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Mission Statement
Fairfield Community Schools: Empowering a resilient, reflective, and responsible community to
learn and lead boldly.

Vision Statement
Fairfield Community Schools strives to equip collaborative learners through personalized learning
and real-world experiences while promoting perseverance and problem solving.
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Welcome
Welcome to Fairfield Community Schools! We are so glad to have you join our team and look
forward to a long and rewarding partnership with you in educating our students.
This handbook is an outline of Fairfield Community Schools’ employment practices, policies, and
benefits. The procedures and policies in this handbook may be modified by the Board of Trustees
at any time. This handbook supersedes and replaces all prior classified handbooks. If you have
further questions or need clarification, please call the human resource department at the
Administrative Office at 574.831.2188 .

FAIRFIELD COMMUNITY SCHOOLS
67240 COUNTY ROAD 31
GOSHEN, IN 46528
PHONE: 574.831.2188
FAX: 574.831.5698

Benton Elementary School
68350 County Road 31
Goshen, IN 46526
Phone: 574.831.2192
Fax: 574.831.2200
Grades K – 6

New Paris Elementary School
18664 County Road 46
New Paris, IN 46553
Phone: 574.831.2196
Fax: 574.831.3160
Grades K – 6

Millersburg Elementary-Middle School
203 East Main Street, PO Box 238
Millersburg, IN 46543
Phone: 574.642.3074
Fax: 574.642.3918
Grades K – 8

Fairfield Jr-Sr High School
67530 US 33
Goshen, IN 46526
Phone: 574.831.2184
Fax: 574.831.2187
Grades 7 – 12

Legal Duties and Responsibilities
1.1 Board Policies
The policies and administrative guidelines of Fairfield Community Schools can be found at
http://www.fairfield.k12.in.us in the Bylaws and Policies link under District/School Board. The
specific policies concerning employment are covered in the 4000 series.

1.2 Chain of Support/Conflict Resolution
It is the desire of the school board to promote good communication and a positive working
environment for all employees. It is important that employees work together efficiently and
professionally to meet the needs of the children we serve. To accomplish this, employees are
expected to seek support appropriately when things are needed or conflicts arise that cannot
be addressed by working directly with the others involved. To appropriately seek support in
nearly all other situations district employees should follow the following process to resolve
issues or conflicts.
1. Work directly with others involved to resolve the issue or concern.
2. If working and communicating directly with the others involved does not resolve the issues
seeking further support may be necessary. Only after informing the others involved that
additional support is needed and with the knowledge of the others involved, the
employee may seek support from their supervisor. It is preferable to have both parties
reach out together.
3. If the issue remains unresolved, the employee can tell the supervisor additional
support is needed and with the knowledge of the supervisor, the employee may seek
additional support from the next level of administration. This appeal process could
eventually result in a conference with the superintendent and/or the school board.
It is not appropriate to take a concern to the next level without informing all involved that
such a step is being taken. Examples of this are employees contacting principals, the
superintendent or school board members and skipping levels and not informing those
involved. In cases of safety or legal concerns the issue may be taken immediately to the next
level supervisor or law enforcement without delay.

1.3 Drug Free Workplace
The School Board believes that quality education is not possible in an environment affected
by drugs. It will seek, therefore, to establish and maintain an educational setting which is free
from the use of any controlled substance and alcohol.
The Board shall not permit the manufacture, possession, use, distribution, or dispensing of
any controlled substance and alcohol, and any drug paraphernalia, by any member of the
Corporation's support staff at any time while on Corporation property or while involved in any
Corporation-related activity or event. An employee who reports for duty or attends a
Corporation-sponsored function after using a controlled substance or consuming alcohol is in
violation of this prohibition. Any staff member who violates this policy shall be subject to
disciplinary action in accordance with Corporation guidelines and the terms of any collective
bargaining agreement, if applicable.

1.4 Employee-At-Will
Employees are employed at the will of the school corporation and are subject to termination at
any time, for any reason not prohibited by law, with or without cause or advanced notice.
*Except for an employee who is under a contract that specifically exempts the employee from
Indiana’s employment at will doctrine.

1.5 Nondiscrimination and Equal Employment Opportunity
The School Board does not discriminate on the basis of the Protected Classes of race, color,
national origin, sex (including transgender status, sexual orientation and gender identity),
disability, age, religion, military status, ancestry, or genetic information which are classes
protected by Federal and/or State law (collectively, “Protected Classes”) 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.

1.6 Anti-Harassment
It is the policy of the Board of School Trustees to maintain an education and work
environment that is free from all forms of unlawful harassment, including sexual harassment,
occurring in the Corporation's educational opportunities, programs, and/or activities, or, if
initially occurring off Corporation grounds or outside the Corporation's educational
opportunities, programs, and activities, affecting the Corporation environment (hereinafter
referred to collectively as "unlawful harassment"). This commitment applies to all Corporation
operations, educational opportunities, 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 occurring in the Corporation's educational
opportunities, programs, and/or activities, or, if initially occurring off Corporation grounds or
outside the Corporation's educational opportunities, programs, and activities, affecting the
Corporation environment. This policy applies to unlawful conduct occurring on school
property, or at another location if such conduct affects the Corporation environment.

1.7 Reporting of Child Abuse and Neglect
Each staff member employed by this corporation shall be responsible for reporting
immediately every case, whether ascertained or suspected, of abuse, abandonment, cruelty,
or neglect resulting in physical or mental injury to a student by other than accidental means.
If a staff member has reason to believe a child is a victim of abuse or neglect, she/he shall
immediately make a report to the Department of Child Services (“DCS”) by calling the Indiana
Child Abuse and Neglect Hotline at 1-800-800-5556. After making the report, the staff
member shall notify the appropriate building administrator of the circumstances that led to the
report that the staff member made to DCS or the police. The building administrator shall
document the report and, if unable to firm the date and time it was made and/or the identity of
the person to whom the report was made, shall contact DCS to ensure that they have
received the report and an investigation has begun.

