, server, 
and computer logs. 

 
The disclosure of personally identifiable information about students online is prohibited. 

 
Building principals are responsible for providing training so that users under their 
supervision are knowledgeable about this policy and its accompanying guidelines. The 
Board expects that staff members will provide guidance and instruction to students in the 
appropriate use of the Corporation Technology Resources. All users of Corporation 
Technology Resources are required to sign a written agreement to abide by the terms and 
conditions of this policy and its accompanying guidelines. 

 

Staff will be assigned a school email address that they are required to utilize for all school- 
related electronic communications, including those to students, parents, and other 
constituents, fellow staff members, and vendors or individuals seeking to do business with 
the Corporation. 

 
Staff members are responsible for good behavior on Corporation Technology and 
Information Resources, i.e., behavior comparable to that expected when they are in 
classrooms, in school hallways, on other school premises and at school-sponsored events. 

 
Communications on Education Technology are often public in nature. The Board does not 
approve any use of its Technology Resources and Information Resources that is not 
authorized by or conducted strictly in compliance with this policy and its accompanying 
guidelines. 

 

Staff members may use Corporation Technology Resources to access or use social media 
only if it is done for Corporation educational or business-related purposes. 

 
An employee's personal or private use of social media may have unintended consequences. 
While the Board respects its employees' First Amendment rights, those rights do not 
include permission to post inflammatory comments that could compromise the 
Corporation's mission, undermine staff relationships, or cause a substantial disruption to 
the school environment. This warning includes staff members' online conduct that occurs 
off school property including from the employee's private computer. Postings to social 
media should be done in a manner sensitive to the staff member's professional 
responsibilities. 

 

General school rules for behavior and communication apply. 
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Users who disregard this policy and its accompanying guidelines may have their use 
privileges suspended or revoked and disciplinary action taken against them. Users are 
personally responsible and liable, both civilly and criminally, for uses of Technology 
Resources not authorized by this Board Policy and its accompanying guidelines. 

 

The Board designates the Superintendent and the Technology Director as the 
administrators responsible for initiating, implementing, and enforcing this policy and its 
accompanying guidelines as they apply to staff members' use of Corporation Technology 
and Information Resources. 

 
Social Media Use 

 
In addition, Federal and State confidentiality laws forbid schools and their employees from 
using or disclosing student education records without parent consent (see Board Policy 
8330). Education records include a wide variety of information, and posting personally 
identifiable information about students is not permitted. Staff members who violate State 
and Federal confidentiality laws or privacy laws related to the disclosure of confidential 
student or employee information may be disciplined. 

 

Nothing in this policy is intended to interfere with any school employee’s rights under 
applicable law with respect to union organizing or collective bargaining. 
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Appendix A 

Logansport Community School Corporation 

Performance Evaluation 

Employee Name: Click or tap here to enter text. Position: Click or tap here to enter text. 

Classification: Choose an item. Supervisor: Click or tap here to enter text. 

Performance Evaluation Date: Click or tap to enter a date. 

Instructions to Evaluator: Evaluators should refer to the employee's job description when completing 
this form; the evaluation should focus on the employee's ability to perform the job duties listed in the job 
description. 

 

HE = Highly Effective E = Effective IN = Improvement Necessary IE = Ineffective 

Attribute HE E IN IE Comment 

PRODUCTIVITY & EFFICIENCY OF WORK 
The extent to which the employee uses 
time productively and efficiently to 
complete assigned tasks/duties. 

     

QUALITY OF WORK 
The extent to which the employee's work is 
well executed, thorough, effective, 
accurate. 

     

KNOWLEDGE OF JOB 
The extent to which the employee knows 
and demonstrates how and why to do all 
phases of assigned work, given the 
employee's length of time in his/her current 
position and requirements of the position. 

     

RELATIONS WITH SUPERVISOR 
The manner in which the employee 
responds to supervisory directions and 
comments. The extent to which the 
employee seeks counsel from supervisor on 
ways to improve performance and follows 
same. 

     

COOPERATION WITH OTHERS 
The extent to which the employee gets 
along with other individuals. Consider 
the employee's tact, courtesy, and 
effectiveness in dealing with co-workers, 
subordinates, supervisors, and staff & others. 

     

ATTENDANCE AND RELIABILITY 
The extent to which employee arrives on 
time, length of breaks, or doesn’t leave 
early and demonstrates consistent 
attendance; the extent to which the 
employee contacts supervisor on a timely 
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basis when employee will be late or absent.      

INITIATIVE AND CREATIVITY 
The extent to which the employee is self- 
directed, resourceful and creative in 
meeting job objectives; consider how well 
the employee follows through on 
assignments and modifies or develops new 
ideas, methods, or procedures to 
effectively meet changing circumstances. 

     

CAPACITY TO DEVELOP 
The extent to which the employee 
demonstrates the ability and willingness to 
accept new/more complex 
duties/responsibilities. 

     

ADHERES TO SAFETY PROTOCALS/PRACTICES 
The extent employee has completed 
required trainings, works safely, sets a good 
example in safe work habits and promotes a 
safe work environment. 

     

OVERALL EVALUATION RATING      

 
 

Comments to Evaluator and Employee. Evaluators should discuss the evaluation results with the employee. At a 
minimum, employees must be given a copy of the evaluation for their own records. Both the evaluator and the employee 
should sign the evaluation form. The employee signature indicates only that the employee received a copy of the 
evaluation. It does not necessarily signify employee concurrence. Both employees and evaluators are strongly 
encouraged to include written comments. At the evaluation only, after the employee signs the form, the evaluator should 
give one copy to the employee, retain one copy for department files and forward one copy to Human Resources. 

 

 

Employee Comments: 
 

 
Evaluator Comments: 

 

☐ Recommended for Continued Employment 

☐ Employee left employment before evaluation completed 
 

Evaluator’s Signature   Date  / /  
 

Employee’s Signature   Date  / /  
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Appendix B 

Logansport Community School Corporation 

Probationary Period Performance Evaluation 

Employee Name: Click or tap here to enter text. Department: Click or tap here to enter text. 

Classification: Choose an item. Supervisor: Click or tap here to enter text. 

Last Day of Probation: Click or tap to enter a date. 

Instructions to Evaluator: Evaluator should refer to the employee's job description when 

completing this form; the evaluation should focus on the employee's ability to perform the job 

duties listed in the job description. 
 

S = Satisfactory NI = Needs Improvement U = Unacceptable 

Attribute S NI U Comment 

QUANTITY OF WORK 

The extent to which the employee accomplishes 

assigned work of a specified quality within a specified 
time period. 

    

QUALITY OF WORK 
The extent to which the employee's work is well 

executed, thorough, effective, accurate. 

    

KNOWLEDGE OF JOB 

The extent to which the employee knows and 

demonstrates how and why to do all phases of assigned 

work, given the employee's length of time in his/her 
 current position and requirements of the position. 

    

RELATION WITH SUPERVISOR 

The manner in which the employee responds to 

supervisory directions and comments. The extent to 

which the employee seeks counsel from supervisor on 
ways to improve performance and follows same. 

    

COOPERATION WITH OTHERS 

The extent to which the employee gets along with other 

individuals. Consider the employee's tact, courtesy, and 

effectiveness in dealing with co-workers, subordinates, 

supervisors, and staff. 

    

ATTENDANCE AND RELIABILITY 

The extent to which employee arrives on time, length of 

breaks, or doesn’t leave early and demonstrates 

consistent attendance; the extent to which the 

employee contacts supervisor on a timely basis when 
employee will be late or absent. 

    

INITIATIVE AND CREATIVITY 

The extent to which the employee is self-directed, 

resourceful and creative in meeting job objectives; 

consider how well the employee follows through on 
assignments and modifies or develops new ideas, 
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methods, or procedures to meet changing 

circumstances. 

    

CAPACITY TO DEVELOP 

The extent to which the employee demonstrates the 

ability and willingness to accept new/more complex 

duties/responsibilities. 

    

 

 

Comments to Evaluator and Employee. Evaluator should discuss the evaluation results with the employee. At a 
minimum, employees must be given a copy of the evaluation for their own records. Both the evaluator and the employee 
should sign the evaluation form. The employee signature indicates only that the employee received a copy of the 
evaluation. It does not necessarily signify employee concurrence. Both employees and evaluators are strongly 
encouraged to include written comments. At the evaluation only, after the employee signs the form, the evaluator should 
give one copy to the employee, retain one copy for department files and forward one copy to Human Resources. 

 

 
 

Employee Comments: 
 

 
Evaluator Comments: 

 

 

☐ I recommend this probationary employee to be removed from probation 

 

☐  I recommend this probationary employee be dismissed before the end of the probationary 
period and will submit the appropriate forms. 

 

☐ Employee resigned before completion of probationary period. (It is important that HR receives 
this form even if employee has resigned.) 

 
 

 

 X  
Evaluator Signature 

 X  
Employee Signature 
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Description of Offense 

Plan for Improvement: 

Consequences of Further Offenses: 

Appendix C 

Logansport Community School Corporation 

Classified Employee Notice 

 

 Employee Information  

 

 

Employee Name: Click here to enter text. Date: Click here to enter text. 

School: Click here to enter text.  Position: Click here to enter text. 

Administrator/Supervisor: Click here to enter text. 

 

 Type of Action  

 

☐ Verbal Warning ☐Written Warning ☐Termination 
 

 Type of Offense  

 
☐ Excessive Absenteeism ☐Substandard Work 

 

☐ Tardiness/Leaving Early ☐Unprofessionalism/Insubordination 

 

☐ Violation of LCSC Policies ☐Other Click here to enter text. 
 
 

 Details  

 

 

 

 

A second offense could result in termination. 
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 Acknowledgement of Receipt of Warning  

 

By signing this form, you confirm that you understand the information in this warning. You also confirm 
that you and your Administrator/Supervisor have discussed the warning and a plan for improvement. 
Signing this form does not necessarily indicate that you agree with this warning. 

 
 

 / /  

Employee Signature Date 

 
   

 
 / /  

Administrator/Supervisor Signature Date 

 
   

 
 / /  

Witness Signature (if employee understands warning but refuses to sign) Date 

 
 
 

After completion, this form is to be sent to Human Resources at the LCSC Administration Building 
to be placed in the employee’s permanent record file. 
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Appendix D 
 

POLICY 2260 NON-DISCRIMINATION AND ACCESS TO 
EQUAL EDUCATIONAL OPPORTUNITY 

 
Any form of discrimination or harassment can be devastating to an individual’s academic progress, social relationship, 
and/or personal sense of self-worth. 
  
As such, the School Board of the Logansport Community School Corporation does not discriminate on the basis of 
race, color, national origin, sex (including gender status, sexual orientation or gender identity), disability, age (except as 
authorized by law), religion, military status, ancestry, or genetic information (collectively, "Protected Classes") in its 
educational programs or activities. 
  
The Board also does not discriminate on the basis of Protected Classes in its employment policies and practices as they 
relate to students and does not tolerate harassment of any kind. 
  
The Corporation will identify, evaluate, and provide a free appropriate public education to students with disabilities 
who are determined eligible for special education and related services under the Individuals with Disabilities Education 
Act (IDEA) or Section 504 of the Rehabilitation Act of 1973 (Section 504). 
  
Equal educational opportunities shall be available to all students, without regard to the Protected Classes, including age 
(unless age is a factor necessary to the normal operation or the achievement of any legitimate objective of the 
program/activity), place of residence within the boundaries of the Corporation, or social or economic background, to 
learn through the curriculum offered in this Corporation. Educational programs shall be designed to meet the varying 
needs of all students. 
  
The Corporation's educational programs include the academic and nonacademic setting. Each qualified student with a 
disability shall be educated with students without disabilities to the maximum extent appropriate. In the nonacademic 
setting, a student with a disability shall participate with students without disabilities to the maximum extent appropriate. 
  
Notice of the Board's policy on nondiscrimination and the identity of the Corporation's Compliance Officer(s) (see 
below) will be published on the Corporation's website, posted throughout the Corporation, and included in the 
Corporation's recruitment statements or general information publications. 
  
Principal’s Responsibilities 
  
Each Principal shall verify that the procedures used with students and parents for selection of and participation in any 
part of the Corporation's academic, co-curricular, or extra-curricular programs do not discriminate on the basis of the 
Protected Classes. 
  
Superintendent’s Responsibilities 
  
In order to achieve the aforesaid goal, the Superintendent shall: 
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A. Curriculum Content 
 
review current and proposed courses of study and textbooks to detect any bias based upon the Protected 
Classes; ascertaining whether or not supplemental materials, singly or taken as a whole, fairly depict the 
contribution of both genders, various races, ethnic groups, etc. toward the development of human society; 
  

B. Staff Training 
 
develop an ongoing program of in-service training for school personnel designed to identify and solve problems 
of bias based upon the Protected Classes in all aspects of the program; 
  

C. Student Access 
  

1. review current and proposed programs, activities, facilities, and practices to verify that all students have 
equal access thereto and are not segregated on the basis of the Protected Classes in any duty, work, play, 
classroom, or school practice, except as may be permitted under State and Federal laws and regulations; 
  

2. verify that facilities are made available, in accordance with Board Policy 7510 – Use of School Facilities, 
for non-curricular student activities that are initiated by parents or other members of the community, 
including but not limited to any group officially affiliated with the Boy Scouts of America or any other 
youth group listed in Title 36 of the United States Code as a patriotic society; 
  

3. verify that the educational programs of this Corporation are accessible to all students. All programs need 
to be designed and scheduled so the location or nature of the facility or area will not deny an otherwise 
qualified student with a disability the opportunity to participate in the academic or other school 
programs on the same basis as students without disabilities; 
  

4. require that service animals for students who require this type of assistance shall be permitted access to 
all facilities, programs, and events of the Corporation. 
  

D. Corporation Support 
 
verify that like aspects of the Corporation program receive like support as to staff size and compensation, 
purchase and maintenance of facilities and equipment, access to such facilities and equipment, and related 
matters; 
  

E. Student Evaluation 
 
verify that tests, procedures, and guidance and counseling materials, which are designed to evaluate student 
progress, rate aptitudes, analyze personality, or in any manner establish or tend to establish a category by which 
a student may be judged, are not differentiated or stereotyped on the basis of the Protected Classes. 

  
Definitions 
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Words used in this policy shall have those meanings defined herein; words not defined herein shall be construed 
according to their plain and ordinary meanings. 
  
Complainant is the individual who alleges or is alleged to have been subjected to unlawful discrimination/retaliation, 
regardless of whether the person files a formal complaint or is pursuing an informal resolution to the alleged 
discrimination/retaliation. 
  
Respondent is the individual who is alleged to have engaged in unlawful discrimination/retaliation, regardless of 
whether the Reporting Party files a formal complaint or is seeking an informal resolution to the alleged 
discrimination/retaliation. 
  
Corporation community means students, Corporation employees (i.e., administrators and professional and classified 
staff), and Board members, agents, volunteers, contractors, or other persons subject to the control and supervision of 
the Board. 
 
Third Parties include but are not limited to guests and/or visitors on Corporation property (e.g., visiting speakers, 
participants on opposing athletic teams, parents), vendors doing business with or seeking to do business with the 
Board, and other individuals who come in contact with members of the Corporation community at school-related 
events/activities (whether on or off Corporation property). 
 
Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business day(s) (i.e., a 
day(s) that the Corporation office is open for normal operating hours, Monday – Friday, excluding State-recognized 
holidays). 
 
"Military status" refers to a person’s status in the uniformed services, which includes the performance of duty on a 
voluntary or involuntary basis in a uniformed service, including active duty, active duty for training, initial active duty 
for training, inactive duty for training, and full-time National Guard duty. It also includes the period of time for which 
a person is absent from school for the purpose of an examination to determine the fitness of the person to perform 
any duty listed above. 
  
Corporation Compliance Officer(s) 
  
The Board designates the following individuals to serve as the Corporation's "Compliance Officers" (also known as 
"Civil Rights Coordinators") (hereinafter referred to as the "COs"). 
  
Human Resource Specialist 
2829 George Street 
Logansport, IN 46947 
574-722-2911 
adairj@lcsc.k12.in.us 
  
JD Dubes 
1 Berry lane 
Logansport, IN 46947 
574-753-0441 
dubesj@lcsc.k12.in.us 
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The names, titles, and contact information of these individuals will be published annually on the Corporation’s website 
and in the parent/student and staff handbooks. 
  
The COs are responsible for coordinating the Corporation's efforts to comply with applicable Federal and State laws 
and regulations, including the Corporation's duty to address in a prompt and equitable manner any inquiries or 
complaints regarding discrimination, retaliation, or denial of equal access. The COs also shall verify that proper notice 
of nondiscrimination for Title II of the Americans with Disabilities Act (as amended), Title VI and VII of the Civil 
Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973 (as amended), and the Age Discrimination Act of 
1975 is provided to students, their parents, staff members, and the general public. A copy of each of the Acts and 
regulations on which this notice is based may be found in the CO's office. 
  
The Superintendent shall annually attempt to identify children with disabilities, ages 3-22, who reside in the 
Corporation but do not receive public education. 
  
The Board is committed to educating (or providing for the education of) each qualified individual with a disability with 
individuals without disabilities to the maximum extent appropriate. Generally, the Corporation will place an individual 
with a disability in the general education environment unless it is demonstrated that the education of the individual in 
the general education environment, even with the use of supplementary aids and services, cannot be achieved 
satisfactorily. If the Board operates a separate class or facility that is identified as being provided for individuals with 
disabilities, the facility, program, and activities and services must be comparable to the facilities, programs, and 
activities and services offered to students without disabilities. 
  
In addition, the Superintendent shall establish procedures to identify English Learner (EL) students, including 
immigrant children and youth, to assess their ability to participate in Corporation programs and develop and administer 
a program that meets the English language and academic needs of these students. This program shall include 
procedures for student placement, services, evaluation, and exit guidelines and shall be designed to provide students 
with effective instruction that leads to academic achievement and timely acquisition of proficiency in English. As a part 
of this program, the Corporation will evaluate the progress of students in achieving English language proficiency in the 
areas of listening, speaking, reading, and writing on an annual basis (see AG 2260F). 
  
Reports and Complaints of Unlawful Discrimination and Retaliation 
  
Students and Corporation employees are required, and all other members of the Corporation community and Third 
Parties are encouraged, to promptly report incidents of unlawful discrimination and/or retaliation to an administrator, 
supervisor, or other Corporation official so that the Board may address the conduct. Any teacher, administrator, 
supervisor, or other Corporation employee or official who receives such a complaint shall file it with the CO within 
two (2) business days. 
 
Members of the Corporation community, which includes students or Third Parties, who believe they have been 
unlawfully discriminated/retaliated against are entitled to utilize the complaint process set forth below. Initiating a 
complaint, whether formally or informally, will not adversely affect the Complainant's employment or participation in 
educational or extra-curricular programs. While there are no time limits for initiating complaints under this policy, 
individuals should make every effort to file a complaint as soon as possible after the conduct occurs while the facts are 
known and potential witnesses are available. 
 
