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PREFACE 

 

This policy manual has been prepared for use by all personnel of the school 

corporation.  Each one shall become familiar with the contents, not only the 

section which pertains to them, but all other areas as well.  Much of the 

information in this handbook, along with that in the student handbook, shall 

be explained to the students. 

 

Since this handbook is subject to annual revision, we may expect that new 

policies will be added to meet challenging and ever-changing conditions.  The 

Board of School Trustees may, in the future, feel it necessary to delete or 

amend some of the policies which have been included. 
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1.0 GENERAL PHILOSOPHY  

 

We believe it is the function of the Benton Community School Corporation to 

educate our students for a life that will be satisfying and meaningful to them as 

persons and will contribute to the improvement of their community, state, and 

nation.  The educational system shall be student-centered, addressing their needs 

and potential so they may be more adequately prepared vocationally, socially, 

intellectually, and morally. 

 

Recognizing the diversity of pupil needs and interests, the curriculum and activity 

programs shall be varied to meet individual desires so that students may acquire 

the skills necessary to make a living, find satisfactory leisure time activities, 

develop self-esteem, gain the respect of others, and develop the desire to 

contribute to our representative society.  The programs shall be revised, as 

necessary, to assist the students to adjust to life in an ever-changing world, 

teaching them how to think and act in real-life situations, encouraging them to 

develop worthwhile attitudes and ideals, and allowing them to appreciate the 

acquisition of useful knowledge, habits, and skills. 
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1.1 MISSION AND VISION STATEMENT S 

 

1.1.1 Mission Statement 

The mission of the Benton Community Board of School Trustees is to 

ensure all students develop academically, creatively, physically, and 

socially into the finest version of themselves. 
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1.1.2 Vision Statement 

 

In order to provide direction for improvement and accelerated 

performance we, the educators and Board of School Trustees, believe that 

these goals are essential and attainable: 

 

Student Learning Experience 

¶ All students will meet Indiana Academic Standards as required by 

the state. 

¶ All students will make continuous improvement in 

English/language arts and mathematics. 

¶ All students will be in attendance every day. 

¶ Administrators and teachers will utilize data to identify student 

needs, guide instruction, and assess performance. 

¶ All students with special needs will be educated in general and 

alternative education settings to the fullest extent possible. 

 

Employment of Quality Staff 

¶ Highly qualified, competent, diverse, and caring staff will be 

secured and maintained for all positions. 

¶ The corporation will require high standards of accountability and 

responsibility for all school employees that include an active 

system of evaluation and professional growth. 

¶ The corporation will continuously empower and engage leaders 

and stakeholders to create a shared vision for the improvement of 

education at all levels, including the pursuance of ongoing training 

aligned with the aims of the Indiana Academic Standards. 

¶ The corporation will provide continuous learning and professional 

development to support high performance of all employees that 

includes ongoing training aligned with the aims of the State of 

Indiana and our school corporation. 

 

Technological Growth 

¶ Students will obtain 21
st
 Century technology skills. 

¶ Students will increase learning in content areas due to integration 

of technology. 

¶ Students and staff will maximize the use of available technology 

systems. 

¶ Technology will be aligned with state and local educational aims 

and goals. 

 

Facilities and Transportation 
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¶ Facilities will be neat, clean, and safe to provide the optimal 

learning environment. 

¶ The operation of facilities will focus on efficiency. 

¶ A strategic plan for corporation facility improvement will be 

maintained. 

¶ A clean and efficient school bus fleet will be maintained. 

¶ Safe transportation will be provided for all riders. 

 

Safe School Environment 

¶ Schools will be safe, orderly, and free from illegal substances and 

harmful behavior. 

¶ Schools will provide an environment conducive to student 

learning. 

¶ The school environment will promote citizenship, civic 

responsibility, and individual wellness. 

¶ The school environment will recognize and respect individual 

diversity and cultures. 

¶ Mutual respect will be expected and modeled among the entire 

school community. 
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1.2 GOALS 

 

The Board of School Trustees is responsible for and committed to the total 

development of students in the Benton Community School Corporation.  The 

Board recognized its obligations to plan and assist in the development of sound 

educational, social, civic, and extra-curricular programs for all students based on 

State requirements, community needs, and financial considerations.   

 

Based on these premises, the following corporation goals are established: 

 

Project - Future 

 

A. To formulate a three (3) year plan for the school corporation utilizing 

broad-based community involvement. 

B. To promote among citizens and patrons of the school corporation a high 

level of understanding concerning school operations by involving them on 

various committees and holding a variety of meetings for the sharing of 

information and to increase efforts to communicate to the community the 

results of various educational programs. 

C. To reinvigorate the corporation curriculum (educational programs and 

services) to meet or exceed State requirements; 

1. to continue the priority on mastering of basic skills with emphasis 

given to the special needs of all students, 

2. to continue efforts to improve the coordination of the total program 

(K-12); with attention being given to consistent curricular patterns, 

scope and sequential development, and appropriate goals and 

objectives for different programs and grade levels. 

D. Encourage and reward school attendance and participation in school and 

school related activities. 

E. To draft a financial plan that will ensure high quality education with 

available resources; 

1. to maintain the salaries of all corporation employees at levels that 

are competitive with their respective counterparts, 

2. to provide financial resources for the maintenance and 

development of programs and services for student educational 

progress, 

3. and to continue to revise and adopt a current three (3) year 

maintenance, renovation, and facilities improvement plan. 

 

The Benton County Community School Corporation Board of School Trustees 

recognizes that the mandate for equality in rights and opportunities cannot 

guarantee absolute equality of educational outcome. Personal, social and political 

factors that are beyond the school systemôs realm of influence and control all play 
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their role in the molding of students.  Nevertheless, within these constraints, the 

Board of School Trustees is committed to the achievement of excellence and the 

furtherance of these goals stated previously.  The Board of School Trustees 

recognized its obligations under state and federal law and is cognizant of the 

burden of trust and responsibility to the citizens of Benton County Community 

School Corporation. 
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1.3 SPECIFIC OBJECTIVES 

 

The Board of School Trustees has adopted the following objectives to be 

implemented by School Corporation personnel.  They are: 

 

1. Establish and implement procedures for streamlining of records, reports, 

rules and regulations with goal(s) of increasing the proportion of time 

available for instructional purposes (more time-on-task); 

2. Increase public awareness of the school system utilizing clear and 

effective means of communication, and 

3. Promote the development of creative abilities and cultural interests of 

students and promote the wise and productive use of their leisure time. 
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1.4 SCHOOL CHARACTERISTICS  

 

The Benton Community School Corporation Board of School Trustees defines an 

effective school as a school which has the following characteristics clearly 

delineated and identifiable: 

 

1. Evidence of school autonomy in school problem solving, 

2. Evidence of instructional leadership, 

3. Evidence of staff stability, 

4. Evidence of planned programs that increase amount of time spent on basic 

skills, 

5. Evidence of ongoing staff development activities which address expressed 

interests of the staff, 

6. Evidence of parental involvement and support, 

7. Evidence of high expectations in student performance as well as 

recognition of academic achievement, 

8. Evidence of attempts to maximize time on task, 

9. Evidence of system support, 

10. Evidence of collegial approach to planning and implementation of the total 

school program, 

11. Evidence that clear goals and high expectations are mutually accepted, 

and; 

12. Evidence of order and discipline. 
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1.5 STATEMENT OF ETHICS  

 

The Benton Community School Corporation Board of School Trustees reaffirms 

its desire to encourage free and open expression of concern by citizens, staff, and 

students; to conduct its affairs under public scrutiny; to base its decisions on the 

discovered needs of the entire system rather than narrow self-interest; and to 

conduct itself with dignity and fairness.  Finally, the Board of School Trustees 

reaffirms its accountability regarding the children it seeks to educate. 

 

A School Board member should honor the high responsibility which Board 

membership demands: 

A. BY thinking always in terms of "children first". 

 

B. BY understanding that the basic function of the School 

Board member is "policy-making" and not 

"administrative," and by accepting the responsibility of 

learning to discriminate intelligently between these two 

functions. 

 

C. BY accepting the responsibility along with fellow Board 

members of seeing that the maximum of facilities and 

resources is provided for the proper functioning of schools. 

 

D. BY refusing to "play politics" in either the traditional 

partisan, or in any petty sense. 

 

E. BY representing at all times the entire school 

community. 

 

F. BY accepting the responsibility of becoming well 

informed concerning the duties of Board members, and the 

proper functions of public schools. 

 

G. BY recognizing responsibility as a State official to seek 

the improvement of education throughout the State.   

 

A School Board member should respect the relationships with other members of 

the Board: 

A. BY recognizing that authority rests only with the 

Board in official meetings, and that the individual member 

has no legal status to bind the Board outside of such 

meetings. 
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B. BY recognizing the integrity of their predecessor and 

associates and the merit of their work. 

 

C. BY refusing to make statements or promises as to how 

the member will vote on any matter which should properly 

come before the Board as a whole. 

 

D. BY making decisions only after all facts bearing on a 

question have been presented and discussed. 

 

E. BY respecting the opinion of others and by graciously 

conforming to the principle of "majority rule". 

 

F. BY refusing to participate in irregular meetings such as 

"secret" or "star chamber" meetings, which are not official 

and which all members do not have the opportunity to 

attend. 

 

G. BY attempting to appraise fairly both the present and 

future educational needs of the community. 

 

A School Board member should maintain desirable relations with the 

Superintendent of schools and the staff: 

A. BY striving to procure, when the vacancy exists, the 

best professional leader available for the head 

administrative post. 

 

B. BY giving the Superintendent full administrative 

authority for properly discharging appropriate professional 

duties and by holding the Superintendent responsible for 

acceptable results. 

 

C. BY acting upon the recommendation of the 

Superintendent in matters of employment or dismissal of 

school personnel. 

 

D. BY having the Superintendent present at all meetings of 

the Board except when his/her contract and salary are under 

consideration. 

 

E. BY referring all complaints to the proper administrative 

office and by discussing them only at a regular meeting 

after failure of administrative solution. 
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F. BY striving to provide adequate safeguards around the 

Superintendent and other staff members to the end that they 

can live happily and comfortably in the community and 

discharge their educational functions on a thoroughly 

professional basis. 

 

G. BY presenting personal criticisms of any employee 

directly to the Superintendent. 

 

A School Board member should fulfill member responsibilities to the community: 

A. BY regarding it as a major responsibility of the Board to 

interpret the aims and the methods of the schools to the 

community. 

 

B. BY insisting that all school business transactions be on 

an open, ethical, and above-board basis. 

 

C. BY vigorously seeking adequate financial support for 

the schools. 

 

D. BY refusing to use a position on the School Board in 

any way whatsoever for personal gain or prestige. 

 

E. BY refusing to discuss personnel matters or any other 

confidential business of the Board in his home, on the street 

or in his office. 

 

F. BY winning the community's confidence that all is being 

done in the best interests of school children. 

 

 

Source: Indiana School Board's Association 
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2.1 STATEMENT OF PURPOSE 

 

    The School Board exists for the purpose of governing a system while it provides a 

free, public education in grades K-12 for children in the School Corporation.      

 

The Board is responsible to all the people for whose benefit the School 

Corporation has been established. Further, since the Board's decisions will 

influence the course of education in the schools for years to come, the Board and 

each of its members must look to the future and to the needs of all people more 

than the average citizen finds necessary. This requires a comprehensive 

perspective and long-range planning in addition to attention to immediate 

problems. 

 

The Board's primary responsibility is to establish those goals, programs, and 

procedures which will produce the best educational outcome for Corporation 

students. It is charged with accomplishing this while also being responsible for 

wise management of resources available to the Corporation. The Board must 

fulfill these responsibilities by functioning primarily as a legislative body to 

formulate and adopt policy, by selecting an executive officer to implement policy, 

and by evaluating the results. Further, it must carry out its functions openly, while 

allowing the involvement and contributions of the public, students, and staff in its 

decision-making processes. 

 

In accordance with these principles, the Board shall seek to achieve the following 

goals: 

A.   to concentrate the Board's collective effort on its policymaking and 

planning responsibilities, 

 

B.   to assess the educational needs of the community and develop Board 

policies in accordance with the law which best serve the educational 

interests of each student, 

 

C.   to select a Superintendent of Schools and to maintain a professional 

relationship by empowering the Superintendent with the necessary 

authority to discharge his/her duties consistent with the policies 

established by the board.  The board shall also evaluate and hold the 

Superintendent accountable for the performance results of the 

Superintendent and the administrative staff, 

 

D. to evaluate and act upon the nominations of personnel as presented by 

the Superintendent, 

 

E. to formulate, establish, and adopt the annual budget with the assistance 
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of the Superintendent and treasurer,  

 

F. to evaluate and act upon the recommendations of the Superintendent 

for additional capital outlays, (furnishings and equipment), sites, 

buildings, and improvements, and to determine the means of financing 

such outlays,  

 

G. to determine the salaries and benefits of all employees after 

consultation with the Superintendent and in compliance with the 

requirements of state law regarding collective bargaining between 

school corporations and their certified employees,  

 

H. to appraise the efficiency of the schools and of the service rendered in 

terms of value to the community,  

 

I. to maintain effective communication with the public, staff, and 

students in order to keep citizens informed of the purpose, value, 

conditions, and needs of a quality public education within the 

community,  

 

J. to conduct Board business openly, soliciting and encouraging broad-

based involvement in the Board's decision-making processes by the 

public, students, and staff. 

 

The Constitution of the State of Indiana charges the State with the responsibility 

for establishing and maintaining a system of public schools for all children in 

Indiana. The General Assembly fulfills this responsibility by enacting laws to 

delegate immediate control of the schools to the Boards of School Trustees 

chosen from the respective School Corporation by providing a series of 

regulations via statutes or regulatory agencies and by providing a portion of the 

funds needed for the operation of the schools. 

 

The Board, therefore, is an agency of the State with powers delegated to it by the 

General Assembly. The Board is responsible for carrying out certain mandatory 

laws and shall consider and accept or reject the provisions of the permissive laws. 

In all cases where the state laws do not provide or prohibit, the Board shall 

consider itself the agent responsible for establishing and appraising the 

educational activities of the School Corporation. 

 

The School Board shall be a body corporate, and, as such, capable of suing and 

being sued, contracting and being contracted with, acquiring, holding, possessing 

and disposing of real and personal property, and taking and holding in trust for the 

use and benefit of the Corporation, any grant or devise of land and any donation 
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or bequest of money or other personal property. 

 

The power of this Board extends to those matters expressly granted by statute or 

those matters which may be necessarily implied from such powers specifically 

delegated as being necessary to carry them out. 

 

The Board shall retain the power to act, through written policies, in any situation 

in which there is no action required by statute or non-statutory prohibition to act. 

 

The School Board shall provide policies from which the Superintendent shall 

develop guidelines for the safe management of facilities and programs to ensure 

the proper control and safety of all people on school property. 

 

 

I.C. 20-26-3-2 

I.C. 20-26-5-1 

I.C. 20-26-5-4 
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2.2 SCHOOL BOARD AUTHORITY  

 

As a body created under the laws of the State of Indiana, the Board of Education 

of the Benton Community School Corporation has full authority, within the 

limitations of federal and state laws and interpretations of them, to carry out the 

will of the people of the corporation on matters of education. 

 

In addition, the Board of Education may exercise any power it has when the 

power is not expressly denied by the Constitution of the State of Indiana, state and 

federal statutes and regulations including interpretations of them, and is not 

expressly granted to any other entity.  In accordance with the Indiana School 

Corporation Home Rule Act, the Board of Education will develop written policy 

as needed to exercise its power under the Act.  The Board will follow the 

procedures established by it for the exercising of said power. 

 

Board members have no authority over school affairs as individuals.  They have 

authority only when acting as a body duly called in session. 

 

 

I.C. 20-26-3 
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2.3 NAME OF THE SCHOOL CORPORATION  
 

The name of the school corporation shall be, ñBenton Community School 

Corporation.ò  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

29 

 

2.4 BOUNDARIES OF THE SCHOOL CORPORATION  
 

The boundaries of the school corporation shall contain the entirety of Bolivar, 

Center, Grant, Hickory Grove, Oak Grove, Parish Grove, Pine, Richland, and 

Union townships in Benton County; the townships of Medina and Prairie in 

Warren County; and part of Shelby township in Tippecanoe County. 
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2.5 THE SCHOOL CORPORATI ON & BOARD MEMBERSHIP  
 

2.5.1 Election of the Board of School Trustees (20-23-4-27(c)(4)) 

 

The Benton Community School Corporation school district includes the 

following townships:  Richland, Union, Hickory Grove, Parish Grove, Grant, 

Oak Grove, Bolivar, Pine, and Center Townships in Benton County; Prairie 

and Medina Townships in Warren County; and Shelby Township in 

Tippecanoe County.  All board members are elected by popular vote on a 

non-partisan ballot at the General Elections held in even numbered years in 

Benton, Warren, and Tippecanoe Counties, Indiana. 

 

The following changes are effective January 1, 2012, to be implemented in 

the 2012 General Election, and to be in operation on January 1, 2013: 

 

1. District A, which shall represent Hickory Grove, Parish Grove, Grant and 

Prairie Townships and consist of one (1) member of the Board of School 

Trustees, who shall serve a four-year (4-year) term, and who will be 

elected in the 2012 General Election. 

 

2. District B, which shall represent Richland, Union, Center, and Oak Grove 

Townships and consist of two (2) members, who shall serve four-year (4-

year) terms.  One (1) member will have been elected in the 2012 General 

Election and the other in the 2014 General Election. 

 

3. District C, which shall represent Pine, Bolivar, Medina and Shelby 

Townships and consist of two (2) members, who shall serve four-year (4-

year) terms.  One (1) member will have been elected in the 2010 General 

Election, and the other member will have been elected in the 2012 General 

Election. 

 

The Board of School Trustees of Benton Community School Corporation 

shall be composed of five (5) members who represent three (3) residency 

districts, which shall have the following original terms: 

 

DistrictTownship(s)            Term Expiration 

A            Hickory Grove, Parish Grove,      

   Grant, Prairie  (1 member)  December 31, 2016 

B Richland, Union, Center,      

             Oak Grove (2 members)  December 31, 2014 

         December 31, 2016 

            C Pine, Bolivar, Medina, Shelby (2 members) December 31, 2014 

         December 31, 2016 
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  All board positions will then continue on a four (4) year cycle. 

 

The members of the Board of School Trustees shall be qualified voters, 

residents of the district from which they are elected at the time of election, 

and have been a resident at least one (1) year in the school corporation 

immediately preceding their election.   

 

Pursuant to state law, if, at any time after the election of any member, he or 

she shall change residence from the district(s) from which he or she was 

elected, but continues to be a resident of the school corporation, he or she will 

not have created a vacancy, and shall continue to serve as a member of the 

Board of School Trustees until the end of his or her term.  However, a 

vacancy in the governing body occurs if a member ceases to be a resident of 

the school corporation. 

 

I.C. 20-23-4-27 

I.C. 20-23-4-30 
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2.5.2 Vacancy of Board Members 

 

If at any time a vacancy shall occur on the board, the remaining members of the 

Board shall, by a majority vote, fill such vacancy by appointing a qualified person 

to serve for the term or balance of the term.  In the event of a tie among the 

remaining members of the Board, or their failure to act within thirty (30) days 

after the vacancy has been made known to the Board, it shall be the duty of the 

Judge of the Benton County Circuit Court to make the appointment. 

 

I.C. 20-23-4-30 

I.C. 20-26-4-4 
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2.5.3 Oath of Members 

 

Each elected Board member shall take an oath of office as well as other oaths 

which may be required for transactions connected with or related to the 

educational program of the Corporation.  

 

"I, (name), do solemnly swear or affirm that I will support the Constitution 

of the United States of America, the Constitution of the State of Indiana, 

and the laws of the United States and the State of Indiana.  I will faithfully 

execute the duties of my office as a member of the Board of School 

Trustees of the Benton Community School Corporation, so help me God." 

 

  

I.C. 20-26-4-2 
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2.6 ORGANIZATIONAL MEETING & ELECTION OF BOARD OFFICERS  

 

The Board of School Trustees of the Benton Community Schools shall meet and 

be reorganized within the first fifteen (15) days of January of each calendar year, 

or at any other time when a vacancy occurs among the Board Officers. 

 

The Board shall, at the organizational meeting: 

 

A. Elect a president, a vice president, and a secretary; each of whom is a 

different member,  

 

B. designate a day, place, and time for regular meetings, and 

 

C. appoint: 

 

1. a treasurer of the governing body and of the school 

corporation who is a not the Superintendent of Schools or a 

member of the governing body.    The treasurer may, with the 

approval of the governing body, appoint a deputy treasurer who 

shall also be a person other than the Superintendent or Board 

Member and who shall have the same powers and duties as the 

treasurer or such lesser duties as the governing body, by regulation 

or resolution, shall provide; 

 

 2. may appoint an executive secretary to the governing body.  

The executive secretary must be an employee of the school 

corporation, may not be a member of the governing body, and may 

be appointed by the governing body upon the recommendation of 

the Superintendent of Schools.   The governing body shall 

determine the duties of the executive secretary, which may include 

all or part of the duties of the secretary of the board, and; 

 

 3.  a legal counsel.  This person shall perform such services as 

requested and needed by the Board of School Trustees.  His/her 

duties shall be to advise and represent, when requested, the Board, 

the Superintendent, and all executive departments in all legal 

matters pertaining to the business of the school corporation. 

 

I.C. 20-26-4-1 
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2.7 DUTIE S OF BOARD OFFICERS & TREASURER 

 

The president of the board shall conduct all meetings, appoint all necessary 

committees, and take other necessary action to ensure the transaction of all school 

business. 

 

The vice president shall serve as chairman of meetings held in the absence of the 

president. 

 

As representatives of school board districts, the president and/or vice president 

have the same voting rights as other members on issues being considered by the 

board.   

 

The secretary shall keep records of all meetings, post all legal notices, prepare and 

sign all legal documents, and perform other duties as designated by the board. 

 

The treasurer shall be the official custodian of all funds of the School Corporation 

and shall be responsible for the proper safeguarding and accounting for all such 

funds and shall: 

 

1) issue a receipt for any monies coming in to the Corporation;  

 

2) deposit such monies in accordance with the laws governing the deposit 

of public funds;  

 

3) issue all warrants in payment of expenses lawfully incurred on behalf of 

the Corporation but, except as otherwise provided by law, shall issue such 

warrants only after the proper allowance or approval by the Board. No 

allowance or approval shall be required by the Board for amounts lawfully 

due in payment of indebtedness or payments due to the State of Indiana, 

the United States Government, or their agents and instrumentalities. 

 

I.C. 20-26-4-1 
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2.8 RIGHTS, POWERS, & LIABILITIES  

 

A. Major Functions of the Board of School Trustees - Policy making is that 

function which determines what shall be done, establishes procedures for 

accomplishing the tasks, selects an executive officer, and delegates to 

him/her the authority to place policies and plans into operation. 

 

C. Appraisal is that function which attempts through careful examination and 

study of facts and conditions to determine: (1) the efficiency of operation 

of the general activities, and (2) the worth and value of results of the 

activities in relation to the efficiency and value of introduction. 

 

D. Precedence of Board Policy - The policies of the Board of School Trustees 

shall conform to the Federal and Indiana Constitutions, to the statutes 

enacted at those levels and the regulations of State and Federal agencies.  

Policies adopted by the Board of School Trustees are binding upon the 

employees and students of this corporation.  All rules, procedures, 

practices, and directions that are formulated or observed shall conform to 

the intent and purpose of the policies of the Board of School Trustees. 

 

E. Duties of the Board of School Trustees: The Board of School Trustees, 

being an agency of the State, has its duties and limitations prescribed by 

law.  Briefly stated, the Board has the following responsibilities: 

 

1. The Board employs a Superintendent of Schools, prescribes his/her 

powers and duties, grants him/her adequate authority to carry out 

these duties and holds him/her responsible for his/her performance. 

 

2. The Board, upon recommendation of the Superintendent of 

Schools, employs, promotes, or terminates employment of 

principals, teachers, and other employees.  If the Board rejects a 

candidate recommended by the Superintendent, he/she will be 

asked to make a substitute recommendation.  No teacher will be 

employed without approval of the Superintendent of Schools. 

 

3. The Board of School Trustees acts as a corporate body and not as 

individual members.  Personnel problems SHALL be cared for by 

the Superintendent of Schools or the building principal.  In case an 

employee wishes to appeal a grievance to the Board, an 

appointment to appear at a regular meeting shall be arranged, in 

advance, through the Superintendent of Schools.  Employees are to 

follow the procedure of this Policy Manual for seeking relief of 

complaints.  The Board serves as the final authority within the 
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school corporation to settle any issue which can not be resolved 

through regular, administrative channels. 

 

4. The Board writes school policy and reviews the policy annually. 

 

5. The Board, acting upon the advice and recommendation of the 

Superintendent of Schools, adopts a budget and levies taxes for the 

support of the schools.  All meetings of the Board shall be open to 

the public except when a legal executive session has been called.  

All votes, however, shall be taken at an open meeting. 

 

F. Line of Responsibility: 

 

1. The Board of School Trustees is a deliberative body operating in 

the best interests of the State and of the children of the Benton 

Community School Corporation upon the basis of the best 

available objective data.  The Board of School Trustees shall 

delegate the executive function of the Superintendent of Schools 

who shall be charged with the responsibility of devising ways and 

mean of administering efficiently to the educational policies 

adopted by the Board. 

 

2. The line of responsibility is from the Board of School Trustees to 

the Superintendent of Schools, to the Building Principal, and to the 

teacher.  The line of responsibility shall be observed by everyone.  

Teachers, secretaries, aides, bus drivers, and custodians shall not 

take problems and requests to the Board of School Trustees 

without first attempting to obtain consideration from their principal 

and next the Superintendent of Schools.  Building Principals shall 

not take problems and requests to the Board of School Trustees 

without first having permission from the Superintendent of 

Schools. 

 

3. Board members and the Superintendent of Schools shall insist that 

parent questions shall first be taken directly to the teacher and/or 

Building Principal. 

 

4. Special teachers who work between two (2) or more schools shall 

be responsible to the Superintendent of School (or his/her 

designee) for the overall program with the advice and cooperation 

of the Building Principals. 

 

5. Custodians shall be responsible to Building Principals for the 
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general operational program during the school year.  Maintenance 

repair and special occasion problems will be administered by the 

Director of Maintenance (designee). 

 

I.C. 20-26-5-1 

I.C. 20-26-5-4 
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2.9 MEETINGS OF THE BOARD OF SCHOOL TRUSTEES 

 

2.9.1 Parliamentary Authority  

 

The Board believes it can meet as a body and proceed best with its 

deliberations in an atmosphere of a free exchange of information and 

opinion unhampered by formal rules of order which are usually designed 

for the management of large groups or organizations. Hence, the Board 

shall not consider itself bound by rules of any certain manual of 

parliamentary procedures. 

 

The President of the Board, or the person chairing the meeting, may 

discuss, may move for the adoption of an issue, may second a motion, and 

may have a vote on all matters coming before the Board. However, at any 

time any Board member requests that strict rules of parliamentary 

procedure be followed, it shall be mandatory that the Chair honor this 

request, although the Chair will still be allowed the rights to discuss, or to 

move for adoption, to second matters coming before the Board. 

 

Roberts Rules of Order shall be used when strict rules of parliamentary 

procedure are to be followed. 
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2.9.2 Quorum 

 

At a meeting of the Board, a majority of the members shall constitute a 

quorum.  No action may be taken unless a quorum is present.  Except 

where a larger vote is required by law with respect to any matter, a 

majority of the members present may adopt a resolution or take any 

action. 