The building administrator shall secure prompt medical attention for any such injuries
reported.
Information concerning alleged abuse or neglect of a student is confidential information and is
not to be shared with anyone other than the administration and DCS. If the parent or a
member of the household is not the subject of the investigation, the corporation may notify the
parents that the report was made.
Failing to report suspected child abuse or neglect is a Class B misdemeanor, which is
punishable by up to 180 days in jail and a $1,000.00 fine.
Building administrators should be mindful of the possibility of physical or mental abuse
inflicted by a staff member. A staff member who violates this policy also may be subject to
disciplinary action.
A copy of the Fairfield Community Schools Abuse Reporting Form may be in Appendix 1.

General Information and Procedures
2.1 Background Checks
Fairfield Community Schools requires a two (2) step background check for all potential
employees. Background checks are renewed every five (5) years for all employees.
Expanded Background Check
• An expanded background check on all potential employees is required prior to the first day
of employment.
• Cost of the expanded background check is the responsibility of the potential employee.
CPS Background Check
• When the initial expanded background check has cleared, the potential employee will
receive notification to complete the CPS background check.
• The CPS background check does not need to be completed prior to the first day of
employment, but needs to be completed promptly after receiving the notification.
• There is no cost to the potential employee for the CPS background check.

2.2 Corporation School Calendar
• Fairfield Community Schools is on a traditional 180 school day calendar for students.
• The school calendar may be found in Appendix 2.
2.3 Doculivery – https://my.doculivery.com/External/fairfield/Login.aspx
Doculivery is the platform used to access the employee’s online pay stubs.
• The employee is responsible to set up their account.
• Will receive information regarding username and password.
• Will be prompted to immediately change the preset password upon login.
• Employee has the ability to set up notifications.
• Payroll check will be direct deposited into the account specified by the employee.
• Receiving a paper check is not available under normal circumstances.
• Pay is bi-weekly on Friday.
• The payroll schedule may be found in Appendix 3.
• The first payroll in January will be processed with the previous year’s wage scale
regardless of how the calendar days fall. Likewise, the second payroll in January will be
processed with the new year’s wage scale.

2.4 Dress And Grooming
The School Board believes that support staff members are an important and integral part of
the Corporation. Also, since the support staff is a highly visible staff to the students, the
professional staff and the public, the Board believes the support staff should at all times be
well dressed and groomed. Support staff members who understand this precept and adhere
to it enlarge the importance of their task, present an image of dignity, and encourage respect.

Fairfield Community Schools retains the authority to specify the following dress and grooming
guidelines for support staff. All support staff members shall, when assigned to Corporation
duty:
• Be physically clean, neat, and well groomed
• Dress in a manner consistent with their support responsibilities
• Dress in a manner that communicates to others a pride in personal appearance
• Dress in a manner that does not cause damage to Corporation property
• Be groomed in such a way that their dress or hair style does not disrupt the educational
process or cause a health or safety hazard
2.5 Personal Devices On WIFI
• Employee may request personal smartphones or tablets be added to the FCS WIFI.
• Contact the IT department to make this request.
• Passwords to network/WIFI must not be shared with anyone including students or staff
children. The Authorized Use Agreement is attached for reference in Appendix 4.
2.6 Frontline Absence Manager
Frontline Absence Manager is the platform Fairfield Community Schools utilizes to report and
track employee absences. Substitutes also utilize this program when accepting job openings.
• The employee is responsible to set up their account.
• Will receive information regarding username and password.
• Will be prompted to immediately change the preset password upon login.
• The employee is responsible to enter all their absences in Frontline Absence Manager.
• Frontline Absence Manger contact information: www.frontlineeducation.com or you may
contact them at 800-942-3767.
• Employee is to enter the absence as soon as they become aware of the need to be absent
from work in order to give ample time to secure a substitute. The employee is expected to
communicate their absence to their supervisor.
• Employee may enter an absence up to one (1) hour prior to their shift start time.
• If the absence request is within the one (1) hour timeframe and a substitute is
required, employee is responsible to contact Rachel Wixey and Associates at
419.725.9495 and also notify the building secretary/direct supervisor.
• If the absence request is within the one (1) hour timeframe and a substitute is not
required, employee is responsible to notify the building secretary/direct supervisor.
• The employee has the ability to view current leave day balances.
• Upon login, click the “Account” tab along the top of the screen
• Click “Absence Reason Balances” (left side of the screen)
2.7 K-Time
K-Time is the platform Fairfield Community Schools utilizes to capture the time worked for
each classified employee.
• Employee is expected to clock in and clock out using their fingerprint whenever reporting
for work or ending their shift. Usage of a PIN number to clock in/out must be approved by
the supervisor.
• Employee is not to clock in more than five (5) minutes prior to their approved start time
and must clock out within five (5) minutes after their approved end time.
• Employee must have approval from the building principal prior to working outside their
approved times.
• Employee is responsible to review and approve the time worked at the end of their regular
work week.

2.8 MealTime
MealTime is the platform Fairfield Community Schools utilizes to manage the school lunch
program.
• Employees are eligible to purchase school lunches at the board approved price.
• Employee is responsible to have money available in their lunch account if they wish to
purchase a school lunch.
• The school lunch account works like a debit account and negative lunch account balances
are not allowed.

2.9 Professional Leave and Travel
• Employee shall complete a Professional Leave Request form prior to the date of the
professional leave. A copy of the Professional Leave Request form may be found in
Appendix 5. Professional Leave Request Form
• Employee is responsible to enter the absence in Frontline Absence Manager prior to the
professional development.
• Employee will be compensated up to eight (8) hours.
• Estimate the expenses pertaining to the professional development.

Request Procedures
Mileage
• Mileage should be for a round trip – both to and from the conference/meeting.
• Mileage readings begins from home or school whichever is less.
• Suggested to pad your anticipated mileage in case of construction detours.
• Provide a digital map and/or track the beginning and ending odometer readings as this
information will be needed to complete the claim form for reimbursement.
Meals
• Meals, with an itemized receipt, may be reimbursed.
• For a one (1) day conference, lunch will be reimbursed up to eighteen dollars ($18.00)
which includes tax and tip. Tips should not exceed 20%.
• If the conference includes an overnight stay, the food allotment is $59 per day, which
includes tax and tip. Tips should not exceed 20%.
• If lunch is included in the conference registration, no reimbursement for lunch will be
allowed.
• No alcoholic beverages will be reimbursed.