If during an investigation of alleged bullying, aggressive behavior and/or harassment in accordance with Policy 5517.01 
- Bullying, the Principal believes that the reported misconduct may constitute unlawful discrimination based on a 
Protected Class, the Principal shall report the act to one of the COs, who shall investigate the allegation in accordance 
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with this policy. While the CO investigates the allegation, the Principal shall suspend the Policy 5517.01 investigation to 
await the CO's written report. The CO shall keep the principal informed of the status of the Policy 2260 investigation 
and provide the Principal with a copy of the resulting written report. 
  
The COs will be available during regular school/work hours to discuss concerns related to unlawful 
discrimination/retaliation. COs shall accept reports of unlawful discrimination/retaliation directly from any member of 
the Corporation community or a Third Party and reports that initially are made to another Corporation employee. 
Upon receipt of a report of alleged discrimination/retaliation, the CO will contact the Complainant and begin either an 
informal or formal complaint process (depending on the Complainant's request and the nature of the alleged 
discrimination/retaliation) or designate a specific individual to conduct such a process. 
  
The CO will provide a copy of this policy to the Complainant and the Respondent. In the case of a formal complaint, 
the CO will prepare recommendations for the Superintendent or oversee the preparation of such recommendations by 
a designee. All members of the Corporation community must report incidents of discrimination/retaliation that are 
reported to them to the CO within two (2) business days of learning of the incident/conduct. 
  
Any Corporation employee who directly observes unlawful discrimination/retaliation of a student is obligated, in 
accordance with this policy, to report such observations to one of the COs within two (2) business days. Additionally, 
any Corporation employee who observes an act of unlawful discrimination/retaliation is expected to intervene to stop 
the misconduct unless circumstances make such an intervention dangerous, in which case the staff member should 
immediately notify other Corporation employees and/or local law enforcement officials, as necessary, to stop the 
misconduct. Thereafter, the CO/designee must contact the Complainant if age eighteen (18) or older or the 
Complainant's parents/guardians if the student is under the age of eighteen (18) within two (2) school days to advise of 
the Board's intent to investigate the alleged wrongdoing. 
  
Investigation and Complaint Procedures (see Form 2260 F2) 
  
Except for sex discrimination and/or Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the 
Basis of Sex in Education Programs or Activities, any student who alleges to have been subjected to unlawful 
discrimination or retaliation may seek resolution of the complaint through the procedures described below. The formal 
complaint procedures involve an investigation of the individual’s claims of discrimination/retaliation and a process for 
rendering a decision regarding whether the charges are substantiated. 
  
Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible for 
initiating the complaint process; however, individuals are encouraged to file a complaint within thirty (30) calendar days 
after the conduct occurs. Once the formal complaint process is begun, the investigation will be completed in a timely 
manner (ordinarily within fifteen (15) business days of the complaint being received). 
  
The procedures set forth below are not intended to interfere with the rights of a student to pursue a complaint of 
unlawful discrimination or retaliation with the United States Department of Education Office for Civil Rights 
("OCR")or the Indiana Civil Rights Commission ("ICRC"). The Chicago Office of the OCR can be reached at John C. 
Kluczynski Federal Building, 230 S. Dearborn Street, 37th Floor Chicago, IL 60604; Telephone: 312-730-1560; FAX: 
312-730-1576; TDD: 800-877-8339; Email: OCR.Chicago@ed.gov; Web: http://www.ed.gov/ocr. 
  
Informal Complaint Procedure 
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The goal of the informal complaint procedure is to stop inappropriate behavior promptly and facilitate resolution 
through informal means, if possible. The informal complaint procedure is provided as a less formal option for a 
student who alleges unlawful discrimination or retaliation. This informal procedure is not required as a precursor to the 
filing of a formal complaint. The informal process is available only when the Complainant and the Respondent 
mutually agree to participate in it. 
  
The Complainant may proceed immediately to the formal complaint process, and individuals who participate in the 
informal procedure may request that the informal process be terminated at any time to move to the formal complaint 
process. 
  
All complaints involving a Corporation employee or any other adult member of the Corporation community and a 
student will be investigated formally. 
  
As an initial course of action, if a Complainant feels comfortable and safe doing so, the individual should tell or 
otherwise inform the Respondent that the allegedly discriminatory/retaliatory conduct that it is inappropriate and must 
stop. The Complainant should address the alleged misconduct as soon after it occurs as possible. The COs are available 
to support and counsel the Complainant when taking this initial step or to intervene on behalf of the individual if 
requested to do so. A Complainant who is uncomfortable or unwilling to approach the Respondent directly about the 
inappropriate conduct may file an informal or a formal complaint. 
  
In addition, with regard to certain types of unlawful discrimination (e.g., sex discrimination), the CO may advise against 
the use of the informal complaint process. 
  
A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either orally or in 
writing: 1) to a building administrator in the school the student attends; 2) directly to one of the COs; or 3) to the 
Superintendent or other Corporation-level employee. 
  
All informal complaints must be reported to one of the COs, who either will facilitate an informal resolution as 
described below or appoint another individual to facilitate an informal resolution. 
  
The Corporation’s informal complaint procedure is designed to provide the Complainant with a range of options 
aimed at bringing about a prompt resolution of Complainant's concerns. Depending upon the nature of the complaint 
and the Complainant wishes, informal resolution may involve but is not limited to one or more of the following: 
  

A. Advising the Complainant about how to communicate concerns to the Respondent. 
  

B. Distributing a copy of Policy 2260 - Nondiscrimination and Access to Equal Educational Opportunity to the 
individuals in the school building or office where the Respondent works or attends school. 
  

C. If both parties agree, the Co may arrange and facilitate a meeting or mediation between the Complainant and 
the Respondent to work out a mutual resolution. 

  
While there are no set time limits within which an informal complaint must be resolved, the CO or designee is directed 
to attempt to resolve all informal complaints within fifteen (15) business days of receiving the informal complaint. 
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If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a formal 
complaint. And, as stated above, either party may request that the informal process be terminated at any time to move 
to the formal complaint process. 
  
Formal Complaint Procedure 
  
If a complaint is not resolved through the informal complaint process, if one of the parties requested that the informal 
complaint process be terminated to move to the formal complaint process, the Complainant elects to file a formal 
complaint from the outset, or the CO determines the allegations are not appropriate for resolution through the 
informal process, the formal complaint process shall be implemented. 
  
A Complainant may file a formal complaint, either orally or in writing, with a Principal, the CO, the Superintendent, or 
other Corporation-level official. 
  
Due to the sensitivity surrounding complaints of unlawful discrimination, timelines are flexible for initiating the 
complaint process; however, individuals should make every effort to file a formal complaint within thirty (30) calendar 
days after the conduct occurs while the facts are known and potential witnesses are available. If a Complainant informs 
a teacher, Principal, or other Corporation official at the student's school, Superintendent, or other Corporation 
employee, either orally or in writing, about any complaint of discrimination/retaliation, that employee must report such 
information to the CO within two (2) business days. 
  
Throughout the course of the process, the CO should keep the parties reasonably informed of the status of the 
investigation and the decision-making process. 
  
All formal complaints must include the following information to the extent known: the identity of the Respondent; a 
detailed description of the facts upon which the complaint is based (i.e., when, where, and what occurred); a list of 
potential witnesses; and the resolution sought by the Complainant. 
  
If the Complainant is unwilling or unable to provide a written statement including the information set forth above, the 
CO shall ask for such details in an oral interview. Thereafter, the CO will prepare a written summary of the oral 
interview, and the Complainant will be asked to verify the accuracy of the reported charge by signing the document. 
  
Upon receiving a formal complaint, the CO will consider whether any action should be taken in the investigatory phase 
to protect the Complainant from further discrimination or retaliation, including but not limited to a change of work 
assignment or schedule for the Complainant and/or the Respondent. In making such a determination, the CO should 
consult the Complainant to assess whether the individual agrees with the proposed action. If the Complainant is 
unwilling to consent to the proposed change, the CO still may take whatever actions are deemed appropriate in 
consultation with the Superintendent. 
  
Within two (2) business days of receiving the complaint, the CO or designee will initiate a formal investigation to 
determine whether the Complainant has been subjected to unlawful discrimination/retaliation. 
  
Simultaneously, the CO will inform the Respondent that a formal complaint has been received. The Respondent will be 
informed about the nature of the allegations and provided with a copy of any relevant policies and/or administrative 
guidelines, including Policy 2260 - Nondiscrimination and Access to Equal Educational Opportunity. The Respondent 
also must be informed of the opportunity to submit a written response to the formal complaint within five (5) business 
days. 
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Although certain cases may require additional time, the CO or designee will attempt to complete an investigation into 
the allegations of discrimination/retaliation within fifteen (15) business days of receiving the formal complaint. 
  
The investigation will include: 
  

A. interviews with the Complainant; 
  

B. interviews with the Respondent; 
  

C. interviews with any other witnesses who reasonably may be expected to have any information relevant to the 
allegations; and, 
  

D. consideration of any documentation or other information presented by the Complainant, Respondent, or any 
other witness that is reasonably believed to be relevant to the allegations. 

  
At the conclusion of the investigation, the CO or designee shall prepare and deliver a written report to the 
Superintendent that summarizes the evidence gathered during the investigation and provides recommendations based 
on the evidence and the definition of unlawful discrimination/retaliation as provided in Board policy and State and 
Federal law as to whether the Respondent has engaged in unlawful harassment/retaliation of the Complainant. The 
CO's recommendations must be based upon the totality of the circumstances, including the ages and maturity levels of 
those involved. In determining if unlawful discrimination or retaliation occurred, a preponderance of evidence standard 
will be used. 
  
Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or designee, the 
Superintendent either must issue a decision regarding whether the charges have been substantiated or request further 
investigation. A copy of the Superintendent's final decision will be delivered to both the Complainant and the 
Respondent. 
  
If the Superintendent requests additional investigation, the Superintendent must specify the additional information that 
is to be gathered, and such additional investigation must be completed within five (5) days. At the conclusion of the 
additional investigation, the Superintendent must issue a final written decision as described above. 
  
If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation against the 
Complainant, the Superintendent must identify what corrective action will be taken to stop, remedy, and prevent the 
recurrence of the discrimination/retaliation. The corrective action should be reasonable, timely, age-appropriate, 
effective, and tailored to the specific situation. 
  
A Complainant or Respondent who is dissatisfied with the final decision of the Superintendent may appeal through a 
signed written statement to the Board within five (5) business days of the party's receipt of the Superintendent's 
decision. The written statement of appeal must be submitted to the Board President. 
  
In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their representatives within 
twenty (20) business days of the receipt of such an appeal. A copy of the Board's disposition of the appeal shall be sent 
to each concerned party within ten (10) business days of this meeting. The decision of the Board will be final. 
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The Board reserves the right to investigate and resolve a complaint or report of unlawful discrimination/retaliation 
regardless of whether the Complainant pursues the complaint. The Board also reserves the right to have the formal 
complaint investigation conducted by an external person in accordance with this policy or in such other manner as 
deemed appropriate by the Board or its designee. 
  
The parties may be represented, at their own cost, at any of the above-described interviews/meetings. 
  
The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the person’s 
pursuit of other remedies, such as the filing of a complaint with the OCR or the ICRC, the filing of charges with local 
law enforcement, or the filing of a civil action in court. Use of this internal complaint process is not a prerequisite to 
the pursuit of other remedies. 
  
Privacy/Confidentiality 
  
The Corporation will employ all reasonable efforts to protect the rights of the Complainant, the Respondent(s), and the 
witnesses as much as possible, consistent with the Corporation’s legal obligations to investigate, take appropriate 
action, and comply with any discovery or disclosure obligations. 
  
All records generated under the terms of this policy shall be maintained as confidential to the extent permitted by law. 
Confidentiality, however, cannot be guaranteed. Additionally, the Respondent must be provided the Complainant's 
identity 
  
During the course of a formal investigation, the CO or designee will instruct each person who is interviewed about the 
importance of maintaining confidentiality. Any individual who is interviewed as part of an investigation is expected not 
to disclose to third parties any information that is learned or provided during the course of the investigation. 
  
Remedial Action and Monitoring 
  
If warranted, appropriate remedial action shall be determined and implemented on behalf of the Complainant, 
including but not limited to counseling services, reinstatement of leave taken because of the discrimination, the 
opportunity to complete assignments missed due to absences related to the discrimination, or other appropriate action. 
 
The Board may appoint an individual, who may be a Corporation employee, to follow up with the Complainant to 
ensure no further discrimination or retaliation has occurred and to take action to address any reported occurrences 
promptly. 
  
Sanctions and Disciplinary Action 
  
The Board shall vigorously enforce its prohibitions against unlawful discrimination/retaliation by taking appropriate 
action reasonably calculated to stop and prevent further misconduct. 
  
While observing the principles of due process, a violation of this policy may result in disciplinary action up to and 
including the discharge of an employee or the suspension/expulsion of a student. All disciplinary action will be taken in 
accordance with applicable State law and the terms of any relevant collective bargaining agreement or student code of 
conduct. 
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When imposing discipline, the Superintendent shall consider the totality of the circumstances involved in the matter, 
including the age and maturity level of any student involved. In those cases where unlawful discrimination/retaliation is 
not substantiated, the Board may consider whether the alleged conduct nevertheless warrants discipline in accordance 
with other Board policies, consistent with the terms of any relevant collective bargaining agreement or student code of 
conduct. 
  
Where the Board becomes aware that a prior disciplinary action has been taken against the Respondent, all subsequent 
sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end such conduct, prevent its 
recurrence, and remedy its effect. 
  
Retaliation 
  
Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation or 
participates as a witness in an investigation is prohibited. Neither the Board nor any other person may intimidate, 
threaten, coerce or interfere with any individual because the person opposed any act or practice made unlawful by any 
Federal or State civil rights law, made a report, formal complaint, testified, assisted or participated or refused to 
participate in any manner in an investigation, proceeding, or hearing under those laws or this policy, or exercised, 
enjoyed, aided or encouraged any other person in the exercise or enjoyment of any right granted or protected by those 
laws or this policy. 
 
Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in an 
investigation or meeting is a serious violation of this policy that can result in the imposition of disciplinary 
sanctions/consequences and/or other appropriate remedies. 
 
Formal complaints alleging retaliation may be filed according to the internal complaint process set forth above. 
 
The exercise of rights protected under the First Amendment of the United States Constitution does not constitute 
retaliation prohibited under this policy. 
 
Education and Training 
 
In support of this policy, the Board promotes preventative educational measures to create greater awareness of 
unlawful discriminatory practices. The Superintendent shall provide appropriate information to all members of the 
Corporation community related to the implementation of this policy and shall provide training for Corporation 
students and staff where appropriate. All training and information provided regarding the Board's policy and 
discrimination in general will be age and content appropriate. 
  
Retention of Investigatory Records and Materials 
  
The CO is responsible for overseeing the retention of all records that must be maintained pursuant to this policy. All 
individuals charged with conducting investigations under this policy shall retain all documents, electronically stored 
information ("ESI"), and electronic media (as defined in Policy 8315) created and received as part of an investigation, 
which may include but are not limited to: 
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A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged violation 
of this policy; 
  

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses 
pertaining to an alleged violation of this policy; 
  

C. any documentation that memorializes the actions taken by Corporation personnel or individuals contracted or 
appointed by the Board to fulfill its responsibilities related to the investigation and/or the Corporation's 
response to the alleged violation of this policy; 
  

D. written witness statements; 
  

E. narratives, notes from, and audio, video, or digital recordings of witness interviews/statements; 
  

F. e-mails, texts, and social media posts that directly relate to or constitute evidence pertaining to an alleged 
violation of this policy (i.e., not after-the-fact commentary about or media coverage of the incident); 
  

G. notes and summaries prepared contemporaneously by the investigator in whatever form made (e.g., 
handwritten, keyed into a computer or tablet, etc.), but not including transitory notes whose content is 
otherwise memorialized in other documents; 
  

H. written disciplinary sanctions issued to students or employees and other documentation that memorializes oral 
disciplinary sanctions issued to students or employees for violations of this policy; 
  

I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory evidence) 
and other documentation that memorializes oral notifications to the parties concerning the outcome of the 
investigation, including any consequences imposed as a result of a violation of this policy; 
  

J. documentation of any supportive measures offered and/or provided to the Complainant or the Respondent, 
including no contact orders issued to both parties, the dates the no contact orders were issued, and the dates 
the parties acknowledged receipt of the no contact orders; 
  

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or harassment, 
prevent its recurrence, eliminate any hostile environment, and remedy its discriminatory effects; 
  

L. copies of the Board policy and procedures/guidelines used by the Corporation to conduct the investigation and 
any documents used by the Corporation at the time of the alleged violation to communicate the Board's 
expectations to students and staff with respect to the subject of this policy (e.g., Student Code of Conduct 
and/or Employee Handbooks); 
  

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged discrimination, 
harassment, or retaliation; 
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N. documentation of any training provided to Corporation personnel related to this policy, including but not 
limited to notification of the prohibitions and expectations of staff set forth in this policy and the role and 
responsibility of all Corporation personnel involved in enforcing this policy, including their duty to report 
alleged violations of this policy and/or conduct an investigation of an alleged violation of this policy; 
  

O. documentation that any rights or opportunities that the Corporation made available to one party during the 
investigation were made available to the other party on equal terms; 
  

P. copies of any notices sent to the Respondent of the allegations constituting a potential violation of this policy; 
  

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview or meeting; 
  

R. copies of any documentation or evidence used during informal and formal disciplinary meetings and hearings, 
including the investigation report, and any written responses submitted by the Complainant or the Respondent. 

  
The information, documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records 
and records exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State (e.g., I.C. 5-14-3-4) law, such as 
student records and confidential medical records. 
  
The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an investigation 
shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for not less than three (3) 
years and longer if required by the Corporation’s records retention schedule. 
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Appendix E 

POLICY 2260.01 SECTION 504/ADA PROHIBITION AGAINST 
DISCRIMINATION BASED ON DISABILITY 

 
Pursuant to Section 504 of the Rehabilitation Act of 1973 ("Section 504"), the Americans with Disabilities Act 
of 1990, as amended ("ADA"), and the implementing regulations (collectively "Section 504/ADA"), no 
otherwise qualified individual with a disability shall be excluded from participation in, denied the benefits of, 
or subjected to discrimination under any program or activity receiving Federal financial assistance solely by 
reason of disability. The School Board does not discriminate in admission or access to, participation in, 
treatment in, or employment in its programs or activities. As such, the Board's policies and practices will not 
discriminate against employees and students with disabilities, and the Board will make its facilities, programs, 
and activities accessible to qualified individuals with disabilities. Discrimination will not be permitted against 
any individual with a disability on the sole basis of that disability in any of the programs, activities, policies, 
and/or practices of the Board. 
  