 

 

 I.C 20-26-4-3(f) 
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2.9.3 Order of Business 

 

The Board of School Trustees shall transact all business at a legal meeting 

of the board.  No member of the Board of School trustees shall have 

power to act in the name of the board outside of board meetings.  The 

following order of business shall be followed in transacting school 

business:  

 

1. Call to Order, Recognize Quorum, and Approve Agenda 

2. Audience to Visitors 

3. Routine Matters (Consider minutes of previous meeting, vouchers  

 and financial reports, and school board policy review) 

4. Communications 

5. Old Business 

6. New Business 

7. Adjournment 
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2.9.4 Regular Meetings 

 

The Board shall hold a meeting monthly at the office of the 

superintendent. The regular meeting date of the Benton County 

Community School Corporation is the third Monday of each month at 7:00 

P.M. in the Benton Community Administrative Offices.  An agenda listing 

items to be considered by the Board is posted on the doors of the 

Administrative Building.   Agendas will be posted at least forty-eight (48) 

hours prior to the scheduled meetings.  All business will be conducted in 

compliance with applicable State Codes. 

 

I.C. 20-26-4-3 
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2.9.5 Special Meetings 

 

Special meetings called for special purposes at dates and times other than 

those of regular or statutory meetings will sometimes be necessary. Such 

meetings may be called by the Board President or by the Superintendent. 

Such a call may be evidenced by a written notice mailed or delivered to 

each Board member, so that member has seventy-two (72) hours' notice of 

the meeting. Board members can waive the requirement of such notice by 

their attendance at a called meeting or by execution of a written waiver of 

notice. 

 

All special meetings shall be open to the public and the press, but no 

public discussion shall be heard on items not related to the purpose of the 

special meeting. Such special meetings shall be held at the regular meeting 

place of the Board.  An agenda listing items to be considered by the Board 

is posted on the doors of the Administrative Building.  Agendas will be 

posted at least forty-eight (48) hours prior to the scheduled meetings.  All 

business will be conducted in compliance with applicable State Codes.  

  

 

 I.C. 20-26-4-3(c) 
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2.9.6 Emergency Meetings 

 

In the event of a severe and imminent threat to the health, safety, or 

welfare of the Corporation, its employees, or students, any member of the 

Board may call an emergency session provided three (3) members of the 

Board concur that delay would be detrimental to efforts  to lesson or 

respond to the threat.  No formal notice to Board members of any 

emergency meeting shall be required, but the press and public shall be 

notified. 

 

 

  

I.C 5-14-1.5-5(d) 
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2.9.7 Hearings 

 

The School Board may assume jurisdiction over any dispute or 

controversy arising within this Corporation which concerns any matter in 

which authority has been vested in the Board by statute, rule, contract, or 

policy of this Board. 

 

Any hearing conducted by the Board shall be pursuant to Indiana Law.  

The School Board shall be authorized to retain legal counsel to advise 

them regarding those matters related to the hearing. 
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2.9.8 Public Participation at Board Meetings 

 

To permit fair and orderly public expression, the Board shall provide for 

public participation.  Anyone having legitimate interest in the actions of 

the Board may participate during the public portion of a meeting.  

Participants must be recognized by the presiding officer and must preface 

their comments by an announcement of their name, address, and group 

affiliation, if and when appropriate.  No participant may speak more than 

once per meeting on the same topic unless all others who wish to speak on 

that topic have been heard.  All statements shall be directed to the 

presiding officer; no person may address or question Board members 

individually.  Comments may be limited to three (3) minutes or less.
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2.9.9 Purpose of Minutes  

 

 The Board of School Trustees may act only through their minutes and the 

Board records will be legal evidence of what action was taken during a 

Board meeting.  The minutes and records of School Board Meetings shall 

be complete and intelligible.  It is the responsibility of the 

Superintendentôs Office to keep a copy of these minutes and records in a 

permanent file for public inspection and copying at all times.  At each 

Board meeting, minutes of the previous meeting shall be approved. 
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2.10 POLICIES AND BOARD ACTIONS  

  

 The policies and previous actions of the Board of School Trustees may be revised, 

added to or amended by a majority vote of the members.  It shall be the duty of 

the Superintendent of Schools to cause a periodic evaluation of existing policy by 

the Board of School Trustees. 
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2.11 REVISION AND IMPLEMENTATION OF POLICIES  

  

 Proposals to revise, add to, or amend the policies may be presented and discussed 

at any regular meeting of the Board of School Trustees.  Action on any proposed 

revision, addition, or amendment may be taken at any meeting held subsequent to 

the presentation. 

 

 The Board of School Trustees shall review and appraise the complete adopted 

operating policies as needed. 

 

 Implementation of Policy 

 Rules and regulations adopted by the Board of School Trustees, the 

Superintendent of Schools, or other administrative personnel under the authority 

delegated by the Board of School Trustees, shall be binding on employees and 

agents of the school corporation, pupils, and other persons using the facilities or 

participating in the activities of the school corporation. 
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2.12 DISTRIBUTION OF POLICIES ADOPTED  

  

The Superintendent shall establish and maintain an orderly plan for preserving 

and making accessible the policies adopted by the Board and the administrative 

rules and regulations needed to put them into effect. 

 

Copies will be made available in loose-leaf form for ease of revision.   Copies will 

be given to all administrative offices, and to the President of the Benton 

Education Association (BEA) to provide easy reference for all employees and 

citizens. 

 

All policy manuals distributed to anyone shall remain the property of the Board 

and shall be considered on loan to anyone or any organization in whose 

possession they might be at any time.  They are subject to recall at any time 

deemed necessary by the Superintendent for the purpose of updating. 
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2.13 PROCEDURE FOR SUBMITTING CONCERNS TO THE BOARD OF 

SCHOOL TRUSTEES 

 

Complaints or questions regarding school personnel or the operation of a school 

are to be presented to the appropriate building principal by the concerned person 

or persons.  Those matters which are not satisfactorily resolved by the Principal 

can be taken to the Superintendent.  The Superintendent, after sufficient review 

and investigation, may choose to have, or be requested to have, the matter 

considered by the Board of School Trustees. 

 

Matters pertaining to personnel or school operation which are brought directly to 

the attention of the Board of School Trustees without observing this procedure 

will be tabled until sufficient information and background has been gathered so as 

to permit an adequate presentation.  The matter in question should then be placed 

on the agenda of a subsequent meeting for discussion and possible action. 
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2.14 LOCAL ADMINISTRATIVE RULES, REGUL ATIONS, AND 

CHECKLISTS        
 

 Upon presentation and adoption by majority vote of the Board of School Trustees, 

any policy statement, rule, or regulation, shall become a part of this policy manual 

in accordance with the foregoing sections and following provisions. 

 

Annual review shall be accomplished by the local supervisory or administrator 

and certified to the Board of School Trustees prior to the first of August each 

year.  Additions, corrections, or deletions accepted by the Board of School 

Trustees shall  be accomplished in accordance with board policy. 

 

Rules and regulations compiled by the Board of School Trustees, the 

Superintendent of Schools and the principals, and faculties of the respective 

schools, shall be binding on all persons in attendance at the respective schools.  

Where practicable, the rules and regulations shall be uniform within the 

corporation. 
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2.15 BOARD OF SCHOOL TRUSTEES COMPENSATION 

 

Each member of the Benton Community Board of School Trustees shall receive 

an annual stipend of $2,000.  Members of the Board of School Trustees shall be 

reimbursed for expenses incurred while traveling on school business or to 

professional meetings. 

 

 

I.C. 20-26-4-7 
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2.16 PROFESSIONAL ORGANIZATION AN D MEMBERSHIP  

 

A. The Board of School Trustees may hold membership in the Indiana School 

Boards Association and the National School Boards Association. 

 

B. Expenses of Board Members - The members of the Board of School 

Trustees will actively seek to remain abreast of the developments of public 

education on a local, state, and national basis.  This may require 

membership in certain organizations, attendance at conferences and 

conventions, visitations, and other means of investigation.  Members of 

the Board of School Trustees who would like to attend a National 

Conference will express their intent either orally or in writing at a school 

board meeting.  The expenses incurred in such undertakings are to be 

borne, with proper documentation, by the school corporation upon 

approval of the Board of School Trustees.  
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2.17 PROFESSIONAL CONSULTANTS 

 

A. School Attorney - An attorney for the Board of School Trustees and the 

corporation shall be retained at the discretion of the Board.  He or she 

shall represent the school corporation and such officers and employees of 

the school corporation which they or any of them as such shall be a party.  

He or she shall, when requested, advise the Board, Superintendent of 

Schools, and all executive departments in all legal matters pertaining to 

the business of the school corporation.  The salary or fee of a school 

attorney related to performing the duties of the attorney shall be set out in 

a written agreement approved by the Board. 

 

A. Other Consultants - Other consultants will be retained or employed for 

specific periods as circumstances require and as selected upon Board 

approval. 
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2.18 BOARD MEMBER SERVICE  

 

When a Board Member in good standing leaves the School Board after fulfilling 

his/her term(s) the following will occur: 

 

 A. Plaque for Dedication and Service will be presented. 
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3.1 FINANCES 

 

 3.1.1 Federal Funds 

 

It is the objective of the Board of Education to provide equal educational 

opportunities for all students within the Corporation. Therefore, it is the 

intent of the Board to study Federal legislation to provide better 

educational opportunities, better educational environments, and better 

physical and mental growth for each student. 

 

The Superintendent or designee shall review new Federal education 

legislation and prepare proposals for programs which are deemed to be of 

aid to the students of this Corporation. The Superintendent shall approve 

each proposal prior to its submission, and the Board shall approve all 

grants resulting from such proposals. 

 

The Board regards Federal funds for local schools and communities as a 

public trust.  The use of Federal funds for partisan political activities or for 

any use that would be in violation of Federal guidelines on discrimination 

is prohibited. The Superintendent shall ensure that each draw of Federal 

monies is as close as administratively feasible to the related program 

expenditures. 
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3.1.2 Book Rental Fees and Assessments 

 

A schedule of book rental fees and other instructional fees/charges, including 

driver education, shall be recommended by the Superintendent annually for 

consideration by the School Board. Applications for textbook assistance are 

available from the building principal. 

 

Receipts from book rental fees, student fees, and damage collections shall be 

made to the appropriate fund. 

 

Assessments for the willful, negligent, and malicious damaging of school property 

shall be made by the appropriate administrator with approval of the 

Superintendent and may be charged against the student or the parents of the 

student in accordance with Indiana laws. 

 

I.C. 20-26-12-2 
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3.1.3 Budget Preparation 

 

The budgeting system to be used in the School Corporation shall be that 

prescribed by the Indiana State Board of Accounts and shall be in sufficient detail 

so as to meet the fiscal management priority objectives. The school budget is the 

legal basis for the establishment of tax levies and tax rates. It is the legal 

document which describes the programs to be conducted during a fiscal year. It is 

the operational plan, stated in financial terms, for the conduct of all programs in 

the School Corporation. The annual school budget process is an important 

function of School Corporation operation and should serve as a means to improve 

communication within the school organization and with the residents of the 

school community. 

 

Since the Board has a responsibility to the citizenry to operate the schools within 

the confines of Indiana Law and specifically may not permit the expenditures of 

the School Corporation to exceed the revenues available to it, the Board realizes it 

is impossible to meet an infinite array of educational needs and desires. Therefore, 

the Superintendent is directed to see that the annual budget is formulated in 

consideration of the following criteria: 

 

A. At all times all resources must be utilized to produce the most positive 

effect upon the student's opportunity to gain a basic/general education in 

the School Corporation. 

 

B. The budget must be in accord with the statutory and regulatory 

mandates as promulgated by the Indiana General Assembly, the Indiana 

State Department of Education, and the Indiana Department of Local 

Government Finance. In addition, when regulations of agencies of the 

Federal government are applicable, they shall also be followed as well. 

 

C. The budget must be in harmony with the Boardôs contracts and/or 

agreements with its employee groups. 

  

A budget is required for every fund that the School Corporation utilizes in its 

yearly operation. These funds are authorized by action of the Indiana General 

Assembly and are as follows: 

 

A. General Fund, 

B. Debt Service Fund, 

C. Capital Projects Fund, 

D. Transportation Fund, 

E. School Bus Replacement Fund, 

F. Special Education Pre-School Fund, 
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H. Repair and Replacement Fund. 

 

Such other funds as the Legislature may authorize may be added for use by the 

School Corporation, or such other funds as are not prohibited by the Indiana 

General Assembly may be established by the Board. 

 

Budgeting for a period of time greater than one (1) year is desirable and 

encouraged for long range planning. Such long range budgeting, while not 

presently a requirement for local school corporations, is essential if a meaningful 

cash flow program is to be maintained. 

 

The Superintendent is the primary budget officer for the School Corporation, but 

this responsibility may be delegated to the business manager. Three (3) areas of 

responsibility of the business manager are budget preparation, budget 

presentation, and budget administration.  Improved budget development schedules 

and procedures shall be designed and utilized in preparation of school budget. 

These schedules and procedures shall meet the following requirements and 

specifications: 

 

A. Budgets will be figured on strategic planning and on analysis based on 

priority of School Corporation goals and objectives. 

 

B. Major program changes for the succeeding fiscal year shall be proposed 

not later than July of the year preceding the budget development and shall 

be presented to the Superintendent during budget planning. 

 

C. Initial budget amounts shall be presented to the Board at least six (6) 

weeks prior to the scheduled date for the local Public Hearing on the 

Budget. These first amounts shall represent an accurate cost estimate of a 

realistic program, with amounts to be adjusted to the reality of available 

resources in successive drafts when necessary. 

 

D. To the greatest feasible extent, decisions about each school's program 

and priorities shall be made by the Administrator of each school. 

Accounting and reporting procedures which provide up-to-date reports of 

expenditures, encumbrances, and cash balances to the supervisor at 

necessary levels on a monthly basis will be in operation. 
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3.1.4 Budget Hearing 
 

The annual budget adopted by the School Board represents the Board's position 

on the allocation of resources required to operate an appropriate system of 

education. All reasonable means shall be employed by the Board to present and 

explain that position to all interested parties. The public budget hearings will be 

conducted in accordance with law. 

 

Each member of the Board and appropriate Corporation administrators shall be 

sufficiently acquainted with the budget and their underlying purposes to answer 

questions from members of the public. 

 

The budget approved by this Board will be made available to the public in the 

form and at the places required by law. The final adoption of the proposed annual 

budget shall be made by the Board after completion of the public hearing. 

 

I.C. 6-1.1-17-3 
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3.1.5 Budget Implementation 

 

The Board places the responsibility for administering the operating budget, once 

adopted and approved, with the Superintendent. In order to allow for the 

administration and the control of the budget in an effective and efficient manner, 

the following principles shall be followed.  Within the authority of enabling 

legislation, the Superintendent or duly delegated employees of the School 

Corporation are authorized to execute the programs and/or activities as set forth in 

the adopted annual operating budget, subject, however, to continuous review by 

the Board, and further limited to the following expressed provisions: 

 

A. All expenditures of funds for the employment and assignment of 

personnel meet the legal requirements of the Indiana Code for the State 

and adopted School Board policies. 

 

B. All expenditures so authorized are funded within the line item of the 

 operating unit as adopted by the Board. 

 

C. Complete listing of expenditures for supplies, materials, and services 

are listed monthly for Board approval and/or ratification. 

 

D. All purchases are to be made in accordance with the requirements of 

appropriate laws and adopted School Board policy. 

 

E. All budget actions are consistent with Indiana laws and with other 

policies of the School Corporation. 

 

F. Appropriate financial reports are made available to the Board for its 

information and control purposes. 

 

The Superintendent, through his/her designee, shall establish a system for internal 

control of funds of this School Corporation. The control procedure shall be in 

accordance with the provisions of the policies of the Board, the Rules and 

Regulations established by the Board of Accounts of the State of Indiana, and in 

accordance with sound business practices.  In keeping with the need for periodic 

reconciliation of the School Corporation's budget, the Board will consider the 

transfer of Budget Line Items upon request and recommendation of the 

Superintendent. In managing budgets set up for individual budget centers, 

modification of the budgets by the principal or the appropriate level director must 

have the approval of the Superintendent. 

 

I.C.6-1.1-18-6 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

66 

 

3.1.6 Extra-Curricular Funds  

 

The School Board shall establish financial controls for the administration of the 

normal, legitimate, co-curricular and extra-curricular activities of the Corporation 

in accordance with guidelines of the State Board of Accounts. 

 

Money collected by school employees and by others authorized to collect money 

shall be handled with good and prudent business procedures. All money collected 

shall be receipted, accounted for, and directed without delay to the proper location 

of deposit.  In no case shall money be left overnight in schools unless in the 

schoolôs vault. Should it not be possible to make bank deposits during the regular 

banking hours, arrangement shall be made for the use of night depositories in 

order to avoid storing money in school overnight. 

 

All textbook rental receipts are to be deposited into the Book Rental Fund. 

Student fees established by the Board for instructional supplies for, but not 

limited to, art, music, and driver training are receipted into the General Fund.  

Collections of funds of a student activity account are receipted into the 

appropriate student activity account in the Extra Curricular Fund.  The Extra-

Curricular Treasurer will be under the direct supervision of the Corporation 

Treasurer. 

 

All records and reports will be maintained in the Business Office. 

 

I.C. 20-41-1-1 et seq. 
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3.1.7 Solicitation of Funds 

 

Solicitation of funds in the school by outside organizations or individuals, or by 

students or faculty in the community, either directly or indirectly, for school or 

any school activity is prohibited without the prior approval of the Board of School 

Trustees. 
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3.1.8 Claims 

 

 The Board authorizes payment for goods and services which have been 

 

A. purchased in accordance with the established budgetary limits, 

 

B. purchased according to the relevant purchasing policies and 

regulations, and 

 

C. certified as having been received in acceptable condition. 

 

Payment for said goods and services shall be paid monthly from a claim list 

presented by the Treasurer at the following meeting of the Board provided the 

above conditions have been met. 

 

For the purpose of paying salaries, fulfilling contractual agreements, and the 

meeting of certain financial emergencies as may be determined by the 

Superintendent, the treasurer is authorized to issue payment vouchers as necessary 

without prior approval of the Board, provided, however, that a separate listing of 

these payments is presented at the following Board meeting in which the claims 

docket is presented for the Boardôs consideration. 

 

The signature or the facsimile signature of the Treasurer is to be used on all 

checks, drafts, warrant-checks, voucher, or other orders on public funds deposited 

in designated depositories.  The Board hereby authorizes the official depositories 

to honor any such instrument bearing the real or facsimile signature in such form 

as the Treasurer may designate and to charge the same to the appropriate account 

in said depository bank upon which drawn, as fully as though it were a manually 

written signature. 
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3.1.9 Travel Expenses 

 

The Board may provide for the payment of approved travel expenses for a 

corporation employee.  If a corporation owned vehicle is available, the employee 

shall make arrangements to use it rather than using his/her personal vehicle.  

Travel expenses, such as lodging, conference fees, etc. should receive approval 

prior to the travel date. 

 

 

I.C. 20-26-5-4(9) 
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3.1.10 Gifts, Grants & Donations 

 

The Board is duly appreciative of public interest in and good will toward 

the schools through gifts, grants, and/or donations.  Authority to accept 

gifts and donations offered to the corporation rests with the Board of 

School Trustees.  The Board reserves the right, however, to define the type 

of gift, grant, or donation which it considers appropriate; and to reject 

those which it deems inappropriate or unsuitable.   

 

All gifts, grants, and/or donations shall be accepted by the Board at a 

regular Board of School Trusteesô meeting for formal acceptance.  The 

Superintendent is authorized and directed to acknowledge appropriately all 

accepted gifts or donations other than real property.  Further, he is directed 

to comply with statutes for gifts or real property which are accepted. 

 

Gifts, grants, and/or donations shall become the property of the 

corporation and will be subject to use by the corporation as determined by 

the policies applying to all properties, equipment, materials, and funds 

owned by the corporation.   

 

Any equipment purchased by an organization for use in the school or at a 

corporation-related event shall be submitted to the Board, prior to 

purchase, so it can determine if the corporation would incur any liability 

by its use.  The Board reserves the right not to accept such liability and 

thus deny the use of the equipment by students or corporation employees. 

  

I.C. 20-26-7 
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3.1.11 Payroll Authorization and Deductions 

 

The Treasurer is authorized to certify payrolls and to issue checks by signature 

alone in accordance with the duly certified payroll.   All personnel employed, 

either full or part time, shall be paid according to a specific schedule as 

determined annually by the Board. 

 

I.C. 20-26-5-19 
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3.1.12 Insurance and Other Financial Procedures 

 

The Board of School Trustees shall select an insurance agent/representative for a 

three (3) year period based upon the lowest and best bid.  The successful bid must 

comply with the specifications and be in compliance with statutory public bid 

procedures.  Following the selection, this person shall meet annually with the 

Board of School Trustees and review the insurance coverage.  Prior to the end of 

the three (3) year period, the Business Manager, working with the agent of record, 

will prepare the necessary bid specifications for the Board of School Trustees.  

The Business Manager will be responsible for complying with legal advertising 

procedure for specifications. 

  

The Board of School Trustees will support every effort to collect remunerations 

from individuals who have caused damage to school property through vandalism, 

mischievous behavior, or gross carelessness. 

  

An annual inventory shall be taken before the close of each academic year of all 

materials, furniture and equipment. 
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3.1.13 Rainy Day Fund 

 

The Board of School Trustees of the Benton Community School 

Corporation has established a Rainy Day Fund.  The Rainy Day Fund may 

receive transfers of unused and unencumbered monies from other funds 

raised by a general or special tax levy.  Such transfer cannot exceed ten 

percent (10%) of the total budget of the school corporation for the fiscal 

year in which the transfer occurs.  Transfers to the Rainy Day Fund may 

be made at any time during the fiscal year. 

  

The intent of the Board of School Trustees is to use the monies in the 

Rainy Day Fund only for any one of the following purposes: 

 

1. To provide revenue due to shortfalls or reductions in state textbook 

reimbursement payments and uncollected student textbook rental 

payments. 

 

2. To provide revenue due shortfalls or reductions in state tuition 

support payments. 

 

3. To provide revenue due to shortfalls or reductions in state summer 

school reimbursement.  

 

4. To provide revenue due to shortfalls or reductions in local property 

tax collections. 

 

5. To provide revenue due to shortfalls or reductions of excise taxes 

or other taxes. 

 

6. To provide revenue to support any approved Referendum Fund. 

 

7.  To provide revenue due to an emergency not covered by the by the 

Capital Projects Fund allocations.  

 

The Rainy Day Fund is subject to the same appropriation process as are 

the other school corporation funds.  Prior to the appropriation, the Board 

will make a determination that the use of the appropriation is consistent 

with the intent of the Rainy Day fund as set out in this policy.  The 

purpose for the appropriation will be stated at the time it is made. 

 

 

 I.C. 36-1-8-5 

    I.C. 36-1-8-5.1 
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3.1.14 Investment Policy 

 

I. Purpose 

 

The purpose of this investment policy (the ñPolicyò) is to set forth the 

investment objectives and parameters for the management of public funds 

of the Benton Community School Corporation (the ñSchoolò).  This Policy 

is designed to safeguard funds on behalf of the School, to assure the 

availability of funds when needed, and provide a competitive investment 

return. 

 

II. Scope 

 

This Policy applies to the investment of all funds of the School.  The 

School may consolidate fund balances to increase investment earnings and 

to increase efficiencies with regard to investment pricing, banking fees 

and administration. 

 

III. General Objectives 

 

The primary objectives, in priority order, of investment activities shall be 

safety, liquidity, and return: 

 

1. Safety 

Safety of principal is the foremost objective of the investment program. 

Investments shall be undertaken in a manner that seeks to ensure the 

preservation of capital. The objective will be to minimize credit risk and 

interest rate risk. 

 

a. Credit Risk - The School will minimize credit risk, which is the 

risk of loss due to the failure of the security issuer or backer, by 

limiting investments to the types of securities listed in Section VI 

of this Policy. 

 

b. Interest Rate Risk - The School will minimize interest rate risk, 

which is the risk that the market value of securities in the portfolio 

will fall due to changes in market interest rates, by structuring the 

investment portfolio so that securities mature to meet cash 

requirements for ongoing operations, thereby avoiding the need to 

sell securities prior to maturity. 

 

2. Liquidity 

The investment portfolio shall remain sufficiently liquid to meet all 
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operating requirements that may be reasonably anticipated. This is 

accomplished by structuring the portfolio so that securities mature 

concurrent with cash needs to meet anticipated demands. Furthermore, 

since all possible cash demands cannot be anticipated, a portion of the 

portfolio may be placed in money market mutual funds or government 

investment pools which offer same day liquidity for short-term funds. 

 

3. Return 

The investment portfolio shall be designed with the objective of attaining 

a market rate of return throughout budgetary and economic cycles, taking 

into account the investment risk constraints and liquidity needs.  Return on 

investment is of secondary importance compared to the safety and 

liquidity objectives described above.  The core of investments is limited to 

relatively low risk securities in anticipation of earning a fair return relative 

to the risk being assumed. 

 

IV. Standards of Care 

 

1. Delegation of Authority 

The Treasurer, hereinafter referred to as the Investment Officer, shall be 

responsible to oversee the day-to-day management of the Schoolôs 

investments.  Should the School elect to select an outside investment 

advisor, such advisor or firm must be registered under the Investment 

Advisorôs Act of 1940.  

 

2. Prudence 

The standard of prudence to be used by the Investment Officer shall be the 

"prudent person" standard and shall be applied in the context of managing 

all funds of the School.  The "prudent person" standard states that, 

"Investments shall be made with judgment and care, under circumstances 

then prevailing, which persons of prudence, discretion and intelligence 

exercise in the management of their own affairs, not for speculation, but 

for investment, considering the probable safety of their capital as well as 

the probable income to be derived." 

 

3. Ethics and Conflicts of Interest 

The Investment Officer and employees involved in the investment process 

shall refrain from personal business activity that could conflict with the 

proper execution and management of the investment program, or that 

could impair their ability to make impartial decisions.  The Investment 

Officer and employees shall disclose any material interests in financial 

institutions with which they conduct business. They shall further disclose 

any personal financial/investment positions that could be related to the 
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performance of the investment portfolio.   

 

V. Authorized Financial Institutions and Broker/Dealers 

 

1. Authorized Financial Institutions and Broker/Dealers 

A list will be maintained of local financial institutions that are approved 

depositories for the receipt of public funds according to the Indiana State 

Board for Depositories.  The School may pass a resolution pursuant to IC 

5-13-9-5 expanding the list of approved financial institutions to include all 

Indiana depositories approved for the receipt of public funds according to 

the Indiana State Board for Depositories. 

 

In addition, the School will only use broker/dealers that meet the 

following requirements: 

¶ Primary dealers or regional dealers that qualify under Securities 

and Exchange Commission (SEC) Rule 15C3-1 (uniform net 

capital rule); 

¶ Capital of no less than $10,000,000; 

¶ Registered as a dealer under the Securities Exchange Act of 1934; 

¶ A member of the National Association of Securities Dealers 

(NASD); 

¶ Proof of state registration 

 

VI. Suitable and Authorized Investments 

 

Consistent with Indiana Code 5-13-9, the following investments will be 

permitted by this Policy: 

 

(1) Securities backed by the full faith and credit of the United States 

Treasury or fully guaranteed by the United States and issued by any 

of the following: 

              (A) The United States Treasury. 

             (B) A federal agency. 

             (C) A federal instrumentality. 

             (D) A federal government sponsored enterprise. 

 

(2) Securities fully guaranteed and issued by any of the following: 

        (A) A federal agency. 

        (B) A federal instrumentality. 

        (C) A federal government sponsored enterprise. 

 

(3) Municipal securities issued by an Indiana local governmental entity, 

a quasi-governmental entity related to the state, or a unit of 
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government, municipal corporation, or special taxing district in 

Indiana, if the issuer has not defaulted on any of the issuer's 

obligations within the twenty (20) years preceding the date of the 

purchase in accordance with IC 5-13-9-2. 