Reimbursement Procedures
• Upon return, employee is responsible for completing a claim form to receive
reimbursement. The claim form must include the following:
Mileage
• Provide a digital map and/or beginning and ending odometer readings.
• The total number of miles being claimed.
• Mileage will be reimbursed at the current federal IRS mileage rate.

Meals
• An itemized receipt listing the items that were purchased.
• A non-itemized credit card receipt will not be accepted.
Other Expenses
• If employee paid for the conference registration fee, hotel, WiFi charges, toll charges,
parking fees, etc., an itemized receipt for each item is needed for reimbursement.
• A non-itemized credit card receipt will not be accepted.

2.10 Procedures For Corporation Purchases
• Complete a “Request to Purchase” form and give to the building secretary.
• Needs principal signature of approval.
• Purchase order will be entered by the building secretary. Once entered, all paperwork
associated with the purchase should be sent to the Treasurer at Central Office.
• The Treasurer will approve/disapprove the purchase order.
• Upon approval, central office will either mail, fax, or email the purchase order to the vendor.
• When all items in the order are received, the employee should inform the building
secretary.
• Building secretary will sign the purchase order and send to central office to authorize
payment.
• If the purchase involves a local company:
• Employee will receive the approved purchase order to take to the vendor to make the
purchase.
• Employee must turn in the itemized receipt to the building secretary, who should then
send it on to the Treasurer at central office.
• Personal funds should not be used for corporation purchases. Purchases made with
personal funds may not be eligible for reimbursement. Emergency situations will be
handled on a case-by-case scenario.

2.11 State Fire Marshall/Indoor Air-Quality Guidelines
• The use of space heaters is prohibited.
• Heating and cooling units are not to have the air intake or discharge blocked at any time.
• The use of plug in air fresheners is prohibited.
• It is prohibited to store items or hang flammable items within 18 inches of the ceiling.
• Electrical panels are not to be blocked and must have 30 inches of clearance in front of
them.
• All classroom doors must not be blocked and have a 5-foot diameter clearance to allow for
egress.
• All of these items are considered a violation of the state fire code.

WEATHER RELATED SCHOOL CLOSURES/DELAYS
2.12 School Delays
• Employee receives notification regarding a school delay due to weather.
• School year employees should adjust their start time accordingly unless approved to begin
their shift at the normal time.
• Twelve (12) month employees are expected to work their normal hours.
• If employee is unable to report to work, the employee must notify his/her supervisor.
• A vacation day or a personal leave day must be used to cover the absence if available.
• If employee has exhausted both vacation days and personal leave days, the employee
will be charged a without compensation day.
2.13 School Closures … and it is NOT an E-Learning Day
• Employee receives notification regarding a school closure due to weather.
• School year employees should not report to work on weather related or emergency
cancellations
o Personal days do not need to be utilized as this day will be made up later in the year.
• Twelve (12) month employees are expected to work their normal hours.
• If employee is unable to report to work, the employee must notify his/her supervisor.
• A vacation day, personal leave day or without compensation day can be used to cover
an absence. (A weather-related school closure day is the only time an employee will be
allowed to use a without compensation day before exhausting their vacation and personal
leave days).
• On inclement weather days when necessary, the Superintendent may declare a “Work from
Home Day” for Central Office staff. Employees that still have to report to work on such a
day (Maintenance and Custodial Staff) will be paid at a rate of time and a half.
E-Learning Days, Flex Days and Built-in Professional Development Days
2.14 E-Learning Days that are the result of a school closure due to inclement weather after
all built in snow days have been exhausted or because of unforeseen circumstances
• Employee receives notification regarding a school closure due to weather or unforeseen
circumstances that is resulting in an E-learning day.
• School year employees need to refer to their supervisor as to whether there is work to be
completed for their specific job
o If yes, then employee should work as guided to by their supervisor
(hours may not be normal depending on the day and what is needed to be done)
o If no work is available for that day, the employee has two options:
▪ Use a personal leave day
▪ Take a without compensation day (A weather-related school closure day is the
only time an employee will be allowed to use a without compensation day
before exhausting their vacation and personal leave days).
• Twelve (12) months employees are expected to work their normal hours.
o If employee is unable to report to work, the employee must notify his/her supervisor.
o A vacation day, personal leave day or without compensation day can be used to
cover an absence. (A weather-related school closure day is the only time an
employee will be allowed to use a without compensation day before exhausting their
vacation and personal leave days).
• On inclement weather days when necessary, the Superintendent may declare a “Work from
Home Day” for Central Office staff. Employees that still have to report to work on such a
day (Maintenance and Custodial Staff) will be paid at a rate of time and a half.

2.15 Flex Days (Pre-planned E-Learning Days that are built into the school calendar)
• School year employees are expected to work their normal hours per guidance from their
supervisor
• Twelve (12) months employees are expected to work their normal hours.
o A vacation day or a personal leave day must be used to cover an absence.

2.16 Built-in Professional Development Days for Certified Staff where there are no students
reporting to school and it is not an E-learning day
• School year employees are not expected to work on these days.
• Twelve (12) months employees are expected to work their normal hours.
o A vacation day or a personal leave day must be used to cover an absence.
o If employee has exhausted both vacation days and personal leave days, the
employee will be charged a without compensation day.