Notice of the Board's policy on nondiscrimination in employment practices and the identity of the School 
Corporation's Compliance Officer(s) (see below) will be published on the Corporation's website, posted 
throughout the Corporation, and included in the Corporation's recruitment statements or general information 
publications. 
  
Free Appropriate Public Education 
  
The Board is committed to identifying, evaluating, and providing a free appropriate public education 
("FAPE") to students with disabilities within its jurisdiction who are determined eligible for special education 
and related services under the Individuals with Disabilities Education Act ("IDEA") or Section 504, regardless 
of the nature or severity of their disabilities. 
  
If a student has a physical or mental impairment that significantly limits one or more major life activities (see 
Definitions below), the Board shall provide the student a FAPE. An appropriate education may include 
regular or special education and related aids and services to accommodate the unique needs of students with 
disabilities. For students with disabilities who are not eligible for specially designed instruction under the 
IDEA, the related aids and services (including accommodations/modifications/interventions) they need in 
order to have their needs met as adequately as the needs of students without disabilities are met shall be 
delineated, along with their placement, in a Section 504 Plan (Form 2260.01A F13). 
Parents/guardians/custodians ("parents") are invited and encouraged to participate fully in the evaluation 
process and development of a Section 504 Plan. The quality of education services provided to students with 
disabilities shall be equal to the quality of services provided to students without disabilities. 
  
The Board is committed to educating (or providing for the education of) each qualified student with a 
disability within its jurisdiction with students without disabilities to the maximum extent appropriate. 
Generally, the Corporation will place a student with a disability in the general education environment unless it 
is demonstrated that the education of the student in the general education environment, even with the use of 
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supplementary aids and services, cannot be achieved satisfactorily. If the Corporation places a student in a 
setting other than the general education environment, it shall take into account the proximity of the alternate 
setting to the student's home. If the Board operates a separate class or facility that is identified as being 
provided for students with disabilities, the facility, program, and activities and services must be comparable to 
the facilities, programs, and activities and services offered to students without disabilities. 
  
The Corporation will provide non-academic extracurricular services and activities in such a manner as is 
necessary to afford qualified students with disabilities an equal opportunity for participation in such services 
and activities. Nonacademic and extracurricular services and activities may include counseling services, 
athletics, transportation, health services, recreational activities, special interests groups or clubs sponsored by 
the Corporation, referrals to agencies that provide assistance to individuals with disabilities, and employment 
of students. In providing or arranging for the provision of meals and recess periods and nonacademic and 
extracurricular services and activities, including those listed above, the Corporation will verify that students 
with disabilities participate with students without disabilities in such services and activities to the maximum 
extent appropriate. 
  
In accordance with Section 504, parents and students shall be notified of their right to file an internal 
complaint regarding an alleged violation, misinterpretation, or misapplication of Section 504. In addition, 
students and their parents shall be notified of their right to file a complaint with the U.S. Department of 
Education's Office for Civil Rights ("OCR"). Finally, students and parents shall be advised of their right to 
request a due process hearing before an Impartial Hearing Officer ("IHO") regarding the identification, 
evaluation, or educational placement of persons with disabilities, and their right to examine relevant education 
records. (See also AG 2260.01B - Section 504/ADA - Complaint and Due Process Procedures) 
  
Definitions 
  
Words used in this policy shall have those meanings defined herein; words not defined herein shall be 
construed according to their plain and ordinary meanings. 
  
Complainant is the individual who alleges or is alleged to have been subjected to unlawful 
discrimination/retaliation, regardless of whether the person files a formal complaint or is pursuing an informal 
resolution to the alleged discrimination/retaliation. 
  
Respondent is the individual who is alleged to have engaged in unlawful discrimination/retaliation, regardless 
of whether the Complainant files a formal complaint or is seeking an informal resolution to the alleged 
discrimination/retaliation. 
  
Corporation community means students, Corporation employees (i.e., administrators and professional and 
support staff), and Board members, agents, volunteers, contractors, or other persons subject to the control 
and supervision of the Board. 
  
Third Parties include but are not limited to guests and/or visitors on Corporation property (e.g., visiting 
speakers, participants on opposing athletic teams, parents), vendors doing business with or seeking to do 
business with the Board, and other individuals who come in contact with members of the Corporation 
community at school-related events/activities (whether on or off Corporation property). 
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Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business 
day(s) (i.e., a day(s) that the Corporation office is open for normal operating hours, Monday – Friday, 
excluding State-recognized holidays). 
  
Individual with a disability means a person who has, has a record of, or is regarded as having a physical or 
mental impairment that substantially limits one or more major life activities. 
  
Major Life Activities 
  
Major life activities are functions such as caring for one's self, performing manual tasks, walking, seeing, 
hearing, eating, sleeping, standing, lifting, bending, speaking, breathing, learning, reading, concentrating, 
thinking, communicating, sitting, reaching, interacting with others, and working. 
  
Major life activities also include the operation of a major bodily function, including but not limited to 
functions of the immune system, special sense organs and skin, normal cell growth, and digestive, 
genitourinary, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, hemic, lymphatic, 
musculoskeletal and reproductive functions. The operation of a major bodily function includes the operation 
of an individual organ within a body system. 
  
Impairment That Substantially Limits a Major Life Activity 
  
The determination of whether an impairment substantially limits a major life activity must be made without 
regard to the ameliorative effects of mitigating measures such as medication, medical supplies, equipment or 
appliances, low-vision devices (not including ordinary eyeglasses or contact lenses), prosthetics (including 
limbs and devices), hearing aids and cochlear implants or other implantable hearing devices, mobility devices, 
oxygen therapy equipment or supplies, assistive technology, reasonable accommodations or auxiliary aids or 
services, or learned behavioral or adaptive neurological modifications. 
  
An impairment that is episodic in nature or in remission is considered a disability if it would substantially limit 
a major life activity when active. 
  
Qualified Individual with a Disability 
  
With respect to public preschool, elementary and secondary educational services, a qualified individual with a 
disability means a student with a disability: 
  

A. who is of an age during which persons without disabilities are provided educational services; 
  

B. who is of any age during which it is mandatory under Indiana law to provide educational services to 
persons with disabilities; or 
  

C. to whom the State is required to provide a free appropriate public education pursuant to the IDEA. 
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With respect to vocational education services, a qualified individual with a disability means a student with a 
disability who meets the academic and technical standards requisite to admission or participation in the 
vocational program or activity. The Board will not deny a student with a disability access to its vocational 
education programs or courses due to architectural and/or equipment barriers or because the student needs 
related aids or services to receive an appropriate education. 
  
With respect to employment, a qualified individual with a disability means the individual satisfies the requisite 
skill, experience, education and other job-related requirements of the employment position the individual 
holds or desires and can perform the essential functions of the job in question, with or without reasonable 
accommodation. 
  
Reasonable Accommodation 
  
With respect to employment, the Board will provide a reasonable accommodation to a qualified individual 
who has an actual disability or who has a record of a disability, unless the accommodation would impose an 
undue hardship on the operation of the Board’s program and/or activities. A reasonable accommodation is 
not required for an individual who is merely regarded as having a disability. 
  
Facilities 
  
No qualified person with a disability will be denied the benefits of, excluded from participation in, or 
otherwise subjected to discrimination under any program or activity to which Section 504/ADA applies 
because the Corporation's facilities are inaccessible to or unusable by persons with disabilities. 
  
For facilities constructed or altered after June 3, 1977, the Corporation will comply with applicable 
accessibility standards. For those existing facilities constructed prior to June 3, 1977, the Corporation is 
committed to operating its programs and activities so that they are readily accessible to persons with 
disabilities. 
  
Compliance Officer 
  
The Board designates the following individual to serve as the Corporation's Compliance Officers (Also known 
as Section 504 Compliance Officers/ADA Coordinators) (hereinafter referred to as the "COs"). 
  
Logansport Compliance Officer 
2829 George Street 
Logansport, IN 46947 
574-722-2911 
adairj@lcsc.k12.in.us 
  
JD Dubes 
1 Berry Lane 
Logansport, In 46947 
574-753-0441 
dubesj@.csc.k12.in.us 
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The names, titles, and contact information of these individuals will be published annually on the Corporation's 
website and in the staff handbooks. 
  
The COs are responsible for coordinating the Corporation’s efforts to comply with applicable Federal and 
State laws and regulations, including the Corporation's duty to address in a prompt and equitable manner any 
inquiries or complaints regarding discrimination/retaliation or denial of equal access. The COs also shall verify 
that proper notice of nondiscrimination for Title II of the Americans with Disabilities Act (as amended), Title 
VI and Title VII of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973 (as amended), 
and the Age Discrimination in Employment Act of 1975 is provided to staff members and the general public. 
A copy of each of the Acts and regulations on which this notice is based will be made available upon request 
from the CO. 
  
The Board will provide for the prompt and equitable resolution of complaints alleging violations of Section 
504/ADA. See below. The Board further will establish and implement a system of procedural safeguards in 
accordance with Section 504, including the right to an impartial due process hearing, for parents of students 
with disabilities. 
  
Reports and Complaints of Unlawful Discrimination and Retaliation 
  
Students and Corporation employees are required, and all other members of the Corporation community and 
Third Parties are encouraged, to promptly report incidents of unlawful discrimination and/or retaliation to an 
administrator, supervisor, or other Corporation official so that the Board may address the conduct. Any 
teacher, administrator, supervisor, or other Corporation employee or official who receives such a complaint 
shall file it with the CO within two (2) business days. 
  
Members of the Corporation community, which includes students or Third Parties, who believe they have 
been unlawfully discriminated/retaliated against are entitled to utilize the complaint process set forth below. 
Initiating a complaint, whether formally or informally, will not adversely affect the Complainant's employment 
or participation in educational or extra-curricular programs. While there are no time limits for initiating 
complaints under this policy, individuals should make every effort to file a complaint as soon as possible after 
the conduct occurs while the facts are known and potential witnesses are available. 
  
A student and/or parent may initiate the internal complaint procedure when they believe that a violation, 
misapplication or misinterpretation of Section 504 has occurred. Additionally, the following procedure may be 
used for any disagreement with respect to actions regarding the identification, evaluation, or educational 
program or placement of students who are identified as having a disability or believed to have a disability 
pursuant to Section 504 and are not eligible under the IDEA, except in the case of disciplinary actions where 
the provisions of the Student Code of Conduct apply. Use of the internal complaint procedure is not a 
prerequisite to the pursuit of other remedies, including the filing of a complaint with the OCR or requesting 
an impartial due process hearing. 
  
If during an investigation of alleged bullying, aggressive behavior and/or harassment in accordance with 
Policy 5517.01 - Bullying, the Principal believes that the reported misconduct may constitute unlawful 
discrimination based on a Protected Class, the Principal shall report the act to one of the COs, who shall 
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investigate the allegation in accordance with this policy. While the CO investigates the allegation, the Principal 
shall suspend the Policy 5517.01 investigation to await the CO's written report. The CO shall keep the 
Principal informed of the status of the Policy 2260 investigation and provide the Principal with a copy of the 
resulting written report. 
  
The COs will be available during regular school/work hours to discuss concerns related to unlawful 
discrimination/retaliation. COs shall accept reports of unlawful discrimination/retaliation directly from any 
member of the Corporation community or a Third Party and reports that initially are made to another 
Corporation employee. Upon receipt of a report of alleged discrimination/retaliation, the CO will contact the 
Complainant and begin either an informal or formal complaint process (depending on the Complainant's 
request and the nature of the alleged discrimination/retaliation) or designate a specific individual to conduct 
such a process. 
  
The CO will provide a copy of this policy to the Complainant and the Respondent. In the case of a formal 
complaint, the CO will prepare recommendations for the Superintendent or oversee the preparation of such 
recommendations by a designee. All members of the Corporation community must report incidents of 
discrimination/retaliation that are reported to them to the CO within two (2) business days of learning of the 
incident/conduct. 
  
Any Corporation employee who directly observes unlawful discrimination/retaliation of a student is obligated, 
in accordance with this policy, to report such observations to one of the COs within two (2) business days. 
Additionally, any Corporation employee who observes an act of unlawful discrimination/retaliation is 
expected to intervene to stop the misconduct unless circumstances make such an intervention dangerous, in 
which case the staff member should immediately notify other Corporation employees and/or local law 
enforcement officials, as necessary, to stop the misconduct. Thereafter, the CO/designee must contact the 
Complainant if age eighteen (18) or older or the Complainant's parents/guardians if the student is under the 
age eighteen (18) within two (2) school days to advise of the Board's intent to investigate the alleged 
wrongdoing. 
  
Investigation and Complaint Procedures (See Form 2260.01B F2) 
  
Any person who alleges to have been subjected to unlawful discrimination or retaliation on the basis of 
disability may seek resolution of the complaint through the procedures described below. The formal complaint 
procedures involve an investigation of the individual’s claims of discrimination/retaliation and a process for 
rendering a decision regarding whether the charges are substantiated. 
 
Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible 
for initiating the complaint process; however, individuals are encouraged to file a complaint within thirty (30) 
calendar days after the conduct occurs. Once the formal complaint process is begun, the investigation will be 
completed in a timely manner (ordinarily within fifteen (15) business days of the complaint being received). 
  
The procedures set forth below are not intended to interfere with the rights of any individual to pursue a 
complaint of unlawful discrimination or retaliation with the United States Department of Education Office for 
Civil Rights ("OCR"), the Indiana Civil Rights Commission ("ICRC") or the Equal Employment Opportunity 
Commission ("EEOC"). 
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Informal Complaint Procedure 
  
The goal of the informal complaint procedure is to stop inappropriate behavior promptly and facilitate 
resolution through an informal means, if possible. The informal complaint procedure is provided as a less 
formal option for an individual who alleges unlawful discrimination or retaliation. This informal procedure is 
not required as a precursor to the filing of a formal complaint. The informal process is available only when the 
Complainant and the Respondent mutually agree to participate in it. 
  
The Complainant may proceed immediately to the formal complaint process, and individuals who participate 
in the informal procedure may request that the informal process be terminated at any time to move to the 
formal complaint process. 
  
All complaints involving a Corporation employee or any other adult member of the Corporation community 
and a student will be investigated formally. 
  
As an initial course of action, if a Complainant feels comfortable and safe doing so, the Complainant should 
tell or otherwise inform the Respondent that the allegedly discriminatory/retaliatory conduct is inappropriate 
and must stop. The Complainant should address the alleged misconduct as soon after it occurs as possible. 
The COs are available to support and counsel the Complainant when taking this initial step or to intervene on 
behalf of the individual if requested to do so. A Complainant who is uncomfortable or unwilling to approach 
the Respondent directly about the inappropriate conduct may file an informal or a formal complaint. 
  
In addition, with regard to certain types of unlawful discrimination (e.g., sex discrimination), the CO may 
advise against the use of the informal complaint process. 
  
A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint either orally 
or in writing to: 1) to a building administrator; 2) one of the COs; or 3) the Superintendent or other 
Corporation-level employee. 
  
All informal complaints must be reported to one of the COs, who either will facilitate an informal resolution 
as described below or appoint another individual to facilitate an informal resolution. 
  
The Corporation’s informal complaint procedure is designed to provide the Complainant with a range of 
options aimed at bringing about a prompt resolution of the Complainant’s concerns. Depending upon the 
nature of the complaint and the wishes of the Complainant, informal resolution may involve but is not limited 
to one or more of the following: 
  

A. Advising the Complainant about how to communicate concerns to the Respondent. 
  

B. Distributing a copy of Policy 2260.01 - Section 504/ADA Prohibition Against Discrimination Based on 
Disability to the individuals in the school building or office where the Respondent works/attends 
school. 
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C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the 
Complainant and the Respondent to work out a mutual resolution. 

  
While there are no set time limits within which an informal complaint must be resolved, the CO or designee is 
directed to attempt to resolve all informal complaints within fifteen (15) business days of receiving the 
informal complaint. 
  
If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a 
formal complaint. And, as stated above, either party may request that the informal process be terminated at 
any time to move to the formal complaint process. 
  
Formal Complaint Procedure 
  
If a complaint is not resolved through the informal complaint process, one of the parties requested that the 
informal complaint process be terminated to move to the formal complaint process, the Complainant elects to 
file a formal complaint from the outset, or the CO determines the allegations are not appropriate for 
resolution through the informal process, the formal complaint process shall be implemented. 
  
A Complainant may file a formal complaint either orally or in writing with a Principal, the CO, the 
Superintendent, or other Corporation-level official. 
  
Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are flexible 
for initiating the complaint process; however, individuals should make every effort to file a formal complaint 
within thirty (30) calendar days after the conduct occurs while the facts are known and potential witnesses are 
available. If a Complainant informs a Principal, the Superintendent, or other Corporation-level official either 
orally or in writing about any complaint of discrimination/retaliation, that employee must report such 
information to the CO within two (2) business days. 
  
Throughout the course of the process, the CO should keep the parties reasonably informed of the status of 
the investigation and the decision-making process. 
  
All formal complaints must include the following information to the extent known: the identity of the 
Respondent; a detailed description of the facts upon which the complaint is based (i.e., when, where, and what 
occurred); a list of potential witnesses; and the resolution sought by the Complainant. 
  
If the Complainant is unwilling or unable to provide a written statement including the information set forth 
above, the CO shall ask for such details in an oral interview. Thereafter, the CO will prepare a written 
summary of the oral interview, and the Complainant will be asked to verify the accuracy of the reported 
charge by signing the document. 
  
Upon receiving a formal complaint, the CO will consider whether any action should be taken in the 
investigatory phase to protect the Complainant from further discrimination or retaliation, including but not 
limited to a change of work assignment or schedule for the Complainant and/or the Respondent. In making 
such a determination, the CO should consult the Complainant to assess whether the individual agrees with the 
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proposed action. If the Complainant is unwilling to consent to the proposed change, the CO still may take 
whatever actions are deemed appropriate in consultation with the Superintendent. 
  
Within two (2) business days of receiving the formal complaint, the CO or designee will initiate a formal 
investigation to determine whether the Complainant has been subjected to unlawful discrimination/retaliation. 
  
Simultaneously, the CO will inform the Respondent that a formal complaint has been received. The 
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant 
policies and/or administrative guidelines, including Policy 2260.01 - Section 504/ADA Prohibition Against 
Discrimination Based on Disability. The Respondent also must be informed of the opportunity to submit a 
written response to the formal complaint within five (5) business days. 
  
Although certain cases may require additional time, the CO or a designee will attempt to complete an 
investigation into the allegations of discrimination/retaliation within fifteen (15) business days of receiving the 
formal complaint. 
  