 

(4) Money market mutual funds rated AAAm, or its equivalent, by 

Standard and Poorôs Corporation or Aaa, or its equivalent, by 

Moodyôs Investors Service, Inc. in accordance with IC 5-13-9-2.5. 

 

(5) Repurchase agreements in accordance with IC 5-13-9-3. 

 

(6) Transaction accounts, certificates of deposit and deposit accounts 

issued or offered by a designated depository of the Schoolôs political 

subdivision.  The Investment Officer making a deposit in a 

certificate of deposit shall obtain quotes from each designated 

depository in accordance with IC 5-13-9-4. 

 

(7) Certificates of deposit authorized by a resolution of the School in 

accordance with IC 5-13-9-5 and 5-13-9-5.3. 

 

(8) Local government investment pools in accordance with IC 5-13-9-

11. 

 

Consistent with Indiana Code 36-1-7, the School may pass a resolution to 

enter into interlocal cooperation agreements for the joint exercise of 

powers, including the investment of public funds.   

 

VII. Investment Parameters 

 

1. Maximum Maturities 

The Schoolôs investments must have a stated final maturity of not more 

than two years pursuant to IC 5-13-9-5.6.  Because of inherent difficulties 

in accurately forecasting cash flow requirements, a portion of the Schoolôs 

funds should be continuously invested in readily available funds such as 

bank transaction accounts, local government investment pools, money 

market funds, or overnight repurchase agreements to ensure that 

appropriate liquidity is maintained to meet ongoing obligations. 

 

The School may adopt an ordinance, pursuant to IC 5-13-9-5.7, 

authorizing its Investment Officer to make investments having a stated 

final maturity that is more than two (2) years but not more than five (5) 

years after the date of purchase.  The total investments of the School with 

maturities of two (2) to five (5) years outstanding at the time of purchase 
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may not exceed twenty-five percent (25%) of its total portfolio of public 

funds invested, including balances in transaction accounts.  Such 

ordinance expires on the date on which this Policy expires, which may not 

exceed four (4) years. 

 2. Competitive Bids 

The Investment Officer or its designee shall obtain competitive bids for 

investment with financial institutions in accordance with IC 5-13-9-4.  The 

Investment Officer or its designee shall obtain bids from at least two 

brokers or financial institutions on all purchases of investment instruments 

on the secondary market.  Overnight sweep investment instruments shall 

not be subject to this section. 

 

VIII. Reporting  

 

During the annual meeting required by IC 5-13-7-6 of The Board of 

Finance of the School, the Investment Officer shall make a written report 

to the board summarizing the Schoolôs investments during the previous 

calendar year. The report must contain the name of each financial 

institution, government agency or instrumentality, or other person with 

whom the political subdivision invested money during the previous 

calendar year.  The Board of Finance shall review the report and review 

the overall investment policy of the School. 

 

IX. Policy Considerations 

 

1. Adoption and Expiration 

This Policy shall be adopted by the School at a public meeting and shall 

expire four (4) years from the date of adoption in accordance with IC 5-

13-9-5.7. 

 

2. Exemption 

Any investment currently held that does not meet the guidelines of this 

Policy shall be exempted from the requirements of this Policy. At maturity 

or liquidation, such monies shall be reinvested only as provided by this 

Policy. 

 

3. Amendments 

This Policy shall be reviewed periodically. Any changes must be approved 

by the Investment Officer and any other appropriate authority. 
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3.1.15   COLLE CTION AND FORGIV ENESS OF DEBT 
 

 
 

The Benton Community Board of Trustees understands it is required to 

collect all monies owned to it by patrons, employees, parents and 

students, including money owed through student lunch accounts and 

other extracurricular accounts. Every effort should be made by the school 

administration to collect the monies owed to the school corporation 

including collection procedures. Such efforts must be documented by 

school administration before the debt is forgiven, waived, or written off 

of the school corporation accounts and considered an uncollectable 

account. 

 
The school corporation may forgive, waive, or write-off all or a portion 

of the debt if one of the following conditions is met: 

 
1. The school administration determines that the student or the parent 

or guardian of the student is unable to pay the debt; 

 
2. The payment of the debt could impact the health or safety of the 

student; 

 
3. The cost to pursue and collect the debt from the student and 

his/her parents or guardians would cost more than the potential total 

debt collected; or 

 
4. There are mitigating circumstances as determined by the 

superintendent that preclude the collection of the debt. 

 
Every decision to forgive, waive, or write-off a debt must be 

documented and include the specific facts for the decision relating 

to one of the above stated reasons. If the uncollectable debt is a 

student lunch account, it cannot be an expense to the school food 

service account and must be covered by non-Federal funds. 

 
The superintendent may develop regulations addressing specific 

situations relating to the above conditions. 

 
In the cases where a positive balance exists in the accounts, every effort 

must be made by the school administration to return the positive balance 

to the account holder when the person is no longer in the school 

corporation. If attempts made to refund the balance have been 

unsuccessful, the balance should be transferred to the corresponding 
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school fund or if  such transfer is not appropriate, to the school 

corporation general fund. 

 

A report will be provided to the school board at the end of the year. 
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3.1.16     FEDERAL GRANTS AND AWARDS ADMINISTRATION  
 

 

The Board of School Trustees of the Benton Community School 

Corporation intends to administer federal grant awards efficiently and to 

comply with all requirements imposed by law, the awarding agency, the 

Indiana Department of Education, and/ or other applicable pass-through 

entities, and all requirements applicable to the use of federal funds.  To the 

extent that any provision of a board policy is contrary to a federal law, 

regulation, term, or condition applicable to a federal award, the applicable 

federal requirement must be followed. 

 

A. INTERNAL CONTROLS 

 

The superintendent or designee shall be responsible to develop, monitor, 

and enforce effective internal controls over federal awards and grants that 

provide reasonable assurance that the school corporation is managing the 

funds in compliance with all requirements for federal grants and awards.  

Internal controls must meet all requirements of federal law and regulation, 

including the Uniform Guidance issued by the U.S. Office of Budget and 

Management, and shall be based on best practices. 

 

The internal controls must provide for the following:  

 

(1) identification of all federal funds received and expended and their 

program source;  

(2) accurate, current, and complete disclosure of financial data in 

accordance with federal requirements;  

(3) records sufficient to track the receipt and use of funds;  

(4) effective control and accountability over assets to assure they are used 

only for authorized purposes; 

(5) comparison of expenditures against budget; and 

(6) written procedures for cash management and determining the 

allowability of costs.   

 

At a minimum, the internal controls shall address the following areas. 

 

1. Allowability  

 

Costs charged by the school corporation to a federal grant must be allowed 

under the individual program and be in accordance with the cost principles 

established in the Uniform Guidance.  Costs will be charged to a federal 

grant only when the cost is  



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

82 

 

(1) reasonable and necessary for the program; 

(2) in compliance with applicable laws, regulations, and grant or award 

terms;  

(3) allocable to the grant;  

(4) adequately documented; and  

(5) consistent with school board policies and administrative regulations 

that apply to both federally-funded and non-federally funded activities.   

 

Prior written approval for certain cost charges must be obtained as 

required by the awarding agency in order to avoid subsequent 

disallowances. 

2. Cash Management and Fund Control 

 

Payment methods must be established in writing that minimize the time 

elapsed between the draw of federal funds and the disbursement of those 

funds. Standards for funds control and accountability must be met as 

required by the Uniform Guidance for advance payments.  

 

3. Procurement 

 

All purchases for property and services made using federal funds must be 

conducted in accordance with all applicable federal and state laws and 

regulations.  Individuals or organizations that develop or draft 

specifications, requirements, statements of work, and/or invitations for 

bids, requests for proposals, or invitations to negotiate, must be excluded 

from competing for such purchases.   

 

Contracts are to be awarded only to responsible contractors possessing the 

ability to perform successfully under the terms and conditions of a 

proposed purchase or service.  No contract shall be awarded to a 

contractor who is suspended or debarred from eligibility for participation 

in federal assistance programs or activities.  

 

Purchasing records must include at least the rationale for the method of 

procurement, selection of contract type, and contractor selection or 

rejection; the basis for the contract price; and verification that the 

contractor is not suspended or debarred.  

 

4. Conflict of Interest 

 

The requirements for conflicts of interest are applicable to all purchases or 

services.  
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Each employee, board member, or agent of the school corporation who is 

engaged in the selection, award, or administration of a contract supported 

by a federal grant or award and who has a potential conflict of interest 

shall disclose that conflict in writing to the superintendent.  The 

superintendent shall disclose in writing any potential conflict of interest to 

the federal awarding agency.  

 

For purposes of this paragraph, a conflict of interest would arise when the 

employee, board member, or agent of the school corporation, any member 

of his or her immediate family, his or her partner, or an organization 

which employs or is about to employ any of these parties has a financial 

interest in or receives a tangible personal benefit from a firm considered 

for a contract.  An individual who is required to disclose a conflict of 

interest shall not participate in the selection, award, or administration of a 

contract supported by a federal grant or award. 

 

The employee, board member, or agent with a conflict of interest shall not 

solicit or accept any gratuities, favors, or items from a contractor or a 

party to a subcontract for a federal grant or award but they may accept a 

single unsolicited item with a value of $50 or less or multiple unsolicited 

items from a single contractor or subcontractor having an aggregate 

monetary value of $100 or less in a 12-month period.  Violations of this 

provision are subject to disciplinary action. 

 

5. Mandatory Disclosures 

 

The superintendent shall disclose in writing to the federal awarding 

agency in a timely manner all violations of federal criminal law involving 

fraud, bribery, or gratuities potentially affecting any federal award.  The 

superintendent shall fully address any such violations promptly and shall 

notify the board accordingly.  The board may request the superintendent to 

develop a plan of correction for board approval in appropriate situations as 

determined by the board. 

    

6. Equipment and Supplies Purchased with Federal Funds 

 

Equipment and supplies acquired with federal funds will be used, 

managed, and disposed of in accordance with applicable state and federal 

requirements.  Property records and inventory systems shall be sufficiently 

maintained to account for and track equipment that has been acquired with 

federal funds. 

 

7. Accountability and Certifications 
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All fiscal transactions must be approved by the superintendent or designee 

and by the person managing the federal program who can attest that the 

expenditure is allowable and approved under the federal program.  The 

superintendent or designee shall submit all required certifications and is 

authorized to sign them on behalf of the board.   

 

8. Monitoring and Reporting Performance  

 

The superintendent shall establish sufficient oversight of the operations of 

federally supported activities to assure compliance with federal 

requirements and to ensure that program objectives established by the 

awarding agency are being achieved.  Performance reports, including 

reports of significant developments that arise between scheduled 

performance reporting dates, must be submitted as required by federal or 

state authorities.  

 

B. AUDITS AND CORRECTIVE ACTION  

 

1. An annual independent audit will be conducted and the superintendent or 

designee will prepare all financial statements, schedules of expenditures, 

and other documents required for the audit.   

 

2. At the completion of the audit, the superintendent or designee shall 

prepare a corrective action plan to address any audit findings.  The plan 

must identify the responsible party and the anticipated completion date for 

each corrective action to be taken.  The superintendent shall present the 

plan to the board for approval. 

 

3. Compliance deficiencies discovered internally through administrative 

supervision must be addressed promptly with the goal of improving 

processes to encourage future compliance and reduce audit findings.     

 

C. TRAINING  

 

All individuals responsible for the administration of a federal grant or 

award shall be provided sufficient training to carry out their duties in 

accordance with all applicable requirements for the federal grant or award.    

 

D. REPORTING M ISMANAGEMENT OF FEDERAL FUNDS 

 

Any employee who reasonably believes that federal funds have been 

misused or that the school corporation is otherwise in violation of any 
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requirement applicable to the receipt and use of federal funds should 

report the matter to the superintendent or designee. 

 

 

 

Legal References:  2. C.F.R. Part 200 
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3.1.17 INTERNAL CONTROLS  

 

All employees, board members, consultants, vendors, contractors and other 

parties maintaining a business relationship with the school corporation shall act 

with due diligence in duties involving the school corporation's fiscal resources. 

 

Per state law, the Board adopts the Uniform Internal Control Standards for 

Indiana Political Subdivisions in order to aid in the prevention and detection of 

fraud, financial impropriety, or irregularity. 

 

The Superintendent and/or Treasurer shall be responsible to implement the 

internal control standards designed to prevent and detect fraud, financial 

impropriety, or fiscal irregularities within the school corporation and to 

recommend to the Board any policies or procedures required to carry out the 

standards. 

 

Training shall be provided on the internal control standards and procedures to 

all school employees and newly hired employees whose duties include 

receiving, processing, depositing, disbursing, or having access to school and 

extracurricular funds. Such training should be given periodically to these 

employees whenever the standards have been changed or updated, including 

new school corporation policies and procedures relating to the internal control 

standards and training to refresh the employees on the standards requirements. 

 

LEGAL REFERENCE: IC 5-11-1-27 
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3.1.18 THRESHOLD FOR MATERIAL LOSS, SHORTAGE, OR 

THEFT OF SCHOOL FUNDS OR PROPERTY 
 

The Board of School Trustees of the Benton Community School 

Corporation recognizes that losses, shortages, and theft of school 

corporation funds and other assets may occur from time to time. State 

law requires the school corporation to report to the Indiana State Board 

of Accounts all erroneous or irregular material losses, shortages or theft 

of school corporation funds or property. The Indiana State Board of  

Accounts requires school corporations to determine their own material 

threshold for the purposes of reporting the loss, shortage, or theft to the 

Indiana State Board of Accounts as required by state law. 

The threshold for material losses, shortages, or theft for the Benton 

Community School Corporation which must be reported to the Indiana 

State Board of Accounts by the superintendent or the superintendentôs 

designee, is as follows: 

Cash Losses, Shortage, or Theft: 

A loss, shortage, or theft of cash from any school corporation fund is an 

amount over $1,000. 

Other Assets Loss, Shortage or Theft: 

A loss, shortage, or theft of a school corporation asset other than cash 

exceeding a value of $1,000. 

Whenever a loss, shortage or theft of school funds or property occurs, 

no matter the amount or value, or the requirement to report such to the 

Indiana State Board of Accounts, the administration should investigate 

any and all losses, shortages, or thefts of school corporation funds or 

assets. The investigation and the resolution of the investigation must be 

documented by the administrator who conducts the investigation. Such 

documentation should be maintained in the school corporation central 

office. State law requires public employees who have actual knowledge 

of, or reasonable cause to believe, a misappropriation of school funds 

has occurred to report such misappropriation to the Indiana State Board 

of Accounts and the county prosecuting attorney. 

LEGAL REFERENCE: IC 5-11-1-27(j) IC 5-11-1-27(l) 
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3.2 PURCHASING 

 

All purchases by and for the schools with corporation funds shall be approved by 

the Superintendent of Schools or designee.  The Superintendent of Schools or 

Designee will serve as the purchasing agent for the school corporation. 
 

For purchases of supplies and/or materials under $50,000 the purchasing agent 

will purchase such supplies or materials on the open market for the best value and 

price. The purchasing agent will use good judgment in soliciting bids, proposals, 

or quotes. 
 

For purchases of supplies and/or materials of at least $50,000 and not more than 

$150,000, the purchasing agent shall invite quotes from at least three (3) suppliers 

known to deal in the supplies to be purchased.  Such invitations shall be made at 

least seven (7)days before the fixed date for receiving the quotes.  If a satisfactory 

quote is received, the purchasing agent shall award the contract to the lowest 

responsible and responsive offer.  The purchasing agent may reject all quotes 

received if none are responsive and/or responsible.  If the purchasing agent does 

not receive a responsive and/or responsible quote, the purchase may be made by 

following the process for purchase under $50,000. 
 

  EXCEPTION: 

  a.    Custodial ï where an agreement has been reached by the Director 

of Maintenance, and the Superintendent of Schools on emergency 

and local purchases. 

  b.  Home Economics ï procedure for purchases of supplies paid for by 

School Corporation: (1) sign bill, (2) turn bill into principal's 

office, (3) forward bills and original claim forms to the 

Corporation Office. 
 

Requisitions for instructional supplies and equipment by the teacher shall be first 

submitted to the school principal and budget code entered.  All requisitions shall 

be on prescribed form. 

 

Bids ï The Board of School Trustees shall determine the lowest and best bid in 

making purchases or letting contracts in accordance with the State 

Law.  The Superintendent of Schools may appoint a sub-committee 

of the Board to open and tabulate bids. 

Approval and Payment of Claims ï All  claims in payment for materials bought 

with corporation funds must be approved by the Board of School 

Trustees. 

I.C. 5-22-8-1 

I.C. 5-22-8-2   

I.C. 5-22-8-3 
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3.2.1 Local Purchasing 

 

The School Board recognizes its position as a major purchaser in this community, 

and while it is the intention of the Board to purchase materials and supplies of 

quality at the lowest possible cost through widespread competition, if all other 

considerations are equal, the Board prefers to make purchases from vendors 

whose businesses are located within the Corporation. 

 

All local purchases shall be made only by authorization of the Superintendent of 

Schools or designee.  Prior arrangements shall be made for such purchases.  

Individual making the purchase shall sign the bill and give one copy to the 

Building Principal who shall forward it immediately to the Business Office 

personnel for appropriate budge codes. 
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3.2.2 Corporation Credit Cards  
 

The Board recognizes that it may be necessary and practical for personnel of the 

Corporation to utilize credit cards in order to obtain goods and services, and that it 

may be a financial imposition upon personnel of the School Corporation to pay 

cash out of pocket for goods and services purchased for the School Corporation, 

when reimbursement may be delayed.  Corporation credit cards may be utilized 

by personnel of the School Corporation and can be obtained from the Corporation 

Office.  The credit cards entail placing responsibility on the users to show mature 

and proper judgment in the use of these financial instruments.  The Board 

authorizes those persons designated by the Superintendent, to utilize the credit 

cards as appropriate.  When the credit card is used, the appropriate receipt should 

be obtained and submitted with a corresponding claim form to the Superintendent 

or designee. 
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3.2.3 ACCOUNTING SYSTEM ï FIXED ASSETS POLICY   
 

 

The School Board shall maintain a fixed asset accounting system.  The fixed asset 

system shall maintain sufficient information to permit adequate insurance 

coverage. 

  

Fixed assets are defined as those tangible assets of the Corporation with a useful 

life in excess of one (1) year and an initial cost equal to or exceeding $5,000.   

Some items may be identified as ñcontrolledò assets that, although they do not 

meet all fixed asset criteria, are to be recorded on the fixed asset system to 

maintain control.  

 

Fixed Assets are classified as follows: 

 

A. Land 

B. Building 

C. Improvements Other Than Building 

D. Machinery & Equipment 

E. Furniture & Fixtures 

F. Vehicles 

G. Construction-in-progress 

 

Leased fixed assets and assets which are jointly owned are identified and recorded 

on the fixed asset system. 

 

Fixed assets shall be recorded at actual, or if not determinable, estimated purchase 

price or fair market value at the time of acquisition.  The method(s) to be used to 

estimate such price or market value shall be established by the superintendent or 

their designee. 

 

The Superintendent shall develop administrative guidelines to ensure proper 

purchase, transfer and disposal of fixed assets. 
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3.3 VENDOR RELATIONS  

 

Opportunity shall be provided to all responsible suppliers, contractors, or other 

appropriate businesses to do business with the School Corporation. 

Representatives of entities who desire to do business with the School Corporation 

shall have a hearing relative to their products at a time mutually convenient to the 

representative and to the appropriate person in the School Corporation. Personnel 

charged with the purchasing function shall not be required to put their time at the 

discriminate use of company representatives. Representatives of sales entities 

shall limit their visits to administrative personnel, or when requested to do so, to 

other responsible parties as requested and designated by the Superintendent or 

Business Manager. Sales representatives are not permitted to contact school 

faculty staff members without having received prior authorization from the 

Superintendent. 

 

Employees of the School Corporation will not endorse products or services in 

such a manner that will identify the person as an employee of the School 

Corporation. 
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3.4 SCHEDULING  

   

 3.4.1 School Calendar 

 

The Board shall establish each year a calendar for the ensuing school year 

of not less than 184 days for teachers and 180 days for students.  The 

calendar shall take into consideration the attempt to establish beginning 

and ending dates and vacation periods to maximize energy saving and 

minimize snow day cancellations.  All days lost due to snow, fire, 

epidemics, health conditions, etc. cannot be counted as a part of the 

minimum days of instruction for State aid and must be made up unless a 

waiver is obtained from the State Department of Education.   

 

I.C. 20-30-2-3 

I.C. 20-30-2-5 
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3.4.2 Closing of School 

 

Schools may be closed on an individual basis because of mechanical or electric 

failures or any other condition that renders the school unsuitable for occupancy.  

All schools will be closed if the following conditions exist: 

 

1. Extreme cold : If the projected wind-chill factor is judged by the 

Superintendent and his/her staff to present a major hazard to students 

going to or coming from school, the schools will not be open. 

 

2. Snow and icing : If these conditions are present to the extent that 

extreme hazard exists in the travel of the students to the schools, all 

schools will be closed. 

 

3. Other: Could include fog, floods or other extreme cases. 

 

Early dismissals may be necessary during the school day. In that event, the 

patrons will be notified via local media as soon as possible. Notice will also be 

placed on the Corporation website. Students will not be dismissed without 

attention to their safety in getting home. Normally, the younger children will not 

be sent home before the regular time of school dismissal, if there is no one in the 

home at the time.  

 

It shall be the policy of the School Corporation to close a school during an 

epidemic in which twenty percent (20%) or more of the children in that building 

are absent because of a common illness. In the event of such closing, the school 

will be closed by the Superintendent with the concurrence of the school physician 

for no less than two (2) days. 

 

School Closing Regulations 

 

Inclement weather, road conditions, or mechanical difficulties may force an early 

dismissal or the cancellation of school.  In case of such difficulties, the following 

will be observed: 

 

  1. School will be in session according to the school calendar unless a 

public announcement is made to the contrary. 

 

A. The superintendent only, or his designee will have the authority to  

 make the decision to close any or all school(s) in the district. 

 

B. Information received from the County Highway Department, the   
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State Police, the Benton County Sheriff, and others who may have 

knowledge of conditions affecting the safety and well-being of 

pupils is used in making decisions. 

 

  4. The decision to close school will be relayed immediately to radio  

and television stations that cover the area.  Building principals will 

be advised to contact bus drivers and their teaching staff.  

Individuals desiring to know whether schools will be in session 

should listen to an area radio or television station for such 

information. 

 

             5. Every effort will be made to reach the decision to close schools  

 prior to the time buses begin their routes. 

 

6. Patrons and students are advised NOT to call the school offices or  

 the homes of principals or bus drivers. 

 

7. Whenever school is dismissed because of inclement weather, all  

 school-related functions or extra-curricular activities shall be  

 cancelled unless authorized otherwise by the Superintendent. 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

96 

 

3.4.3 Wednesday Evening Activities 

 

No school activity is to be scheduled during the regular school year after 6:00 

p.m. on Wednesday evening unless approved in advance by the Superintendent of 

Schools.  Exceptions will be granted only in óemergencyô situations. 

 

The following óspecialô activities do not require advance approval from the 

Superintendent of Schools: Indiana High School Athletic Association sponsored 

tournaments, athletic conference by-laws, and Indiana Academic Competitions for 

Excellence activities. 
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3.4.4 eLearning Policy 

 

The school board understands that the in-school instructional day is the preferred 

method to provide the best education for our students. The goal of the corporation 

will be to work to maximize these days within the normal calendar. Days lost due 

to inclement weather or other unforeseen events may require these days to be 

made up by various methods. The State Department of Education has made 

available certain methods to recover these days, including eLearning days. To the 

extent that our corporation would qualify to use these days, the superintendent 

will evaluate and bring to the board recommendations for use of these days as 

allowed and with the following guidelines. 

 

The goal of using these eLearning days is to provide students needed instruction 

in a timely manner. These days need to be used to provide this instruction prior to 

state testing. These days need to be rigorous and be aligned with current relevant 

instruction. The use of these days will be limited to a maximum of five (5) days 

per semester. The days may be used as replacement days or as substitute Saturday 

eLearning days, depending on our schoolsô readiness, needs  and state 

requirements.  

 

The procedure for missed school days would follow the following format. The 

first missed day of school would be the flex day that falls within any state-wide 

assessment window. If there are no flex days within any state-wide assessment 

window, then the flex days would be followed in chronological order until there 

are no remaining flex days. If a missed day occurs within 3 school days prior to 

an unused flex day, that flex day would not be used as a make-up day 

 

Materials for eLearning days will be put in place by the Monday preceding 

Thanksgiving. Any days missed prior to this date would be made up using flex 

days, eLearning Saturdays or at the end of the year, as determined by the school 

board. 

 

If more than two (2) consecutive days are missed, any missed school days 

immediately following would need to be made up by eLearning Saturdays or at 

the end of the year. 

 

If days are missed that require the extension of the school year, modifications to 

previously scheduled make-up days could be done to accommodate end of year 

schedules. 

 

 

These days are optional and will only be used to the extent that an educational 
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benefit is being realized. No eLearning days will be used during any state testing 

day windows. 
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3.5 RECORDS 

 

 3.5.1 Data Management  

 

The School Board recognizes its responsibility to maintain the public 

records of this Corporation and to make such records available to residents 

of Indiana for inspection and reproduction. 

 

The public records of this Corporation include any record that has been 

made, maintained, or kept on file by this Board or its officials. 

 

The Superintendent is hereby designated the custodian of all records, 

documents, writings, letters, memoranda, or other written, typed, copied, 

or developed materials possessed, assembled, or maintained by the School 

Corporation. 

 

A. All requests for public information are to be forwarded to the 

Superintendent immediately upon receipt. The Superintendent 

shall thereupon make a determination as to whether or not the 

information requested is required to be disclosed. 

 

B. If the Superintendent finds the information to be disclosable 

under the Open Door Law, s/he shall direct that it be released for 

study on the premises. 

 

C. If the Superintendent finds the information not to be disclosable, 

s/he shall so inform the requesting party and shall for no reason 

release such information. 

 

D. The cost of copies for written public information shall be 

incurred by the requestor at a cost not to exceed the ñactual costò 

of the copy. The cost shall be established by the governing body on 

a yearly basis. 

 

Office records and reports are to be kept on forms as prescribed by 

the State Board of Accounts. Those business office records which 

are considered public records shall be available for inspection 

during regular office hours. 

 

Request for copies of security video tape(s) or audio tape(s) shall be made 

available by written request to the Public Records Officer of the 

Corporation under the following conditions: 
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A. that tape(s) are available (Tapes are frequently recycled or taped 

over so may not be available.), 

 

B. that the cost of reproducing the tape(s) in the media available 

(either tape or DVD) shall be incurred by the requestor and shall 

include all labor and materials incurred regarding the reproduction 

of the same and also include the cost of producing a copy for the 

corporationôs records, and 

 

C. that the tape(s) requested do not include any subject matter that 

may be considered privileged and/or confidential under State or 

Federal Law. 

 

I.C. 5-14-3-4 
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3.5.2 Student Records 

 

During a student's school career, the school system collects and records data 

concerning the student. The school system recognizes that the collection, 

maintenance, and limited dissemination of such data is essential in school 

operations, but also that preserving the rights of privacy of the student and 

parents, providing access to the data by the student or parent, and the student's or 

parentôs right to correct inaccurate data is equally essential. Further, it has 

designed this policy to comply with the provisions of the "Family Educational 

Rights and Privacy Act of 1974". 