Benefits
MEDICAL INSURANCE COVERAGE
3.1 Health Insurance
Medical insurance may be available to employees who work 30 or more hours per week
based on employee classification.
There are two plans available – Bronze Plan (Affordable Care Act Plan) and
Gold Plan. Participants of either plan will have access to TELADOC, prescription drug plan,
and the wellness screening.
Bronze Plan (Affordable Care Act Plan)
• Offered for single coverage only
• High deductible plan
• Employee cost is a pre-tax payroll deduction.
Gold Plan
• Offered for single or family coverage
• High deductible plan
• Employee cost is a pre-tax payroll deduction
• Health Savings Account (HSA)
• Fairfield Community Schools contributes annually to the employee’s health savings
account based upon employee coverage.
• Employee must open an HSA account or provide the full routing and account number of
an existing account to the payroll department prior to insurance effective date.
• Employee may contribute to their health savings account, but may not exceed the IRS
HSA contribution limits.
• Employee contributions are a pre-tax payroll deduction.
TELADOC
• A private, secure, and easy way to see a doctor 24 hours a day, 7 days a week.
• Doctor consultation is $45.00 per consultation.
Prescription Plan
• May use any network pharmacy
• Present insurance card to receive discount
• Cost will be applied to the deductible
• Mail order is available for maintenance prescriptions. Obtain prescription for one (1)
year with renewals for ninety (90) day supply.
Wellness Screening
• Fairfield Community Schools offers a wellness screening annually.
• If employee chooses to participate and is a health insurance participant, Fairfield
Community Schools makes an additional contribution to their health savings account.

DENTAL INSURANCE COVERAGE
3.2 Dental Insurance
• Single or family coverage is available to employees based upon employee classification.
• Employee cost is a pre-tax payroll deduction.

VISION INSURANCE COVERAGE
3.3 Vision Insurance
• Single or family coverage is available to all employees
• Employee is responsible for the full premium.
• Employee cost is a pre-tax payroll deduction.

ADDITIONAL INSURANCE COVERAGE
3.4 Long Term Disability Insurance
• Employees who work 17.5 hours or more per week are eligible.
• 90 calendar day elimination period
• Benefit is 66 2/3% of employee wages until normal retirement age.
• The cost to the employee is $1.00 per year, Fairfield Community Schools pays the
remaining premium.
• Employee cost is a post-tax payroll deduction.

3.5 Group Term Life Insurance
• Employees who work 600 or more hours per year are eligible.
• Employees are provided a $30,000 policy
• In the event of accidental death, a sum not less than two (2) times the amount.
• The cost to the employee is $1.00 per year, Fairfield Community Schools pays the
remaining premium.
• Employee cost is pre-tax payroll deduction.
If covered under long term disability insurance and term life insurance, employee receives the
following benefits at no cost:
Life Insurance Employee Assistance Program
• Provides three (3) in-person assessment and counseling sessions for employee only
Identify Theft Assistance
• Employee and family members are covered
3.6 Section 125
• Employees who work 17.5 hours or more per week are eligible.
• Additional supplemental insurance plans through our section 125 provider are available to
Employees.
• Employee is responsible for the full premium of supplemental insurance plans.
• Employee cost is a pre-tax payroll deduction.

RETIREMENT CONTRIBUTIONS
3.7 Public Employee’s Retirement Fund (PERF)
• Defined Benefit Plan
• Employees who work 600 hours or more per year are eligible.
• Fairfield Community Schools contributes a percentage of employee wages as required
by the state retirement system.
• Employee receives a pension benefit upon retirement. A vesting schedule applies.
• Defined Contribution (DC) Account
• Employees who work 600 or more hours per year are eligible.
• Fairfield Community Schools contributes 3% of employee wages.
• Employees may contribute up to 10% of their wages.
• Employee may contribute either post-tax or pre-tax.
• Upon separation of employment, employee is 100% vested in account.

3.8 403(b) Retirement Plan
• All employees are eligible.
• Fairfield Community Schools does not match the employee’s contributions.
• Employee contribution will be a pre-tax payroll deduction.
• Must invest with one of the companies that is approved by Fairfield Community Schools.
o American Fidelity, Aspire Financial Services, MetLife, Equitable or Security Benefit

LEAVE DAYS
• All employee absences must be entered into Frontline Absence Manager.

3.9 Personal Leave Days
• Three (3) days shall be credited annually to full time employees.
• Days will be prorated for part-time employees.
• New personal leave days will be credited annually on January 1.
• Personal leave days go from January 1 – December 31.
• Personal leave days may be used in full day or half-day increments.
• Employees who work less than five (5) hours per day use their absences in half day
increments only.
• Full time employees may carry over (1) Personal leave day from one year to the next.
Part time employees may carry over (0.5) Personal leave days from one year to the
next. Any remaining Personal leave days will be transferred to the employee’s sick
leave balance.
o This is provided their accumulated sick days have not exceeded the maximum
two hundred four (204) days for full time employees, and one hundred two (102)
days for part time employees who work less than five (5) hours per day.
• Personal leave days may not be used during summer school employment for classified
staff working directly with students, including bus drivers.
• To be paid for an E-Learning day (either planned or unplanned), employees may
use a personal day. Employees must provide proof of illness (doctor’s/dentist’s note) if
using sick or family sick day on an E-Learning day.
• Employees who have been with the corporation ten (10) years or more may use one (1)

personal day to extend Spring Break or Winter Break.
• If employed less than ten (10) years, days used to extend Spring Break or Winter Break,
the first day of school or the last day of school, will be charged at a rate of two (2) personal
days for every one (1) day taken.
• A written statement shall be submitted to an employee’s supervisor at least 7 days prior
setting forth the reason and necessity to extend Spring Break, Winter Break or to miss the
first or last day of school. Failure to provide notice, results in the two for one charge.

3.10 Sick/Family Leave Days
• Thirteen (13) days shall be credited annually to full time employees.
• Days will be prorated for part-time employees.
• New sick/family leave days will be credited annually on January 1.
• Sick/family leave days go from January 1 – December 31.
• Sick/family leave days may be used in full day or half-day increments.
• Employees who work less than five (5) hours per day use their absences in half day
increments only.
• Sick/Family leave days may accumulate up to two hundred four (204) days for full time
Employees and bus drivers, and one hundred two (102) days for part time employees who
work less than
five (5) hours per day.
• Sick/Family leave days may be used for employee’s illness, medical or dental
appointments, family illnesses, or the birth of a grandchild.
• “Family” is interpreted as husband, wife, child, father, mother, father-in-law, mother-inlaw, brother, sister, grandchild or a family member of the immediate household.
• Any classified employee who terminates employment with Fairfield Community Schools
and does not meet the requirements for payment of accumulated sick leave days will forfeit
those days unless that employee leaves because of a reduction in force (RIF).
• If a classified employee was RIF’d and returns to work for Fairfield Community Schools
within three (3) years of being RIF’d, their accumulated sick leave days will carry over to
their current employment.
• Employees are discouraged from using sick or family sick days for appointments on snow
make-up days. Proof of illness may be required for employees using sick or family sick
days on snow make-up days.
3.11 Unpaid Days
If a staff member is out of sick and/or personal business days, and would like to request to
take unpaid day(s), they will need to submit a prior approval form to the Superintendent.
Requests will be approved or denied by the Superintendent. Not following this procedure
and/or approval could be classified as insubordination. Insubordination could result in
suspension and/or termination.
3.12 Family Medical Leave Act (FMLA)
• Fairfield Community Schools provides unpaid leave of absence to eligible employees for
certain family and personal medical reasons as required by the federal Family Medical Leave
Act.
• Eligibility is based upon the following:
• Employee must have been employed with Fairfield Community Schools at least twelve
(12) months.
• Worked at least 1,250 hours during the previous twelve (12) months.