The investigation will include: 
  

A. interview(s) with the Complainant; 
  

B. interview(s) with the Respondent; 
  

C. interviews with any other witnesses who reasonably may be expected to have any information relevant 
to the allegations; and 
  

D. consideration of any documentation or other information presented by the Complainant, Respondent, 
or any other witness that is reasonably believed to be relevant to the allegations. 

 
At the conclusion of the investigation, the CO or the designee shall prepare and deliver a written report to the 
Superintendent that summarizes the evidence gathered during the investigation and provides 
recommendations based on the evidence and the definition of unlawful discrimination/retaliation as provided 
in Board policy and State and Federal law as to whether the Respondent has engaged in unlawful 
harassment/retaliation of the Complainant. The CO's recommendations must be based upon the totality of 
the circumstances. In determining if discrimination or retaliation occurred, a preponderance of evidence 
standard will be used. 
  
Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or the 
designee, the Superintendent either must issue a written decision regarding whether the charges have been 
substantiated or request further investigation. A copy of the Superintendent's final written decision will be 
delivered to both the Complainant and the Respondent. 
  
If the Superintendent requests additional investigation, the Superintendent must specify the additional 
information that is to be gathered, and such additional investigation must be completed within five (5) 
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business days. At the conclusion of the additional investigation, the Superintendent must issue a final written 
decision as described above. 
  
If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation against the 
Complainant, the Superintendent must identify what corrective action will be taken to stop, remedy, and 
prevent the recurrence of the discrimination/retaliation. The corrective action should be reasonable, timely, 
age-appropriate, effective, and tailored to the specific situation. 
  
A Complainant or Respondent who is dissatisfied with the final decision of the Superintendent may appeal 
through a signed written statement to the Board within five (5) business days of the party's receipt of the 
Superintendent's decision. The written statement of appeal must be submitted to the Board President. 
  
In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their 
representatives within twenty (20) business days of the receipt of such an appeal. A copy of the Board's 
disposition of the appeal shall be sent to each concerned party within ten (10) business days of this meeting. 
The decision of the Board will be final. 
  
The Board reserves the right to investigate and resolve a complaint or report of unlawful 
discrimination/retaliation regardless of whether the Complainant pursues the complaint. The Board also 
reserves the right to have the formal complaint investigation conducted by an external person in accordance 
with this policy or in such other manner as deemed appropriate by the Board or its designee. 
  
The parties may be represented, at their own cost, at any of the above-described interviews/meetings. 
  
The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the 
person’s pursuit of other remedies such as the filing of a complaint with the OCR or ICRC, the filing of 
charges with local law enforcement, or the filing of a civil action in court. Use of this internal complaint 
process is not a prerequisite to the pursuit of other remedies. 
  
Privacy/Confidentiality 
  
The Corporation will employ all reasonable efforts to protect the rights of the Complainant, the 
Respondent(s), and the witnesses as much as possible, consistent with the Corporation’s legal obligations to 
investigate, take appropriate action, and comply with any discovery or disclosure obligations. 
  
All records generated under the terms of this policy shall be maintained as confidential to the extent permitted 
by law. Confidentiality, however, cannot be guaranteed. Additionally, the Respondent must be provided the 
Complainant's identity. 
  
During the course of a formal investigation, the CO or designee will instruct each person who is interviewed 
about the importance of maintaining confidentiality. Any individual who is interviewed as part of an 
investigation is expected not to disclose to third parties any information that is learned or provided during the 
course of the investigation. 
  
Remedial Action and Monitoring 
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If warranted, appropriate remedial action shall be determined and implemented on behalf of the Complainant, 
including but not limited to counseling services, reinstatement of leave taken due to the discrimination, the 
opportunity to complete assignments missed due to absences related to the discrimination, or other 
appropriate action. 
  
The Board may appoint an individual, who may be a Corporation employee, to follow up with the 
Complainant to ensure no further discrimination or retaliation has occurred and to take action to address any 
reported occurrences promptly. 
  
Sanctions and Disciplinary Action 
  
The Board shall vigorously enforce its prohibitions against unlawful discrimination by taking appropriate 
action reasonably calculated to stop and prevent further misconduct. 
  
While observing the principles of due process, a violation of this policy may result in disciplinary action up to 
and including the discharge of an employee or the suspension/expulsion of a student. All disciplinary action 
will be taken in accordance with applicable State law and the terms of any relevant collective bargaining 
agreement or student code of conduct. 
  
When imposing discipline, the Superintendent shall consider the totality of the circumstances involved in the 
matter, including the age and maturity level of any student involved. In those cases where unlawful 
discrimination/retaliation is not substantiated, the Board may consider whether the alleged conduct 
nevertheless warrants discipline in accordance with other Board policies, consistent with the terms of any 
relevant collective bargaining agreement or student code of conduct. 
  
Where the Board becomes aware that a prior disciplinary action has been taken against the Respondent, all 
subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end such 
conduct, prevent its recurrence, and remedy its effect. 
  
Impartial Due Process Hearing 
  
A student and/or parent may request an impartial due process hearing regarding the identification, evaluation, 
or placement of a student with a disability. The student and/or parent may but are not required to first 
exhaust the above complaint procedure before requesting an impartial due process hearing. The parent of a 
student with a disability and a student over 18 years old (if not under guardianship) or an emancipated student 
has the right to: (1) examine records or documents that the school relied on in making its decision about the 
student; (2) request an impartial due process hearing that provides the parent and/or student with an 
opportunity to participate and permits representation by an attorney; and (3) have an opportunity for review 
of the decision made at the hearing. 
  
A request for an impartial due process hearing should be made as soon as possible following a dispute in order 
to ensure that witnesses are available but no more than two years following the date of the matter in dispute. 
A request for an impartial due process hearing must be put in writing, identify the specific circumstances or 
areas of dispute that have given rise to the request for a hearing, and offer possible solutions to the dispute. 
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The request for due process hearing must be filed with a Corporation CO within the time limits specified 
above. The CO is available to assist individuals in filing a request for an impartial due process hearing. 
  
When a request for an impartial due process hearing is received, the aggrieved party will have the opportunity 
to receive a hearing conducted by an IHO (i.e., by a person not employed by the Corporation, not involved in 
the education or care of the child, and not having a personal or professional interest that would conflict with 
the IHO's objectivity in the hearing). The Corporation will maintain a list of trained IHOs that may include 
IDEA/Article 7 hearing officers, attorneys, and Directors of Special Education outside the Corporation. The 
Corporation CO will appoint an IHO from that list, and the Corporation will bear the costs of the hearing. 
The appointment of an IHO will be made within fifteen (15) school days after the request for an impartial due 
process hearing is received. 
  
A party to an impartial due process hearing has the right to: 
  

A. be accompanied and advised by legal counsel and individuals with special knowledge or training with 
respect to the problems of students with disabilities at the party’s own cost; 
  

B. present evidence and confront, cross-examine and compel the attendance of witnesses; 
  

C. a written or electronic verbatim record of the hearing; and 
  

D. written findings of fact and conclusions of law setting forth the reasons for the decision. 

 
The IHO shall conduct the impartial due process hearing within a reasonable period of time (i.e., not to 
exceed ninety (90) calendar days from the request for a hearing, unless this time-frame is mutually waived by 
the parties or is determined by the IHO to be impossible to comply with due to extenuating circumstances). 
The IHO will give the parent and/or student written notice of the date, time and place of the hearing. Notice 
will be given no less than twenty-one (21) calendar days prior to the date of the hearing, unless otherwise 
agreed to by the parent and/or student. The notice shall include: 
  

A. a statement of the time, place and nature of the hearing; 
  

B. a statement of the legal authority and jurisdiction under which the hearing is being held; 
  

C. a reference to the particular section(s) of the statutes and rules involved; 
  

D. a statement of the availability of relevant records for examination; 
  

E. a short and plain statement of the matters asserted; and 
  

F. a statement of the right to be represented by counsel. 
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The IHO shall conduct the hearing in a manner that will afford all parties a full and fair opportunity to present 
evidence and otherwise to be heard. The parent and/or student may be represented by another person of the 
parent or student's choice, including an attorney. The IHO shall make a full and complete record of the 
proceedings. 
  
The IHO shall render a decision in writing to the parties within thirty (30) calendar days following the 
conclusion of the hearing. The decision will be based solely on the testimony and demonstrative evidence 
presented at the hearing and include a summary of the evidence (i.e., findings of fact) and the reason for the 
decision (conclusions of law). The IHO's decision shall include a statement that either party may appeal the 
decision. 
  
Appeal of the IHO’s decision may be made to a Federal court of competent jurisdiction. 
  
OCR Complaint 
  
At any time, if a student or parent believes that the student has been subjected to discrimination based upon 
disability in violation of Section 504 or the ADA, the student or parent may file a complaint with the OCR. 
The OCR can be reached at: 
 
U.S. Department of Education 
Office for Civil Rights 
Chicago Office 
John C. Kluczynski Federal Building 
230 S. Dearborn Street, 37th Floor 
Chicago, IL 60604 
Telephone: 312-730-1560 
FAX: 312-730-1576 
TDD: 800-877-8339 
E-mail: OCR.Chicago@ed.gov 
Web: http://www.ed.gov/ocr 
  
Except in extraordinary circumstances, the OCR does not review the result of individual placement and other 
educational decisions, so long as the Corporation complies with the "process" requirements of Subpart D of 
Section 504. 
  
Retaliation 
  
Retaliation against a person who makes a report or files a complaint alleging unlawful 
discrimination/retaliation or participates as a witness in an investigation is prohibited. Neither the Board nor 
any other person may intimidate, threaten, coerce or interfere with any individual because the person opposed 
any act or practice made unlawful by any Federal or State civil rights law, made a report/formal complaint, 
testified, assisted or participated, or refused to participate in any manner in an investigation, proceeding, or 
hearing under those laws or this policy, or exercised, enjoyed, aided or encouraged any other person in the 
exercise or enjoyment of any right granted or protected by those laws or this policy. 
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Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in 
an investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary 
sanctions/consequences and/or other appropriate remedies. 
  
Formal complaints alleging retaliation may be filed according to the internal complaint process set forth 
above. 
  
The exercise of rights protected under the First Amendment of the United States Constitution does not 
constitute retaliation prohibited under this policy. 
  
Education and Training 
  
In support of this policy, the Board promotes preventative educational measures to create greater awareness 
of unlawful discriminatory practices. The Superintendent shall provide appropriate information to all members 
of the Corporation community related to the implementation of this policy and shall provide training for 
Corporation students and staff where appropriate. All training and information provided regarding the Board's 
policy and discrimination in general will be age and content appropriate. 
  
Retention of Investigatory Records and Materials 
  
The CO is responsible for overseeing retention of all records that must be maintained pursuant to this policy. 
All individuals charged with conducting investigations under this policy shall retain all documents, 
electronically stored information ("ESI"), and electronic media (as defined in Policy 8315) created and/or 
received as part of an investigation, which may include but are not limited to: 
  

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged 
violation of this policy; 
  

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses 
pertaining to an alleged violation of this policy; 
  

C. any documentation that memorializes the actions taken by Corporation personnel or individuals 
contracted or appointed by the Board to fulfill its responsibilities related to the investigation and the 
Corporation's response to the alleged violation of this policy; 
  

D. written witness statements; 
  

E. narratives, notes from, and audio, video, or digital recordings of witness interviews/statements; 
  

F. e-mails, texts, and social media posts that directly relate to or constitute evidence pertaining to an 
alleged violation of this policy (i.e., not after-the-fact commentary about or media coverage of the 
incident); 
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G. notes and summaries prepared contemporaneously by the investigator in whatever form made (e.g., 
handwritten, keyed into a computer or tablet, etc.), but not including transitory notes whose content is 
otherwise memorialized in other documents; 
  

H. written disciplinary sanctions issued to students or employees and other documentation that 
memorializes oral disciplinary sanctions issued to students or employees for violations of this policy; 
  

I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory 
evidence) and other documentation that memorializes oral notifications to the parties concerning the 
outcome of the investigation, including any consequences imposed as a result of a violation of this 
policy; 
  

J. documentation of any supportive measures offered and/or provided to the Complainant or the 
Respondent, including no contact orders issued to both parties, the dates the no contact orders were 
issued, and the dates the parties acknowledged receipt of the no contact orders; 
  

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or 
harassment, prevent its recurrence, eliminate any hostile environment, and remedy its discriminatory 
effects; 
  

L. copies of the Board policy and procedures/guidelines used by the Corporation to conduct the 
investigation and any documents used by the Corporation at the time of the alleged violation to 
communicate the Board's expectations to students and staff with respect to the subject of this policy 
(e.g., Student Codes of Conduct and/or Employee Handbooks); 
  

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged 
discrimination or harassment; 
  

N. documentation of any training provided to Corporation personnel related to this policy, including but 
not limited to notification of the prohibitions and expectations of staff set forth in this policy and the 
role and responsibility of all Corporation personnel involved in enforcing this policy, including their 
duty to report alleged violations of this policy and/or conduct an investigation of an alleged violation 
of this policy; 
  

O. documentation that any rights or opportunities that the Corporation made available to one party during 
the investigation were made available to the other party on equal terms; 
  

P. copies of any notices sent to the Respondent of the allegations constituting a potential violation of this 
policy; 
  

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview or 
meeting; 
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R. copies of any documentation or evidence used during informal and formal disciplinary meetings and 
hearings, including the investigation report and any written responses submitted by the Complainant or 
the Respondent. 

 
Additionally, the CO shall retain copies of any written request for an impartial due process hearing, the IHO’s 
notices to the parties, the evidence entered in the hearing, any transcript of the hearing, and the IHO’s 
decision. 
  
The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and 
records exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State (e.g., I.C. 5-14-3-4) law, such 
as student records and confidential medical records. 
  
The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an 
investigation shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for 
not less than three (3) years and longer if required by the Corporation’s records retention schedule. 
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Appendix F 

POLICY 4122 NON-DISCRIMINATION AND EQUAL EMPLOYMENT 
OPPORTUNITY 

 
The School Board does not discriminate on the basis of race, color, national origin, sex (including gender 
status, sexual orientation and gender identity), disability, age, religion, military status, ancestry, genetic 
information, or any other legally protected category (collectively, "Protected Classes") in its programs, and 
activities, including employment opportunities. 
  
Notice of the Board's policy on nondiscrimination and the identity of the School Corporation's Compliance 
Officer(s) (see below) will be published on the Corporation's website, posted throughout the Corporation, and 
included in the Corporation's recruitment statements or general information publications. 
  
Definitions 
 
Words used in this policy shall have those meanings defined herein; words not defined herein shall be 
construed according to their plain and ordinary meanings. 
  
Complainant is the individual who alleges or is alleged to have been subjected to unlawful 
discrimination/retaliation, regardless of whether the person files a formal complaint or is pursuing an informal 
resolution to the alleged discrimination/retaliation. 
  
Respondent is the individual who is alleged to have engaged in unlawful discrimination/retaliation, regardless 
of whether the Complainant files a formal complaint or is seeking an informal resolution to the alleged 
discrimination/retaliation. 
  
Corporation community means students, Corporation employees (i.e., administrators, and professional and 
support staff), and Board members, agents, volunteers, contractors, or other persons subject to the control 
and supervision of the Board. 
  
Third Parties include but are not limited to guests and/or visitors on Corporation property (e.g., visiting 
speakers, participants on opposing athletic teams, parents), vendors doing business with or seeking to do 
business with the Board, and other individuals who come in contact with members of the Corporation 
community at school-related events/activities (whether on or off Corporation property). 
  
Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business 
day(s) (i.e., a day(s) that the Corporation office is open for normal operating hours, Monday – Friday, 
excluding State-recognized holidays). 
  
Military status: refers to a person's status in the uniformed services, which includes the performance of duty 
on a voluntary or involuntary basis, in a uniformed service, including active duty, active duty for training, 
initial active duty for training, inactive duty for training, full-time National Guard duty, and performance of 
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duty or training by a member of Indiana organized militia. It also includes the period of time for which a 
person is absent from employment for the purpose of an examination to determine the fitness of the person 
to perform any duty listed above. 
  
Corporation Compliance Officer(s) 
  
The Board designates the following individuals to serve as the Corporation's "Compliance Officers" (also 
known as "Civil Rights Coordinators") (hereinafter referred to as the "COs"). 
  
Human Resource Specialist 
2829 George Street 
Logansport, IN 46947 
574-722-2911 
adairj@lcsc.k12.in.us 
  
JD Dubes 
1 Berry Lane 
Logansport, IN 46947 
574-753-0441 
dubesj@lcsc.k12.in.us 
  
The names, titles, and contact information of these individuals will be published annually on the Corporation's 
website and in the staff handbooks. 
  
The COs are responsible for coordinating the Corporation’s efforts to comply with applicable Federal and 
State laws and regulations, including the Corporation’s duty to address in a prompt and equitable manner any 
inquiries or complaints regarding discrimination/retaliation or denial of equal access. The COs also shall verify 
that proper notice of nondiscrimination for Title II of the Americans with Disabilities Act (as amended), Title 
VI and Title VII of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973 (as amended), 
and the Age Discrimination in Employment Act of 1975 is provided to staff members and the general public. 
A copy of each of the Acts and regulations on which this notice is based will be made available upon request 
from the CO. 
  
Reports and Complaints of Unlawful Discrimination and Retaliation 
  
Employees are required to report incidents of unlawful discrimination and/or retaliation to an administrator, 
supervisor, or other Corporation-level official so that the Board may address the conduct. Any administrator, 
supervisor, or other Corporation-level official who receives such a report shall provide it to the CO within 
two (2) days. 
  
Discrimination against an individual based on their sex (including gender status, sexual orientation, and gender 
identity) is discrimination in violation of Title VII. Specifically, discrimination on the basis of sex 
stereotyping/gender-nonconformity constitutes sex discrimination. This is true irrespective of the cause of the 
person's gender non-conforming behavior. Employment actions based upon an individual's sex could be 
suspect and potentially impermissible. 
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COs are required to investigate allegations of conduct involving the discrimination or harassment of an 
employee or applicant based upon his/her gender status, sexual orientation, and gender identity. 
  
Any questions concerning whether alleged conduct might violate this prohibition should be brought to the 
CO's attention promptly. 
  
Employees who believe they have been unlawfully discriminated/retaliated against are entitled to utilize the 
complaint process set forth below. Initiating a complaint, whether formally or informally, will not adversely 
affect the Complainant's employment. While there are no time limits for initiating complaints under this 
policy, individuals should make every effort to file a complaint as soon as possible after the conduct occurs 
while the facts are known and potential witnesses are available. 
  