 

A. Definition 

 

1. Student Records - A "student's records" consists of all official 

records, files, and data directly related to a student and maintained 

by the school, intended for school use or to be available to parties 

outside this school. Such record encompasses all the material 

incorporated in the student's cumulative folder and includes, but is 

not limited to, general identifying data, records of attendance and 

of academic work completed, records of achievement in the school 

curriculum and in standardized achievement tests, results of other 

evaluative tests (including intelligence, aptitude, psychological, 

and interest inventory tests), health data, teacher and counselor 

ratings and observations, and verified reports of serious or 

recurrent behavior patterns. Such records shall be the property of 

the school system. Access to, and correction and disposition of 

which, are governed by this policy. 

 

2. Exclusions - A student's official record shall not include the 

following: 

 

a. Data which relates to a student or group of students, but 

by which s/he or they cannot be identified, as, for example, 

by social security number, name, address, or names of 

relatives, such records generally being referred to as 

unidentifiable student records. 

 

b. Personnel files maintained by persons who are licensed 

or certificated school employees or consultants engaged in 

educating, testing, or counseling any student for use in this 

connection and not maintained for general school use. Such 

records may include grade books, notes on student work, 
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transcripts of interviews, notes relating to clinical diagnosis 

and other memory aids. All of such records shall 

be the property of the person who makes them. The 

privilege of making and keeping such records shall be 

conditioned upon their not being shown, turned over to or 

used by any other person; provided, however, the subject 

matter of the records may be discussed, if necessary or 

desirable, with other school professional employees or 

consultants in connection with the education of any student. 

 

3. "Parent" of a student shall include parent(s), guardian, and/or 

custodian. The term shall be limited to the person or persons 

having legal custody of the person of the student. 

 

B. Custody and Protection of Student Records 

 

1. Place Records are Kept - Student records will generally be 

maintained in the cumulative record folders in the school in which 

the student is currently enrolled. With the consent of the 

Superintendent of schools, or his/her designee, a portion of student 

records may be kept in other places for reasons of effective school 

administration, such as data collected and maintained in physical 

education, vocational, health, or special education centers. 

 

2. Control of the Records - Student records in each place where 

they are maintained shall be under the immediate control of a 

person appointed by the Superintendent who shall be a licensed or 

certificated person and shall be responsible for carrying out this 

policy. 

 

3. Record of Access to Student Records - Each individual student 

cumulative record folder, and each student record maintained 

separately from the folder, shall contain as a part there of a written 

form upon which any person examining such records shall indicate 

the follow: 

a. the identify of such person 

 

b. the specific record examined 

 

c. purpose of the examination 

 

d. the date on which, or in the case of a person whose job 
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within the school system requires repeated examinations, 

the period of time over which, such examinations were 

made. 

 

C. Access to Student Records 

 

1. Right of Access - A parent of a student who is under the age of 

eighteen (18) years, and is currently enrolled in the school system, 

or whose records are otherwise maintained by the school system, 

have a right to inspect and review such student's record or any part 

thereof. 

 

 

2. Manner of Exercising Such Rights - Such rights shall be 

exercised by presenting a written request to the office of the 

Superintendent or his/her designee. The request shall specify the 

records which the parents wish to inspect or examine. In the event 

the school cannot determine the exact records as described, the 

designated school employee will immediately contact the parents 

to determine the desired scope of records to be inspected. Such 

inspection shall be made during reasonable business hours 

determined by mutual agreement between the school employee and 

the parents, but in no event shall such inspection be more than ten 

(10) days after submission of the written request. A school official 

shall be present during any such inspection to assist in the 

interpretation of the records where they reasonably require any 

professional interpretation. 

 

3. Records Involving More Than One Student - Where the records 

requested include information concerning more than one (1) 

student, the parent shall either receive for examination that part of 

the record pertaining to their child, or where this cannot reasonably 

be done, be informed of the contents of that part of the record 

pertaining to their child. 

 

4. Students Over 18 Years of Age - Whenever a student has 

attained eighteen (18) years of age, or is attending an institution of 

post-secondary education, the permission or consent required of 

and the rights accorded to parents under this policy shall thereafter 

only be required of and accorded to the student. 

 

D. Access to Student Records by Other Than Parent 
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1. Access Without the Consent of Parent - The school records of 

any student shall be available to the following persons, or in the 

following situations, without the consent of the parent: 

 

a. School officials within the school system who have a 

legitimate educational interest in the education of the 

student. Such persons shall include the Superintendent, the 

principal of the school in which the student is currently 

enrolled, deans of students, the school counselor to whom 

such student is assigned, teachers, and such other 

professional school employees or consultants as the 

Superintendent shall designate as having such legitimate 

interest. Such examination may be made for research or 

studies to be used for operations within the school system 

or for other legitimate educational purposes, but in no event 

shall any data or copies include information which would 

permit the personal identification of any students or their 

parents. 

 

b. Officials of other schools within the system, or other 

school systems in which the student intends to enroll, upon 

condition that the student's parents be notified of any 

transfer of the student's records, and of their right to receive 

a copy thereof and an opportunity before the transfer for a 

hearing to correct such record as provided in E below. 

 

c. Authorized representatives of the Controller General of 

the United States or the Secretary of the Department of 

Health, Education and Welfare or any other federal agency, 

and authorized employees of the Department of Public 

Instruction of the State of Indiana; provided, however, that 

except where collection of personally identifiable data is 

specifically authorized by federal law, any data or copies 

collected by such officials with respect to individual 

students shall not include information which would permit 

the personal identification of any students or their parents. 

 

d. Where such information is furnished in compliance with 

a judicial order and pursuant to any lawfully issued 

subpoena, upon condition that parents are notified of all 

such orders or subpoenas as soon as reasonably possible 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

105 

 

after they are received, and in any event not less than 

twenty-four (24) hours in advance of the compliance 

therewith by the school. 

 

2. Access to Records with Consent - The contents of a student's 

record may be furnished to any other person with the written 

consent of the student's parents specifying the records to be 

released, the reasons the records are to be released, and to whom, 

with copy of the record to be released sent to the student's parents 

if they so request. To the extent reasonably possible, the school 

system shall release information to persons under this Section 

solely on the condition such persons will maintain the 

confidentiality of the information and will not reveal or 

disseminate the information to other persons. 

 

E. Correction of the Student Records 

Parents shall have an opportunity for a hearing to challenge the content of 

their child's school records to insure that they are not inaccurate or 

misleading or otherwise in violation of the rights of privacy or other 

constitutional rights of the child. In the event the parent(s) are of the 

opinion that such records should be corrected, or deleted, they shall advise 

the Superintendent or his/her designated representative, and an attempt to 

make any necessary changes shall be made by the parents and the 

designated representative of the Superintendent through an informal 

conference or comparable means. In the event no agreement is reached, 

the parents shall have an opportunity for a hearing to correct or delete the 

record by filing a statement of the relief they request, and a hearing shall 

be held before the Superintendent or School Board. 

 

29 U.S.C. Section 1232g 
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3.5.3 Personnel Records 

 

Personnel files shall be maintained for all current employees and former 

employees of the Corporation.  Official personnel files will be housed at the 

Corporation Office.  An individual employee may review the contents of his/her 

personnel file upon request by the employee and after an appointment has been 

made for that purpose. 
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3.6 HAZARDS 

 

 3.6.1 Pesticide Policy 

 

Benton Community School Corporation is committed to providing students with a 

safe environment. It seeks to prevent children from being exposed to pests and 

pesticides. While pesticides protect children from pests that may be found in the 

school and its surrounding grounds, under some circumstances they may pose a 

hazard to children. Therefore, pest control practices may involve a variety of 

chemical and non-chemical methods that are designed to control pests effectively 

while minimizing potential pesticide exposure to children. 

 

 The corporation will: 

 

A. Annually inform parents and staff members of the corporationôs 

pest control policy at the time of student registration (beginning of 

the school year) by a separate memorandum or as a provision in 

the student handbook. 

 

B. Provide the name and telephone number of the person to contact 

for information regarding pest control. 

 

C. Establish a registry of parents and staff members who want to 

receive advanced notice of all pesticide use, and provide such 

notice. 

 

D. Provide notice of planned pesticide applications to parents and 

employees who have requested advanced notice. 

 

E. Provide notice of all pesticide applications to school nurses. 

 

F. Maintain a written record for at least ninety (90) days of any 

pesticide applications. 

 

The corporation will provide notice at least two school days prior to the date and 

time the pesticide application is to occur.  The notice will include the date and 

time of the pesticide application, the general area where the pesticide is to be 

applied, and the telephone number to contact the school for more information. 

 

In case of emergency pesticide applications because of immediate thereat to the 

public health, the school shall give written notice as soon as possible. 
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The corporation may provide for training of school employees to become certified 

pest control applicators.  Financial support for such training may be provided by 

the corporation subject to budgetary constraints of the corporation. 

 

The superintendent shall prepare and disseminate regulations for the 

implementation of this policy. 

 

 

 

PEST CONTROL REGULATIONS 

  

In an attempt to assure proper control of any pesticides that might be used on 

corporation premises, these procedures are established.  ñPesticideò, for 

application of these regulations only, is defined as a fungicide used on plants, an 

insecticide, an herbicide, or a rodenticide. Manufactured enclosed paste or gel bait 

insecticides are not subject to the provisions of these regulations when used where 

students and staff members do not have access to the bait. 

  

The intent of this regulation is to prevent exposure of staff members and students 

to pesticides. 

 

1. Pesticides will be applied only by certified pesticide applicators or 

individuals operating under their supervision in school buildings or 

on school grounds.  The certified pesticide applicator shall train 

non-certified staff members who apply pesticides.  The training 

must include: 

   

a. A review of the corporationôs pest control policy; 

b. A review of the label instructions for the pesticides to be  

 used; 

c. Methods to determine when an application of a pesticide is  

 necessary; 

d. How to minimize potential pesticide exposure to students,  

 teachers, and staff;  

e. What activities are prohibited; and  

f. Written documentation of the training. 

 

2. When possible, pesticide applications will be done during non-

instructional time or during vacation periods. 

 

3.        When inspections are conducted by an independent contractor, the 

contractor shall contact the building administrator no later than 
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forty-eight (48) hours prior to the scheduled inspection to discuss 

any pest problems so that the contractor may inform the building 

administrator what pesticides will be applied on the date of the 

scheduled inspection.  The building administrator will then 

implement the notification requirements of the pest control policy 

and its regulations. 

 

4.  An emergency application of pesticides is defined as when an 

application of pesticides is necessary to eliminate an immediate 

threat to human health, and where it is impractical to obtain the 

services of a certified pesticide applicator, provided such 

emergency application does not involve a restricted use pesticide.  

Restricted use pesticides may be used only by certified applicators 

or under their direct supervision. 

 

5. At the beginning of each school year, the Board of School Trustees 

shall provide the staff members of each school and the parents of 

each child enrolled in each school with a written copy of the 

Boardôs policy on pesticide applications, the name and telephone 

number of the school contact person for pest control information, 

and a request form to be placed on a list for advanced notice.  This 

information may be given in the form of a memorandum or as a 

provision in the student and/or staff handbook.  This information 

shall also be provided to the parents of any child who transfers into 

a school during the school year.  A request for such notice may be 

made at any time during the school year. 

 

6. Parents and staff members may register for prior notice of pesticide 

applications.  Each school principal shall maintain a registry of 

persons requesting such notice.  Prior to the application of 

pesticides within any building or on school grounds, the parents 

and staff members who have registered for prior notice shall 

receive a mailing no later than two school days prior to the 

application when students or staff members will be present during 

the pesticide application.  School nurses will receive prior notice of 

all pesticide applications. 

 

7. The aforementioned notice shall include the  

(1) name of the active ingredient(s) of the pesticides  

 anticipated to be applied if part of a routine scheduled  

 service, 

(2) location of the application, 
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(3) date of application, 

(4) approximate time and length of the application, and 

(5) name and telephone number of the school administrator of  

 his/her designee who may be contacted for further  

 information. 

 

8. Any pesticide application is prohibited when children are in the 

room or on school grounds in or near the area to be treated.  

 

9. If an emergency application is necessary to eliminate an immediate 

threat to human health, no person may enter the area of such 

application until it is safe to do so according to the provisions on 

the pesticide label. 

 

10. In cases of an emergency application, prior notice is not required.  

Notice will be given to those persons who have previously 

requested notice of pesticide applications as soon as possible after 

such application. 

 

11. A copy of the records of each pesticide application at a school shall 

be maintained for at least ninety (90) days.  The records will 

contain the following information: 

 

a. Date and time of the inspection and pesticide    

 application,  

b. Pests found during inspection, 

c. Brand name and active ingredient(s) of pesticide(s), 

d. EPA registration number of pesticide, 

e. Areas treated, 

f. Name of applicator, and 

g. Source for obtaining information on the pesticide  

label(s), material safety data sheets(s), and/or the 

fact sheet for end use concentrations. 

 

 The school principal, upon request, will make available the 

pesticide application information listed above for at least ninety 

(90) days from the date of application. 

 

12. Whenever practical, non-chemical controls shall be used.  The 

least toxic formulations and safest methods of application will be 

selected when there is a choice of pesticide products with 

comparable effectiveness. 
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13. Storage of pesticides will be kept to a minimum.  All pesticide 

label storage instructions will be followed explicitly.  All such 

products and the application equipment will be stored away from 

food products or occupied rooms, in a locked area clearly marked 

as containing pesticides. 

 

14. All pesticide products will have complete label instructions, will 

remain in the original container, and the Material Safety Data 

Sheets will be on file and readily available to any employee who 

must handle such materials or who may have been exposed to the 

products.  This information shall also be available to any member 

of the public upon request. 

 

a. All applications of pesticides will be made in strict 

compliance with label instructions. 

b. School corporation employees responsible for 

handling and applying pesticides shall have specific 

pesticide training. 

c. Training is available for school employees to 

become certified pest control applicators.  The 

corporation may provide for financial support of 

such training for employees designated by the 

superintendent, or his/her designee, as needing such 

training.  Such financial support will be subject to 

the availability of budgetary funds and the approval 

of the Board. 

 

The superintendent or his/her designee shall be the contact person for providing 

information regarding pesticide application activities at the school site, including, 

but not limited to, giving oral and written notification, supervising the sending of 

notifications as required by school policy regulations, and maintaining records of 

pesticide applications. 

 

 

357 IAC 1-16-1 et seq. 
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3.6.2 Chemical Management 

 

This policy applies to all chemicals purchased for the use in child occupied school 

buildings. 

 

The purpose of this policy is to reduce student and staff exposure to chemical 

hazards from hazardous chemicals used or kept at the school.  By selecting 

products with lesser hazards, and by properly using these products, there will be a 

reduced risk of exposure to these products. 

 

The superintendent will be responsible for the implementation and enforcement of 

this policy. 

 

 Inventory 

Each year, school corporation personnel as assigned by the superintendent or 

designee shall conduct a corporation-wide chemical inventory.  During the 

inventory, expired and unwanted chemicals are to be identified for proper 

disposal. 

 

 Purchasing 

 

 Chemical purchases shall adhere to the following protocol. 

 

1. This school has identified the following procedures and guidelines 

for purchasing chemicals in an effort to minimize student and staff 

exposure to chemical hazards: 

 

a. The director of building and grounds or his designee will 

purchase the items. 

 

b. Donated items such as hand sanitizers and any products 

employees want to bring into the school must be approved by 

school administration. 

 

2. First in, first out method will be followed.  Over-purchasing and 

stock-piling are not permitted. 

 

3. The least toxic chemical that is still effective for the job is to be 

selected.  Material Safety Data Sheets should be reviewed to make 

this determination.  This includes selection of cleaning supplies as 

well as teaching tools for classrooms.  Micro and green chemistry 

are encouraged. 
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4. Chemicals listed on the Banned Chemical List shall not be 

purchased. 

 

Material Safety Data Sheets (MSDS) will be available at the corporation office 

and in possession of the director of building and grounds.  The MSDS books are 

to be updated annually and as new chemicals are purchased. 

 

 Use 

1. Chemicals will be mixed and used according to manufacturerôs 
directions.  Measuring devices or direct mixing systems are to be 

used.  Any warnings, especially requirements for ventilation, are to 

be followed. 

 

2. When possible, use of cleaning products should be performed 

when students are not present. 

 

3. Areas where chemicals are being used will be properly ventilated, 

including classrooms and laboratories. 

 

4. Only properly trained staff may use hazardous chemicals.  Staff 

will receive annual training and, when required, certification (i.e., 

pesticide applicators). 

 

5. Required notification procedures will be followed (i.e., pesticide 

notifications). 

 

 Storage 

1. Secondary containers will not be used to store chemicals unless 

they are properly labeled and approved for such use. 

 

2. Storage areas will be properly ventilated. 

 

3. Storage areas will be compatible with the chemicals being stored in 

them. 

 

4. Reactive chemicals will not be stored near each other. 

 

5. Hazardous chemicals will be stored in locked areas at all times. 

 

6. All original containers will be labeled with the date received. 
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 Disposal 

 

1. Unwanted, unused, and outdated chemicals should be identified on 

a regular basis, but at least annually.  These identified chemicals 

should be marked for disposal. 

 

2. Disposal will follow state regulations.  Pouring down the drain or 

throwing in the trash is not acceptable or proper disposal in most 

instances. 

 

Spills, Explosions, and Accidents (including inhalation, ingestion, or direct 

contact) 

 

1. Call 911. 

2. Call Indiana Poison Center at 1-800-222-1222. 

 

410 I.A.C. 33-4-8 
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3.7 SAFETY AND EMERGENCY MANAGEMENT  

 

 3.7.1 Emergency Plan 

 

The School Board recognizes that its responsibility for the safety of 

students extends to possible natural and man-made disasters and that such 

emergencies are best met by preparedness and planning. 

 

The Superintendent shall develop emergency preparedness plans for all 

schools in the Corporation provided under guidelines established by the 

State Department of Public Instruction. Plans shall encompass: 

 

1. Maintenance of a Corporation plan and individual building 

plans for emergency preparedness; 

 

2. Emergency preparedness instruction for all students during 

each school year combined with preparedness drills held 

during each school semester; students and staff. 

 

 

 

511 IAC 6.1-2-2.5 
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3.7.2 Fire Drills and Emergency Preparedness 

 

State law requires that at least one (1) fire drill be held in each school building 

once a month.  Each school shall conduct at least one (1) tornado preparedness 

drill and one (1) manmade occurrence disaster drill during each semester.  Each 

building shall have a separate building disaster plan that includes appropriate 

warning systems and the posting of evacuation routes in occupancy areas, to 

provide for the safety and well-being of all staff and pupils in case of fire, 

tornado, nuclear disaster, winter storm, or other imminent conditions.  A 

permanent record of all drills shall be maintained by the building principal and 

kept on file in the school. 

 

I.C. 20-34-3-20 
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3.7.3   Locating Missing Children 
 

Students initially enrolling in any grade of the Benton Community School 

Corporation must provide the name and address of the school the student 

last attended, if any, and a certified copy of the studentôs birth certificate 

or other proof of the studentôs date of birth.  If the birth certificate or other 

proof of the studentôs date of birth is not provided to the school within 

thirty (30) days of the studentôs enrollment or if it appears inaccurate or 

fraudulent, the school principal shall notify the Indiana Clearinghouse for 

Information on Missing Children, 1-800-831-8953.  The school principal 

shall, within fourteen (14) days of a studentôs enrollment, request the 

studentôs records from the last school the student attended. 

 

If any law enforcement agency reports to a school that a present or former 

student is missing, the principal or his/her designee shall attach a notice to 

the studentôs school records stating that the child has been reported 

missing.  This notice shall be removed whenever the school is notified that 

the child has been found or the child reaches eighteen (18) years of age. 

 

The principal, or his/her designee, upon receiving a request for records 

from another school, shall promptly send the records to the requesting 

school; however, if a notice has been attached to the records that the child 

has been reported missing, the principal shall immediately notify the 

Clearinghouse and may not send the records without prior authorization 

from the Clearinghouse.  Whenever the principal, or his/her designee, 

receives a request for student records from any individual and a notice has 

been attached to the student records indicating the child has been reported 

missing, the principal shall obtain the name, address, and telephone 

number of the person making the request and the reason the person is 

making the request, and the principal shall immediately notify the 

Clearinghouse.  If a request for the school records of a missing child is 

received, the principal may not issue a copy of those records without prior 

authorization from the Clearinghouse. 

 

I.C. 20-33-2-10 
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3.7.4 On the Job Injury  

 

Teaching and nonteaching staff members who are injured on the job, or develop 

health problems caused by their employment should report the matter to their 

building principal at once for instructions on the procedure for obtaining medical 

care under the provisions of the Workmanôs Compensation Act of the State of 

Indiana. 

 

The reporting of all accidents to the supervisor is necessary and must be prompt 

and accurate in order to assure proper handling of claims.  Building principals 

shall promptly notify the Superintendent of such matters. 
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3.7.5 Training and Health Precautions for Communicable Diseases 

 

 Section 1. General:  it shall be the policy of the Benton Community School 

Corporation to provide simple and effective precautions against 

transmission of disease in the school environment and comply with 

state law.  Each employee who has duties that require the 

employee to have direct contact with blood or body fluids in the 

scope of his/her employment shall receive training and access to 

the necessary equipment to prevent transmission of communicable 

diseases. 

 

 Section 2. Training and Necessary Equipment:  Before an employee is given 

an assignment where contact with blood or body fluids is likely, 

the employee will be provided the necessary training, including 

training in the universal precautions and other infection control 

measures adopted by the State Board of Health, to prevent the 

transmission of communicable diseases.  And attendance record of 

an employee's participation in the training shall be maintained. 

 

 Section 3. Use of Universal Precautions:  When an employee has direct 

contact with blood or body fluids, the employee shall use the 

universal precautions as specified by the State Board of Health and 

the Infection Control Plan for the Benton Community School 

Corporation. 

 

 Section 4: Sanctions:  If an employee fails to use the universal precautions as 

deemed appropriate by the Board or fails to attend training 

sessions, the employee shall be subject to sanctions, including 

discipline and dismissal, if warranted, deemed appropriate by the 

board. 

 

I.C. 16-41-11  
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3.7.6 Non-Casual-Contact Communicable Disease 

 

The Board seeks to provide a safe educational environment for both students and 

staff.  It is the Board's intent to ensure that any student or member of the staff who 

contracts and voluntarily discloses information that he/she has contracted a 

communicable disease that is not transmitted through casual contact shall be dealt 

with in accordance with pertinent Occupational Safety and Health Administration 

(OSHA) regulations and laws of the State of Indiana. 

  

For purposes of this policy, "non-casual-contact communicable disease" shall 

include: 

  A. AIDS - Acquired Immune Deficiency Syndrome, 

  B. ARC - AIDS Related Complex, 

  C. HIV - Human Immunodeficiency Virus, 

  D. Hepatitis B, and 

  E. other diseases that may be specified by the Indiana State 

Department of Health. 

 

The Board seeks to keep students and staff members in school unless there is 

definitive evidence to warrant exclusion.  It is the Board's policy that all students 

and staff members who have voluntarily disclosed their status as a carrier of a 

"non-casual-contact communicable disease" shall be afforded normal contact in 

their continued presence in the school setting.   

 

Further, the Board directs the Superintendent to develop an educational program 

in accordance with Indiana Statute that will ensure proper instruction of students, 

professional staff, and support staff on the principle means by which "non-casual-

contact communicable diseases" are transmitted, as well as how they are not 

transmitted, and the more effective methods for restricting and/or preventing 

resulting diseases. 
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3.7.7 INTERNET SAFETY  POLICY FOR BENTON COMMUNITY SCHOOL 

CORPORATION  

 

 Introduction 

It is the policy of Benton Community School Corporation to:  (a) prevent 

user access over its computer network to, or transmission of, inappropriate 

material via Internet, electronic mail, or other forms of direct electronic 

communications; (b) prevent unauthorized access and other unlawful 

online activity; (c) prevent unauthorized online disclosure, use, or 

dissemination of personal identification information of minors; and (d) 

comply with the Childrenôs Internet Protection Act. 

 

Definitions 

Key terms are as defined in the Childrenôs Internet Protection Act. 

 

Access to Inappropriate Material 

To the extent practical, technology protection measures (or ñInternet 

filtersò) shall be used to block or filter Internet, or other forms of 

electronic communications, access to inappropriate information. 

 

Specifically, as required by the Childrenôs Internet Protection Act, 

filtering shall be applied to visual depictions of material deemed obscene 

or child pornography, or to any material deemed harmful to minors. 

 

Subject to staff supervision, technology protection measures may be 

disabled for adults or, in the case of minors, minimized only for bona fide 

research or other lawful purposes. 

 

Inappropriate Network Usage 

To the extent practical, steps shall be taken to promote the safety and 

security of users of the Benton Community School Corporation online 

computer network when using electronic mail, chat rooms, instant 

messaging, and other forms of direct electronic communications. 

 

Specifically, as required by the Childrenôs Internet Protection Act, 

prevention of inappropriate network usage includes:  (a) unauthorized 

access, including so-called óhacking,ô and other unlawful activities; and 

(b) unauthorized disclosure, use, and dissemination of personal 

identification information regarding minors. 

 

Education, Supervision and Monitoring 
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It shall be the responsibility of all members of the Benton Community 

School Corporation staff to educate, supervise and monitor appropriate 

usage of the online computer network and access to the Internet in 

accordance with this policy, the Childrenôs Internet Protection 

Act, the Neighborhood Childrenôs Internet Protection Act, and the 

Protecting Children in the 21st Century Act. 

 

Procedures for the disabling or otherwise modifying any technology 

protection measures shall be the responsibility of the director of 

technology/digital curriculum or designated representatives.  The director 

of technology/digital curriculum or designated representatives will provide 

age-appropriate training for students who use Benton Community School 

Corporationôs Internet facilities. The training provided will be designed to 

promote Benton Community School Corporationôs commitment to: 

 

a. The standards and acceptable use of Internet services as set forth in 

Benton Community School Corporationôs Internet Safety Policy; 

 

b.  Student safety with regard to: 

     i.  safety on the Internet; 

                  ii.  appropriate behavior while on online, on social networking  

   Web sites, and in chat rooms; and 

                   iii.  cyberbullying awareness and response. 

 

    c. Compliance with the E-rate requirements of the Childrenôs Internet  

     Protection Act (ñCIPAò). 

 

Following receipt of this training, the student will acknowledge that he/she   

received the training, understood it, and will follow the provisions of the 

District's acceptable use policies. 
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3.7.8   Cri minal Organizations and Cr iminal Organizations Activity  

in Schools 
 

The Board of School Trustees of the Benton Community School 

Corporation prohibits Criminal Organization activi ty and similar destructive 

or ill egal group behavior on school property, on school buses, and/or at school-

sponsored functions and prohibits reprisal or retaliation against individuals 

who report Criminal  Organization activi ty and similar destructive or ill egal 

group behavior or who are victims, witnesses, bystanders, or other people with 

reliable information about an act of Criminal Organization activi ty and similar 

destructive or ill egal group behavior. 

 
The following definitions apply to this policy: 

 
Criminal Organization means a group with at least three (3) members 

that  

specifically:  

(1) either: 

(A) promotes, sponsors, or assists in; or 

(B) participates in; or 

(2) requires as a condition of membership or continued membership; 

the commission of a felony or an act that would be a felony if  committed 

by an adult or the offense of battery. 

 
Criminal Organization Activi ty mean a student who knowingly or 

intentionally actively participates in a criminal Organization, or a student 

who knowingly or intentionally solicits, recruits, entices, or intimidates 

another individual to join a Criminal Organization. 

 
Per state law, a school employee shall  report any incidence of suspected 

Criminal Organization activity, criminal Organization intimidation, or 

criminal Organization recruitment to the principal and the school safety 

specialist. The principal and the school safety specialist may take 

appropriate action to maintain a safe and secure school environment, 

including providing appropriate intervention services. Appropriate 

consequences and remedial actions are those that take into consideration 

the severity of the offenses and consider both the developmental ages of 

the student offenders and the students' histories of inappropriate 

behaviors per the code of conduct. 