• Employee is entitled to a total of twelve (12) weeks of leave during a twelve (12) month
period.
• Whenever the leave is foreseeable, the employee shall provide the Superintendent with
thirty (30) days notice. If there is insufficient time to provide such notice because of
unforeseeable events, the employee shall provide such notice as soon as possible and
practical, generally not later than the next business day after the employee realizes the
need for leave.
• When FMLA leave is taken for the employee’s own serious health condition or to care for a
spouse, parents, or dependent child with a serious health condition, the employee must
provide medical certification from the healthcare provider.
• Employees must exhaust all sick/family leave days, personal leave days and vacation days
prior to without compensation leave days being requested.
• If the leave of absence continues into the new calendar year, new leave days will be issued
upon the employee’s return to work.
• The Superintendent may allow an employee to take FMLA leave intermittently or on a
reduced schedule for the birth, adoption, or foster care placement of a child
• Upon return from any FMLA leave, the Board will restore the employee to his/her former
position or to a position with equivalent employment benefits, pay and conditions of
employment.
• During FMLA leave, the Board shall maintain the employee’s current coverage under the
Board's group health insurance program on the same conditions as coverage would have
been provided if the employee had been continuously working during the leave period. If
the employee was paying all or part of the premium payments prior to going on FMLA
leave, the employee must continue to pay his/her share during the leave.
• Employees are not eligible for leave pursuant to this policy if they work elsewhere during
leave pursuant to this policy.

3.13

Bereavement Leave
• Five (5) working days shall be granted for employee’s immediate family. Days may be
taken non-consecutively.
• “Immediate Family” is interpreted as including the following: father, mother, brother,
sister, child, wife, husband, father-in-law, mother-in-law, sister-in-law, brother-in-law,
son-in-law, daughter-in-law, grandparent, grandchild of the employee or the employee’s
spouse, and any other relative or person who at the time of death was living as a
member of the household of the employee, including unborn children (i.e. miscarriages).
• One (1) day shall be granted for employee’s extended family member.
• “Extended family” will be interpreted as uncle, aunt, first cousin, niece, and nephew.
• The Superintendent may grant additional days for death of these relatives who live more
than a day’s drive away.
• Employees asked to serve in one of the following capacities as an active participant in a
funeral service will be excused without loss of compensation for such duty, not to exceed
one (1) day’s absence.
• These roles are limited to music accompanist, singer, presiding/pastoral role, pallbearer,
eulogist, or color/honor guard.
• The name of the relative and relationship to the employee must be named in the
description of the absence.
• Employees attending the funeral of someone who is not a family member will be required to
use a Personal leave day.

3.14 Jury Duty
• Employee may serve when requested.
• Enter the absence in Frontline Absence Manager using the jury leave day option.
• Inform central office whether you reported for jury selection only, or if you were selected
and seated on the jury.
• Fairfield Community Schools will pay full wages, less any daily remuneration granted by the
court
• Submit a copy of the document received from the court indicating your payment or a
copy of the reimbursement check received from the court.
• Per IRS guidelines, a payroll deduction is needed for the amount you received from the
courts for your jury services.
3.15 Court Leave or Subpoenaed Leave
• Court leave with pay shall be granted to employees subpoenaed in a court proceeding
where the employee’s presence is required in the litigation due to their employment with
Fairfield Community Schools (i.e. it is a school related case) except in any matter where
the employee is a plaintiff or in any matter where the teacher and the School Corporation
are adverse parties in the action or any proceeding.
• If the case is NOT school related, a personal or vacation day must be used.

ADDITIONAL BENEFITS
3.16 Paid Holidays
• Full time employees shall receive paid holidays based upon employee classification.
Please reference the Employee Benefit sheet for each classification regarding specific paid
Holidays.
• Employees who work less than five (5) days a week will not be eligible for paid holidays.
3.17 Vacation Days
• Twelve (12) month employees are entitled to vacation days after completing sixty (60)
days of employment. In Year 0 (the year of being hired), the employee is eligible for a
pro-rated one (1) week of vacation (5 days) based on their date of hire.
• Thereafter, new days are allotted January 1st of each year following the schedule below:
Years of FCS Service
Year 0 (year of hire)
Year 1
Year 2 – 4
Year 5 – 7
Year 8 – 10
Year 11 – 14
Year 15+

Vacation Days Granted
5 days (pro-rated)
5 days
7 days
10 days
12 days
15 days
20 days

• Vacation days do not carry over to the next calendar year with the exception of year 0 to
year 1.
• Vacation days must be exhausted before without compensation days are granted.

3.18 Complimentary Sports Pass
• By showing a staff ID at the gate, classified staff will be allowed to enter home sporting
events at no cost. (This complimentary pass will not apply to tournaments that we host.)
3.19 Fairfield’s Employee Assistance Program (EAP)
• Provides four (4) prepaid counseling sessions with a Fairfield Community Schools
approved provider.
• Sessions may be used for employee or eligible family members.
• Eligible family members will be interpreted as the employee’s spouse and any child
under their medical benefit and/or legal dependent.
• All employees are eligible.