The COs will be available during regular school/work hours to discuss concerns related to unlawful 
discrimination/retaliation. COs shall accept reports of unlawful discrimination/retaliation directly from any 
member of the Corporation community or a Third Party and such reports that initially are made to an 
administrator, supervisor, or other Corporation-level official. Upon receipt of a report of alleged 
discrimination/retaliation, the CO will contact the Complainant and initiate either an informal or formal 
complaint process (depending on the Complainant's request and the nature of the alleged 
discrimination/retaliation) or designate a specific individual to conduct such a process. 
  
The CO will provide a copy of this policy to the Complainant and the Respondent. In the case of a formal 
complaint, the CO will prepare recommendations for the Superintendent or oversee the preparation of such 
recommendations by a designee. All members of the Corporation community must report incidents of 
discrimination/retaliation that are reported to them to the CO within two (2) business days of learning of the 
incident/conduct. 
  
Any Corporation employee who directly observes unlawful discrimination/retaliation is obligated, in 
accordance with this policy, to report such observations to one of the COs within two (2) business days. 
Additionally, any Corporation employee who observes an act of unlawful discrimination/retaliation is 
expected to intervene to stop the misconduct unless circumstances make such an intervention dangerous, in 
which case the employee should notify immediately other Corporation employees and/or local law 
enforcement officials, as necessary, to stop the misconduct. Thereafter, the CO or designee must contact the 
Complainant within two (2) business days to advise the Complainant of the Board's intent to investigate the 
alleged wrongdoing. 
  
Investigation and Complaint Procedures (See Form 4122 F2) 
  
Except for sex discrimination and/or Sexual Harassment that is covered by Policy 2266 - Nondiscrimination 
on the Basis of Sex in Education Programs or Activities, any employee who alleges to have been subjected to 
unlawful discrimination or retaliation may seek resolution of the complaint through the procedures described 
below. The formal complaint procedures involve an investigation of the individual’s claims of 
discrimination/retaliation and a process for rendering a decision regarding whether the charges are 
substantiated. 
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Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible 
for initiating the complaint process; however, individuals are encouraged to file a complaint within thirty (30) 
calendar days after the conduct occurs. Once the formal complaint process is begun, the investigation will be 
completed in a timely manner (ordinarily within fifteen (15) business days of the complaint being received). 
  
The procedures set forth below are not intended to interfere with the rights of any individual to pursue a 
complaint of unlawful discrimination or retaliation with the United States Department of Education Office for 
Civil Rights ("OCR"), the Indiana Civil Rights Commission ("ICRC") or the Equal Employment Opportunity 
Commission ("EEOC"). 
  
Informal Complaint Procedure 
  
The goal of the informal complaint procedure is to stop inappropriate behavior promptly and facilitate 
resolution through an informal means, if possible. The informal complaint procedure is provided as a less 
formal option for an employee who alleges unlawful discrimination or retaliation. This informal procedure is 
not required as a precursor to the filing of a formal complaint. The informal process is available only when the 
Complainant and the Respondent mutually agree to participate in it. 
  
The Complainant may proceed immediately to the formal complaint process, and individuals who participate 
in the informal procedure may request that the informal process be terminated at any time to move to the 
formal complaint process. 
  
All complaints involving a Corporation employee or any other adult member of the Corporation community 
and a student will be investigated formally. 
  
As an initial course of action, if a Complainant feels comfortable and safe doing so, the Complainant should 
tell or otherwise inform the Respondent that the allegedly discriminatory/retaliatory conduct is inappropriate 
and must stop. The Complainant should address the alleged misconduct as soon after it occurs as 
possible. The COs are available to support and counsel the Complainant when taking this initial step or to 
intervene on behalf of the individual if requested to do so. A Complainant who is uncomfortable or unwilling 
to approach the Respondent directly about the inappropriate conduct may file an informal or a formal 
complaint. 
  
In addition, with regard to certain types of unlawful discrimination (e.g., sex discrimination), the CO may 
advise against the use of the informal complaint process. 
  
A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either orally 
or in writing: 1) to a building administrator; 2) directly to one of the COs; or 3) to the Superintendent or other 
Corporation-level employee. 
  
All informal complaints must be reported to one of the COs, who either will facilitate an informal resolution 
as described below or appoint another individual to facilitate an informal resolution. 
  
The Corporation’s informal complaint procedure is designed to provide the Complainant with a range of 
options aimed at bringing about a prompt resolution of the Complainant's concerns. Depending upon the 
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nature of the complaint and the wishes of the Complainant, informal resolution may involve but is not limited 
to one or more of the following: 
  

A. Advising the Complainant about how to communicate concerns to the Respondent. 
  

B. Distributing a copy of Policy 4122 - Nondiscrimination and Equal Employment Opportunity to the 
individuals in the school building or office where the Respondent works/attends school. 
  

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the 
Complainant and the Respondent to work out a mutual resolution. 

  
While there are no set time limits within which an informal complaint must be resolved, the CO or designee is 
directed to attempt to resolve all informal complaints within fifteen (15) business days of receiving the 
informal complaint. 
  
If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a 
formal complaint. And, as stated above, either party may request that the informal process be terminated at 
any time to move to the formal complaint process. 
  
Formal Complaint Procedure 
  
If a complaint is not resolved through the informal complaint process, one of the parties requested that the 
informal complaint process be terminated to move to the formal complaint process, the Complainant elects to 
file a formal complaint from the outset, or the CO determines the allegations are not appropriate for 
resolution through the informal process, the formal complaint process shall be implemented. 
  
A Complainant may file a formal complaint, either orally or in writing, with a Principal, the CO, the 
Superintendent, or other Corporation official. 
  
Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are flexible 
for initiating the complaint process; however, individuals should make every effort to file a formal complaint 
within thirty (30) calendar days after the conduct occurs. If a Complainant informs a Principal, the 
Superintendent, or other Corporation official, either orally or in writing, about any complaint of 
discrimination/retaliation, that employee must report such information to the CO within two (2) business 
days. 
  
Throughout the course of the process, the CO should keep the parties reasonably informed of the status of 
the investigation and the decision-making process. 
  
All formal complaints must include the following information to the extent known: the identity of the 
Respondent; a detailed description of the facts upon which the complaint is based (i.e., when, where, and what 
occurred); a list of potential witnesses; and the resolution sought by the Complainant. 
  
If the Complainant is unwilling or unable to provide a written statement including the information set forth 
above, the CO shall ask for such details in an oral interview. Thereafter, the CO will prepare a written 
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summary of the oral interview, and the Complainant will be asked to verify the accuracy of the reported 
charge by signing the document. 
  
Upon receiving a formal complaint, the CO will consider whether any action should be taken in the 
investigatory phase to protect the Complainant from further discrimination or retaliation, including but not 
limited to a change of work assignment or schedule for the Complainant and/or the Respondent. In making 
such a determination, the CO should consult the Complainant to assess whether the individual agrees with the 
proposed action. If the Complainant is unwilling to consent to the proposed change, the CO still may take 
whatever actions are deemed appropriate in consultation with the Superintendent. 
  
Within two (2) business days of receiving the formal complaint, the CO or designee will initiate a formal 
investigation to determine whether the Complainant has been subjected to unlawful discrimination/retaliation. 
  
Simultaneously, the CO will inform the Respondent that a formal complaint has been received. The 
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant 
policies and/or administrative guidelines, including Policy 4122 - Nondiscrimination and Equal Employment 
Opportunity. The Respondent also must be informed of the opportunity to submit a written response to the 
complaint within five (5) business days. 
  
Although certain cases may require additional time, the CO or a designee will attempt to complete an 
investigation into the allegations of discrimination/retaliation within fifteen (15) business days of receiving the 
formal complaint. 
  
The investigation will include: 
  

A. interview(s) with the Complainant; 
  

B. interview(s) with the Respondent; 
  

C. interviews with any other witnesses who reasonably may be expected to have any information relevant 
to the allegations; and 
  

D. consideration of any documentation or other information presented by the Complainant, Respondent, 
or any other witness that is reasonably believed to be relevant to the allegations. 

  
At the conclusion of the investigation, the CO or the designee shall prepare and deliver a written report to the 
Superintendent that summarizes the evidence gathered during the investigation and provides 
recommendations based on the evidence and the definition of unlawful discrimination/retaliation as provided 
in Board policy and State and Federal law as to whether the Respondent has engaged in unlawful 
harassment/retaliation of the Complainant. The CO's recommendations must be based upon the totality of 
the circumstances. In determining if discrimination or retaliation occurred, a preponderance of evidence 
standard will be used. 
  
Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or designee, 
the Superintendent either must issue a written decision regarding whether the charges have been substantiated 
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or request further investigation. A copy of the Superintendent's final written decision will be delivered to both 
the Complainant and the Respondent. 
  
If the Superintendent requests additional investigation, the Superintendent must specify the additional 
information that is to be gathered, and such additional investigation must be completed within five (5) 
business days. At the conclusion of the additional investigation, the Superintendent must issue a final written 
decision as described above. 
  
If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation toward the 
Complainant, the Superintendent must identify what corrective action will be taken to stop, remedy, and 
prevent the recurrence of the discrimination/retaliation. The corrective action should be reasonable, timely, 
age-appropriate, effective, and tailored to the specific situation. 
  
A Complainant or Respondent who is dissatisfied with the final decision of the Superintendent may appeal 
through a signed written statement to the Board within five (5) business days of the party's receipt of the 
Superintendent's decision. The written statement of appeal must be submitted to the Board President. 
  
In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their 
representatives within twenty (20) business days of the receipt of such an appeal. A copy of the Board's 
disposition of the appeal shall be sent to each concerned party within ten (10) business days of this meeting. 
The decision of the Board will be final. 
  
The Board reserves the right to investigate and resolve a complaint or report of unlawful 
discrimination/retaliation regardless of whether the Complainant pursues the complaint. The Board also 
reserves the right to have the formal complaint investigation conducted by an external person in accordance 
with this policy or in such other manner as deemed appropriate by the Board or its designee. 
  
The parties may be represented, at their own cost, at any of the above-described interviews/meetings. 
  
The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the 
person’s pursuit of other remedies, such as the filing of a complaint with the OCR, EEOC or ICRC, the filing 
of charges with local law enforcement, or the filing of a civil action in court. Use of this internal complaint 
process is not a prerequisite to the pursuit of other remedies. 
  
Privacy/Confidentiality 
  
The Corporation will employ all reasonable efforts to protect the rights of the Complainant, the 
Respondent(s), and the witnesses as much as possible, consistent with the Corporation’s legal obligations to 
investigate, take appropriate action, and comply with any discovery or disclosure obligations. 
  
All records generated under the terms of this policy shall be maintained as confidential to the extent permitted 
by law. Confidentiality, however, cannot be guaranteed. Additionally, the Respondent must be provided the 
Complainant's identity. 
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During the course of a formal investigation, the CO or designee will instruct each person who is interviewed 
about the importance of maintaining confidentiality. Any individual who is interviewed as part of an 
investigation is expected not to disclose to third parties any information that is learned or provided during the 
course of the investigation. 
  
Remedial Action and Monitoring 
  
If warranted, appropriate remedial action shall be determined and implemented on behalf of the Complainant, 
including but not limited to counseling services, reinstatement of leave taken due to the discrimination or 
other appropriate action. 
  
The Board may appoint an individual, who may be a Corporation employee, to follow up with the 
Complainant to ensure no further discrimination or retaliation has occurred and to take action to address any 
reported occurrences promptly. 
  
Sanctions and Disciplinary Action 
  
The Board shall vigorously enforce its prohibitions against unlawful discrimination by taking appropriate 
action reasonably calculated to stop and prevent further misconduct. 
  
While observing the principles of due process, a violation of this policy may result in disciplinary action up to 
and including the discharge of an employee or the suspension/expulsion of a student. All disciplinary action 
will be taken in accordance with applicable State law and the terms of any relevant collective bargaining 
agreement or student code of conduct. 
  
When imposing discipline, the Superintendent shall consider the totality of the circumstances involved in the 
matter, including the age and maturity level of any student involved. In those cases where unlawful 
discrimination/retaliation is not substantiated, the Board may consider whether the alleged conduct 
nevertheless warrants discipline in accordance with other Board policies, consistent with the terms of any 
relevant collective bargaining agreement or student code of conduct. 
  
Where the Board becomes aware that a prior disciplinary action has been taken against the Respondent, all 
subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end such 
conduct, prevent its recurrence, and remedy its effect. 
  
Retaliation 
  
Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation 
or participates as a witness in an investigation is prohibited. Neither the Board nor any other person may 
intimidate, threaten, coerce or interfere with any individual because the person opposed any act or practice 
made unlawful by any Federal or State civil rights law, made a report, formal complaint, testified, assisted or 
participated or refused to participate in any manner in an investigation, proceeding, or hearing under those 
laws or this policy, or exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment 
of any right granted or protected by those laws or this policy. 
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Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in 
an investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary 
sanctions/consequences and/or other appropriate remedies. 
  
Formal complaints alleging retaliation may be filed according to the internal complaint process set forth 
above. 
  
The exercise of rights protected under the First Amendment of the United States Constitution does not 
constitute retaliation prohibited under this policy. 
  
Education and Training 
  
In support of this policy, the Board promotes preventative educational measures to create greater awareness 
of unlawful discriminatory practices. The Superintendent shall provide appropriate information to all members 
of the Corporation community related to the implementation of this policy and shall provide training for 
Corporation students and staff where appropriate. All training and information provided regarding the Board's 
policy and discrimination in general will be age and content appropriate. 
  
Retention of Investigatory Records and Materials 
  
The CO is responsible for overseeing retention of all records that must be maintained pursuant to this policy. 
All individuals charged with conducting investigations under this policy shall retain all documents, 
electronically stored information ("ESI"), and electronic media (as defined in Policy 8315) created and/or 
received as part of an investigation, which may include but are not limited to: 
  

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged 
violation of this policy; 
  

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses 
pertaining to an alleged violation of this policy; 
  

C. any documentation that memorializes the actions taken by Corporation personnel or individuals 
contracted or appointed by the Board to fulfill its responsibilities related to the investigation and/or the 
Corporation's response to the alleged violation of this policy; 
  

D. written witness statements; 
  

E. narratives, notes from, and audio, video, or digital recordings of witness interviews/statements; 
  

F. e-mails, texts, and social media posts that directly relate to or constitute evidence pertaining to an 
alleged violation of this policy (i.e., not after-the-fact commentary about or media coverage of the 
incident); 
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G. notes and summaries prepared contemporaneously by the investigator in whatever form made (e.g., 
handwritten, keyed into a computer or tablet, etc.) but not including transitory notes whose content is 
otherwise memorialized in other documents; 
  

H. written disciplinary sanctions issued to students or employees and other documentation that 
memorializes oral disciplinary sanctions issued to students or employees for violations of this policy; 
  

I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory 
evidence) and other documentation that memorializes oral notifications to the parties concerning the 
outcome of the investigation, including any consequences imposed as a result of a violation of this 
policy; 
  

J. documentation of any supportive measures offered and/or provided to the Complainant or the 
Respondent, including no-contact orders issued to both parties, the dates the no contact orders were 
issued, and the dates the parties acknowledged receipt of the no contact orders; 
  

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or 
harassment, prevent its recurrence, eliminate any hostile environment, and remedy its discriminatory 
effects; 
  

L. copies of the Board policy and procedures/guidelines used by the Corporation to conduct the 
investigation and any documents used by the Corporation at the time of the alleged violation to 
communicate the Board's expectations to students and staff with respect to the subject of this policy 
(e.g., Student Codes of Conduct and/or Employee Handbooks); 
  

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged 
discrimination or harassment; 
  

N. documentation of any training provided to Corporation personnel related to this policy, including but 
not limited to notification of the prohibitions and expectations of staff set forth in this policy and the 
role and responsibility of all Corporation personnel involved in enforcing this policy, including their 
duty to report alleged violations of this policy and/or conduct an investigation of an alleged violation 
of this policy; 
  

O. documentation that any rights or opportunities that the Corporation made available to one party during 
the investigation were made available to the other party on equal terms; 
  

P. copies of any notices sent to the Respondent of the allegations constituting a potential violation of this 
policy; 
  

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview or 
meeting; 
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R. copies of any documentation or evidence used during informal and formal disciplinary meetings and 
hearings, including the investigation report, and any written responses submitted by the Complainant or 
the Respondent. 

  
The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and 
records exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State (e.g., I.C. 5-14-3-4) law, such 
as student records and confidential medical records. 
  
The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an 
investigation shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for 
not less than three (3) years and longer if required by the Corporation’s records retention schedule. 
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Appendix G 
 

POLICY 4122.02 NON-DISCRIMINATION BASED ON GENETIC 
INFORMATION OF THE EMPLOYEE 

 
The School Board prohibits discrimination on the basis of genetic information in all aspects of employment, 
including hiring, firing, compensation, job assignments, promotions, layoffs, training, fringe benefits, or any 
other terms, conditions, or privileges of employment. The Board also does not limit, segregate, or classify 
applicants or employees in any way that would deprive or tend to deprive them of employment opportunities 
or otherwise adversely affect the status of the person as an employee, based on genetic information. 
Harassment of a person because of genetic information also is prohibited. Likewise, retaliation against a 
person for identifying, objecting to, or filing a complaint concerning a violation of this policy is prohibited. 
  
The identity of the Compliance Officer (see Policy 4122 - Nondiscrimination and Equal Employment 
Opportunity) shall be posted throughout the School Corporation and published in any Corporation statement 
regarding the prohibition of discrimination on the basis of genetic information in all aspects of employment, 
in any staff handbooks, and in general information publications of the Corporation as required by Federal and 
State law and on the Corporation website. 
  
In accordance with Title II of the Genetic Information Nondiscrimination Act of 2008, 42 U.S.C. 2000ff, et 
seq. and 29 C.F.R. 1635 ("GINA"), the Board shall not request, require or purchase genetic information of 
employees, their family members or applicants for employment. Further, in compliance with GINA, 
applicants and employees are directed not to provide genetic information, including that individual’s family 
medical history, in response to necessary requests for medical information, with the exception that family 
medical history may be provided as part of the certification process for FMLA leave or when an employee is 
asking for leave to care for an immediate family member with a serious health condition. Applicants for 
employment are directed not to provide any genetic information, including the individual’s family medical 
history, in response to requests for medical information as part of the Corporation's application for 
employment process. Employees and applicants for employment shall not be penalized for providing genetic 
information in good faith in response to a request from a Corporation employee or agent, unless that 
applicant or employee refuses to delete the information at the request of the employee or agent of the 
Corporation. 
  
The Board recognizes that genetic information may be acquired through commercially and publicly available 
media including newspapers, books, magazines, periodicals, television shows or the Internet. The Board 
prohibits Corporation employees and agents, including commercial background investigation agents, from 
searching these sources with the intent of finding or obtaining genetic information or accessing sources from 
which they are likely to acquire genetic information. If genetic information about an employee or applicant is 
obtained in error, it shall be redacted immediately and not shared beyond the point of first receipt. 
  