 
Any corporation and school employee who promptly reports an incident 
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of suspected Criminal Organization activi ty and who makes this report in 

compliance with the school corporation procedures is immune from a 

cause of action for damages arising from any failure to remedy the 

reported incident. 

 
The principal or designee shall  conduct a thorough and complete 

investigation for each report of suspected Criminal Organization activi ty. 

The investigation shall  be initiated by the principal or the principal's 

designee within one school day of the report of the incident. The principal 

may appoint additional personnel and request the assistance of law 

enforcement to assist in the investigation.   The investigation shall be 

completed and the written findings submitted to the principal as soon as 

possible, but not later than five school days from the date of the report 

of the alleged incident of Criminal Organization activity. 

 

The principal shall take any appropriate disciplinary actions based upon 

the findings of the investigation, in accordance with the code of 

conduct.  The superintendent of the school corporation is authorized to 

define the range of ways in which school staff and the principal or the 

principal's designee shall  respond once an incident of Criminal 

Organization activi ty is confirmed, according to the code of conduct. 

Consequences for a student who engages in Criminal Organization activity 

may range from positive behavioral interventions up to and including 

suspension or expulsion. 

 
The principal shall  provide the parents of the students who were 

investigated with information about the investigation. The 

information to be provided to parents includes the nature of the 

investigation, whether the corporation found evidence of Criminal 

Organization activity, and whether consequences were imposed or 

services provided to address the activi ty. This information is to be 

provided in an expedited manner. 

 
As appropriate to the investigation findings, the principal also shall 

provide intervention and/or relevant support services. The principal shall  

inform the parents of all students involved in alleged incidents and discuss 

the availabili ty of counseling and other intervention services. 

 
Support services may include one or more of the following: 

 
1.  Criminal Organization awareness education that shows promise of 

effectiveness based on research. The Organization awareness education 
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information should be revised and updated regularly to reflect current 

trends in Criminal Organization and Criminal Organization-like activity. 

2.  Culturally and/or linguistically appropriate services/supports for parents 

and famil ies. 

3.  Counseling coupled with mentoring for students and their families. 

4.  Community and faith-based organizations and civic groups. 

5.  Viable, sustainable after-school programs developed in 

collaboration with other stakeholders. 

6.  Job training and employment opportunities as both a deterrent to 

Criminal Organization involvement and an incentive to leave Criminal 

Organization involvement. 

7.  School sanctioned/facilit ated extra-curricular activities. 

 
The principal shall  submit the report to the superintendent of the school 

corporation within ten (10) school days of the completion of the 

investigation. The superintendent or his/her designee shall  report the 

results of each investigation to the school board on a quarterly basis 

during regularly scheduled board meetings. 

 
Each school within the school corporation shall  record the number of 

investigations disposed of internally and the number of cases referred to 

local law enforcement, disaggregated by race, ethnicity, age, and 

gender. Each school shall report this information to the school 

corporation superintendent who shall  submit a written report to the 

Indiana Department of Education by June 2 of each year. 

 
This policy shall be annually disseminated to all parents who have children 

enrolled in a school within the school corporation. Notice of this policy 

must be published in student handbooks and all  other publications of the 

school corporation that set forth the rules and procedures for schools 

within the school corporation. 

 
 

School off icials are encouraged to collaborate with stakeholders to provide 

Criminal Organization prevention and intervention services and programs, 

including but not limited to: 

 
1.   Provide training for staff and teachers on Criminal Organization 

prevention and intervention resources within a jurisdiction on a periodic 

basis. The Criminal Organization awareness information should be revised 

and updated regularly to reflect current trends in Criminal Organization 

activity. 
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2.   Create formalized collaboration plans between local school 

administration and community based prevention and intervention 

providers (possibly using the existing County Safe School Commissions as 

points of contact). The formalized collaborations should make effective, 

coordinated, and maximized use of federal funding a priority. 

3.   Coordinate resources and funding opportunities to support 

Criminal Organization prevention and intervention activities. 

4.   Consider integrating the Gang Resistance Education and Training 

(G.R.E.A.T.) Program into curricula. 
 
 
 
 

LEGAL REFERENCE: IC 20-26-18 

IC 20-33-9-10.5 

IC 35-45-9-1 
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3.8 FACILITIES AND PROPERTY  

 

 3.8.1 Facility Locking / Entry Control  

 

Benton Community School Corporation (BCSC) shall maintain an 

entry/locking system for the protection of students, staff, facilities, and 

property, while attempting to balance responsibly the sometimes opposing 

needs of security and convenience.  This policy establishes the framework 

by which BCSC will issue, monitor, and maintain entry/locking devices. 

 

The BCSC entry/locking system is defined as including all entry and 

locking devices, including gate locks, interior and exterior door locks, 

keys, and all other locking devices, including padlocks and electronic 

card-access devices.  All are components of the entry/locking system and 

are the property of BCSC. 

 

The BCSC director of buildings and ground is authorized to establish and 

administer regulations and procedures of this policy to ensure the physical 

security of BCSC facilities and their occupants.  The director of buildings 

and grounds shall also be responsible for the control of entry/locking 

devices, which includes the issuing, recordkeeping, and change 

authorizations for all entry/locking devices.  No personal locking devices 

shall be permitted without prior approval of the director of buildings and 

grounds and the building principal. 

 

Building principals and the superintendent of schools, or their specific 

designees, shall be the only personnel authorized to request the issuing or 

changing of entry/locking devices for their respective buildings and 

grounds.  Building entry/locking devices may be issued to full-time BCSC 

employees only if the employeesô job responsibilities require said 

entry/locking devices. 

 

Master keys or electronic cards may be issued to staff having a continuing 

justifiable need and with the approval of the building principal and the 

director of buildings and grounds.  Due to the enormous access potential 

of a master key or electronic card, those individuals accepting custody of a 

master entry/locking device should possess sufficient reliability for the 

care and return upon retirement, resignation, termination, or change of 

said device. 

 

To obtain an entry/locking device, the building principal shall request in 

writing to the director of buildings and grounds, identifying the individual 
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and the specific area for which the entry/locking device will be issued.  

The recipient of the entry/locking device will sign to acknowledge receipt 

of the device and will be instructed on the safekeeping requirements. 

 

All entry/locking devices shall be surrendered to the building principal 

upon termination, transfer, or by request by the building principal.   

 

Duplication or unauthorized use or possession of entry/locking devices is 

strictly prohibited and will be grounds for disciplinary action.  Authorized 

use, for the purpose of this policy, shall be any use in furtherance of the 

business of Benton Community School Corporation.  Any other use of a 

key is unauthorized. 

 

The loss or suspected loss of any entry/locking device must immediately 

be reported to the building principal or the director of buildings and 

grounds. 

 

Requests by all contractors and vendors for entry/locking devices shall be 

in writing and directed to the director of buildings and grounds for 

approval. 

 

An annual inventory of active entry/locking devices will be conducted.  

Each building will be provided with a list of individuals and their assigned 

devices.  Each building principal will be required to certify to the accuracy 

of the inventory.  Any discrepancies will immediately be reported to the 

director of buildings and grounds. 
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3.8.2 Facility Rental Policy and Fees 

 

Benton Community School Corporation 

Facility Use Policy 

 

General Regulations for Use of School Facilities 

 

In an effort to promote the use of the corporationôs facilities in an equitable, consistent, 

and fair manner, the Board of School Trustees finds it necessary to adopt a facility use 

policy.  It is the intent of the Board that the policy be applied fairly and consistently for 

all patrons and staff.  In order to assure that this is accomplished, the Board will only 

consider changes and/or exemptions to this policy for unusual conditions.  By signing the 

rental agreement, the applicants acknowledge that they have read the school corporationôs 

facility use policy in its entirety and agree to abide by it. 

 

Groups Eligible to Use Corporation Property: 

 Group A :  School-sponsored Extracurricular and Support Groups 

 Group B :  Student-centered Community Groups 

 Group C : Not-for-profit Community Groups 

 Group D :  For-profit Groups 

 Group E :  Non-school Unorganized Groups 

  

1. Applications for the use of school facilities must be submitted to the 

building principal at least two weeks prior to the intended event.  

Applications received less than two weeks prior to the intended event will 

be returned denied. 

 

2. School-related functions and activities will always have priority for use of 

school facilities any time a conflict develops with an outside group. 

 

3. Any application can be rejected if the intended activity is deemed 

inappropriate. 

 

4. The applicant for any non-school related event approved by the building 

principal must show, prior to the event, proof of liability insurance in an 

amount of not less than five-hundred thousand dollars ($500,000) which 

names Benton Community School Corporation as an additional insured. 

 

5. Charges for rental of facilities, equipment, or services will be borne by the 

renting organization or individual, based upon rates contained in this form.  

Interpretation and implementation of the rates rest with the school 

corporationôs administration.  Final billing will be determined based upon 
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actual costs for the event.  All checks for facility rentals and supervisor 

services are to be made payable to BENTON COMMUNITY SCHOOL 

CORPORATION and sent directly to the school corporationôs 

Administration Building at 405 S. Grant Ave., P.O. Box 512, Fowler, IN  

47944. 

 

6. Community groups such as scout troops, 4-H clubs, FFA, AAU clubs, 

youth basketball, Lil Gridiron, little leagues, softball leagues, soccer clubs, 

and state agencies shall be charged a fee for food service workers, if 

necessary, and swimming pool rentals.  Custodial fees will be applied if 

the rental falls outside the regular scheduled custodial working hours.  All 

organizations that are exempt from custodial fees are responsible for 

ensuing the facility is left in condition that is as good as, or better than, it 

was found. 

 

7. Organizations or individuals from outside Benton Community School 

Corporation boundaries will be required to seek Board approval for the 

use of facilities, and will pay $100.00 per diem plus other expenses for the 

use of school facilities. 

 

8. Renting organizations or individuals will be billed by the school district 

for fees and/or services.  School employees are not to be compensated by 

the renting organization. 

 

9. All activities in school buildings are to conclude, and the facilities are to 

be vacated, no later than 11:00 p.m.  Any exception to this rule must have 

prior approval from the Benton Community School Corporation Board of 

School Trustees. 

 

10. The renting organization or individual will be responsible for providing 

supervision and policing of the school facilities during use. 

 

11. All damages to school property shall be the responsibility of, and charged 

to, the organization using the facility. 

 

12. Applications for the use of the swimming pool must be accompanied by a 

safety plan that includes the following: 

¶ Compliance with Indiana law, which states ñWhen on duty, 

lifeguards shall not perform any duties other than 

lifeguarding and shall not be in the water except in the line 

of dutyò. 

¶ One lifeguard for every 50 people in attendance. 
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¶ Copy/copies of ñLifeguard Training and Community First 

Aide and Safetyò certificate(s). 

¶ Copy/copies of ñCPR for the Professional Rescuerò 

certificate(s). 

¶ If rental of the swimming pool is intended for swimming 

instruction, the instructor must comply with Indiana law 

and regulations on license requirements to teach swimming.   

 

13. Drinking or possession of intoxicants or the illegal possession of a 

controlled substance on school property is strictly prohibited. 

 

14. The use of tobacco products is prohibited inside school buildings and 

within or near the athletic fields. 

 

15. A custodian must be on duty when school facilities are used.  Two or more 

custodians may be required when food is served, catered, or carried in.  

Charges will be made at the rate of one-and-one-half times the regular rate 

per hour.  These charges will apply only if the scheduled event takes place 

outside of the regular custodial working hours. 

 

16. Whenever a school kitchen is used, a school lunchroom employee must be 

on duty.  The organization or individual will be charged the banquet rate 

per hour for the time this employee is on duty.  The billing is prepared by 

the Food Service director, and will be a separate billing from the banquet 

billing. 

 

17. Activities will be restricted on Wednesday evenings and until 12:00 noon 

on Sundays. 

  

 

BENTON COMMUNITY SCHOOL CORPORATION 

EMPLOYEE  FACILITY USAGE AGREEMENT 

 

As part of the agreement between the Board of School Trustees of Benton Community 

School Corporation and its employees, you have use of the facilities available to you.  

This agreement reads as follows: 

 

Section 2 

Use of Facilities 

(A) It is recognized that the school buildings of Benton Community School 

Corporation are ultimately under the jurisdiction and control of the 

superintendent and the Board. Employees shall be entitled to the use of 
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such buildings, at reasonable times, for meetings that do not conflict with 

regular school activities or with community activities scheduled in the 

same school facility prior to application by the employees. Employees 

shall apply for such use on forms that will be made available by the 

superintendent. 

 

These forms are available to you at the principalôs office in each of the buildings.  These 

forms must be filled out two weeks prior to the expected date that you intend to use the 

facility, and submitted to the building principal for approval.  Approval will be 

determined by the building principal based on availability of the area requested and 

nature of the event.  If you are requesting the use of a facility for which you do not have 

keys, you will be issued a card key for access to that facility, and the card must be 

returned as soon as possible after the event.  By signing the facility use form, the 

applicant acknowledges having read the school corporation facility use policy in its 

entirety and agrees to abide by it. 

 

 1. School-related functions, activities, and prior rental agreements will 

always have priority any time a conflict develops regarding the use of 

school facilities. 

 

 2. Any application can be rejected if the purpose is deemed inappropriate. 

 

 3. All activities in school buildings are to conclude, and facilities are to be 

vacated, no later than 11:00 p.m. 

 

 4. The person signing the facility use agreement will be responsible for 

providing supervision and policing of the school facilities during use. 

 

 5. Any damage resulting from the facility usage shall be the responsibility of 

and charged to the person signing the agreement. 

 

 6. Applications for use of the swimming pool must be accompanied by a 

safety plan that include the following: 

*Compliance with Indiana Regulation 410-IAC 6-2-[11] 

(Supervision and Personal Conduct). 

  *One lifeguard for ever people in attendance. 

*Copy/copies of ñLifeguard Training and Community First Aide 

and Safetyò certificate(s). 

  *Copy/copies of ñCPR for the Professional Rescuerò certificate(s). 

 7. Drinking or possession of intoxicants or the illegal possession of a 

controlled substance on school property is strictly prohibited. 
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 8. The use of tobacco products is prohibited inside school buildings and 

within the athletic fields. 

 

 9. Whenever a school kitchen is used, a school lunchroom employee must be 

on duty.  Depending on the type of event, billing from the Food Service 

Department may be required. 

 

 10. Any group using the school facilities or grounds shall be responsible for 

leaving the facilities/grounds in condition that is the same, or better than, 

they were found.  All equipment should be returned to its proper location, 

all trash is to be picked up, lights turned off, and all doors are to be 

checked to ensure they are locked. 

 

 11.      Activities will be restricted on Wednesday evenings and until 12:00 noon  

            on Sundays. 

 

RENTAL AND OTHER RATES FOR SCHOOL FACILITIES  

(Rental rates listed below do not include custodial or other costs.) 

 

Rental rates apply for Groups B and C if admission is charged.  Rental rates always apply 

to Groups D and E.  (For a description of how group categories are classified, please refer 

to ñGroups Eligible to Use Corporation Propertyò on the first page of the facility use 

policy.) 

 

Rental rates are per event with a two-hour cap.  Events over two hours may be charged an 

additional hourly fee, prorated according to the normal two-hour rental rate.  For 

example, the additional fee for one more hour would be half of the regular two-hour 

rental rate. 

 

RENTAL RATES FOR BENTON CENTRAL JUNIOR -SENIOR HIGH SCHOOL  

 

 $50.00 Auditorium 

  

 $25.00 Cafeteria 

 

 $30.00 Cafeteria and Kitchen 

 

 $15.00 Classroom 

 

 $75.00 Football Stadium 

 

 $40.00 Arena Gymnasium 
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 $30.00 Atha Gymnasium 

 

 $50.00 Swimming Pool*   

 *Swimming pool rental requires additional fees as listed below. 
 

RENTAL RATES FOR ELEMENTARY SCHOOLS  

 

 $25.00 Cafeteria 

 

 $30.00 Cafeteria and Kitchen 

 

 $25.00 Gymnasium 

 

 $15.00 Classroom 

 

RENTAL RATES FOR EQUIPMENT AND OTHER SERVICES ï ALL 

SCHOOLS 

 

 Audio/Visual Equipment  $10.00 per hour (two-hour minimum) 

 

 Basketball Scoreboard & Operator $20.00 per hour (two-hour minimum) 

 

 Auditorium Technician  $30.00 per hour 

 

 Custodial Services / Food Services $30.00 per hour 

 

 *Lifeguard / CPR Rescuer  $15.00 per hour 

 

 *Water Safety Instructor (WSI) Regular Teaching Salary (Hourly scale) 

 

UTILITY FEES  

 

 Gymnasium $7.00 per hour 

  

 Football Field $7.00 per hour 

 

 Auditorium $7.00 per hour 
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3.8.3 School Organizations Use of School Facilities 

 

Facilities of the Benton Community School Corporation shall be available for 

community use under the provision of the following policy: 

 

1.  The building of the Benton Community School Corporation shall 

be available without charge for all school activities.  A teacher 

shall be in charge of the group using the building for a school 

activity.  The teacher shall have permission before conducting the 

meeting, and shall be responsible for opening and properly closing 

the building when no custodian is on duty. 

 

2.  The custodian shall be present and responsible for his usual duties 

on his regular working schedule.  Extra activities connected with 

the school program such as plays, basketball games, etc., are 

considered a part of the regular custodial work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

136 

 

3.8.4 Noncommercial and Commercial Organizations Use of School Facilities 

 

Facilities of the Benton Community School Corporation shall be available for 

community use under the provision of the following policy: 

 

A.  Permission for the use of a school building must be obtained first 

from the building principal and then the Superintendent of Schools.   

Application forms can be obtained in the school office and must be 

completed two (2) weeks prior to the utilization of the facility. 

 

B.  The group leader shall be responsible for the conduct of the group, 

care of the building, and equipment being used. 

 

C.  A custodian may be required when the building is in use.  The 

custodian shall provide the necessary light, heat, and any other 

service during the time the building is occupied. 

 

D.  The rental fees for the use of a school building are delineated on 

the Facility Use Form. 

 

E.  If a group desires to use a school building and no classification 

appears in the Facility Use Form, the rate shall be determined by 

the Superintendent of Schools. 
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3.8.5 Disposition of School Corporation Property 

 

The School Board believes that the efficient administration of the Corporation 

requires the disposition of property and goods no longer necessary for the 

maintenance of the educational program or the operation of the School 

Corporation. 

 

The Board shall direct the periodic review of all Corporation property and 

authorize the disposition by sale, donation, trade, or discard of any property not 

required for school purposes. 

 

Before any school facilities will be retired, sold, or destroyed, the Board will 

make a comprehensive study of such an action and may seek assistance of a 

broadly representative ad hoc citizens committee, formed for that purpose. If such 

committee is formed, it will report the results of its study in advance of any 

proposed action to eliminate the facility from active school service. Discussion of 

facility retirement will be held at public meetings to assure the widest possible 

community involvement. 

 

I.C. 5-22-22-1 et.seq. 
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3.8.6 Disposal of Textbooks 

 

The Board of School Trustees, upon determination that a certain textbook will no 

longer be used in the school corporation, may attempt to sell, exchange, transfer, 

donate, or otherwise suitably dispose of the student textbooks.  

 

I.C. 20-26-12-3 

I.C. 20-26-12-4 

I.C.20-26-12-5 
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3.8.7 Maintenance 

 

The School Board recognizes that the fixed assets of this Corporation represent a 

significant investment of this community and their maintenance is of prime 

concern to the Board.  The Board directs the conduct of a continuous program of 

inspection, maintenance, and rehabilitation for the preservation of all school 

buildings and equipment.  Wherever possible and feasible, maintenance shall be 

preventive. 

 

The Superintendent and Business Manager shall develop a maintenance program 

for implementation by the custodial and maintenance staff in conjunction with the 

Director of Buildings and Grounds. The Director of Buildings and Grounds is 

specifically responsible for the proper maintenance of school property and for the 

operation of school plants.  Custodial personnel assigned to a building shall be 

directly responsible to the principal. Such personnel who work in more than one 

(1) school shall be responsible to the principal of each school in which they work 

during the time they are working there with the exception of school maintenance 

personnel who shall be supervised by the Director of Buildings and Grounds. 

 

The Director of Buildings and Grounds shall develop and distribute to the 

corporation custodial and maintenance staff such guidelines as may be necessary 

for the ongoing maintenance and good order of the physical plant and for the 

expeditious repair of those conditions which threaten the safety of the occupants 

or the integrity of the plant. The functions above may be included in a contracted 

facilities management program. 
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3.8.8 Custodial Services 

 

The School Board recognizes that the health and physical well-being of the 

students of this Corporation is affected in large measure by the cleanliness and 

sanitary management of the schools. The major responsibility for providing a high 

standard of facility cleanliness rests with the custodial staff. Appropriate attention 

to the daily needs of care, cleanliness, safety, and upkeep will prevent the 

deterioration of facilities and minimize the need for frequent renovation. General 

responsibility for building care shall be vested in each building principal. 

 

The Superintendent shall develop and supervise a program for the cleanliness and 

sanitary management of the school buildings, the school grounds, and school 

equipment pursuant to law.  The functions above may be included in a contracted 

facilities management program. 
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3.8.9 Naming of Facilities 

 

The school board recognizes that individuals contribute greatly to various 

programs throughout the corporation. The board works to recognize these 

individualsô efforts in many different ways. There are a limited number of 

facilities that would be available to being named in honor of an individual. The 

naming of a field, room or other facility is an event worth of careful consideration 

and should be very limited in use.  

 

In looking at considerations for being honored by the corporation several 

characteristics should be met: 

¶ A longtime supporter of the corporationôs activities in general with an 

interest above and beyond for a specific activity. 

¶ The motivation for such avid support is an intrinsic attribute of the person. 

¶ Monetary support, while appreciated, is not a factor in the recognition. 

 

Ways to be honored: 

 

¶ To be recognized at a board meeting for meritorious service and support. 

¶ To name an award in that sport in their honor. 

¶ To name an event or tournament in their honor. 

¶ To have a scholarship named in their honor. 

¶ To have a field or facility named in their honor. 

 

Any recommendation for naming an event, tournament or award for an individual 

would be required to be submitted through the head coach of the sport or leader of 

the activity to the athletic director or building administrator. This individual 

would then submit the recommendation to the school board for consideration. 

These submissions should be made privately, and will be treated as confidential 

until such time as the individual might be honored. Any deviation from these 

guidelines will limit the ability to provide recognition.  

 

The naming of structures is more lasting and once named making it difficult to 

recognize future contributors deserving of the same honor.  This honor will be 

used on a very limited basis. The guidelines for submission for this honor will 

follow the steps described in the previous paragraph.   

 

If an individual or organization shows interest in primarily sponsoring a building 

project through an altruistic donation, then the school board would review such a 

request on a case by case basis including the naming of the facility.  
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3.9 TRANSPORTATION  

 

 3.9.1 School Transportation 

 

The Board of School Trustees of the Benton Community Schools shall 

provide a transportation system, in a manner prescribed by existing 

statutes, to transport children from designated points to school. 

 

Each driver shall adhere to the rules and procedures as listed each year in 

the Benton Community School Corporation Bus Driver Manual. 

 

 

I.C. 20-27-5-2 
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3.9.2 Use of School Corporation Owned Vehicles 

 

 All school-owned vehicles will be identified by printing the name ñBenton   

Community School Corporationò in a conspicuous place.  The name of the school 

district ñBENTONò will be printed on the back of the school bus in black letters 

that are at least four (4) and not more than six (6) inches high. 

 

The practice of using school-owned vehicles to provide personal transportation to 

the employeeôs place of employment is prohibited.  Exceptions to the foregoing, 

include:  some school bus drivers and the satellite lunch van driver and others as 

approved by the Transportation Director. 

 

 

I.C. 20-27-3-5 
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3.9.3 Mileage and Expense Reimbursement 

  

 A. Mileage ï Travel expenses, when for school business, shall be reimbursed.  

The mileage rate is the current IRS per mile rate for all vehicles.  Mileage 

shall be recorded on mileage claim and submitted to the Business Office 

personnel.  This will only be reimbursed if the corporation vehicles are not 

able to be used. 

  

B. Expenses for meals shall be reimbursed when proper receipt is submitted 

and approved by the Superintendent of Schools prior to the event (or 

his/her designee). 

 

C. Lodging costs shall be reimbursed only when the conference has been 

approved by the Superintendent of Schools (or designee).  Said approval 

shall be granted prior to attendance. 

 

 D. Registration fees shall be reimbursed only when the conference has been 

approved by the Superintendent of Schools (or designee).  Said approval 

shall be granted prior to attendance. 

 

E. Reimbursement payments will be made when the regular monthly claims 

are paid, after Board of School Trustees' approval.  No claim shall be paid 

without receipts for all expenditures and a completed signed claim form.  

All conference expenses shall be submitted on a claim form with receipts 

attached. 
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3.9.4 Vehicle Idling 

 

The purpose of this policy is to eliminate all unnecessary idling by corporation 

school buses such that idling time is minimized in all aspects of school bus 

operation and to reduce vehicle exhaust that has the potential to be drawn into the 

building. 

 

Vehicle exhaust from idling school buses can accumulate in and around the bus 

and pose a health risk to children, drivers, and the community at large.  Exposure 

to vehicle exhaust can cause lung damage and respiratory problems.  Vehicle 

exhaust also exacerbates asthma and existing allergies, and long-term exposure 

may increase the risk of lung cancer.  Idling buses waste fuel and financial 

resources of the school corporation. 

 

This policy applies to the operation of every corporation-owned school bus, and 

public and private vehicles on school grounds. 

 

 The school corporation shall post signs in areas where idling is prohibited. 

 

 Public and Private Vehicles Idling Time 

Drivers of all public and private vehicles are to turn off the engine if the 

vehicle is to be stopped more than three (3) minutes in locations where 

vehicle exhaust may be drawn into the building or while on school 

grounds. 

 

 Corporation Vehicle Idling Time 

 

1. When school bus drivers arrive at loading or unloading areas to drop off or 

pick up passengers, they should turn off their buses as soon as possible to 

eliminate idling time and reduce harmful emissions.  The school bus 

should not be restarted until it is ready to depart and there is a clear path to 

exit the pick-up area. 

 

2. School buses will not idle (on school grounds or off school grounds) for 

longer than five (5) minutes unless: 

 

A. There are extreme weather conditions (meaning 30 [thirty] degrees 

Fahrenheit or less) and the purpose is to warm the interior of the bus, 

 

B. Longer idling time is necessary to facilitate the loading and unloading 

of students of special needs,  
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C. There are safety or emergency situations. 

 

D. There are maintenance or mechanical inspection/repair issues 

requiring a longer time to facilitate the inspection/repair process, or 

 

3. The bus is idling in traffic. 

 

4. Buses should not idle while waiting for students during field trips, 

extracurricular activities, or other events where students are transported 

off school grounds. 

 

5. In colder weather, schools are directed to provide a space inside the school 

where bus drivers who arrive early can wait. 

 

6. Bus schedules should be revised so that school bus caravanning can be 

avoided and the environmentally cleanest buses assigned to the longest 

routes. 

 

410 IAC 33-4-3 
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3.9.5 Commercial Drivers License Employee Drug Testing 
 

See Benton Community Schools Substance Abuse Policy Document posted 

separately with this board policy manual. 
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3.9.6 Cell Phone Use by School Bus Drivers 

  

Drivers may not use a cell phone or other personal portable electronic device 

while operating a school bus or any other vehicle transporting students, including 

while loading and unloading students, except in an emergency.  For the purpose 

of this policy, an emergency exists if the driver requires immediate assistance to 

ensure the safety of his/her passengers or to report a dangerous or life-threatening 

situation. 
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3.10 FOOD SERVICES 

 

The School Board shall provide cafeteria or serving facilities in all schools if 

space and facilities permit, and will provide food service for the purchase and 

consumption of lunch for all students. 