3.20 Severance/Retirement
• Payment for unused accumulated sick leave days will be paid upon retirement from
Fairfield Community Schools if the following criteria is met:
• Employees must have a minimum of fifteen (15) years of service with Fairfield
Community Schools.
• Must be at least 50 years of age.
• The maximum unused accumulated sick leave days that shall be paid is one hundred
fourteen (114) days.
• These days will be paid at a rate of twenty dollars ($20.00) per day.
• In the event of death prior to retirement, the benefit will go to the beneficiary of the
deceased.
• Employees who have been with Fairfield Community Schools for twenty (20) or more years
will receive one hundred fifty dollars ($150.00) for each year of experience upon retirement.
• In the event of death prior to retirement, the benefit will go the beneficiary of the
deceased.
• Employees who have been with Fairfield Community School for fifteen (15) years, but
less than twenty (20) years will receive one hundred dollars ($100.00) for each year of
experience upon retirement.
• In the event of death prior to retirement, the benefit will go the beneficiary of the
deceased.
3.21 Workmen’s Compensation Leave.
• An employee who is absent from work because of injury received on the job receives
regular pay from his/her accumulated sick leave the first five (5) days (chargeable against
sick leave). After the first five (5) days, the employee will be paid by the School
Corporation the difference between Workmen’s Compensation and his/her regular pay not
to exceed the total dollar value of his/her total accumulated sick leave until the individual’s
sick leave is exhausted. Provided, however, in the event of a physical injury resulting
from battery by a student, parent, or other person in the course of a job-related function,
the employee will be paid by the School Corporation the difference between Worker’s
Compensation and his/her regular pay for first fifteen (15) school days missed without any
reduction in his/her accumulated sick leave days.

Appendix 1
Fairfield Community Schools Abuse Reporting Form
Call the Indiana Child Abuse and Neglect Hotline: 1-800-800-5556
You will be given the workers name and asked “How may I help you”. You’ll be notified that the call will be
recorded. Let the intake worker know you are calling to report suspected abuse or neglect.
Information to gather prior to calling: It is okay if you do not have all the answers. You may always
answer “not that I am aware of”, or “I do not have that information”.
Your Name__________________________Title__________________ Phone Number________________
School Address ________________________________________________________________________
School Dismissal Time____________ Is the student at school now (Yes or No) ? _____________________
Student you are concerned about (*there may be more than one, you can list more below)
Name___________________________________________________ Date of Birth __________________
Address_______________________________________________________________________________
Phone Number_____________________________________
Parent or Guardian #1 Information
Name_____________________________________________________ Date of Birth_________________
Address_______________________________________________________________________________
Phone Number_____________________________________
Parent or Guardian #2 Information
Name_____________________________________________________ Date of Birth_________________
Address ______________________________________________________________________________
Phone Number_____________________________________
*Additional children you are concerned about or are in the home
Name___________________________________________________ Birthdate______________________
Name___________________________________________________ Birthdate______________________
Name___________________________________________________ Birthdate _____________________
Notes on additional children or parents in the home listed above (If more than one dad for multiple
children, give as much known information as possible for the multiple fathers) :
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Perpetrator/Abuser Information (this may be different than the parent(s)/guardians listed above)
Name__________________________________________________ Date of Birth____________________
Address______________________________________________________________________________
Phone Number __________________________________
Are there additional persons living in the home? Grandparents, roommates, friends, etc? (Circle one)
Yes or No?

If “Yes” to additional persons in the home........Additional person in home #1
Name___________________________________________________ Date of Birth___________________
Relationship to the child_______________________________________________
Phone Number _________________________
Additional person in home #2
Name___________________________________________________ Date of Birth___________________
Relationship to the child__________________________________________
Phone Number_________________________
What is the current location of the child/family?
_____________________________________________________________________________________
Is the child, anyone in the household, or any of the perpetrators members or eligible to enroll in an
Indian/Native American tribe? (Circle one) Yes or No
Give your report summary of the alleged abuse/neglect concerns. Who/What/When/Where/Why:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
The intake officer may ask you some follow up questions regarding the given report. Write any notes
you want to remember about that here:
_____________________________________________________________________________________
_____________________________________________________________________________________
Final questions include safety concerns for the investigating DCS worker. Are there any dangerous
animals in the home, any firearms, COVID positivity or other health considerations, or domestic
violence/partner abuse?
_____________________________________________________________________________________
_____________________________________________________________________________________
You will be offered a report number- Write that here: ________________________________________
Write the name of the intake worker here (given at the start of the call): _________________________
Date and Time Report was called in:_______________________________________________________
After making the report, the staff member shall notify the appropriate building administrator of the
circumstances that led to the report that the staff member made to DCS or the police. The building
administrator shall document the report. po8462
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Appendix 4