As used in this policy, "genetic information," means information about: (a) an individual’s genetic tests; (b) the 
genetic tests of that individual’s family members; (c) the manifestation of disease or disorder in family 
members of the individual (family medical history); (d) an individual’s request for or receipt of genetic services 
or the participation in clinical research that includes genetic services by the individual or a family member of 
the individual; or (e) the genetic information of a fetus carried by an individual or a pregnant woman who is a 
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family member of the individual and the genetic information of an embryo legally held by an individual or 
family member using assistive reproductive technology. 
  
The term "genetic information" does not include information about the sex or age of the individual, the sex or 
age of family members, or information about the race or ethnicity of the individual or family member that is 
not derived from a genetic test. 
  
As used in this policy, "genetic test" means an analysis of human DNA, RNA, chromosomes, proteins, or 
metabolites that detect genotypes, mutations, or chromosomal changes. The term includes any test of a 
person’s DNA/RNA. 
  
If the Corporation's employees or agents legally and/or inadvertently receive genetic information about an 
employee or applicant, it shall be treated as a confidential medical record in accordance with law. 
  
The Corporation's Compliance Officer (see Policy 4122 - Nondiscrimination and Equal Employment 
Opportunity) is responsible for overseeing the Board’s compliance with this policy and GINA and proposing 
revisions and additions to this policy as necessary to insure the Board’s compliance with GINA. This person 
shall be responsible for working with the Board’s legal counsel to fully implement the requirements of GINA 
in all activities of the Corporation. The Compliance Officer also shall verify that proper notice of 
nondiscrimination for Title II of GINA is provided to staff members and that all requests for health-related 
information (e.g., to support an employee’s request for reasonable accommodation under the ADA or a 
request for sick leave) are accompanied by a written warning that directs the employee or health care provider 
not to collect or provide genetic information. The written warning shall contain the information in the 
following sample notice: 
  
Genetic Information Nondiscrimination Act of 2008 (GINA) Disclosure Requirement 
  
The Genetic Information Nondiscrimination Act of 2008 or "GINA" prohibits employers and other entities 
covered by the law, including the Logansport School Corporation, from requesting or requiring genetic 
information about an employee or applicant or family member of an employee or applicant, except as 
specifically allowed by law. To comply with GINA, do not provide any genetic information when responding 
to this request for medical information (unless the request pertains to a request for FMLA leave for purposes 
of caring for an immediate family member with a serious health condition). "Genetic information," as defined 
by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s 
genetic test, the fact that an individual or an individual’s family member sought or received genetic services or 
participated in clinical research that includes genetic services, and genetic information of a fetus carried by an 
individual or an individual’s family member or an embryo lawfully held by an individual or family member 
receiving assistive reproductive services. Questions concerning compliance with the requirements of GINA 
may be directed to the Compliance Officer at 574-722-2911. 
  
The Board offers health services. Participation in the services/program is voluntary. Genetic information 
(such as family medical history) may be obtained as part of an individual’s participation in the 
service/program. If that occurs, individual genetic information may be provided to the individual receiving the 
services and to his/her health services providers, but only genetic information in aggregate form will be 
provided to the Corporation and no applicant or employee shall be identified or identifiable from the reported 
information. 
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The grievance procedure for complaints of discrimination in Policy 1422 applies to complaints of 
discrimination, including harassment, or retaliation prohibited by GINA and may be utilized if a Corporation 
employee alleges discrimination or harassment on the basis of genetic information or retaliation for 
identifying, objecting to, or filing a complaint concerning a violation of GINA or this policy. 
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Appendix H 
 

POLICY 4123 SECTION 504/ADA PROHIBITION AGAINST DISABILITY 
DISCRIMINATION IN EMPLOYMENT 

 
The School Board prohibits discrimination against any employee or applicant based upon disability. As such, 
the Board will not engage in employment practices or adopt policies that discriminate on the basis of 
disability, or otherwise discriminate against qualified individuals with disabilities in regard to job application 
procedures, the hiring, advancement or discharge of employees, employee compensation, job training, or 
other terms, conditions and privileges of employment. The Board further will not limit, segregate or classify 
applicants or employees in any way that adversely affects their opportunities or status because of 
disability. Additionally, the Board will not participate in any contractual or other relationships that have the 
effect of subjecting qualified individuals with disabilities who are applicants or employees to discrimination on 
the basis of disability. 
  
Notice of the Board's policy on nondiscrimination in employment practices and the identity of the School 
Corporation's Compliance Officer(s) (see below) will be published on the Corporation's website, posted 
throughout the Corporation, and included in the Corporation's recruitment statements or general information 
publications. 
  
Definitions 
  
Words used in this policy shall have those meanings defined herein; words not defined herein shall be 
construed according to their plain and ordinary meanings. 
  
Complainant is the individual who alleges or is alleged to have been subjected to unlawful 
discrimination/retaliation, regardless of whether the person files a formal complaint or is pursuing an informal 
resolution to the alleged discrimination/retaliation. 
  
Respondent is the individual who is alleged to have engaged in unlawful discrimination/retaliation, regardless 
of whether the Complainant files a formal complaint or is seeking an informal resolution to the alleged 
discrimination/retaliation. 
  
Corporation community means students, Corporation employees (i.e., administrators, and professional and 
support staff), and Board members, agents, volunteers, contractors, or other persons subject to the control 
and supervision of the Board. 
  
Third Parties include but are not limited to guests and/or visitors on Corporation property (e.g., visiting 
speakers, participants on opposing athletic teams, parents), vendors doing business with or seeking to do 
business with the Board, and other individuals who come in contact with members of the Corporation 
community at school-related events/activities (whether on or off Corporation property). 
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Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business 
day(s) (i.e., a day(s) that the Corporation office is open for normal operating hours, Monday – Friday, 
excluding State-recognized holidays). 
  
An individual with a disability means a person who has, has a record of, or is regarded as having a physical 
or mental impairment that substantially limits one or more major life activities. 
  
Major Life Activities 
  
Major life activities are functions such as caring for one's self, performing manual tasks, walking, seeing, 
hearing, eating, sleeping, standing, lifting, bending, speaking, breathing, learning, reading, concentrating, 
thinking, communicating, sitting, reaching, interacting with others, and working. 
  
Major life activities also include the operation of a major bodily function, including but not limited to 
functions of the immune system, special sense organs and skin, normal cell growth, and digestive, 
genitourinary, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, hemic, lymphatic, 
musculoskeletal and reproductive functions. The operation of a major bodily function includes the operation 
of an individual organ within a body system. 
  
Impairment That Substantially Limits a Major Life Activity 
  
The determination of whether an impairment substantially limits a major life activity must be made without 
regard to the ameliorative effects of mitigating measures such as medication, medical supplies, equipment or 
appliances, low-vision devices (defined as devices that magnify, enhance, or otherwise augment a visual image, 
but not including ordinary eyeglasses or contact lenses), prosthetics (including limbs and devices), hearing 
aid(s) and cochlear implant(s) or other implantable hearing devices, mobility devices, oxygen therapy 
equipment or supplies, use of assistive technology, reasonable accommodations or "auxiliary aids or services," 
learned behavioral or adaptive neurological modifications, psychotherapy, behavioral therapy, or physical 
therapy. 
  
An impairment that is episodic in nature or in remission is considered a disability if it would substantially limit 
a major life activity when active. 
  
Qualified Individual with a Disability 
  
A qualified individual with a disability means the individual satisfies the requisite skill, experience, education 
and other job-related requirements of the employment position the individual holds or desires and can 
perform the essential functions of the job in question, with or without reasonable accommodation. 
  
Reasonable Accommodation 
  
The Board will provide a reasonable accommodation to a qualified individual who has an actual disability or 
who has a record of a disability, unless the accommodation would impose an undue hardship on the operation 
of the Board's program and/or activities. A reasonable accommodation is not required for an individual who 
is merely regarded as having a disability. 
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Facilities 
  
No qualified person with a disability will be denied the benefits of, excluded from participation in, or 
otherwise be subjected to discrimination under any program or activity to which Section 504/ADA applies 
because the Corporation's facilities are inaccessible to or unusable by persons with disabilities. 
  
For facilities constructed or altered after June 3, 1977, the Corporation will comply with applicable 
accessibility standards. For those existing facilities constructed prior to June 3, 1977, the Corporation is 
committed to operating its programs and activities so that they are readily accessible to persons with 
disabilities. 
  
Compliance Officer 
  
The Board designates the following individual(s) to serve as the Corporation's Compliance Officers (also 
known as Section 504 Compliance Officers/ADA Coordinators) (hereinafter referred to as the "COs")." 
  
Human Resource Specialist 
2829 George Street 
Logansport, IN 46947 
574-722-2911 
adairj@lcsc.k12.in.us 
  
JD Dubes 
1 Berry Lane 
Logansport, IN 46947 
574-753-0441 
dubesj@lcsc.k12.in.us 
  
The names, titles, and contact information of these individuals will be published annually on the Corporation's 
website and in the staff handbooks. 
 
The COs are responsible for coordinating the Corporation’s efforts to comply with applicable Federal and 
State laws and regulations, including the Corporation’s duty to address in a prompt and equitable manner any 
inquiries or complaints regarding discrimination/retaliation or denial of equal access. The COs also shall verify 
that proper notice of nondiscrimination for Title II of the Americans with Disabilities Act (as amended), Title 
VI and Title VII of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973 (as amended), 
and the Age Discrimination in Employment Act of 1975 is provided to staff members and the general public. 
A copy of each of the Acts and regulations on which this notice is based will be made available upon request 
from the CO. 
 
The Board will provide for the prompt and equitable resolution of complaints alleging violations of Section 
504/ADA. See below. 
 
Investigation and Complaint Procedures (See Form 4123 F2) 
 
Any employee who alleges to have been subjected to unlawful discrimination or retaliation on the basis of 
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disability may seek resolution of the complaint through the procedures described below. The formal complaint 
procedures involve an investigation of the individual’s claims of discrimination/retaliation and a process for 
rendering a decision regarding whether the charges are substantiated. 
 
Due to the sensitivity surrounding complaints of unlawful discrimination or retaliation, timelines are flexible 
for initiating the complaint process; however, individuals are encouraged to file a complaint within thirty (30) 
calendar days after the conduct occurs. Once the formal complaint process is begun, the investigation will be 
completed in a timely manner (ordinarily, within fifteen (15) business days of the complaint being received). 
 
The procedures set forth below are not intended to interfere with the rights of any individual to pursue a 
complaint of unlawful discrimination or retaliation with the United States Department of Education Office for 
Civil Rights ("OCR"), the Indiana Civil Rights Commission ("ICRC") or the Equal Employment Opportunity 
Commission ("EEOC"). 
 
Informal Complaint Procedure 
 
The goal of the informal complaint procedure is to stop inappropriate behavior promptly and facilitate 
resolution through an informal means, if possible. The informal complaint procedure is provided as a less 
formal option for an employee who alleges unlawful discrimination or retaliation. This informal procedure is 
not required as a precursor to the filing of a formal complaint. The informal process is available only when the 
Complainant and the Respondent mutually agree to participate in it. 
 
The Complainant may proceed immediately to the formal complaint process and individuals who participate 
in the informal procedure may request that the informal process be terminated at any time to move to the 
formal complaint process. 
 
All complaints involving a Corporation employee or any other adult member of the Corporation community 
and a student will be formally investigated. 
 
As an initial course of action, if a Complainant feels comfortable and safe doing so, the Complainant should 
tell or otherwise inform the Respondent that the allegedly discriminatory/retaliatory conduct is inappropriate 
and must stop. The Complainant should address the alleged misconduct as soon after it occurs as possible. 
The COs are available to support and counsel the Complainant when taking this initial step or to intervene on 
behalf of the individual if requested to do so. A Complainant who is uncomfortable or unwilling to directly 
approach the Respondent about the inappropriate conduct may file an informal or a formal complaint. 
 
In addition, with regard to certain types of unlawful discrimination (e.g., sex discrimination), the CO may 
advise against the use of the informal complaint process. 
 
A Complainant who alleges unlawful discrimination/retaliation may make an informal complaint, either orally 
or in writing: 1) to a building administrator; 2) directly to one of the COs; and/or 3) to the Superintendent or 
other Corporation-level employee. 
 
All informal complaints must be reported to one of the COs, who either will facilitate an informal resolution 
as described below or appoint another individual to facilitate an informal resolution. 
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The Corporation’s informal complaint procedure is designed to provide the Complainant with a range of 
options aimed at bringing about a prompt resolution of the Complainant's concerns. Depending upon the 
nature of the complaint and the wishes of the Complainant, informal resolution may involve but is not limited 
to one or more of the following: 
  

A. Advising the Complainant about how to communicate concerns to the Respondent. 
  

B. Distributing a copy of Policy 4123 - Section 504/ADA Prohibition Against Disability Discrimination in 
Employment to the individuals in the school building or office where the Respondent works/attends 
school. 
  

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the 
Complainant and the Respondent to work out a mutual resolution. 

 
While there are no set time limits within which an informal complaint must be resolved, the CO or designee is 
directed to attempt to resolve all informal complaints within fifteen (15) business days of receiving the 
informal complaint. 
 
If the Complainant is dissatisfied with the informal complaint process, the Complainant may proceed to file a 
formal complaint. And, as stated above, either party may request that the informal process be terminated at 
any time to move to the formal complaint process. 
Formal Complaint Procedure 
 
If a complaint is not resolved through the informal complaint process, one of the parties requested that the 
informal complaint process be terminated to move to the formal complaint process, the Complainant elects to 
file a formal complaint from the outset, or the CO determines the allegations are not appropriate for 
resolution through the informal process, the formal complaint process shall be implemented. 
 
A Complainant may file a formal complaint, either orally or in writing, with a principal, the CO, the 
Superintendent, or other Corporation official. 
 
Due to the sensitivity surrounding complaints of unlawful discrimination and retaliation, timelines are flexible 
for initiating the complaint process; however, individuals should make every effort to file a formal complaint 
within thirty (30) calendar days after the conduct occurs. If a Complainant informs a principal, the 
Superintendent, or other Corporation official, either orally or in writing, about any complaint of 
discrimination/retaliation, that employee must report such information to the CO within two (2) business 
days. 
 
Throughout the course of the process, the CO should keep the parties reasonably informed of the status of 
the investigation and the decision-making process. 
 
All formal complaints must include the following information to the extent known: the identity of the 
Respondent; a detailed description of the facts upon which the complaint is based (i.e., when, where, and what 
occurred); a list of potential witnesses; and the resolution sought by the Complainant. 
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If the Complainant is unwilling or unable to provide a written statement including the information set forth 
above, the CO shall ask for such details in an oral interview. Thereafter, the CO will prepare a written 
summary of the oral interview, and the Complainant will be asked to verify the accuracy of the reported 
charge by signing the document. 
 
Upon receiving a formal complaint, the CO will consider whether any action should be taken in the 
investigatory phase to protect the Complainant from further discrimination or retaliation, including, but not 
limited to, a change of work assignment or schedule for the Complainant and/or the Respondent. In making 
such a determination, the CO should consult the Complainant to assess whether the individual agrees with the 
proposed action. If the Complainant is unwilling to consent to the proposed change, the CO still may take 
whatever actions are deemed appropriate in consultation with the Superintendent. 
 
Within two (2) business days of receiving the formal complaint, the CO or designee will initiate a formal 
investigation to determine whether the Complainant has been subjected to unlawful discrimination/retaliation. 
 
Simultaneously, the CO will inform the Respondent that a formal complaint has been received. The 
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant 
policies and/or administrative guidelines, including Policy 4123 - Section 504/ADA Prohibition Against 
Disability Discrimination in Employment. The Respondent also must be informed of the opportunity to 
submit a written response to the complaint within five (5) business days. 
 
Although certain cases may require additional time, the CO or a designee will attempt to complete an 
investigation into the allegations of discrimination/retaliation within fifteen (15) business days of receiving the 
formal complaint. 
 
The investigation will include: 
  

A. interview(s) with the Complainant; 
  

B. interview(s) with the Respondent; 
  

C. interviews with any other witnesses who reasonably may be expected to have any information relevant 
to the allegations; and, 
  

D. consideration of any documentation or other information presented by the Complainant, Respondent, 
or any other witness that is reasonably believed to be relevant to the allegations. 

 
At the conclusion of the investigation, the CO or the designee shall prepare and deliver a written report to the 
Superintendent that summarizes the evidence gathered during the investigation and provides 
recommendations based on the evidence and the definition of unlawful discrimination/retaliation as provided 
in Board policy and State and Federal law as to whether the Respondent has engaged in unlawful 
harassment/retaliation of the Complainant. The CO's recommendations must be based upon the totality of 
the circumstances. In determining if discrimination or retaliation occurred, a preponderance of evidence 
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standard will be used. 
 
Absent extenuating circumstances, within five (5) business days of receiving the report of the CO or the 
designee, the Superintendent either must issue a written decision regarding whether the charges have been 
substantiated or request further investigation. A copy of the Superintendent's final written decision will be 
delivered to both the Complainant and the Respondent. 
 
If the Superintendent requests additional investigation, the Superintendent must specify the additional 
information that is to be gathered, and such additional investigation must be completed within five (5) 
business days. At the conclusion of the additional investigation, the Superintendent must issue a final written 
decision as described above. 
 
If the Superintendent determines the Respondent engaged in unlawful discrimination/retaliation toward the 
Complainant, the Superintendent must identify what corrective action will be taken to stop, remedy, and 
prevent the recurrence of the discrimination/retaliation. The corrective action should be reasonable, timely, 
age-appropriate, effective, and tailored to the specific situation. 
 
A Complainant or Respondent who is dissatisfied with the final decision of the Superintendent may appeal 
through a signed written statement to the Board within five (5) business days of the party's receipt of the 
Superintendent's decision. The written statement of appeal must be submitted to the Board President. 
 
In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their 
representatives within twenty (20) business days of the receipt of such an appeal. A copy of the Board's 
disposition of the appeal shall be sent to each concerned party within ten (10) business days of this meeting. 
The decision of the Board will be final. 
 
The Board reserves the right to investigate and resolve a complaint or report of unlawful 
discrimination/retaliation regardless of whether the Complainant pursues the complaint. The Board also 
reserves the right to have the formal complaint investigation conducted by an external person in accordance 
with this policy or in such other manner as deemed appropriate by the Board or its designee. 
 
The parties may be represented, at their own cost, at any of the above-described interviews/meetings. 
 
The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the 
person’s pursuit of other remedies such as the filing of a complaint with the OCR, EEOC or ICRC, the filing 
of charges with local law enforcement, or the filing of a civil action in court. Use of this internal complaint 
process is not a prerequisite to the pursuit of other remedies. 
 