 

All school cafeterias in the School Corporation participate in the National School 

Lunch Program, School Lunch Division, State Department of Public Instruction. 

 

The management and operation of the food services program is the responsibility 

of the Manager of the High School Cafeteria under the direct supervision of the 

Business Manager. 

 

The food services program will follow the guidelines established in the 

Corporation Wellness Policy. 

 

All records and reports will be maintained in the Superintendent's Office under 

the direction of the Business Manager 

 

A schedule of prices for food served in the school cafeteria shall be recommended 

to the Board by the Superintendent annually or more often, if needed. Applicable 

laws and regulations, including the food reimbursement schedule approved for the 

State of Indiana, shall be considered when making any food price 

recommendations. 

 

Receipts from cafeteria food sales shall be deposited to the School Lunch Fund. 

 

I.C. 20-26-9 et seq. 
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3.10.1 Code of Ethics for Food Service 

   

1. To give primary consideration to the interest of the school system 

and the betterment of its food service programs. 

 

2. To buy without prejudice, seeking to obtain the maximum ultimate 

value for each dollar of expenditures. 

 

3. To strive for knowledge of school equipment, food and supplies in 

order to recommend items that may either reduce cost or increase 

the efficiency of food service. 

 

4. To insist on and expect honesty in sales representation whether 

offered verbally or in writing, through the medium of advertising 

or the sample of a product submitted. 

 

5. To exercise strict rules of personal conduct to ensure that relations 

are of a cooperative nature. 

 

6. To give all responsible bidders equal consideration and the 

assurance of unbiased judgment in determining whether their 

product meets specifications and the food service needs of the 

district. 

 

7. To discourage the offer of, and to decline gifts which in any way 

might, or be intended to, influence the purchase of school food 

products and all related items. 

 

8. To accord a prompt and courteous reception, insofar as conditions 

permit, to all who call on legitimate business missions. 

 

9. To cooperate with governmental and trade associations in the 

promotion and development of sound business methods in 

procurement of school food service items. 

 

10. To be always in strict compliance with Indiana State Statutes, 

policy rules, and Board resolutions. 
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3.10.2 LUNCH CHARGE POLICY  

 

Cafeteria Charge Policy 

Students and staff members will only be allowed to charge to their own lunch 

account. 

When a studentôs account goes to a negative balance, an e-mail notification will 

be made to the parent of the account deficiency. Parents will have 24 hours of 

receiving the automated phone notification to bring the account balance to a 

positive amount. If an account is more than ten dollars ($10.00) negative 

balance, a student will be served an alternate lunch: Elementary (cheese or 

meat/cheese sandwich and milk) Benton Central (Fruit and milk) or the student 

may bring a lunch from home. The student could still purchase a meal only, 

with cash in hand, to pay for that dayôs meal. If there are financial issues, the 

parent should contact the school cafeteria manager. 

Staff members will be held to the same accountability level as students. When a 

staff memberôs account balance goes to a negative balance, the cashier will 

advise them of the deficiency, and the staff member should resolve the 

deficiency within 24 hours. Staff members will not be able to charge further on 

their lunch account until the deficiency is resolved. 
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3.10.3 Review and auditing of Free and Reduced Lunch Applications Policy 

 

Benton Community School Corporation receives Free and Reduced Applications 

through two different methods.  

 

Method One: Benton Community School Corporation manually inputs the Free 

and Reduced Lunch applications into a computer program. 

 

Method Two: Benton Community School Corporation also uses direct parent 

input into the computer program for the Free and Reduced Lunch applications 

(without interference of an employee).  

 

An additional audit will be performed on twenty percent of all Free and Reduced 

Lunch applications.  The audit will be completed by a school employee not tasked 

with entering applications and who has been trained on the requirements of the 

Free and Reduced Lunch program.  
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3.11 ADVERTISEMENTS  

 

There will be no distribution through the public schools of any advertising 

material except for educational purposes that are approved by the Superintendent.  

These materials must be free from personal, political, religious, or commercial 

advantage to those who may desire or request such distribution. 
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3.12 OBSERVANCES 

 

 3.12.1 Moment of Silence 

 

In order that the right of each student to the free exercise of religion is 

guaranteed and the freedom of each student is subject to the least possible 

coercion from the state either to engage in or refrain from religious 

observation on school grounds, there shall be a daily observance of a 

moment of silence in each Classroom or on school grounds of each school 

in the school corporation. 

 

During the moment of silence, the teacher responsible for a classroom 

shall ensure that all students remain seated or standing and silence during 

the moment of silence and the students make no distracting display so that 

each student may, in the exercise of the student's individual choice, 

meditate, pray, or engage in any other silent activity "that does not 

interfere with, distract, or impede another student in the exercise of the 

student's individual choice. 

 

This "moment of silence" is not intended to be and shall not be conducted 

as a religious exercise. This policy precludes students from using the 

occasion to pray audibly or otherwise speak, singly or in unison. Budding 

principals and teachers must not a/low or tolerate any coercion by anyone 

to force other students to engage in or refrain from prayer or any other 

permitted activity under this policy. The student code of conduct applies to 

disruptive behavior during a moment of silence in the same manner as 

provided for in other circumstances of such behavior. 

 

I.C. 20-30-5-4.5 

 

 

 

 

 

 

 

 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

155 

 

3.12.2 Flag Observances 

 

The United States flag shall be displayed in each classroom of every school in the 

school corporation. 

 

Pledge of Allegiance 

Each building principal shall/ensure that a daily opportunity is provided for 

students of the school corporation to voluntarily recite the Pledge of Allegiance in 

each classroom or on school grounds. The building principal shall determine the 

appropriate time when school is in session for the recitation of the Pledge. 

 

A student is exempt from participation in the Pledge of Allegiance and may not be 

required to participate in the Pledge of Allegiance if: 

 

a. the student chooses not to participate, or 

b. the studentôs parent chooses to have the student not participate. 

 

Students who are exempt from reciting the Pledge shall remain quietly standing or 

sitting while others recite the Pledge and shall make no display that disrupts or 

distracts other students who are reciting the Pledge. During the Pledge of 

Allegiance, students who participate shall stand and recite the Pledge while facing 

the United States flag with their right hands over their hearts or in an appropriate 

salute if in uniform.  The student code of conduct applies to disruptive behavior 

during the recitation of the Pledge in the same manner as provided for in other 

circumstances of such behavior.  The building principals may establish 

procedures to implement this policy. 

 

I.C. 20-30-3-4 
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3.13 ENERGY MANAGEMENT CONSERVATION  

 Benton Community School Corporation 

 Energy Management Conservation Policy 

 

The Board embraces energy conservation and believes it to be our responsibility 

to ensure that every reasonable effort is made to conserve energy and natural 

resources while exercising sound financial management. 

 

We recognize the importance of adopting an energy management and 

conservation policy in order to govern this program.  We also affirm the 

implementation of this policy will be the joint responsibility of the Board, 

Administration, faculty, staff, students, support personnel, and Energy Education.  

Success is based on cooperation at all levels. 

 

Accurate records of energy consumption and cost will be maintained at each 

campus to provide verifiable performance information to the Board and 

Administrations of the various institutions in the Benton Community School 

Corporation on the goals and progress of the energy conservation program. 

 

The designated campus Administrator will be accountable for energy 

management on his/her campus with energy audits being conducted and feedback 

provided by the Energy Education Specialist teams. 

 

To ensure the overall success of the energy management program, the following 

specific areas of emphasis will be adopted: 

 

1. Energy Education will administer its energy conservation and 

management program primarily through the Energy Education Specialist 

teams and Administrators. 

2. The Board expects all personnel at each campus to make a positive 

contribution to maximize energy conservation and producer real energy 

savings 

3. Within 90 days, administrative ñEnergy Guidelinesò will be adopted that 

define the ñrules of engagementò in implementing our energy program 

 

Further, to promote a safe, healthy learning environment and to complement the 

energy management program, each campus show review and adhere to the 

preventive maintenance and monitoring plan administered by the campus physical 

plant for its facilities and systems, including HVAC, building envelope, and 

moisture management. 
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The Board directs the superintendent to develop and implement short and long 

range strategies to maximize energy conservation. 
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3.14 COMMERCIAL REPRESENTATIVES  

 

Salesmen and commercial representatives are not to call on members of the 

school staff and student body unless permission has been granted by the 

Superintendent, or his designee. 
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3.15 Test Security Policy 
 

1.  All testing materials will be delivered to individual school entities 

approximately one week in advance of test administration. 

 

2.  Secure test materials (except for the Examinerôs Manual) will not be available 

to staff until the day of testing. 

 

3.  Security of the assessment materials during testing and storage of all secure 

assessment materials before, during, and after testing will be ensured through: 

a. All materials are secured in a central, locked location in each school 

building; 

b. All materials are inventoried by school test coordinators, signed out and 

signed in by teachers. 

 

4.  Benton Community School Corporation will ensure that all appropriate staff 

have knowledge of the Indiana Ethical Testing Practices and Procedures and 

understand how to secure, administer, and handle the assessments while in their 

possession.  School Test Coordinators will ensure that meetings are scheduled to 

review the Indiana Ethical Testing Practices and Procedures each year.  These 

meetings will include: 

a. The communication of, at least once annually for all appropriate staff, 

the Testing Security and Integrity procedures set forth by the IDOE as 

well as the appropriate Indiana Assessment Program Manual Information; 

 

b. The communication to all appropriate staff of the purpose(s) of each 

statewide,  

corporation-wide, and school-wide assessment; 

 

c. The provision of information and professional development necessary to 

ensure that all appropriate staff has the knowledge and skills necessary to 

make ethical  

decisions related to preparing students for an assessment, administering 

the assessment, and  interpreting the results from assessment;  

 

d. The established testing schedule; 

 

e. The procedures for dissemination of test materials that allows all 

appropriate staff to have access to test administration manuals prior to the 

administration of the test, but prohibits the unsupervised reviewing of any 

secure test questions before, during, or after the assessment 

administration; 
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f.  The process that ensures that all student assessments are secure when 

they are not  being administered; 

 

g. The guidelines for reviewing practices and materials used in the entity 

to prepare students for assessments; 

 

h. The established channels of communication that allows teachers, 

administrators, students, parents, and other community members to voice 

their concerns about practices they consider inappropriate; 

 

i. The established procedures for investigating any complaint, allegation, 

or concern about inappropriate testing practices, and insuring protection of 

both the rights of individuals and of the integrity of the assessment. 

 

5.  Each entity shall investigate any complaint of inappropriate testing practices or 

testing irregularities. 

a. Investigations will include the following: 

1.  A formal process by which all complaints are documented and 

can be tracked to their resolution which will include: 

 

i. An initial inquiry by the test coordinator or principal to 

determine whether there is credible evidence that such an event 

has occurred must be conducted within one school day of 

receipt of a verified complaint,  allegation, or concern about 

inappropriate testing practices, or a report of testing 

irregularity; 

 

ii. If any evidence of an inappropriate testing practice or testing 

irregularity exists, a report of the IDOE Office of Student 

Assessment  

will be sent within the next seven calendar days; 

 

iii. Provision will be made for protection of the integrity of any 

ongoing assessments; 

 

iv. A final written report to the IDOE Office of Student 

Assessment will be made within four weeks, unless a written 

request for a timeline extension has been granted. 

 

2.  The final report will indicate any recommendations or findings 

that would impact the reliability or validity of student scores and 
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specifically detail  actions that Benton Community School 

Corporation recommends the state to  take. 
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4.1 CIVIL RIGHTS NON DISCRIMINATION POLICY AND GRIEVANCE 

PROCEDURE 

 

The Benton Community School Corporation Civil Rights Non-Discrimination 

Policy is committed to equal opportunity and does not discriminate on the basis of 

age, race, color, sex, handicapping conditions, or national origin including limited 

English proficiency, in any employment opportunity.  No person is excluded from 

participation in, denied the benefits of, or otherwise subjected to unlawful 

discrimination on such basis under any educational program or student activity. 

 

If you have experienced discrimination in such employment, written inquiries 

about procedures that are available and for consideration of complaints alleging 

such discrimination should be directed to the Superintendent of Schools at 405 

South Grant, P.O. Box 512, Fowler, Indiana 47944, (765) 884-0850. 

 

The Benton Community Civil Rights Non-Discrimination Grievance Procedure: 

 

I. Level One 

1. The employee alleging a violation shall submit the initial complaint in 

writing to the appropriate compliance coordinator: 

a.    The Building Principal or designee serves as the 

compliance coordinator for allegations of building level 

violations affecting employees. 

b.   The Superintendent of Schools or designee serves as the 

compliance coordinator for violations at the corporate level, 

such as policy or practice. 

The complaint shall stipulate the specific act or omission, the date of 

same, and parties involved. 

 

2. The compliance coordinator shall initiate investigation of the 

circumstances of the complaint within seven (7) calendar days of the 

receipt of the written complaint. 

 

3. The compliance coordinator shall render a decision within fourteen 

(14) calendar days of the receipt of the written complaint.  The 

decision shall be in writing to the complainant. 

 

4. The complainant shall have seven (7) calendar days to react to the 

decision before it becomes final.  If the complainant disagrees with the 

decision of the compliance coordinator and submits such a statement 

in writing to the compliance officer, a level two procedure shall be 

enacted. 
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II.  Level Two 

1. The compliance coordinator shall submit the written disagreement 

statement and all related information to the Superintendent of Schools 

within three (3) calendar days of receipt. 

 

2.  The Superintendent of Schools shall review all materials and schedule 

a meeting within seven (7) calendar days of receipt of the written 

disagreement and all related information.  The participants shall be the 

complainant, the compliance coordinator, and the Superintendent of 

Schools.  Other witnesses may be called with mutual prior notice of 

three (3) calendar days. 

 

3.  The Superintendent of Schools shall make a decision within seven (7) 

calendar days of the final meeting of the parties.  This decision will be 

final. 

 

NOTE:   By mutual agreement, circumstances of calendar availability may result 

in extension of stipulated time allowanced if a request is made in writing by either 

party and so agreed to by the parties.  If the alleged violation, interpretation or 

application is of a corporate nature such as a written rule, regulation, or policy, 

the Level Two is initiated immediately. 
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4.2 SEXUAL DISCRIMINATION POLICY AND GRIEVANCE PROCEDURE 

 

It is the policy of the Benton Community School Corporation not to discriminate 

on the basis of sex in the educational programs or activities which it operates. The 

corporation is required by Title IX of the Education Amendments of 1972 and the 

implementing regulations not to discriminate on the basis of sex.  This 

requirement not to discriminate extends to employment by the corporation. 

Inquiries concerning the application of Title IX and the implementing regulations 

to the corporation may be referred to the corporation official responsible for Title 

IX Compliance or the Director of the Office for Civil Rights, Washington, and 

D.C 

 

 Grievance Procedure for Title IX - Employees & Students: 

 Definitions: 

   1.  "Corporation" means the Benton Community School Corporation. 

   

2.  "Days" means working days for grievances filed by employees; 

and the school attendance days for grievances filed by students 

unless otherwise specifically stated. 

    

3.  "Employee" means a person who is on the payroll of the 

Corporation on a permanent basis as opposed to a temporary basis. 

    

4.  "Grievance" means a complaint alleging action by the Corporation 

in violation of Title IX or the implementing regulations. 

    

5.  "Title IX Official" means the employee designated by the 

Corporation to coordinate its efforts to comply with and carry out 

its responsibilities under Title IX and the implementing 

regulations. 

   

6.  "Student" means a person enrolled in one of the schools operated 

by the Corporation. 

   

7.  "Superintendent" means the Superintendent of Schools or his/her 

designee. 

   

   8. "Board" means the governing body of the school Corporation. 

 

 Procedure: 

All grievances brought by employees or students shall be handled in the 

following manner: 
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 Step One ï Informal: 

Within ten (10) days of the time that the grievant knew, or reasonably 

should have known of the grievance (or within ten (10) days of the 

publication of this grievance procedure, whichever is later), the grievant 

shall present the grievance orally to the Building Principal or immediate 

supervisor.  Within five (5) days after presentation of the grievance, the 

Building Principal or immediate supervisor shall orally answer the 

grievance. 

 

 Step Two ï The Title IX Official: 

Within five (5) days of the oral answer, if the grievance is not resolved, it 

shall be stated in writing, signed by the grievant and submitted to the Title 

IX Official.  The written grievance shall (1) name the employee or student 

involved, (2) state the facts giving rise to the grievance (3) identify the 

specific provisions of Title IX or the implementing regulations alleged to 

have been violated and (4) indicate the specific relief requested.  Within 

five (5) days after receiving the written grievance, the Title IX Official 

shall give his/her answer in writing to the grievant. 

 

 Step Three ï The Superintendent of Schools: 

If the grievance is not resolved in step two, the grievant may within five 

(5) days of receipt of the Title IX Official's answer, appeal to the 

Superintendent of Schools by filing the grievance and the Title IX 

Official's answer along with any written response of the grievant to the 

answer of the Title IX Official, with the office of the Superintendent of 

Schools. Within ten (10) days after receiving the written grievance, the 

Superintendent of Schools shall give his/her answer in writing to the 

grievant. 

 

 Step Four ï The Board of School Trustees: 

Within thirty (30) calendar days after receiving the decision of the 

Superintendent of Schools, an appeal from the decision may be made to 

the Board of School Trustees if the grievance is not resolved at step three, 

by filing the grievance and the superintendent's answer along with any 

written response of the grievant to the answer of the Superintendent of 

Schools.  Within sixty (60) calendar days, after receipt of the appeal of the 

Superintendent of School's answer to the grievant, the Board of School 

Trustees shall give its answer in writing to the grievant.  Such answer shall 

be final and binding. 
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4.3 SEXUAL HARASSMENT POLICY AND COMPLAINT PROCEDURE  
 

It is the policy of the Benton Community School Corporation to maintain a 

learning and working environment that is free from sexual harassment. It shall be 

a violation of this policy for any employee of the Benton Community School 

Corporation to harass another employee or student through conduct or 

communications of a sexual nature as defined below. The use of the term 

"employee" also includes non-employees and volunteers who work, subject to the 

control of school authorities.  

 

It shall also be a violation of this policy for students to harass other students 

through conduct or communication of a sexual nature. Student to student, or 

student to employee sexual harassment complaints are to be referred to the 

appropriate Building Principal or his/her designee and dealt with in a manner 

consistent with the provisions of the Student-Parent Handbook.  

 

Definitions of Sexual Harassment: 

 

A. Types of Sexual Harassment 

Sexual harassment shall consist of unwelcome sexual advances, requests for 

sexual favors, and other inappropriate verbal or physical conduct of a sexual 

nature when made by any employee to a student, or when made by an employee 

to another employee when: 

 

1. submission to such conduct is made either explicitly or implicitly a 

term or condition of an individual's employment or education; 

 

2. submission to or rejection of such conduct by an individual is used 

as a basis for academic or employment decisions affecting that 

individual; 

 

3. such conduct has the purpose or effect of substantially interfering 

with an individual's academic or professional performance or 

creating an intimidating, hostile, or offensive employment or 

educational environment; 

 

4. denial of an employment or educational opportunity occurs directly 

because an employee or a student submits to unwelcome requests 

for sexual favors made by a supervisor or teacher which results 

favorably for the particular employee or student; 

 

5. such conduct is engaged in by volunteers and/or non-employees 
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over which the school corporation has some degree of control of 

their behavior while on school property.  

 

Unwelcome sexual advances are defined as: 

 

1. conduct of a sexual nature which may include verbal or physical 

sexual advances and/or comments regarding physical or 

personality characteristics of a sexual nature. 

 

2. verbal or physical conduct of a sexual nature constitutes sexual 

harassment when the allegedly harassed employee has indicated, 

by his or her conduct or verbal objection, that it is unwelcome. 

 

3. an employee who has initially welcomed such conduct by active 

participation shall give specific notice to the alleged harasser that 

such conduct is no longer welcome in order for any such 

subsequent conduct to be deemed unwelcome. 

  

Sexual harassment as set forth in this policy may include but is not limited to the 

following: 

 

1. verbal harassment or abuse. 

 

2. repeated remarks to a person with sexual or demeaning 

implications. 

 

3. unwelcome touching. 

 

 

4. pressure for sexual activity. 

 

5. suggesting or demanding sexual involvement accompanied by 

implied or explicit threats concerning one's grades, job, promotion, 

and/or salary increase. 

 

It is specifically prohibited for an administrator and/or supervisor to use his/her 

authority to solicit sexual favors or attention from subordinates when the 

subordinate's failure to submit will result in adverse treatment, or when the 

subordinate's acquiescence will result in preferential treatment.  

 

Administrators and superiors who either engage in sexual harassment or tolerate 

such conduct by other employees shall be subject to disciplinary actions.  
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It is sexual harassment for a non-administrative or non-supervisory employee to 

subject another such employee to any unwelcome conduct of a sexual nature. 

Employees who engage in such conduct shall be subject to disciplinary action. 

 

Any person who alleges sexual harassment by any employee in the Benton 

Community School Corporation may use the complaint procedure explained 

below or may complain directly to his or her immediate supervisor, Building 

Principal, or the Title IX Compliance Designee of the Benton Community School 

Corporation. Filing of a complaint or otherwise reporting sexual harassment will 

not reflect upon the individual's status, nor will it affect future employment, 

grades, or work assignments.  

 

The right of confidentiality, both of the complainant and of the accused, shall be 

respected consistent with the school corporation's legal obligations and the 

necessity to investigate allegations of misconduct and to take corrective action 

when this conduct has occurred.  

 

All reports of sexual harassment shall be handled in the following manner: 

 

1. Reports shall be in writing on forms supplied by the Benton Community 

School Corporation. If a verbal complaint is made, the school official may 

file a written complaint signed by the complainant. Forms shall be 

available in the Building Principal's office in each school and in the Office 

of the Superintendent. 

 

2. Reports shall name the person(s) being accused and shall include a 

narrative of the facts of the allegation. 

 

3. Reports shall be presented to the Building Principal or supervisor where 

the alleged conduct took place. In the event that a Building Principal is 

involved in the complaint, the report shall be presented to the 

Superintendent of Schools or his/her designee. The Building Principal 

shall inform the Superintendent or designee of all filed reports. 

 

4. The Building Principal who receives a report shall thoroughly investigate 

the circumstances in the report. 

 

5. The report and the results of the investigation shall be presented to the 

Superintendent. The Superintendent shall review the report. If deemed 

necessary, the Superintendent shall determine the appropriate disciplinary 

consequences. 
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A substantiated complaint against an employee of the Benton Community School 

Corporation shall result in disciplinary action that may include but not be limited 

to reassignment, suspension, or termination. 

 

A substantiated complaint against a student in the schools of the Benton 

Community School Corporation shall result in disciplinary action that may 

include suspension and/or expulsion consistent with the Due Process Procedure in 

the Student-Parent Handbook.  

 

Any person who knowingly files a false charge against an employee or a student 

in an attempt to demean, harass, abuse, or embarrass that individual shall be 

subject to disciplinary action consistent with the school policy and/or the 

provisions of the Student-Parent Handbook. For an employee, such action may 

result in but not be limited to reassignment, suspension, and/or termination. 

 

29 CFR 1604.11  

42 U.S.C. 2000e 
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4.4 EQUAL OPPORTUNITY EMPLOYMENT  

 

The Benton Community School Corporation is an Equal Opportunity 

Employer/Educational Institution and does not discriminate on the basis of race, 

color, religion, sex, national origin (Title VI and VII, Title IX), disability (ADA 

and Section 504), age (ADEA and IADA), sexual orientation and/or any other 

protected status as defined by law, in employment and its educational programs.  

Title VI and VII of the Civil Rights Act of 1964 (Title VI and VII); Title IX of the 

1972 Educational Amendments (Title IX); the Americans with Disabilities Act 

(ADA); Section 504 of the Rehabilitation Act of 1973 (Section 504); the Age 

Discrimination in Employment Act (ADEA); the Indiana Age Discrimination Act 

(IADA).   For more information on this Equal Educational and Employment 

Opportunity Policy, or to report violations of this policy, contact the 

Superintendent, Benton Community School Corporation, P.O. Box 512, 405 S. 

Grant Ave., Fowler, Indiana 47944.  Telephone (765) 884-0850. 
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4.5 CRIMINAL HISTORY INFORMATION  

 

To help ensure a safe environment and as required by state law, the Benton 

Community School Corporation will require each individual hired for 

employment that is likely to have direct, ongoing contact with children as a result 

of the individual's position to obtain an expanded criminal history check and an 

expanded child protection index check.  The expanded criminal history check and 

the expanded child protection index check should be obtained prior to the 

individual's employment with the school corporation, and must be obtained no 

later than three (3) months after the individualôs employment begins. The 

individual will be responsible for the cost to the school corporation for obtaining 

the expanded criminal history check and an expanded child protection index 

check. 

 

Each individual hired may be questioned about the individual's expanded criminal 

history check and the expanded child protection index check.  Failure to answer 

honestly any questions related to the expanded criminal history check and the 

expanded child protection index check may be cause for termination of the 

individual's employment, if hired as an employee. 

 

Any volunteers to assist with school activities must undergo a limited criminal 

history check before any volunteer work is done.   

 

Any entity which has a contract to provide services to the corporation, and whose 

employees have direct, ongoing contact with children when performing those 

services for the school, must provide to the school corporation expanded criminal 

history checks and an expanded child protection index check for such employees.  

The entity and/or the entity's employees are responsible for all costs associated 

with obtaining expanded criminal history checks and an expanded child protection 

index check. This provision also applies to an individual who has a contract to 

provide services to the Corporation. 

 

Any information obtained from a criminal history check and an expanded child 

protection index check is confidential and shall not be released or disseminated. 

 

All school employees and individuals or entities that have contracts for services 

with the corporation shall be required to report his/her arrest or the filing of 

criminal charges against the employee; and conviction of criminal charges to the 

Superintendent within two (2) business days of the occurrence.  The 

Superintendent shall obtain a review of each reported conviction and shall 

recommend appropriate action to the Board considering the risk to members of 

the school community presented by the continued employment of the convicted 
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employee. 

 

The Superintendent or designee is responsible for implementing regulations to 

notify the employees, including volunteers, and the entities for contractors 

services of this duty.  In addition to the crimes listed in state law, the notice shall 

also include convictions of "attempted" crimes listed in the law. 

 

I.C.  20-26-5-10 

I.C.  20-26-5-11 
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4.6 TOBACCO AND ILLEGAL SUBSTANCES 

 

 4.6.1 Smoking and other Tobacco Use 

 

The Board of School Trustees for Benton Community School Corporation is 

dedicated to  providing a healthy, comfortable, and productive environment for 

students, staff, and citizens.  The board remains committed to reducing 

involuntary exposure to tobacco smoke among students and staff.  The Board 

believes that it is the right of the nonsmoker to breathe clean air.  The Board 

believes that the use of tobacco on school corporation property denies students, 

staff, and visitors access to clean air, introduces a substantial health hazard to 

those persons, and interferes with learning and teaching. 

 

This policy also includes electronic cigarettes (e-cigarettes), electronic nicotine 

delivery system, or a battery-powered device which simulates tobacco smoking. 

 

The Board also believes that education has a central role in establishing patterns 

of behavior related to good health, and shall take measures to help students and 

staff to resist tobacco use.  A curriculum related to student tobacco use prevention 

shall be developed, introduced, and continued at the primary grade levels, and 

given even greater in-depth concentration at secondary levels, grades 7-12.  

Moreover, the Board recognizes and supports the positive impact and the 

importance of adult role-modeling for students during their formative years in a 

tobacco-free environment. 

 

It is the intent of the Board to create a "tobacco-free" school environment.  