Network and Internet Access Acceptable Use Expectations
The following agreement is in effect for all corporation-provided access to electronic information, services, and
networks. All provisions of this document are subordinate to local, state, and federal statute. All students,
certified, and non-certified employees are referred to hereafter as User(s) and the Fairfield Community School
Corporation is hereafter referred to as the Corporation. The intent of this agreement is to inform all Users and
ensure that network policies supported by the Corporation are identified. The network is to be used for
educational purposes. As such, the network will assist in the collaboration and exchange of information, facilitate
growth through the use of technology, and enhance information gathering and communication skills. All Users
are expected to follow the Access Acceptable Use Agreement (AUA) guidelines.
In exchange for the use of Network resources, at school or from a remote location, I understand and
agree to the following:
The use of the Network is a privilege, not a right, and may be revoked by the Corporation at any time and
for any valid reason. Appropriate reasons include, but are not limited to, the altering of system software; the
placing of unauthorized information, viruses or harmful programs on or through the computer system in public or
private files or messages; and/or intentional damage to the network. The Corporation reserves the right to
inspect and/or remove files, limit or deny access, and refer the User for further disciplinary action. Users will be
asked to remove personal files as system storage space becomes low.
The Corporation reserves all rights to any material stored in files which are generally accessible to others
and will remove any material which the Corporation, at its sole discretion, believes to be unlawful, obscene,
abusive or otherwise objectionable (e.g., graphic violence, the manufacture or use of explosives, weapons,
controlled substances, slurs to race, ethnic background, gender, sexual orientation, etc.). Users will not use their
Corporation-approved computer account to obtain, view, download or otherwise gain access to, distribute, or
transmit such materials.
All information services and features contained in Corporation and Network resources are intended for
the private use of its registered Users and any use of these resources for other purposes (e.g., advertisements,
political lobbying, for-profit) in any form is expressly forbidden. Use of accounts during school hours should be in
support of educational research and/or communication consistent with FCSC educational objectives. Between
the hours of 7:30 AM and 3:30 PM, the use of internet for personal reasons should be limited to conserve
resources for educational purposes. Internet access should be limited to educationally approved sites.
Educationally approved sites are determined by the User with the understanding that he/she may need to justify
the site(s) to a peer, administrator, parent, or the public.
The Corporation and Network resources are intended for the exclusive use of its registered Users. The
User is responsible for the use of his/her Username, password and any access privileges gained through
that account. Any problems arising from the use of an account is the responsibility of the account holder. Use of
the account by someone other than the registered account holder is forbidden and may be grounds for further
punitive action. Students are not to use staff workstations without prior permission from the staff member.
Any intentional misuse of an account may result in suspension of account privileges and/or other disciplinary
action determined by Corporation policies. Misuse is defined as, but not limited to:
Intentionally seeking information on, obtaining copies of, or modifying files, confidential student or personnel
records, data, or passwords belonging to other Users.
Allowing anyone to access an account other than the registered account holder.
Accessing, uploading, downloading, transmitting or distributing pornographic, obscene, or sexually explicit
material. Materials containing graphic violence, instruction on the manufacture or use of explosives, weapons,
controlled substances, or slurs to race, ethnic background, gender, or sexual orientation is also defined as
misuse.

Using the Network and Internet services through malicious hate mail, harassment, profanity, vulgar statements,
discriminatory remarks / threats of any kind or “spoofing”, i.e., constructing electronic communication so it
appears to be from someone else.
Vandalizing, damaging or disabling the property of the Corporation. This includes the network, software,
computers, monitors, printers, tablets, mobile devices, and all associated equipment.
Violating copyright, including downloading, copying or use of licensed or copyrighted software, or otherwise
using another person’s intellectual property without his/her approval or proper citation.
Failing to use an anti-virus program to scan data source (i.e. cd’s, floppies, USB storage drives) prior to use.
Storing executable programs or digital music files in their network home directories or installing
software of any kind without permission of the District Technology Director.
Using systems for non-curricular related activity that generates a direct cost to the Corporation.
Violating local, state or federal statutes.
Failing to comply with a direct supervisor’s direction, especially where that failure constitutes an interference
with school purposes or an educational function.
Accessing the Internet while not under direct adult supervision.
Students are prohibited to broadcast, instant message, or chat inside or outside of the FCSC network
unless given specific, explicit permission by teacher, Technology Director, or Administrator.
Students’ home and personal Internet use can affect the school and other students. If students’ personal
Internet expression, such as threatening messages or an inappropriate website creates the likelihood of
disrupting the school’s operations, students may face school discipline and criminal penalties. Students must be
aware of the consequences of their communication via social networking (i.e. Facebook, MySpace), learning
bulletin boards (i.e. Moodle, Blackboard), and email and text messages.
Sanctions/disciplinary actions shall be dependent upon the severity of the violation. Violations of legal
statute will be referred to the proper authorities for investigation. Restitution/ restoration for intentional damages
and/or time involved in correcting a situation may be imposed. The Corporation maintains the right to impose
sanctions/disciplinary action based upon its own investigation. All Users shall have the right to appeal any
decisions/sanctions imposed to the Superintendent or his/her Designee.
The Corporation does not warrant the functions of the system; or guarantee it will meet any specific
requirements the User may have or that it will be error-free or uninterrupted. Nor shall the Corporation be liable
for any direct, indirect, incidental, or consequential damages that include lost data, information and/or time
sustained or incurred in connection with the use, operation, or inability to use the system. The Corporation will
not assume responsibility for unauthorized financial obligations obtained through Network use, nor shall the
Corporation be liable for the accuracy, nature or quality of information gathered through the Corporation Internet
access.
The Corporation will periodically make determinations whether specific uses of the Network are
consistent with AUA guidelines and procedures. The Corporation reserves the right to log and track Network
usage and monitor server space utilization, including email, by users. The Corporation will not monitor email
unless there is an indication of misconduct that is a threat to health and safety or as needed to prevent
interference with the academic mission of the Corporation. The Corporation reserves the right to disable/remove
a User account to prevent unauthorized activity.
Users are prohibited from downloading programs, installation and/or executable files of any kind without
the permission of the Superintendent or Technology Director. Should the User intentionally transfer anything
that infects the Network with a virus and causes damage, the User will be liable for any and all repair costs to
make the Network fully operational and may be subject to other disciplinary
measures by the Corporation. The User will be liable to pay any costs or fees of any file or software transferred,
whether intentional or accidental, without such permission.

There are criminal statutes pertaining to computer tampering (IC 35-43-1-4) and computer trespass (IC 35- 43-23). Computer tampering deals with knowingly and intentionally altering or damaging a computer program or data
without consent and is a Class D felony. Computer trespass deals with knowingly and intentionally accessing a
computer system network or a part thereof without consent of the account holder and is a Class A misdemeanor.
FCSC recognizes due process and will follow all local, state, and federal guidelines when applying the
corporation AUA.

Email Usage
Email usage guidelines are to discourage disclosure of student and/or administrative information, to comply with
all Indiana Public Records laws, and to ensure a safe computing environment for all FCSC Users. Email is
defined as any form of electronic mail sent to and from any student.fairfield.k12.in.us account. Email service is
supplied to students for educational use and the provided service is to be used primarily for that purpose.
• Due to legal implications (HIPAA, FERPA and E-discovery), FCSC students are blocked from accessing
personal Email accounts.
• The Email provided by FCSC shall not be used for the creation or distribution of any disruptive or offensive
messages, including comments about race, gender, appearance, disabilities, age, sexual orientation,
pornography, religious beliefs and practice, political beliefs, and national origin “chain letters”.
• FCSC Users should have no expectation of privacy in anything they store, send or receive on the FCSC mail
system. To ensure compliance, FCSC reserves the right to monitor and inspect email messages for content
without notice to the sender or recipient. Such inspections may be conducted at any time, especially if there is a
reasonable suspicion that emails from an individual may be criminal, unethical or morally wrong.
• In accord with Federal and State E-discovery laws, FCSC shall backup, store and archive all Email sent and/or
received via an FCSC account.
• Any User receiving threatening or unwelcome communications should bring them to the attention of a building
Administrator.