Privacy/Confidentiality 
 
The Corporation will employ all reasonable efforts to protect the rights of the Complainant, the 
Respondent(s), and the witnesses as much as possible, consistent with the Corporation’s legal obligations to 
investigate, take appropriate action, and conform with any discovery or disclosure obligations. 
 
All records generated under the terms of this policy shall be maintained as confidential to the extent permitted 
by law. Confidentiality, however, cannot be guaranteed. Additionally, the Respondent must be provided the 



78 | P a g  e  

Complainant's identity. 
 
During the course of a formal investigation, the CO or designee will instruct each person who is interviewed 
about the importance of maintaining confidentiality. Any individual who is interviewed as part of an 
investigation is expected not to disclose to third parties any information that is learned or provided during the 
course of the investigation. 
 
Remedial Action and Monitoring 
 
If warranted, appropriate remedial action shall be determined and implemented on behalf of the Complainant, 
including but not limited to counseling services, reinstatement of leave taken due to the discrimination or 
other appropriate action. 
 
The Board may appoint an individual, who may be a Corporation employee, to follow up with the 
Complainant to ensure no further discrimination or retaliation has occurred and to take action to address any 
reported occurrences promptly. 
 
Sanctions and Disciplinary Action 
 
The Board shall vigorously enforce its prohibitions against unlawful discrimination by taking appropriate 
action reasonably calculated to stop and prevent further misconduct. 
 
While observing the principles of due process, a violation of this policy may result in disciplinary action up to 
and including the discharge of an employee or the suspension/expulsion of or the suspension/expulsion of a 
student. All disciplinary action will be taken in accordance with applicable State law and the terms of any 
relevant collective bargaining agreement or student code of conduct. 
 
When imposing discipline, the Superintendent shall consider the totality of the circumstances involved in the 
matter, including the age and maturity level of any student involved. In those cases where unlawful 
discrimination/retaliation is not substantiated, the Board may consider whether the alleged conduct 
nevertheless warrants discipline in accordance with other Board policies, consistent with the terms of any 
relevant collective bargaining agreement or student code of conduct. 
 
Where the Board becomes aware that a prior disciplinary action has been taken against the Respondent, all 
subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end such 
conduct, prevent its recurrence, and remedy its effect. 
 
Retaliation 
 
Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation 
or participates as a witness in an investigation is prohibited. Neither the Board nor any other person may 
intimidate, threaten, coerce or interfere with any individual because the person opposed any act or practice 
made unlawful by any Federal or State civil rights law, made a report/formal complaint, testified, assisted or 
participated or refused to participate in any manner in an investigation, proceeding, or hearing under those 
laws and/or this policy, or exercised, enjoyed, aided or encouraged any other person in the exercise or 
enjoyment of any right granted or protected by those laws and/or this policy. 
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Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in 
an investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary 
sanctions/consequences and/or other appropriate remedies. 
 
Formal complaints alleging retaliation may be filed according to the internal complaint process set forth 
above. 
 
The exercise of rights protected under the First Amendment of the United States Constitution does not 
constitute retaliation prohibited under this policy. 
 
Education and Training 
 
In support of this policy, the Board promotes preventative educational measures to create greater awareness 
of unlawful discriminatory practices. The Superintendent shall provide appropriate information to all members 
of the Corporation community related to the implementation of this policy and shall provide training for 
Corporation students and staff where appropriate. All training and information provided regarding the Board's 
policy and discrimination in general will be age and content appropriate. 
 
Retention of Investigatory Records and Materials 
 
The CO is responsible for overseeing retention of all records that must be maintained pursuant to this policy. 
All individuals charged with conducting investigations under this policy shall retain all documents, 
electronically stored information ("ESI"), and electronic media (as defined in Policy 8315) created and/or 
received as part of an investigation, which may include but are not limited to: 
  

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged 
violation of this policy; 
  

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses 
pertaining to an alleged violation of this policy; 
  

C. any documentation that memorializes the actions taken by Corporation personnel or individuals 
contracted or appointed by the Board to fulfill its responsibilities related to the investigation and/or the 
Corporation's response to the alleged violation of this policy; 
  

D. written witness statements; 
  

E. narratives, notes from, and audio, video, or digital recordings of witness interviews/statements; 
  

F. e-mails, texts, and social media posts that directly relate to or constitute evidence pertaining to an 
alleged violation of this policy (i.e., not after-the-fact commentary about or media coverage of the 
incident); 
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G. notes and summaries prepared contemporaneously by the investigator in whatever form made (e.g., 
handwritten, keyed into a computer or tablet, etc.), but not including transitory notes whose content is 
otherwise memorialized in other documents; 
  

H. written disciplinary sanctions issued to students or employees and other documentation that 
memorializes oral disciplinary sanctions issued to students or employees for violations of this policy; 
  

I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory 
evidence) and other documentation that memorializes oral notifications to the parties concerning the 
outcome of the investigation, including any consequences imposed as a result of a violation of this 
policy; 
  

J. documentation of any supportive measures offered and/or provided to the Complainant and the 
Respondent, including no contact orders issued to both parties, the dates the no contact orders were 
issued, and the dates the parties acknowledged receipt of the no contact orders; 
  

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or 
harassment, prevent its recurrence, eliminate any hostile environment, and remedy its discriminatory 
effects; 
  

L. copies of the Board policy and procedures/guidelines used by the Corporation to conduct the 
investigation, and any documents used by the Corporation at the time of the alleged violation to 
communicate the Board's expectations to students and staff with respect to the subject of this policy 
(e.g., Student Codes of Conduct and/or Employee Handbooks); 
  

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged 
discrimination or harassment; 
  

N. documentation of any training provided to Corporation personnel related to this policy including, but 
not limited to notification of the prohibitions and expectations of staff set forth in this policy and the 
role and responsibility of all Corporation personnel involved in enforcing this policy, including their 
duty to report alleged violations of this policy and/or conduct an investigation of an alleged violation 
of this policy; 
  

O. documentation that any rights or opportunities that the Corporation made available to one party during 
the investigation were made available to the other party on equal terms; 
  

P. copies of any notices sent to the Respondent of the allegations constituting a potential violation of this 
policy; 
  

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview or 
meeting; 
  

R. copies of any documentation or evidence used during informal and formal disciplinary meetings and 
hearings, including the investigation report and any written responses submitted by the Complainant or 
the Respondent. 
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The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and 
records exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State (e.g., I.C. 5-14-3-4) law, such 
as student records and confidential medical records. 
 
The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an 
investigation shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for 
not less than three (3) years and longer if required by the Corporation’s records retention schedule. 
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Appendix I 
 

POLICY 4362 ANTI-HARASSMENT 
 
General Policy Statement 
  
It is the policy of the School Board to maintain an education and work environment that is free from all forms 
of unlawful harassment, including sexual harassment. This commitment applies to all School Corporation 
operations, programs, and activities. All students, administrators, teachers, staff, and all other school personnel 
share responsibility for avoiding, discouraging, and reporting any form of unlawful harassment. This policy 
applies to unlawful conduct occurring on school property or at another location if such conduct occurs during 
an activity sponsored by the Board. 
  
The Board will vigorously enforce its prohibition against discriminatory harassment based on race, color, 
national origin, sex (including sexual orientation and gender identity), disability, age, religion, ancestry, or 
genetic information (collectively, "Protected Classes") that are protected by Federal civil rights laws 
(hereinafter referred to as "unlawful harassment"), and encourages those within the Corporation community 
as well as Third Parties who feel aggrieved to seek assistance to rectify such problems.  
  
All Corporation employees, including administrators, professional staff and support staff, shall report any 
incident of alleged unlawful harassment (see definition above) occurring in the Corporation’s employment 
opportunities, programs and/or activities, or, if initially occurring off Corporation grounds or outside the 
Corporation’s employment opportunities, programs and activities, affecting the Corporation environment that 
the employee observes or which is reported to the employee.  
  
The Board will investigate all allegations of harassment and, in those cases where unlawful harassment is 
substantiated, take immediate steps to end the harassment, prevent its reoccurrence, and remedy its effects.  
  
Individuals who are found to have engaged in unlawful harassment will be subject to appropriate disciplinary 
action.  
  
Other Violations of the Anti-Harassment Policy 
  
The Corporation also will take immediate steps to impose disciplinary action on individuals engaging in any of 
the following prohibited acts: 
  

A. Retaliating against a person who has made a report or filed a complaint alleging unlawful harassment or 
who has participated as a witness in a harassment investigation. 
  

B. Filing a malicious or knowingly false report or complaint of unlawful harassment. 
  

C. Disregarding, failing to investigate adequately, or delaying investigation of allegations of unlawful 
harassment, when responsibility for reporting and/or investigating unlawful harassment charges 
comprises part of one's supervisory duties. 
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Notice 
 
Notice of the Board's policy on anti-harassment related to employment practices and the identity of the 
Corporation's Compliance Officers will be posted throughout the Corporation and published in any 
Corporation statement regarding the availability of employment, staff handbooks, and general information 
publications of the Corporation as required by Federal and State law and this policy. 
  
Definitions 
  
Words used in this policy shall have those meanings defined herein; words not defined herein shall be 
construed according to their plain and ordinary meanings. 
  
Complainant is the individual who alleges or is alleged to have been subjected to unlawful harassment, 
regardless of whether the person files a formal complaint or is pursuing an informal resolution to the alleged 
harassment. 
  
Respondent is the individual who is alleged to have engaged in unlawful harassment, regardless of whether 
the Complainant files a formal complaint or is seeking an informal resolution to the alleged harassment. 
  
Corporation community means students, Corporation employees (i.e., administrators and professional and 
support staff), and Board members, agents, volunteers, contractors, or other persons subject to the control 
and supervision of the Board. 
  
Third Parties include but are not limited to guests and/or visitors on Corporation property (e.g., visiting 
speakers, participants on opposing athletic teams, parents), vendors doing business with or seeking to do 
business with the Board, and other individuals who come in contact with members of the Corporation 
community at school-related events/activities (whether on or off Corporation property). 
  
Day(s): Unless expressly stated otherwise, the term “day” or “days” as used in this policy means business 
day(s) (i.e., a day(s) that the Corporation office is open for normal operating hours, Monday – Friday, 
excluding State-recognized holidays). 
  
Sexual Harassment 
  
For purposes of this policy and consistent with Title VII of the Civil Rights Act of 1964, "sexual harassment" 
is defined as: 
  
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature, when: 
  

A. Submission to such conduct is made either implicitly or explicitly a term or condition of an individual's 
employment. 
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B. Submission or rejection of such conduct by an individual is used as the basis for employment decisions 
affecting such individual. 
  

C. Such conduct has the purpose or effect of interfering with the individual's work performance or of 
creating an intimidating, hostile, or offensive working environment. 

  
Sexual harassment may involve the behavior of a person of any gender against a person of the same or 
another gender. 
  
Sexual Harassment covered by Policy/AG 2266 - Nondiscrimination on the Basis of Sex in Education 
Programs or Activities, i.e., sexual harassment prohibited by Title IX, is not included in this policy. Allegations 
of such conduct shall be addressed solely by Policy 2266/AG 2266 - Nondiscrimination on the Basis of Sex in 
Education Programs or Activities. 
  
Prohibited acts that constitute sexual harassment under this policy may take a variety of forms. Examples of 
the kinds of conduct that may constitute sexual harassment include but are not limited to: 
  

A. Unwelcome sexual propositions, invitations, solicitations, and flirtations; 
  

B. Unwanted physical and/or sexual contact; 
  

C. Threats or insinuations that a person's employment, wages, promotion, or other conditions of 
employment may be adversely affected by not submitting to sexual advances; 
  

D. Unwelcome verbal expressions, including graphic sexual commentaries about a person's body, dress, 
appearance, or sexual activities; the unwelcome use of sexually degrading language, profanity, jokes or 
innuendoes;  
  

E. Sexually suggestive objects, pictures, graffiti, videos, posters, audio recordings or literature, placed in 
the work environment, that reasonably may embarrass or offend individuals; 
  

F. Unwelcome and inappropriate touching, patting, or pinching;  
  

G. Asking or telling about sexual fantasies, sexual preferences, or sexual activities; 
  

H. Speculation about a person's sexual activities or sexual history or remarks about one's own sexual 
activities or sexual history; 
  

I. Giving unwelcome personal gifts, such as lingerie, that suggest the desire for a romantic relationship; 
  

J. Leering or staring at someone in a sexual way, such as staring at a person's breasts, buttocks, or groin; 
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K. A pattern of conduct, which can be subtle in nature, that has sexual overtones and is intended to create 
or has the effect of creating discomfort and/or humiliation to another; 
  

L. In the context of employees, consensual sexual relationships where such relationship leads to favoritism 
of a subordinate employee with whom the superior is sexually involved and where such favoritism 
adversely affects other employees or otherwise creates a hostile work environment; 
  

M. Verbal, nonverbal or physical aggression, intimidation, or hostility based on sex or sex-stereotyping that 
does not involve conduct of a sexual nature. 

  
Not all behavior with sexual connotations constitutes unlawful sexual harassment. Sex-based or gender-based 
conduct must be sufficiently severe, pervasive, and persistent that it adversely affects, limits, or denies an 
individual's employment or creates a hostile or abusive employment environment. 
  
Race/Color Harassment 
  
Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon an 
individual's race or color and when the conduct has the purpose or effect of: interfering with the individual's 
work or educational performance; creating an intimidating, hostile, or offensive working or learning 
environment; or interfering with one's ability to participate in or benefit from a class or an educational 
program or activity. Such harassment may occur where conduct is directed at the characteristics of a person's 
race or color, such as racial slurs, nicknames implying stereotypes, epithets, and/or negative references 
regarding racial customs. 
  
Religious (Creed) Harassment 
  
Prohibited religious harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon 
an individual's religion or creed and when the conduct has the purpose or effect of: interfering with the 
individual's work or educational performance; creating an intimidating, hostile, or offensive working or 
learning environment; or interfering with one's ability to participate in or benefit from a class or an educational 
program or activity. Such harassment may occur where conduct is directed at the characteristics of a person's 
religious tradition, clothing, or surnames, and/or involves religious slurs. 
  
National Origin/Ancestry Harassment 
  
Prohibited national origin/ancestry harassment occurs when unwelcome physical, verbal, or nonverbal 
conduct is based upon an individual's national origin or ancestry and when the conduct has the purpose or 
effect of: interfering with the individual's work or educational performance; creating an intimidating, hostile, 
or offensive working or learning environment; or interfering with one's ability to participate in or benefit from 
a class or an educational program or activity. Such harassment may occur where conduct is directed at the 
characteristics of a person's national origin or ancestry, such as negative comments regarding customs, manner 
of speaking, language, surnames, or ethnic slurs. 
  
Disability Harassment 
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Prohibited disability harassment occurs when unwelcome physical, verbal, or nonverbal conduct is based upon 
an individual's disability and when the conduct has the purpose or effect of: interfering with the individual's 
work or educational performance; creating an intimidating, hostile, or offensive working or learning 
environment; or interfering with one's ability to participate in or benefit from a class or an educational 
program or activity. Such harassment occurs when conduct is directed at the characteristics of a person's 
disability, such as negative comments about speech patterns, movement, physical impairments or 
defects/appearances, or the like. Such harassment further may occur where conduct is directed at or pertains 
to a person's genetic information. 
  
Corporation Compliance Officers 
  
The following individuals serve as the Corporation's Compliance Officers (also known as "Anti-Harassment 
Compliance Officer(s)") (hereinafter referred to as the "COs"). 
 
Human Resource Specialist 
2829 George Street 
Logansport, IN 46947 
574-722-2911 
adairj@lcsc.k12.in.us 
  
JD Dubes 
1 Berry Lane 
Logansport, IN 4647 
574-753-0441 
dubesj@lcsc.k12.in.us 
  
The names, titles, and contact information of these individuals will be published annually on the Corporation's 
website and in the student or parent and staff handbooks. 
 
The COs are responsible for coordinating the Corporation’s efforts to comply with applicable Federal and 
State laws and regulations, including the Corporation’s duty to address in a prompt and equitable manner any 
inquiries or complaints regarding harassment on the basis of a protected class. 
 
The COs will oversee the investigation of any complaints of harassment based on a protected class which may 
be filed pursuant to the Board's adopted internal complaint procedure (see below) and will attempt to resolve 
such complaints. The Board will provide for the prompt and equitable resolution of complaints alleging 
harassment based on a protected class. 
  
Reports and Complaints of Unlawful Harassment and Retaliation 
  
Students and Corporation employees are required, and all other members of the Corporation community and 
Third Parties are encouraged, to promptly report incidents of harassment based on a protected class to an 
administrator, supervisor, or other Corporation official so that the Board may address the conduct before it 
becomes severe, pervasive, or persistent. Any teacher, administrator, supervisor, or other Corporation 
employee or official who receives such a complaint shall file it with the CO within two (2) business days. 
  



87 | P a g  e  

Members of the Corporation community and Third Parties who believe they have been unlawfully harassed by 
another member of the Corporation community or a Third Party are entitled to utilize the Board's complaint 
process that is set forth below. Initiating a complaint, whether formally or informally, will not adversely affect 
the Complainant's employment or participation in educational or extra-curricular programs. While there are 
not time limits for initiating complaints of harassment under this policy, individuals should make every effort 
to file a complaint as soon as possible after the conduct occurs while the facts are known and potential 
witnesses are available. 
  
The COs will be available during regular school/work hours to discuss concerns related to harassment on the 
basis of a protected class. The COs shall accept reports of unlawful harassment directly from any member of 
the Corporation community or a Third Party and such reports that initially are made to another Corporation 
employee. Upon receipt of a report of alleged harassment, the CO will contact the Complainant and begin 
either an informal or formal complaint process (depending on the Complainant's request and the nature of the 
alleged harassment) or designate a specific individual to conduct such a process. 
  
The CO will provide a copy of this policy to the Complainant and Respondent. In the case of a formal 
complaint, the CO will prepare recommendations for the Superintendent or will oversee the preparation of 
such recommendations by a designee. All members of the Corporation community must report incidents of 
harassment based on a protected class that are reported to them to the CO within two (2) business days of 
learning of the incident/conduct. 
  
Any Corporation employee who directly observes unlawful harassment is obligated, in accordance with this 
policy, to report such observations to a CO within two business (2) days. Additionally, any Corporation 
employee who observes an act of unlawful harassment is expected to intervene to stop the harassment unless 
circumstances make such an intervention dangerous, in which case the staff member should immediately 
notify other Corporation employees and/or local law enforcement officials, as necessary, to stop the 
harassment. Thereafter, the CO or designee must contact the Complainant if age eighteen (18) or older or the 
Complainant's parents/guardians if the Complainant is under the age eighteen (18) within two (2) days to 
advise of the Board's intent to investigate the alleged harassment. 
  