Appropriately, the Board prohibits the use of all tobacco products by students, 

employees, and visitors within corporation property. 

 

The implementation of this policy, through the development of appropriate 

regulations, shall be designed primarily to enhance health and safety education 

and to promote air cleanliness in all school buildings, on all school corporation 

properties, and in all school-owned and contracted vehicles in which students, 

staff, and patrons travel to and from school events. 

 

 DEFINITIONS 

1.  For purposes of this policy, ñuse of tobaccoò shall mean all uses of 

tobacco, including cigar, cigarette, pipe, snuff, or any other matter of 

substance that contains tobacco, as well as electronic, ñvaporò or other 

substitute forms of cigarettes.. 

 

2.  Smoking shall mean " the burning of a lighted cigar, cigarette, pipe, or 
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any other matter or substance which contains tobacco". 

 

 IMPLEMENTATION 

Employees are not permitted to use tobacco products of any kind or in any form, 

and students are not permitted to possess or use tobacco products of any kind or in 

any form while: 

 1. Inside school-corporation-owned buildings or on school 

corporation property, 

 

  2. Being transported to or from school events and school-corporation-

owned, contacted, or other authorized vehicles, 

   

  3.  Participating in school events off campus. 

 

Visitors shall not be permitted to use tobacco products of any kind or in any form 

while: 

  1.  Inside school-corporation-owned buildings or on school 

corporation property, 

   

  2.  Being transported to or from school events and school-operation-

owned, contacted, or other authorized vehicles. 

 

 ENFORCEMENT 

Any individual who observes a violation of this policy is encouraged to report it 

in accordance with procedures contained in this policy and these regulations. 

 

 A. Students 

Any violation of this policy by students shall be referred to the building principal 

or administrator.  Students who violate provisions of this policy shall be subject to 

regarding student discipline. 

 

 B. Employees 

 1. All uses of tobacco products inside school-corporation-owned 

buildings, and school corporation property, or inside school-operation-

owned or contract vehicles are prohibited at all times. 

 

 2.  Any violation of this policy or regulations by an employee will be 

referred to his/her immediate supervisor.  Repeated violations may 

result in a recommendation to the Superintendent to prohibit the 

violator from entering school corporation property for a specified 

period of time, or suspension from work with or without pay.  If 

deemed necessary by a school official, an appropriate local law 
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enforcement agency may be contacted to assist with enforcement of this 

policy. 

 

 C. Visitors 

  1. Visitors are requested not to use tobacco products inside school 

corporation buildings, on school corporation property, or inside school-

corporation-owned or contracted vehicles. 

 

2. A visitor who is observed using tobacco products in a restricted area 

shall be asked to refrain from such use. 

 

 3.  If a visitor fails to comply with a request to refrain from using tobacco 

products, he/she shall be referred to a building principal or other school 

corporation supervisory staff member who is responsible for the area or 

program during which the violation occurred.  The principal or 

supervisor shall make a decision on further action, which may include a 

directive to leave school property.  Repeated violations may result in a 

recommendation to the Superintendent to prohibit the violator from 

entering school corporation property for a specified period of time.  If 

deemed necessary by a school official, an appropriate local law 

enforcement agency may be contacted to assist with enforcement of this 

policy. 

 

School principals or supervisors in charge of school buildings shall post 

conspicuous signs that read, " TOBACCO USE IS PROHIBITED" or " NO 

SMOKING". 

 

20 USC 6081 eq seq 
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4.6.2 Drug-free Workplace (Drug and Alcohol Offenses) 

 

No employee engaged and working in connection with a Federal grant show 

unlawfully manufacture, distribute, dispense, possess or use on or in the 

workplace any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, 

marijuana or any other controlled substance, as the find in schedules I through V 

of section 202 of the Controlled Substances Act (21 U.S.C. Section 812) and as 

further defined by regulation at 21 C.F.R. 1300.11 through 1300.15. 

  

"Workplace" is defined to mean the site for the performance of work done in 

connection with the Federal grant.  That includes any school building or any 

school premises; any school-owned vehicle or any other school-approved vehicle 

used to transport students to and from school or school activities; off-school 

property during any school-sponsored or school-approved activity, event or 

function, such as a field trip or athletic event, where students are under the 

jurisdiction of the school district where work on a Federal grant is performed. 

  

As a condition of employment in any Federal grant, each employee who is 

engaged in performance of the Federal grant, shall notify his/her supervisor of 

his/her conviction of any criminal drug statute for a violation occurring in the 

workplace as defined above, no later than five days after such conviction. 

 

As a condition of employment in any Federal grant, each employee who is 

engaged in performance of a Federal grant, shall abide by terms of the school 

district policy respecting a drug-free workplace. 

  

An employee who violates the terms of this policy may be renewed or his/her 

employment may be suspended or terminated, at the discretion of the board, and 

in compliance with Indiana law. 

 

An employee who violates the terms of this policy show satisfactorily participate 

in a drug abuse resistance or rehabilitation program approved by the board.  If the 

employee fails to satisfactorily participate in such program, sanctions against the 

employee, including non renewal of his/her contract, suspension and termination 

shall be at the discretion of the board.  Such sanctions, if utilized, will be in 

accordance with prescribed school district administrative regulations and 

procedures, and Indiana law. 

 

41 USC 701 et seq 
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4.6.3 Notice to Employees Working on Federal Contracts or Grants 

 

The Benton Community School Corporation is committed to providing a drug-

free workplace and we expect the cooperation of all employees and a similar 

commitment from them.  Pursuant to the Drug-Free Workplace Act of 1988, the 

unlawful manufacture, distribution, dispensation, possession, or use of a 

controlled substance in the workplace is prohibited.  Any employee who violates 

the above rule may be subject to discipline, up to and including termination.  As a 

condition of employment, all employees must abide by this rule.  In addition, any 

employee who is convicted of a drug statute violation arising out of conduct 

occurring in the workplace must notify the Benton Community School 

Corporation of such conviction at least five (5) days after the conviction. 
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4.6.4 Drug-Free Workplace : Definition of Drugs 
 

Illicit drugs are defined as any narcotic drug, hallucinogenic drug, amphetamine, 

barbiturate, marijuana, anabolic steroid, look-a-like or any other controlled 

substance as defined in schedules I through V of section 202 of the Controlled 

Substances Act (21 USC Section 812) and as further defined by regulation at 21 

C.F.R. 130011 through 1300.15. 
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4.6.5 Reporting Crimes Involving Controlled Substances 

 

Indiana law requires school employees and administrators to report crimes 

involving controlled or illegal substances.  Any employee, who either personally 

sees or has personal knowledge of a crime involving a controlled or illegal 

substance occurring in, on, or within 1000 feet of school property, shall make an 

immediate written report to the school principal.  School property includes school 

buses. 

 

A school principal or other administrative staff member who receives the report, 

or has personal knowledge of a crime involving controlled or illegal substances 

occurring in, on, or within 1000 feet of school property shall make an immediate 

written report using a form on file in each school building designated for this 

specific purpose.  A copy of this report shall (1) be retained by the school 

originating the report; and (2) be forwarded to the proper law enforcement 

agencies. 

 

Crimes involving controlled substances include possession, use, transmittal, or 

being under the influence of any narcotic drug, hallucinogenic drug, 

amphetamine, barbiturate, marijuana, intoxicant, drug paraphernalia, or 

counterfeit drug. 

 

Counselors and psychologists who learn of a violation of the controlled 

substances from privileged communications are exempt from the reporting 

requirement. 
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4.7 Possessing Firearms on School Property 

 

This policy applies to persons who may legally possess a firearm under Indiana 

law. 

 

A firearm under this policy is any weapon that is capable of expelling, designed to 

expel, or may readily be converted to expel a projectile by means of an explosion 

and includes ammunition. 

 

No school employee may possess a firearm in a school building or on school 

property while on duty as a school employee unless the firearm is locked in the 

trunk of the employeeôs vehicle, kept in the glove compartment of the employeeôs 

locked vehicle or stored out of plain sight in the employeeôs locked vehicle. 

 

An employee who holds one of the following positions is authorized to carry a 

firearm in or on school property while carrying out their duties as an employee:  

 

School Resource Officer 

 

No person, including school board members, may intentionally or openly display 

a firearm at any public meeting of the school board. 

 

LEGAL REFERENCE: I.C. 35-47-2-1 

I.C. 35-47-9-1 

I.C. 35-47-11.1-4(6)  

I.C. 34-28-7-2 

I.C. 34-28-8-9 

I.C. 35-47-1-5  
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4.8 JURY DUTY  

 

The Board of Trustees of the Benton Community School Corporation recognizes 

that jury duty is one of the responsibilities of all citizens; therefore, to enable all 

school personnel to fulfill this responsibility, the Board has adopted the following 

provisions: 

  

 1. Substitutes will be employed for those actively serving on juries or going 

through the impaneling process. 

 

 2. The pay rate for those involved will not be altered nor will the day's 

missed be counted against sick leave, personal leave, or vacation days for 

12-month employees. 

 

 3. The drafts or checks that are received by an employee for jury service will 

be endorsed and turned over to the administration office of the school 

corporation. 

 

550 IAC 2-2-8 
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4.9 VALUABLES AND PERSONAL PROPERTY IN THE SCHOOL  

 

Valuables are not to be left in offices or classrooms overnight.  Any money that is 

collected by teachers should be promptly turned in to the principalôs office so that 

it can be deposited in a bank.  The school or school officials are not responsible 

for personal property left or used in the schools. 
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4.10 CONTINUED INSURANCE COVERAGE  

 

  

Employees, of the Benton Community School Corporation may continue to 

participate in the Corporationôs Group Insurance Program.  If the employee 

authorizes in writing his desire to participate and pays to the Corporationôs 

Treasurer the total premium for the desired insurance in a method as prescribed 

by the Treasurer. 

 

 

I.C. 5-10-8-2.6 
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4.11 CHILD ABUSE AND NEGLECT  

 

Reporting Child Abuse/Child Neglect 

  

  

The Board of Trustees of Benton School Corporation recognizes that school employees 

may be able to identity abused or neglected children due to their continuous contact with 

school age children.   

 

Any school employee who has reason to believe that a child is a victim of child abuse or 

neglect shall immediately make an oral or a written report to the Department of Child 

Services or to local law enforcement. After the report has been made, the school 

employee shall notify the school building principal a report of suspected child abuse or 

neglect has been made to the Department of Child Services or to local law enforcement. 

School personnel will not contact parents to determine the cause of suspected child abuse 

or neglect, or otherwise investigate the suspected abuse or neglect. 

 

School employees should be made aware they are required by state law to make the 

reports immediately.  Anyone making a report of a child who may be the victim of child 

abuse or neglect is granted immunity by statute from any civil or criminal liability.  

 

All records of suspected child abuse or neglect will be kept confidential.  The identity of 

a person making a report will not be revealed to the parent, guardian, custodian, or other 

person who is responsible for the welfare of the child named in a report. 

 

"Reason to believe" as used in this policy means evidence which, if presented to 

individuals of similar background and training, would cause those individuals to believe 

that a child was abused or neglected. 

 

Legal Reference: I.C. 31-33-5 
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4.12 HEALTH EXAMINATION  

 

The School Board or Superintendent reserves the right to require any employee or 

candidate to submit to an examination in order to determine the physical and/or 

mental capacity to perform assigned duties. Such examinations shall be done in 

accordance with the Superintendent's guidelines and/or the terms of currently 

valid negotiated agreements.  

 

Reports of all such examinations or evaluations shall be delivered to the 

Superintendent, who shall protect their confidentiality. Reports will be discussed 

with the employee or candidate and made a part of an employee's personal record. 

In the event of a report of a condition that could influence job performance, the 

Superintendent may base a non-employment recommendation to the Board upon a 

conference with a physician and substantiation that the condition is directly 

correlated to defined job responsibilities.  

 

42 U.S.C. 12101 et seq.  

29 C.F.R. Part 1630 
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5.1   ADMINISTRATIVE ORGANIZATION  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Superintendent 

 

Director of Finance 

 

 

Corporation Office staff 

 

 

Director of Transportation 

 

 

Bus Drivers 

 

 

Bus Garage staff 

 

 

Director of Technology and 

Digital Curriculum 

 

 

Technology staff 

 

Director of Food Services 

 

 

Cafeteria Managers and 

staff 

 

 

 

Director of Building and 

Grounds 

 

 

Custodial Staff 
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Building Principals 
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Teachers 
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5.2 ADMINISTRATIVE RESPONSIBILITY  

 

Proper administration of the schools is most vital to a successful educational 

program. The general purpose of the Corporation's administration shall be to 

coordinate and supervise, under the policies of the Board, the creation and 

operation of an environment in which students learn most effectively. 

Administrative duties and functions should be appraised in terms of the 

contribution made to improving instruction and learning. The Board shall rely on 

its chief executive officer, the Superintendent, to provide at the Corporation level 

the professional administrative leadership demanded by this goal. 

 

The administrative organization shall be designed so that all divisions and 

departments of the Central Office and all schools are part of a single system 

guided by Board policies which are implemented through the Superintendent. 

Principals and Central Office Administrators are all expected to administer their 

units in accordance with Board policy and the Superintendent's guidelines and 

procedures. However, the mere execution of directives cannot, by itself, be 

construed as good administration. Vision, initiative, resourcefulness, wise 

leadership--as well as consideration and concern for staff members, students, 

parents, and others--are essential for effective administration. 

 

In order to maintain and enhance an efficient and effective total system, Board 

policy shall strive to decentralize administration so that administrative decisions 

are closer to and, thus, more responsive to the specific needs of individual 

students and the individual school communities. 

 

The Superintendent, each principal, and all other administrators shall have the 

authority and responsibility necessary for his/her specific administrative 

assignment. Each shall likewise be accountable for the effectiveness with which 

the administrative assignment is carried out. The Board shall be responsible for 

clearly specifying requirements and expectations of the Superintendent, and by 

holding the Superintendent accountable by evaluating how well those 

requirements and expectations have been met. In turn, the Superintendent shall be 

responsible for clearly specifying requirements and expectations for all other 

administrators, then for holding each accountable by evaluating how well 

requirements and expectations have been met. 
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5.3 SELECTION OF SUPERINTENDENT OF SCHOOLS 

 

The Board of School Trustees shall appoint the Superintendent of Schools.  The 

contract will be for a term of at least thirty-six (36) months.  If at any time in the 

opinion of the majority of the Board, his services are unsatisfactory he shall be 

notified in writing and given an opportunity to correct the conditions.  If the 

conditions are not corrected, he shall be given notice in writing that his services 

will not be retained and due process procedures as provided in Indiana law will be 

followed. 

 

The board will attempt to attract and retain the services of a qualified and 

experienced educator to serve as Superintendent of Schools. 
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5.4 DEVELOPMENT OF ADMINISTRATIVE GUIDELINES  

 

The Board delegates to the Superintendent the function of specifying required 

actions under which the school shall be operated, whenever practical. These 

detailed arrangements shall constitute the administrative guidelines governing the 

schools. They shall be defined in written form, organized by subject or date with 

adequate indexing for easy use, and distributed to all appropriate personnel, 

including the members of the Board. The administrative guidelines must in every 

respect be consistent with the policies of said Board. 
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5.5 ADMINISTRATIVE JOB DESCRIPTIONS 

 

The School Board wishes the Superintendent to maintain continuously a 

comprehensive, coordinated set of job descriptions for professional and 

operational positions so as to promote effectiveness, efficiency, and economy in 

the operation of the Corporation staff. 

 

Each employee will be provided with a copy of the appropriate job description at 

the time of employment and any revisions thereto.  Employees will be evaluated, 

at least in part, against their job descriptions.  Job descriptions shall be brief, 

factual, and, wherever possible, generically descriptive of similar jobs. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

193 

 

5.6 Superintendent of Schools Job Description 

  

The Superintendent of Schools is the executive officer of the Board of School 

Trustees and is the administrative head of the school corporation.  Competency in 

management skills, school finance, curriculum development, school law, and 

school facility planning to meet immediate and long-range problems of the school 

corporation will be expected.  Authority for the operation of various departments 

may be delegated, but the Superintendent is responsible to the Board of School 

Trustees for the results produced.   

 

 Qualifications: 

 

 1. Hold at least an Educational Specialist degree, doctorate preferred, from 

an accredited institution with a major in administrative supervision. 

 2. Shall have a minimum of three (3) years of building level administrative 

experience/or equivalent. 

 3. Shall hold or be eligible to hold a valid Indiana superintendent's 

certificate. 

 

 Duties: 

 

 1. To matriculate the adopted educational policies of the State and of the 

Board of School Trustees into practice. 

 

 2. To supply the Board of School Trustees with statistics and information 

and to keep the community fully informed of conditions and needs of the 

schools. 

 

 3. To act as a professional advisor to the Board of School Trustees. 

 

 4. To initiate, design, and implement an evaluation system that will yield   

  significant indications of personnel proficiency and operational efficiency. 

 

 5. To assign all teachers and other employees of the school corporation. 

 

 6. To suspend any teacher or non-teaching employee from duty when the 

need for such action is deemed necessary. 

 

 7. To define the duties of all personnel for the Board of School Trustees. 
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 8.         To receive resignations on behalf of the Board of School Trustees. 

 

 9. Manage the corporations insurance &benefit programs and to secure coverage. 

 

     10.       Supervise the corporations supporting services through the directors of 

transportation, food service, technology and digital curriculum, building and 

grounds, and finance. 

 

     11.       To coordinate the preparation of the annual budget and supervise the       

        expenditure of school funds in accordance with the provisions of the  

   budget and the laws of the State. 

 

     12.       To prepare in writing and send to each Board of School Trustees' member a copy 

of the proposed agenda and reference sheet for any regular meeting at least 

seventy-two (72) hours in advance of scheduled meetings. 

 

     13. To review all complaints, requests, questions, and other concerns prior to their 

formal presentation to the Board of School Trustees. 
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6.1 SELECTION OF INSTRUCTIONAL PERSONNEL  

 

The School Board recognizes that it is vital to the successful operation of the Corporation 

that positions created by the Board be filled with highly qualified and competent personnel. 

A.  All laws including those covering appointment, contract, and retirement of 

teachers shall be followed. 

 

B.  Responsibility for securing, maintaining, and renewing certification rests 

solely with the professional staff member. 

 

C.  The Superintendent will make all recommendations to the Board for 

appointment to any vacancy. 

 

D.  In case of emergency, the Superintendent may appoint a member to the 

teaching staff, subject to approval of the Board. 

 

E.  To qualify for appointment, a professional staff member will: 

 

1.  have graduated from a standard accredited four (4) year college or 

university, 

 

2.  hold or be qualified to hold a valid license to teach the subject or 

grade for which s/he is applying, 

 

3.  furnish official transcripts of all college courses studied and grades 

received, 

 

4. be interviewed by his/her own prospective supervisor, other 

appropriate members of the administrative staff, and/or the 

Superintendent; 

 

5.  furnish personal references and judgment of his/her most recent 

supervisor, and 

 

6.  be recommended to the Board by the Superintendent. 

 

Each newly-employed professional member of the staff must complete an orientation 

schedule of activities provided by the Superintendent prior to the first day of school in the 

Fall Semester.  The Superintendent shall prepare procedures for the recruitment and 

selection of all professional staff. 
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6.2 PROFESSIONAL QUALIFICATIONS OF INSTRUCTIONAL PERSONNEL 

 

The Board of School Trustees will employ as new certified personnel only those persons 

who hold at least a Bachelorôs Degree with an academic major in the appropriate subject 

field, and an acceptable state teacherôs certificate. 

 

All instructional personnel are expected to keep themselves informed of essential 

instructional improvement through professional study, group discussions, school visitation 

and travel. 
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6.3 CONTRACTS FOR INSTRUCTIONAL PERSONNEL  

 

All contracts with instructional personnel employed by the Board, except substitutes, shall 

be in writing and signed by Board officers as provided by law. 

 

Any employee who has been absent because of a nervous disorder must present a 

satisfactory report from a physician authorized to practice medicine under the laws of the 

state.  In addition, the employee shall provide a medical report from a physician designated 

by the school corporation. 

 

 Return of Teacher Contracts 

 

In distributing teacher contracts, the Board of Education will establish a reasonable date by 

which the offer of employment is to be accepted or rejected.  This date will be elected based 

on the assumption that teachers should have adequate time for consideration of offers of 

employment and that the school corporation should be able to determine staff needs early 

enough to permit the recruitment of quality personnel. 
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6.4 PROFESSIONAL DOSSIER 

  

Every professional staff member must have the following on file in the Superintendentôs 

Office: 

 

1. A signed contract,  

 

2. A copy of the certification granted by the State of Indiana, 

 

3. An official transcript of credits giving evidence of the degree claimed,  

 

4. A properly signed, up-to-date certificate or voucher of past teaching experience, if 

applicable,  

 

5. An Indiana Retirement number,  

 

6. Social Security number. 
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6.5 SUPERVISION OF STUDENTS 

  

Teachers having students meet at special hours for special instruction or practice for a 

school program or activity are responsible for these students and their actions during the 

special activity period.  Students are not to be in school buildings without supervision. 
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6.6 ATHLETIC DIRECTOR AND COACHING  
 

The Board of School Trustees recognizes that, from time to time, the athletic director may 

also be a head varsity coach or a coach in order to facilitate a program.  When the athletic 

director and high school principal and/or junior high school principal recommend the 

athletic director for a coaching position, the Board of School Trustees must affirm or deny 

such additional duties at its next regularly scheduled meeting. 
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6.7 SELECTING STUDENT TEACHERS  

 

The Board recognizes the importance of the student teaching experience in the preparation 

of teachers for our public schools.  For this reason, they are pleased to cooperate with the 

teacher training institutions of the State in this program.  Every effort will be made to work 

with the institutions and individuals as long as there is no danger of the instructional 

program being handicapped as a result. 
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6.8 ASSIGNMENT AND TRANSFER 

 

 It is the responsibility of the School Board to provide the staff necessary for the 

implementation of the educational program of the School Corporation and the operation of 

the schools, and to do so effectively, efficiently, and economically. The School Board 

believes that the appropriate placement of qualified and competent staff is essential to the 

successful functioning of the School Corporation. 

 

The Superintendent shall be responsible for the assignment and transfer of all personnel. 

When a new certificated position is created or an existing position is vacated, a notice of the 

vacancy shall be posted.  A copy of all notices will be mailed to the BEA President. An 

increase or decrease in the number of single period teaching sections does not represent the 

creation or elimination of a position and does not require a vacancy notice. 

 

A staff member qualified to fill a posted vacancy may submit a letter for transfer to the 

Superintendent. 
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6.9 REDUCTION IN FORCE  

 

A. Considerations for Reduction in Force 

 

It is the responsibility of the Board to employ and retain the certificated staff necessary 

for the effective and efficient implementation of its educational program and the safe 

operation of its schools. The Board shall eliminate certificated positions and reduce the 

number of certificated staff when the Board finds that curricular changes, changes in 

enrollment, return to duty from leave of a certificated staff, closing of schools, territorial 

changes, or other good cause warrants. 

 

B. Consideration of Attrition and Other Staff  Adjustments 

Prior to commencing action to terminate teachers' contracts due to a Reduction in 

Force, the Board of School Trustees will attempt to make needed adjustments 

through: 

 

1. Voluntary retirement 

2. Voluntary resignations 

3. Voluntary transfer of existing staff 

4. Leaves 

5. Cancellation of teachersô contracts for other statutory reason(s) 

 

C. Preliminary  Determination 

 

The Superintendent will meet with the Benton Education Association for the purpose of 

discussing any proposed reduction in the certified staff. 

 

D. Procedure 

 

As required by I.C. 20-28-7.5-1(d), once the positions to be eliminated are identified by 

the Board, the certificated staff members to be dismissed shall be identified on the basis 

of  licensure and merit and not years of service or seniority unless Indiana law dictates 

otherwise. 

 

As used in this policy, "licensure" means the scope of the license issued by the Office  of 

Educator Licensing and Employment in the Indiana Department of Education, and 

"merit" means a performance category assigned to an educator pursuant to I.C. 20-28-

11.5, i.e. "highly effective", "effective", and "improvement necessary" or "ineffective". 

Where two certificated staff members are in the same performance category and are 

required by law to be RIFed based upon merit, one or more of the following factors may 

be considered to identify the staff member to be terminated: 

 

A.  The academic needs of students in the school corporation. 
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B. The assignment of instructional leadership roles, including the responsibility for 

conducting evaluations under I.C. 20-28-11.5. 

 

C. The results of an evaluation conducted under I.C. 20-28-11.5. 

 

D. The attainment of either additional content area degrees beyond the requirements 

for employment; or additional content area degrees and credit hours beyond the 

requirements for employment, if required under an agreement bargained under I.C. 20-

29. 

 

E. The number of years of a teacherôs experience. 

 

 

Certificated staff selected to be terminated pursuant to this policy shall receive the initial 

notification of possible contract cancellation required by law between May 1st and July 1st 

preceding the proposed cancellation of their contract with the Board. 
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6.10 STAFF EVALUATION  

 

Benton Community School Corporation shall develop a plan and implement it beginning 

with the 2013-14 school year for annual performance evaluations of each certified 

employee which includes the following components: 

 

1. Performance evaluations for all certificated employees, conducted at least annually. 

 

2. Objective measures of student achievement and growth to significantly inform the 

evaluation. The objective measures must include:             

 

i. Student assessment results from statewide assessments for certificated 

employees whose responsibilities include instruction in subjects measured in 

statewide assessments;          

 

ii.  Methods for assessing student growth for certificated employees who do not 

teach in areas measured by statewide assessments; and    

 

iii.  Student assessment results from locally developed assessments and other test 

measures for certificated employees whose responsibilities may or may not 

include instruction in subjects and areas measured by statewide 

assessments.        

 

3. Rigorous measures of effectiveness, including observations and other performance 

indicators.    

 

4. An annual designations of each certified employee is one (1) of the following rating 

categories: 

 

i. Highly effective.            

ii.  Effective.            

iii.  Improvement necessary.  

iv. Ineffective.         

 

5. An explanation of the evaluatorôs recommendations for improvement, and the time 

in which improvement is expected. 

 

6. A provision that a teacher who negatively affects student achievement and growth 

cannot receive a rating of highly effective or effective. 

 

The evaluator shall discuss the evaluation with the certificated employee.  A copy of the 

completed evaluation, including any documentation related to the evaluation, must be 

provided to a certificated employee not later than seven (7) days after the evaluation is 

conducted. 

If a certificated employee receives a rating of ineffective or improvement necessary, the 

evaluator and the certificated employee shall develop a remediation plan of not more than 
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ninety (90) school days in length to correct the deficiencies noted in the certificated 

employee's evaluation. The remediation plan must require the use of the certificated 

employee's license renewal credits in professional development activities intended to help 

the certificated employee achieve an effective rating on the next performance evaluation. If 

the principal did not conduct the performance evaluation, the principal may direct the use of 

the certificated employee's license renewal credits under this subsection.     
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6.11 STAFF PROFESSIONAL DEVELOPMENT  

 

 The School Board encourages opportunities for professional staff members to 

improve their competencies through attendance at professional meetings. 

 

For purposes of this policy, a professional meeting shall be defined as any meeting that is 

related to the activities, duties, or responsibilities of professional staff members as 

determined by the Superintendent. The Superintendent shall prepare administrative 

guidelines to implement this policy. 
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6.12 ACADEMIC FREEDOM  

 

 Academic freedom may be defined as the right of a qualified scholar to pursue the 

search for truth in its many forms and to make public his/her methods and findings. It is the 

right of a qualified teacher to encourage freedom of discussion of controversial questions in 

the classroom and to develop in his/her students respect for knowledge and a desire to learn. 

The teachers should keep in mind that 

academic freedom is not a political right guaranteed in the Constitution, but rather 

a necessary condition for the successful practice of the academic profession in a 

free society. 