Consequences
Malicious misuse of a FCSC account or violation of policies and guidelines may include, but is not limited to,
the following sanctions or disciplinary actions:
For Students:
Level 1 Consequence: Up to a 10-day suspension of computer/network privileges and/or limited access to only the
necessary educational sites (i.e. Google G Suite, APEX Learning, Read 180, e-textbooks, etc.)
Misuses/Offenses:
✓ Use of internet services without adult supervision.
✓ Failure to follow a supervisor’s instructions.
✓ Logging in under another’s identity.
✓ Storing items on a server other than school-related data.
Level 2 Consequence: Up to a 30-day suspension of computer/network privileges and/or limited access to only the
necessary educational sites (i.e. Google G Suite, APEX Learning, Read 180, e-textbooks, etc.)
Misuses/Offenses:
✓ Repeat offender from Level 1.
✓ Computer usage with no AUP on file.
✓ Downloading/installing programs without permission. Examples: chat/
✓ messenger services, music players and files, games, wallpaper, etc.
✓ Using the Internet to buy, sell or trade items.

Level 3 Consequence: Up to 90-day suspension of computer/network privileges and/or limited access to only the
necessary educational sites (i.e. Google G Suite, APEX Learning, Read 180, e-textbooks, etc.)
Misuses/Offenses:
✓ Repeat offender from Level 2.
✓ Anything that is a threat to the health and safety of others. Examples: hate mail,harassment, threats, etc.
✓ Knowingly accessing inappropriate content. Examples: pornography, hacker sites, violent sites, etc.
✓ Intentionally bypassing, and/or disabling FCSC security and filtering mechanisms in any way. Some examples, but
not limited to, disabling of antivirus software, use of proxy avoidance websites and/or specialized software.
✓ Intentionally vandalizing (physically or virtually) technology equipment or software/content.
Level 4 Consequence: Yearlong to permanent suspension of computer/network privileges and/or limited access to
only the necessary educational sites (i.e. Google G Suite, APEX Learning, Read 180, e- textbooks, etc.)
Misuses/Offenses:
✓ Repeat offender from Level 3.
✓ Intentionally accessing corporation systems for the intent of crashing and/or permanentlydamaging one or more
systems.
✓ Intentionally accessing confidential systems in violation of HIPAA and/or FERPA.
✓ Use of any corporation system for any illegal activity.

Student/Parent Network and Internet Acceptable Use Agreement
The student agrees to abide by the policies, rules and regulations of system usage contained in the FCSC
Administrative Guidelines and Acceptable Use Agreement for Student Technology available on the
corporation webpage or in hardcopy upon request. The student agrees to follow the rules contained in this
document. The student understands that if he/she violates the agreement his/her access can be terminated
and he/she may face other disciplinary measures.
Parents/Guardians agree they have read the FCSC Administrative Guidelines and Acceptable Use
Agreement for Student Technology available on the corporation webpage or in hardcopy upon request.
Parents/Guardians release the district, its personnel, and any institutions with which it is affiliated, from any
and all claims and damages of any nature arising from their child/children’s use of, or inability to use, the
electronic network. This includes, but is not limited to claims that may arise from the unauthorized use of the
network components. Parents/Guardians give permission for their child/children to access all components of
the district electronic network, which includes Internet access, computer services, videoconferencing,
computer equipment and related equipment for educational purposes.
--------------------------------------------------------------------------------------------------------------------------------If a parent/guardian wishes for a child to have access to the electronic network and Internet, the
form below must be filled out and returned to school within the first two weeks of school starting. If
the form is not returned by that point in time, the student will not be allowed to use the district
network and Internet.
Student Name: ________________________________

Grade: ______

Teacher Name: _______________________________

Student Signature: _______________________________

____________________________
Parent/Guardian’s Signature

________________
Date

Appendix 5

Acknowledgment and Receipt
I have received my copy of the Fairfield Community Schools Classified Handbook.
The Classified Handbook describes important information about Fairfield Community Schools, and
I understand that I should consult my supervisor or Human Resources regarding any questions not
answered in the handbook. I have entered into my employment relationship with Fairfield
Community Schools voluntarily and acknowledge that there is no specified length of
employment. Accordingly, either I or Fairfield Community Schools can terminate the relationship at
will, with or without cause, at any time, so long as there is not violation of applicable federal or
state law.
This handbook and the policies and procedures contained herein supersede any and all prior
practices, oral or written representations, or statements regarding the terms and conditions of your
employment with Fairfield Community Schools. By distributing this handbook, Fairfield Community
Schools expressly revokes any and all previous policies and procedures which are inconsistent
with those contained herein.
I understand that, except for employment at-will status, any and all policies and practices may be
changed at any time by Fairfield Community Schools, and the school reserves the right to change
my hours, wages and working conditions at any time. All such changes will be communicated
through official notices, and I understand that revised information may supersede, modify, or
eliminate existing policies. Only the Superintendent of Fairfield Community Schools has the ability
to adopt any revisions to the policies in this handbook.
I understand and agree that nothing in the Classified Handbook creates, or is intended to create, a
promise or representation of continued employment and that employment at Fairfield Community
Schools is employment at-will, which may be terminated at the will of either Fairfield Community
Schools or myself. Furthermore, I acknowledge that this handbook is neither a contract of
employment nor a legal document. I understand and agree that employment and compensation
may be terminated with or without cause and with or without notice at any time by Fairfield
Community Schools or myself.
I have received the Classified Handbook, and I understand that it is my responsibility to read and
comply with the policies contained in this handbook and any revisions made to it.
________________________________________
Employee's Signature
________________________________________
Employee's Name (Print)
____________________
Date