Investigation and Complaint Procedure (See Form 4362 F1) 
  
Except for Sexual Harassment that is covered by Policy 2266 - Nondiscrimination on the Basis of Sex in 
Education Program or Activities, any employee or other member of the Corporation community or Third 
Party (e.g., visitor to the Corporation) who alleges to have been subjected to unlawful harassment or 
retaliation may seek resolution of the complaint through the procedures described below. The formal 
complaint procedures involve an investigation of the individual's claims of harassment based on a protected 
class or retaliation and a process for rendering a decision regarding whether the charges are substantiated. 
  
Due to the sensitivity surrounding complaints of unlawful harassment or retaliation, timelines are flexible for 
initiating the complaint process; however, individuals are encouraged to file a complaint within thirty (30) 
calendar days after the conduct occurs while the facts are known and potential witnesses are available. 
  
Once the formal complaint process is begun, the investigation will be completed in a timely manner (ordinarily 
within fifteen (15) business days of the complaint being received). 
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The procedures set forth below are not intended to interfere with the rights of any individual to pursue a 
complaint of unlawful harassment or retaliation with the United States Department of Education, Office for 
Civil Rights ("OCR"), the Indiana Civil Rights Commission ("ICRC") or the Equal Employment Opportunity 
Commission ("EEOC"). The Chicago Office of the OCR can be reached at John C. Kluczynski Federal 
Building, 230 S. Dearborn Street, 37th Floor, Chicago, IL 60604; Telephone: 312-730-1560; FAX: 312-730-
1576; TDD: 800-877-8339; Email: OCR.Chicago@ed.gov; Web: http://www.ed.gov/ocr. 
  
Informal Complaint Procedure 
  
The goal of the informal complaint procedure is to stop inappropriate behavior promptly and facilitate 
resolution through informal means, if possible. The informal complaint procedure is provided as a less formal 
option for a Corporation employee, other member of the Corporation community or Third Party who alleges 
unlawful harassment or retaliation. This informal procedure is not required as a precursor to the filing of a 
formal complaint. 
  
The informal process is available only in those circumstances where the Complainant and the Respondent 
mutually agree to participate in it. 
  
The Complainant may proceed immediately to the formal complaint process, and individuals who seek 
resolution through the informal procedure may request that the informal process be terminated at any time to 
move to the formal complaint process. 
  
All complaints involving a Corporation employee, any other adult member of the Corporation community, or 
a Third Party and a student will be formally investigated. 
  
As an initial course of action, if a Complainant feels comfortable and safe in doing so, the individual should 
tell or otherwise inform the Respondent that the alleged harassing conduct is unwelcome and must stop. The 
Complainant should address the allegedly harassing conduct as soon after it occurs as possible. The COs are 
available to support and counsel individuals when taking this initial step or to intervene on behalf of the 
Complainant if requested to do so. A Complainant who is uncomfortable or unwilling to approach the 
Respondent directly about the allegedly inappropriate conduct may file an informal or a formal complaint. 
  
In addition, with regard to certain types of unlawful harassment, such as sexual harassment, the CO may 
advise against the use of the informal complaint process. 
  
A Complainant who alleges harassment based on a protected class or retaliation may make an informal 
complaint, either orally or in writing: 1) to a building administrator; 2) directly to one of the COs; or 3) to the 
Superintendent or other Corporation-level employee. 
  
All informal complaints must be reported to one of the COs, who either will facilitate an informal resolution 
as described below, or appoint another individual to facilitate an informal resolution. 
  
The Corporation's informal complaint procedure is designed to provide the Complainant with a range of 
options aimed at bringing about a resolution of the Complainant's concerns. Depending upon the nature of 
the complaint and the wishes of the Complainant, informal resolution may involve but is not limited to one or 
more of the following: 
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A. Advising the Complainant about how to communicate the unwelcome nature of the behavior to the 
alleged Respondent. 
  

B. Distributing a copy of Policy 4362 - Anti-Harassment to the individuals in the school building or office 
where the Respondent works or attends school. 
  

C. If both parties agree, the CO may arrange and facilitate a meeting or mediation between the 
Complainant and the Respondent to work out a mutual resolution. 

  
While there are no set time limits within which an informal complaint must be resolved, the CO or designee is 
directed to attempt to resolve all informal complaints within fifteen (15) business days of receiving the 
informal complaint. 
  
If the Complainant is dissatisfied with the results of the informal complaint process, the Complainant may 
proceed to file a formal complaint. And, as stated above, either party may request that the informal process be 
terminated at any time to move to the formal complaint process. 
  
Formal Complaint Procedure 
  
If a complaint is not resolved through the informal complaint process, one of the parties has requested that 
the informal complaint process be terminated to move to the formal complaint process, the Complainant 
elects to file a formal complaint from the outset, or the CO determines the allegations are not appropriate for 
resolution through the informal process, the formal complaint process shall be implemented. 
  
A Complainant may file a formal complaint, either orally or in writing, with a Principal, the CO, the 
Superintendent, or other Corporation official. 
  
Due to the sensitivity surrounding complaints of unlawful harassment and retaliation, timelines are flexible for 
initiating the complaint process; however, individuals should make every effort to file a formal complaint 
within thirty (30) calendar days after the conduct occurs while the facts are known and potential witnesses are 
available. 
 
If a Complainant informs a teacher, Principal, Superintendent, or other Corporation official, either orally or in 
writing, about any complaint of harassment or retaliation, that employee must report such information to the 
CO within two (2) business days. 
  
Throughout the course of the process, the CO should keep the parties reasonably informed of the status of 
the investigation and the decision-making process. 
  
All formal complaints must include the following information to the extent known: the identity of the 
Respondent; a detailed description of the facts upon which the complaint is based (i.e., when, where, and what 
occurred); a list of potential witnesses; and the resolution sought by the Complainant. 
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If the Complainant is unwilling or unable to provide a written statement including the information set forth 
above, the CO shall ask for such details in an oral interview. Thereafter, the CO will prepare a written 
summary of the oral interview and the Complainant will be asked to verify the accuracy of the reported 
charge by signing the document. 
  
Upon receiving a formal complaint, the CO will consider whether any action should be taken in the 
investigatory phase to protect the Complainant from further harassment or retaliation including, but not 
limited to a change of work assignment or schedule for the Complainant and/or the Respondent. In making 
such a determination, the CO should consult the Complainant to assess whether the individual agrees with the 
proposed action. If the Complainant is unwilling to consent to the proposed change, the CO still may take 
whatever actions are deemed appropriate in consultation with the Superintendent. 
  
Within two (2) business days of receiving the complaint, the CO or designee will initiate a formal investigation 
to determine whether the Complainant has been subjected to unlawful harassment or retaliation. 
  
Simultaneously, the CO will inform the Respondent that a formal complaint has been received. The 
Respondent will be informed about the nature of the allegations and provided with a copy of any relevant 
policies and/or administrative guidelines, including Policy 4362 - Anti-Harassment. The Respondent also must 
be informed of the opportunity to submit a written response to the formal complaint within five (5) business 
days. 
  
Although certain cases may require additional time, the CO or designee will attempt to complete an 
investigation into the allegations of harassment based on a protected class or retaliation within fifteen (15) 
business days of receiving the formal complaint. 
  
The investigation will include: 
  

A. interviews with the Complainant; 
  

B. interviews with the Respondent; 
  

C. interviews with any other witnesses who reasonably may be expected to have any information relevant 
to the allegations; and 
  

D. consideration of any documentation or other information presented by the Complainant, Respondent, 
or any other witness that is reasonably believed to be relevant to the allegations. 

  
At the conclusion of the investigation, the CO or designee shall prepare and deliver a written report to the 
Superintendent that summarizes the evidence gathered during the investigation and provides 
recommendations based on the evidence and the definition of unlawful harassment as provided in Board 
policy and State and Federal law as to whether the Respondent engaged in unlawful harassment of or 
retaliation toward the Complainant. The CO's recommendations must be based upon the totality of the 
circumstances, including the ages and maturity levels of those involved. In determining if unlawful harassment 
or retaliation occurred, a preponderance of evidence standard will be used. 
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The CO may consult with the Board’s legal counsel before finalizing the report to the Superintendent. 
  
Absent extenuating circumstances, within five (5) business days of receiving the report of the Compliance 
Officer/designee, the Superintendent must either issue a decision regarding whether the complaint of 
harassment has been substantiated or request further investigation. A copy of the Superintendent's decision 
will be delivered to both the Complainant and the Respondent. 
  
If the Superintendent requests additional investigation, the Superintendent must specify the additional 
information that is to be gathered, and such additional investigation must be completed within five (5) 
business days. At the conclusion of the additional investigation, the Superintendent must issue a final written 
decision as described above. 
  
If the Superintendent determines the Respondent engaged in harassment of or retaliation toward the 
Complainant, the Superintendent must identify what corrective action will be taken to stop, remedy, and 
prevent the recurrence of the harassment or retaliation. The corrective action should be reasonable, timely, 
age-appropriate, effective, and tailored to the specific situation. 
 
A Complainant or Respondent who is dissatisfied with the final decision of the Superintendent may appeal 
through a signed written Statement to the Board within five (5) business days of the party's receipt of the 
Superintendent’s decision. The written statement of appeal must be submitted to the Board President. 
  
In an attempt to resolve the complaint, the Board shall meet with the concerned parties and their 
representatives within twenty (20) business days of the receipt of such an appeal. A copy of the Board’s 
disposition of the appeal shall be sent to each concerned party within ten (10) business days of this meeting. 
The decision of the Board will be final. 
  
The Board reserves the right to investigate and resolve a complaint or report of unlawful harassment or 
retaliation regardless of whether the Complainant pursues the complaint. The Board also reserves the right to 
have the formal complaint investigation conducted by an external person in accordance with this policy or in 
such other manner as deemed appropriate by the Board or its designee. 
  
The parties may be represented, at their own cost, at any of the above-described interviews/meetings. 
  
The right of a person to a prompt and equitable resolution of the complaint shall not be impaired by the 
person’s pursuit of other remedies such as the filing of a complaint with the OCR, the ICRC or the EEOC, 
the filing of charges with local law enforcement, or the filing of a civil action in court. Use of this internal 
complaint process is not a prerequisite to the pursuit of other remedies. 
  
Privacy/Confidentiality 
  
The Corporation will employ all reasonable efforts to protect the of the Complainant, the Respondent, and 
the witnesses as much as possible, consistent with the Corporation's legal obligations to investigate, take 
appropriate action, and to comply with any discovery or disclosure obligations. 
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All records generated under the terms of this policy and related administrative guidelines shall be maintained 
as confidential to the extent permitted by law. Confidentiality, however, cannot be guaranteed. Additionally, 
the Respondent must be provided the Complainant's identity. 
  
During the course of a formal investigation, the CO or designee will instruct all members of the Corporation 
community and third parties who are interviewed about the importance of maintaining confidentiality. Any 
individual who is interviewed as part of a harassment investigation is expected not to disclose any information 
that is learned or provided during the course of the investigation. 
  
Remedial Action and Monitoring 
  
If warranted, appropriate remedial action shall be determined and implemented on behalf of the Complainant, 
including but not limited to counseling services, reinstatement of leave taken because of the discrimination, or 
other appropriate action. 
  
The Board may appoint an individual, who may be a Corporation employee, to follow up with the 
Complainant to ensure no further discrimination or retaliation has occurred and to take action to address any 
reported occurrences promptly. 
  
Sanctions and Disciplinary Action 
  
The Board shall vigorously enforce its prohibitions against unlawful harassment/retaliation by taking 
appropriate action reasonably calculated to stop the harassment and prevent further misconduct. 
  
While observing the principles of due process, a violation of this policy may result in disciplinary action up to 
and including the discharge of an employee or the suspension/expulsion of a student. All disciplinary action 
will be taken in accordance with applicable State law and any terms of the relevant collective bargaining 
agreement or student code of conduct. 
  
When imposing discipline, the Superintendent shall consider the totality of the circumstances involved in the 
matter, including the age and maturity level of any student involved. In those cases where unlawful harassment 
is not substantiated, the Board may consider whether the alleged conduct nevertheless warrants discipline in 
accordance with other Board policies, consistent with the terms of any relevant collective bargaining 
agreement or student code of conduct. 
  
Where the Board becomes aware that a prior disciplinary action has been taken against the Respondent, all 
subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably calculated to end such 
conduct, prevents its recurrence, and remedy its effects. 
  
Retaliation 
  
Retaliation against a person who makes a report or files a complaint alleging unlawful harassment/retaliation 
or participates as a witness in an investigation is prohibited. Neither the Board nor any other person may 
intimidate, threaten, coerce, or interfere with any individual because the person opposed any act or practice 
made unlawful by any Federal or State civil rights law, made a report, formal complaint, testified, assisted or 
participated or refused to participate in any manner in an investigation, proceeding, or hearing under those 
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laws or this policy, or exercised, enjoyed, aided or encouraged any other person in the exercise or enjoyment 
of any right granted or protected by those laws or this policy. 
  
Retaliation against a person for making a report of discrimination, filing a formal complaint, or participating in 
an investigation or meeting is a serious violation of this policy that can result in imposition of disciplinary 
sanctions/consequences and/or other appropriate remedies. 
  
Formal complaints alleging retaliation may be filed according to the internal complaint process set forth 
above. 
  
The exercise of rights protected under the First Amendment of the United States Constitution does not 
constitute retaliation prohibited under this policy. 
  
Education and Training 
  
In support of this Anti-Harassment Policy, the Board promotes preventative educational measures to create 
greater awareness of unlawful discriminatory practices. The Superintendent shall provide appropriate 
information to all members of the Corporation community related to the implementation of this policy and 
shall provide training for Corporation students and staff where appropriate. All training and information 
provided regarding the Board's policy and harassment in general will be age and content appropriate. 
  
Retention of Investigatory Records and Materials 
  
The CO is responsible for overseeing retention of all records that must be maintained pursuant to this policy. 
All individuals charged with conducting investigations under this policy shall retain all documents, 
electronically stored information (“ESI”), and electronic media (as defined in Policy 8315) created/or and 
received as part of an investigation, which may include but are not limited to: 
  

A. all written reports/allegations/complaints/grievances/statements/responses pertaining to an alleged 
violation of this policy; 
  

B. any narratives that memorialize oral reports/allegations/complaints/grievances/statements/responses 
pertaining to an alleged violation of this policy; 
  

C. any documentation that memorializes the actions taken by Corporation personnel or individuals 
contracted or appointed by the Board to fulfill its responsibilities related to the investigation and/or the 
Corporation’s response to the alleged violation of this policy; 
  

D. written witness statements; 
  

E. narratives, notes from, and audio, video, or digital recordings of witness interviews/statements; 
  

F. e-mails, texts, and social media posts that directly relate to or constitute evidence pertaining to an 
alleged violation of this policy (i.e., not after-the-fact commentary about or media coverage of the 
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incident); 
  

G. notes and summaries prepared contemporaneously by the investigator in whatever form made (e.g., 
handwritten, keyed into a computer or tablet, etc.), but not including transitory notes whose content is 
otherwise memorialized in other documents; 
  

H. written disciplinary sanctions issued to students or employees and other documentation that 
memorializes oral disciplinary sanctions issued to students or employees for violations of this policy; 
  

I. dated written determinations/reports (including summaries of relevant exculpatory and inculpatory 
evidence) and other documentation that memorializes oral notifications to the parties concerning the 
outcome of the investigation, including any consequences imposed as a result of a violation of this 
policy; 
  

J. documentation of any supportive measures offered and/or provided to the Complainant or the 
Respondent, including no contact orders issued to both parties, the dates the no contact orders were 
issued, and the dates the parties acknowledged receipt of the no contact orders; 
  

K. documentation of all actions taken, both individual and systemic, to stop the discrimination or 
harassment, prevent its recurrence, eliminate any hostile environment, and remedy its discriminatory 
effects; 
  

L. copies of the Board policy and procedures/guidelines used by the Corporation to conduct the 
investigation and any documents used by the Corporation at the time of the alleged violation to 
communicate the Board’s expectations to students and staff with respect to the subject of this policy 
(e.g., Student Code of Conduct and/or Employee Handbooks); 
  

M. copies of any documentation that memorializes any formal or informal resolutions to the alleged 
discrimination or harassment; 
  

N. documentation of any training provided to Corporation personnel related to this policy, including but 
not limited to notification of the prohibitions and expectations of staff set forth in this policy and the 
role and responsibility of all Corporation personnel involved in enforcing this policy, including their 
duty to report alleged violations of this policy and/or conduct an investigation of an alleged violation 
of this policy; 
  

O. documentation that any rights or opportunities that the Corporation made available to one party during 
the investigation were made available to the other party on equal terms; 
  

P. copies of any notices sent to the Respondent of the allegations constituting a potential violation of this 
policy; 
  

Q. copies of any notices sent to the Complainant and the Respondent in advance of any interview or 
meeting; 
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R. copies of any documentation or evidence used during informal and formal disciplinary meetings and 
hearings, including the investigation report and any written responses submitted by the Complainant or 
the Respondent. 

  
The documents, ESI, and electronic media (as defined in Policy 8315) retained may include public records and 
records exempt from disclosure under Federal (e.g., FERPA, ADA) and/or State (e.g., I.C. 5-14-3-4) law, such 
as student records and confidential medical records. 
  
The documents, ESI, and electronic media (as defined in Policy 8315) created or received as part of an 
investigation shall be retained in accordance with Policy 8310, Policy 8315, Policy 8320, and Policy 8330 for 
not less than three (3) years and longer if required by the Corporation’s records retention schedule. 



96 | P a g  e  

Logansport Community School Corporation 
Classified Employee Handbook Receipt 

 

The Logansport Community School Corporation Classified Handbook is designed to supply 
information on corporation policy, guidelines, and information relative to employee health, safety, 
welfare and conduct. The classified handbook can be found on the corporation website 
(www.lcsc.k12.in.us) by selecting the “Menu” option at the top, scrolling down to the “For 
Employees” section and then clicking the “Classified Handbook” link.  Please read it 
carefully. It is your responsibility to review the handbook and be familiar with its content. 
Complete Board Policies may be accessed on the LCSC website as well.  If you have questions 
after reviewing the information, please contact your immediate supervisor. 

 

Acknowledgement 
I have been informed on how and where to view the Logansport Community School Corporation 
Classified Handbook and understand that it is my responsibility to review this handbook in its 
entirety. 

 
I understand that I am an at-will employee and the Logansport Community School Corporation 
Classified Handbook is not a contract of employment. 

 
My signature below ensures that I agree to familiarize myself with the contents of the classified 
handbook. My signature also acknowledges my recognition that I am an at-will employee and 
that Logansport Community School Corporation may terminate my employment at any time and 
bypass discipline policies if the situation warrants. 

 

 

Employee Signature 
 

 

Printed Name 
 

 / /  
Date 