 

At the public school level, academic freedom is defined as the right and responsibility of 

teacher and student to seek the resolution through consideration of various sides of 

controversial issues. It is recognized that we seek to educate young people in the democratic 

tradition, to foster a recognition of individual freedom and social responsibility, to inspire a 

meaningful awareness of and respect for the Constitution and the Bill of Rights, and to 

instill appreciation of the values of the individual personality. These objectives can best be 

achieved in an environment which encourages free and open exchange of information and 

ideas. 

 

Application of the principle of academic freedom at the public school level involves 

considerations which are not equally present in college or university. The teachers should, 

therefore, take into account the age of their students and their need for guidance and help in 

achieving balanced views. 

 

It is recognized that these ideals of academic freedom must be achieved in the 

context of teachers following, in general terms, Board-approved curriculum guides as 

developed by teachers and/or State guides as developed and prescribed by the Department 

of Education of the State of Indiana. 
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6.13 Electronic and Social Media Policy 

 

Purpose for Electronic and Social Media Policy 

The Benton Community School Corporation recognizes the need to be progressive in new 

methods of communication. To this goal, BCSC has adopted the following policy to 

provide direction for employees when participating in online social media activities. This 

policy is developed in connection with the Corporationôs Internet Safety Policy. Employees 

should review and become familiar with these two policies before participating in online 

social media activities. 

The Benton Community School Corporation does not violate employee freedom of speech 

legal standards, but employees should know that there are limits to these legal standards. 

For example, school corporations may discipline employees for online postings that 

substantially disrupt or can reasonably be foreseen to substantially disrupt school 

operations. Any conduct that adversely affects your job performance, the performance of 

fellow employees, or otherwise adversely affects BCSC may result in disciplinary action up 

to and including termination. The BCSC Electronic and Social Media Policy allows 

employees to participate in online social activities both personally and professionally and 

BCSC will not violate the legal rights of any employee. 

When accessing, creating, contributing to or using any electronic or social media for 

classroom or corporation use, employees must adhere to these guidelines. This social media 

includes all curricular, co-curricular, extra-curricular, clubs, school support organizations 

and school managed sites. 

Definition of Electronic and Social Media 

Electronic media includes all forms of social media, such as text messaging, instant 

messaging, electronic mail (e-mail), Web logs (blogs), electronic forums (chat rooms), 

video-sharing Web sites (e.g., YouTube), Wikis, editorial comments posted on the Internet, 

Interactive Online Games , Social Bookmarking, podcasting,and social network sites (e.g., 

Facebook, MySpace, Twitter, LinkedIn). Electronic media also includes all forms of 

telecommunication such as landlines, cell phones, and Web-based applications. 

All  employees must comply with the provisions outlined below and those contained within 

the  Electronic and Social Media Guidelines and Best Practices.These will be provided by 

the administration and contained in the Administrative Appendix of the School Board 

Policy Manual. 

Professional Responsibility 

 

Social media in the classroom is an extension of the physical classroom. A certified or 

licensed employee, or any other employee designated in writing by the superintendent or a 

principal, may communicate through electronic media with students who are currently 

enrolled in the corporation. All other employees are prohibited from communicating with 

students through electronic media.What is inappropriate in the classroom is inappropriate 
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for students through social media. Employees are encouraged to use existing corporation-

provided web tools to interact with students. 

If posting photographs of students taken at school or at a school-based activity on social 

media, employees should avoid using photographs of students who have not submitted the 

prescribed usage waiver. When posting photographs of students who have submitted the 

usage waiver, employees should only identify students by their first name. 

An employee who uses electronic media to communicate with students should use methods 

provided through the school corporation. This does not include regular text messaging. 

Only a teacher, trainer, or other employee who has an extracurricular or co-curricular duty 

may use text messaging, and then only to communicate with students who participate in the 

extracurricular or co-curricular activity over which the employee has responsibility. A one 

way texting service such as remind.com must be used for these communications. All 

contact and messages by coaches with team members shall be sent to all team members, 

except for messages concerning medical or academic privacy matters, in which case the 

messages will be copied to the athletic director and the principal. 

 

The employee shall limit communications to matters within the scope of the employeeôs 

professional responsibilities: e.g., for classroom teachers, matters relating to class work, 

homework, and tests; for an employee with an extracurricular or co-curricular duty, matters 

relating to that activity. 

 

 

In addition, Federal and State confidentiality laws forbid schools and their employees from 

using or disclosing student education records without parent consent (see Policy 8.14). 

Education records include a wide variety of information; 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 subject to discipline. 

 

Personal Responsibility 

Employees with a personal online presence should be mindful of the information they post. 

Online behavior should reflect the same standards of honesty, respect, and consideration 

that are used in face- to-face interaction. Even if information is deleted, it may still be 

stored on a site's server for a longer period of time. Employees should know that content 

generated by employees could reflect positively or negatively on the corporation. 

Social media friendships should be conducted with caution with parents or guardians of 

students. School personnel should not list current students as ñfriendsò on networking sites 

Inappropriate contact via e-mail or phone is prohibited. Prohibitions against soliciting or 

engaging in sexual conduct or a romantic relationship between a student and a school 

employee are always prohibited even if it is consensual. 
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Employees do not have a right to privacy with respect to communications with students. 

Upon request from administration, an employee will provide the phone number(s), social 

network site(s), or other information regarding the method(s) of electronic media the 

employee uses to communicate with any one or more students, during the time they were 

enrolled. 

 

Material that employees post on social networks that is publicly available to those in the 

school community should reflect the professional image applicable to the employee's 

position and not impair the district's or employee's capacity to maintain the respect of 

students and parents/guardians or impair the employee's ability to serve as a role model for 

children. What in other mediums of expression could remain private opinions, when 

expressed by staff on a social networking website, have the potential to be disseminated far 

beyond the speakerôs desire or intention, and could undermine the public perception of 

fitness of the individual to educate students, and thus undermine teaching effectiveness. In 

this way, the effect of the expression and publication of such opinions could potentially lead 

to disciplinary action being taken against the staff member, up to and including termination 

or nonrenewal of the contract of employment. 

 

H. R. 4577, P.L. 106-554, Childrenôs Internet Protection Act 
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6.14 Teacher Appreciation Grant Policy 

 

Definition 

The term ñteacherò means a professional person whose position with the Corporation 

requires a license (as defined in IC 20-Ȥ28-Ȥ1-Ȥ7) and whose primary responsibility is 

providing instruction to students. 

Distribution 

The Benton Community School Corporation will distribute its 2017 Teacher Appreciation 

Grant funds to teachers: 

1. Who received a Highly Effective or Effective rating from the Benton Community 

School Corporation on their most recently completed performance evaluation; and 

 

2. Are employed on December 1
st 

of the year the Corporation receives the Teacher 

Appreciation Grant monies. 

Benton Community School Corporation will distribute its Teacher Appreciation Grant 

monies to all teachers rated Effective and Highly Effective with those rated Highly 

Effective receiving a stipend at least 25% more than the stipend given to Effective 

teachers. 

Benton Community School Corporation will distribute the stipends within 20 business 

days of the date the Indiana Department of Education distributes the Teacher Appreciation 

Grant funds. 

This Policy shall be reviewed annually by the Board and shall be submitted to the IDOE 

annually by the Superintendent. 

 

 

Legal References: I.C.  20-Ȥ28-Ȥ1-Ȥ7 

I.C. 20-Ȥ43-Ȥ10-Ȥ3.5 
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7.1 CLASSIFIED PERSONNEL DEFINED  

 

Classified personnel are those people that do not require licensing to staff the auxiliary 

positions necessary for the successful operation of the school system. 

 

All cl assified staff members in the BCSC are required to sign a Confidentiality Agreement 

with the school corporation. It is the responsibility of each building principal to obtain a 

confidentiality agreement signed by each classified staff member in the building.  

 

If employed directly by Benton Community School Corporation, individuals employed in 

the following categories shall be considered members of the classified staff:  

 

1. Secretarial and clerical personnel,  

 

2. Head Nurse and other nurses, 

 

3. Supervisor of Maintenance and Operations and maintenance personnel,  

 

4. Cafeteria dietician, cooks, lunchroom supervisors, playground supervisors;  

 

5. Custodians,  

 

6. Technology/networking specialist and technicians, and  

 

7. Security officers.  

 

Any classified staff member's misstatement of fact material to qualifications for 

employment or the determination of salary shall be considered by this Board to constitute 

grounds for dismissal. 
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7.2 SELECTION OF CLASSIFIED PERSONNEL  

 

Classified personnel shall be selected from applications on file of qualified applicants.  The 

Superintendent of Schools or his designee shall recommend qualified people for any 

vacancy on the classified staff to the Board of School Trustees.  Unless otherwise assigned, 

supervisors of classified personnel will be responsible to the Superintendent. 

 

The employment of summer workers and temporary help, shall be from applications of 

qualified applicants.  The Superintendent of Schools or his designee shall interview the 

final candidates with the head or heads of the various departments.  A final selection will be 

made and recommended to the Board of School Trustees.  Summer workers shall receive 

minimum wage.  Returning summer workers shall receive $0.25 per hour over the 

minimum wage for each summer of work experience with the Benton Community School 

Corporation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

217 

 

7.3 EVALUATION OF CLASSIFIED PERSONNEL  

 

The School Board recognizes the importance of implementing a program of classified staff 

evaluations for the purpose of promoting individual job performance and improving 

services to students.  

 

All classified employees shall have a formal written evaluation once a year by their 

administrative/director supervisor.  Goals of the evaluation will include both the recognition 

of qualities of strength as well as identification and elimination of weaknesses. The Board 

expects supervisory staff members to exert every effort to encourage all staff members to 

develop their individual job performance to an optimum degree. The Board expects 

supervisory staff members to devote a substantial amount of time and effort to the 

evaluation process and to the highest possible quality of job performance. Performance 

appraisal shall be continuous and shall not be limited to times and places set for formal 

evaluations.  

 

Evaluations shall be conducted in a fair and friendly manner. Supervisory staff shall make 

every effort to understand the needs of the employee and provide all possible help when 

improvement is needed. Any time the employee fails to reach the minimum standard on 

each of the appropriate categories being evaluated, the supervisor shall  

 

A.  specifically identify areas needing improvement,  

B.  develop specific objectives to help the employee improve his/her 

performance in deficient categories,  

C.  discuss with the employee both the specific deficiency and ways to improve 

it, and  

D.  give the employee a specific length of time to show improvement.  

 

All formal evaluations shall be made in writing, and the regular documentation of 

conferences, conversations, and observations shall be encouraged. The supervisor shall 

review each evaluation with the employee, and both shall sign the completed evaluation. 

The employee shall receive a copy of the completed evaluation and shall have an 

opportunity to include written comments critical of any portion of the evaluation. Copies of 

each evaluation shall be provided the employee, supervisor, and Superintendent.  If, in spite 

of good-faith efforts by the supervisor, an employee's job performance remains 

unsatisfactory, the employee will be given notice that dismissal is likely. All legal and 

contractual procedures for such dismissal shall be observed. Each classified employee shall 

have a "job description" and the evaluation shall rest in large measure on how well the 

employee performs both the specific tasks and general expectations of the job.  All 

Classified staff will be evaluated based on a merit based evaluation scale.  
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7.4 EMPLOYMENT OF SUBSTITUTES  

 

The Superintendent shall obtain the services of substitute classified staff as needed in order 

to prevent the interruption of the operation of the schools.  An individual may not serve as a 

substitute teacher without a license issued by the Department of Education. 
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7.5 STUDENT WELL -BEING 

 

Classified staff members may be confronted with situations which, if handled incorrectly, 

could result in liability to the Corporation and personal liability to the staff member.  

 

It is the responsibility of the Superintendent to prepare administrative guidelines to ensure 

the maintenance of the following standards:  

 

A.  Each classified staff member shall immediately report to the principal or 

designee any accident or safety hazard s/he detects.  

 

B.  A classified staff member shall not send students on any personal errands.  

 

C.  A classified staff member shall not associate with students at any time in a 

manner which gives the appearance of impropriety, including, but not 

limited to, the creation or participation in any situation or activity which 

could be considered abusive or sexually suggestive or involve illegal 

substances such as tobacco, alcohol, or drugs. This provision should not be 

construed as precluding a classified staff member from associating with 

students in private for legitimate or proper reasons.  

 

D.  Students shall not be required to perform work or services.  

 

Most student information other than directory information is confidential under Federal and 

State laws. A staff member who shares confidential information with another person not 

authorized to receive the information may be subject to discipline. Such information 

includes, but is not limited to, information concerning assessment, grades, behavior, family 

background, and alleged child abuse. This does not affect the obligation to report suspected 

child neglect or abuse to Child Protective Services as required by Indiana statute.  
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7.6 CLASSIFIED PERSONNEL HANDBOOK 

 

Policies regarding working conditions for the classified personnel will be listed and detailed 

in a Corporation Classified Personnel Handbook.  

 

This handbook is compiled and reviewed annually by an Administrative-Classified 

Personnel Committee, under the chairmanship of the Business Manager, with 

recommendations made to the Superintendent.  

 

The Superintendent recommends annually to the Board changes to be made in working 

conditions for classified personnel.  

 

The Handbook does not create a contract. 
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7.7 CLASSIFIED STAFF INJURY ON THE JOB  
 

If an employee is injured on the job and after all his/her accumulated sick leave and 

personal business leave had been utilized, the corporation will pay the difference between 

the workmanôs compensation and the regular salary for a period not to exceed thirty (30) 

working days after the day of the accident or injury. 

 

The School Corporation reserves the right to require a physical examination by a medical 

doctor to substantiate the need for and the period of convalescence. 
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8.1 STUDENT ATTENDANCE  

 

 Student Attendance 

 

1.  COMPULSORY ATTENDANCE: All students who are enrolled at schools within the 

school corporation are to be in their assigned classes at the required times, unless they have 

an allowable excuse for their absence. 

 

2. EXCUSED ABSENCES: Excused absences and tardies are: a) personal illness; b) death 

in the immediate family; c) home emergencies or other conditions where parents make 

arrangements which are approved by the principal; d) exclusion because of exposure to 

contagious disease; e) exceptions as designated in the law.  Excused absences are recorded. 

 

Exceptions to compulsory attendance designated in the law and for which the student's 

absence is not to be recorded or penalty awarded are service as a page or as an honoree of 

the Indiana General Assembly, secondary school (high school) students service on election 

board, or to help in the election process, appearance by subpoena in court, ordered service 

on active duty in the Indiana National Guard, and participation in the Indiana wing of the 

civil air patrol. 

 

3. UNEXCUSED ABSENCES: All absences and tardies not designated #1 and #2 shall be 

considered as unexcused.  (Examples of more common unexcused absences are work, 

missing a bus, trips, car trouble, oversleeping, and truancy.) 

 

4. CLASSIFICATION OF ABSENCE: 

  

a. Excused Absence -- See #2 above.  No penalty.  Make-up work is allowed 

and full credit will be given. 

  

b. Unexcused Absence WITH make-up credit -- See #3 above where there is an 

arrangement with the school before the absence occurs and where an 

arrangement has been granted.  Example of Unexcused Absence With make-

up could be family trips approved in advance, verified emergencies, etc.  

Make-up work credit is allowed. 

  

c.  Unexcused Absence WITHOUT make-up credit -- See #3 above where there 

is NO knowledge or approval of the parent and the school -- no acceptable 

parent permission, truancy, work, missed bus, etc.  Make-up work may be 

expected for educational development, but credit will not be applied to class 

grade. 

  

d. Truancy -- A student will be considered truant when the absence from school 

or class is without the knowledge and approval of a school official or parent. 

 

I.C. 20-33-2 
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8.1.1 Compulsory Attendance 

 

Each pupil between the ages of seven and sixteen is required to attend school regularly 

unless there is on file in the Superintendentôs office a physicianôs statement to the effect 

that the child is physically or mentally unable to profit by the services offered by the school. 

 

I.C. 20-33-2-6 

I.C. 20-33-2-18 
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8.1.2 Tardiness 

 

Tardiness means not being in the proper location, ready for work, at the designated time. 
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8.1.3 Elementary Attendance 

 

Absence Verification/Reporting/Attendance Letters: 

Full and Partial Day 

If a student is to be absent, regardless of the reason, the parent or guardian must call the 

school on the morning that student is absent by 9:00 to report the absence. The student must 

bring a written note stating the reason for the absence and the number of days absent upon 

their return to school. If/when a lack of notification occurs the following procedures are in 

place for all students per semester 

Third Absence- Written notification sent to parents. 

Fifth Absence- Written notification sent to parents. Conference with school administration 

or home visit conducted. Documentation required to be sent to Benton County Probation 

Office and Benton County Prosecutorôs Office. 

Seventh Absence- Written notification sent to parents/guardian. Case referred to 

Attendance Committee to discuss alternatives. Documentation required to be sent to Benton 

County Probation Office and Benton County Prosecutorôs Office.  Student placed on 

Attendance Watch and Attendance Contract will be completed. 

Tenth Absence- Written notification sent to parents/guardian. Referral to Department of 

Child Services and Benton County Probation Department. 

 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

228 

 

8.1.4 Residency Requirement for School Attendance 

 

For a student to be admitted into the Benton Community School Corporation, the following 

conditions must be met: 

 

1. The student is a resident of the school corporation as demonstrated that the students 

domicile is within the boundaries of the school district. 

 

2. The Superintendent or the Business Manager may require the following as proof of 

residency: 

 

a. Voters registration of the studentôs parent. 

b. Registration of the parentôs or studentôs vehicle. 

 

I.C. 20-26-11-1 et seq., 

I.C. 20-26-11-19 
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8.1.5 Absence for Religious Instruction 

 

The School Board desires to cooperate with those parents who wish to provide for religious 

instruction for their children but also recognizes its responsibility to enforce the attendance 

requirements of the State.   

 

Upon the signed request of a studentôs parent, building principals will allow exceptions to 

the studentôs continuous attendance at school for religious instruction outside the school 

building by an authorized church or religious organization for no more than 120 minutes 

per week. 

 

A student must be properly registered and a copy of such registration must be filed with the 

principal. 

 

The time for release for religious instruction or education may be arranged by the principal.  

The principal will also assure the appropriate continuance of the instructional program in 

the public school during such release times. 

 

No solicitation for attendance at religious instruction shall be permitted on Corporation 

premises.  No staff member shall encourage or discourage participation in any religious 

instructional program. 

 

I.C. 20-33-2-19 
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8.1.6 Non-Traditional Students: (Examples: Home-School, Online Academy)  

Non-traditional student means, for the purposes of participation in student activities, a 

student not enrolled in Benton Central Junior-Senior high school a minimum of 5 periods 

per day or four (4) hours per day at an elementary school. 

Participation in School Activities 

Non-traditional students at a Benton Community School Corporation school will not be 

eligible to participate in any of the student services, programs, or activities of Benton 

Community School Corporation including, but not limited to: 

 

Participation in school-sponsored, co-curricular or extra-curricular activities or programs. 

Testing 

Non-traditional students will be permitted to take ISTEP and any other achievement/ability 

tests normally given at each grade level by the Corporation. The testing will be done cost-

free and will be done during the regular testing cycle. It is the parent's responsibility to 

make the appropriate arrangements with the school principal. The Corporation will not pay 

for any standardized testing of students not enrolled in the School Corporation. 
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8.2 TITLE I SCHOOL PARENT INVOLVEMENT  

 

The Board of School Trustees endorses the parent involvement goals of Title I and 

encourages the regular participation by parents of Title I eligible children in all aspects of 

the program. The education of children is viewed as a cooperative effort among the parents, 

school and community. In this policy, the word "parent" also includes guardians and other 

family members involved in supervising the child's schooling. 

 

Pursuant to federal law, the corporation will develop jointly with, agree on with and 

distribute to parents of children participating in the Title I program a written parent 

involvement policy. 

 

At the required annual meeting of Title I parents, parents will have opportunities to 

participate in the design, development, operation and evaluation of the program for the next 

school year. Proposed activities shall be presented to fulfill the requirements necessary to 

address the requirements of parental involvement. 

 

In addition to the required annual meeting, at least three additional meetings shall be held, 

at various times of the day and/or evenings, for parents of children participating in the Title 

I program. These meetings shall be used to provide parents with: 

 

1. Information about programs provided under Title I; 

 

2. A description and explanation of the curriculum in use, the forms of academic 

assessment used to measure student progress, and the proficiency levels students are 

expected to meet; 

 

3. Opportunities to formulate suggestions and to participate, as appropriate, in 

decisions relating to the education of their children; and 

 

4. The opportunity to bring parent comments, if they are dissatisfied with the school's 

Title I program, to the district level. 

 

The parents of children identified to participate in Title I programs shall receive from the 

school principal and Title I staff an explanation of the reasons supporting each child's 

selection for the program, a set of objectives to be addressed, and a description of the 

services to be provided. Opportunities will be provided for the parents to meet with the 

classroom and Title I teachers to discuss their child's progress. Parents will also receive 

guidance as to how they can assist in the education of their children at home. 

 

Each school in the corporation receiving Title I funds shall jointly develop with parents of 

children served in the program a "School-Parent Compact" outlining the manner in which 

parents, school staff and students share the responsibility for improved student academic 

achievement in meeting State standards. 

 

The "School-Parent Compact" shall: 
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1. Describe the school's responsibility to provide high-quality curriculum and 

instruction in a supportive and effective learning environment enabling children in 

the Title I program to meet the State's academic achievement standards; 

 

2.  Indicate the ways in which each parent will be responsible for supporting their 

children's learning, such as monitoring attendance, homework completion, 

monitoring television watching, volunteering in the classroom, and participating, as 

appropriate, in decisions related to their child's education and positive use of extra-

curricular time; and 

 

3.  Address the importance of parent-teacher communication on an on-going basis, with 

at a minimum, parent-teacher conferences, frequent reports to parents, and 

reasonable access to staff. 

 

Legal Reference: 20 U.S.C. 6318 
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8.2.1 School-Parent Compact 

 

Benton Community School Corporation, Boswell, Prairie Crossing and Otterbein 

Elementary Schools, and the parents of the students participating in activities, services, and 

programs funded by Title I, Part A for No Child Left Behind Act of 2001 (participating 

children), agree that this compact outlines how the parents, the entire school staff, and the 

students will share the responsibility for improved student academic achievement and the 

means by which the school and parents will build and develop a partnership that will help 

school children achieve the Stateôs standards. 

 

SCHOOL RESPONSIBILITIES 

 

Benton Community School Corporation and Boswell and Prairie Crossing Elementary 

Schools will: 

 

¶ Provide high-quality curriculum and instruction in a supportive and effective 

learning environment that enables the participating children to meet the Stateôs 

student academic achievement in the following ways: 

The schools will provide high quality curriculum and instruction, and do so 

in a supportive and effective learning environment.  Primary literacy groups, 

intensive intervention, Reading Recovery, and grade level instruction are 

based on National and Indiana Academic Standards. 

¶ Hold parent-teacher conferences (at least annually in elementary schools) during 

which this compact will be discussed as it relates to the individual childôs 

achievement. 

Parent-teacher conferences are held each October, March, and as 

requested. 

¶ Provide parents with frequent reports on their childôs progress. 

The schools will provide reports to parents at parent-teacher conferences, 

through quarterly report cards, and testing result updates. 

¶ Provide parents reasonable access to staff. 

Staff will be available for consultation with parents at a time mutually 

agreed upon.  Parents need only contact the teacher or principal. 

¶ Provide parents opportunities to volunteer, participate, and observe classroom 

activities. 

We welcome parent participation at school : PTO events and programs, 

school activities, and classroom activities. 

 

PARENT RESPONSIBILITIES 

 

 We, as parents, will support our childôs learning in the following ways: 

¶ Monitoring attendance. 

¶ Making sure that homework is completed. 

¶ Monitoring amount of television my child watches. 

¶ Volunteering in my childôs school. 

¶ Attending parent-teacher conferences. 
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¶ Participating, as appropriate, in decisions relating to my childôs education. 

¶ Promoting positive use of my childôs extracurricular time. 

 

STUDENT RESPONSIBILITIES 

We, as students, will share the responsibility to improve our academic achievement and 

achieve the Stateôs high standards in the following ways: 

¶ Come to school every day, ready to learn. 

¶ Do my homework every day and ask for help when needed. 

¶ Read at least 30 minutes every day outside of school time. 

¶ Give my parents, or the adult who is responsible for my welfare, all notices and 

information received by me form my school every day. 

 

(Please note : Signatures are not required.) 

 

 

 

  ___________________________________  __________________ 

  School Principal     Date 

 

 

  ___________________________________  __________________ 

  Parent       Date 

 

 

  ___________________________________  __________________ 

  Student      Date 
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8.3 Early Entrance Appeal Procedure 
 

Any child who attains the age of five (5) years on or before August 1 of a school year will 

be admitted to the kindergarten program of Benton Community School Corporation.  If the 

child is younger than five (5) years and the parent(s)/guardian(s) of the child wish to enroll 

the child in the kindergarten program, they may do so by making application to the 

superintendent.  Such application will be made no later than 10 (ten) days prior to the first 

day of school.  The superintendent will make the determination of whether the child will be 

admitted to the kindergarten program. 

 

In evaluating the early admission application(s), the superintendent will base his/her 

decision on the following: 

 

1. If there is space available in the kindergarten program at the school 

the child will attend.  In determining the availability of space, the 

superintendent may consider whether the admittance of the child will cause 

the schoolôs kindergarten/elementary teacher/pupil ratio to be exceeded. 

 

If there are more applicants than the number of spaces available and it is 

determined that an excess number of applicants qualify for early entrance, 

the determining factor for acceptance shall be the birth date of the child; 

children with birth dates closest to the August 1 cutoff date will be admitted 

to the kindergarten program. 

 

If no space is available, or if it is determined that it is not in the best interest 

of the school or the children to admit additional students, no early entrance 

application(s) will be accepted. 

 

2. Any and all information submitted by the parent(s)/guardian(s) of the 

child with the application.  Such information shall include age equivalent 

scores and assessments of the following domains and areas of development: 

cognitive, motor skills (both fine and gross), social/emotional adaptive 

behavior, academic readiness skills, motor development, perceptual 

development, and physical development. 

 

All measure used to determine readiness for school must be standard, 

approved by the corporation, and administered by a professional qualified to 

interpret such tests.  Each child should be tested prior to applying for early 

admission.  Benton Community School Corporation will pay for any 

assessments required. 

 

The superintendent shall not make his/her determination based upon only 

one single test score. 

 

3. Whether early entrance is in the best interest of the child.  A child 

coming into the school corporation from an out-of-state kindergarten 

program (public or private) or an in-state kindergarten program (public or 
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private) who does not meet the Indiana state age-eligibility requirements 

should be admitted to the kindergarten program, unless it can be determined 

that enrollment in such a program was intended to circumvent Indiana law. 

 

The superintendent shall advise the parent(s)/guardian(s) of his/her decision in writing and 

send the same to them by certified mail. 

 

The superintendent, or his/her designee, may develop an application form for early entrance 

to aid in the process of making his/her determination. 

 

I.C. 20-33-2-7 
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8.4 HABITUAL TRUANT  

  
A. A "habitual truant" is defined as a student who has ten (10) or more days of 

unexcused absences or being absent without a parental request filed with the school 

in one school year.** 

 

 B. All students who are at least thirteen (13) years of age but less than the age of fifteen 

(15) years, and who are determined to be a habitual truant per the definition above, 

are subject to Indiana Code 20-33-2-11, which provides that any person who is 

determined to be a habitual truant as defined by school board policy cannot be 

issued an operator's license or learner's permit until the age of 18 years, or until the 

studentôs attendance record has improved as determined by the principal upon 

review of the student's record of at least once per school year.   

 

C. Procedures developed for the administration of this policy, shall include provisions 

for periodic review of all students determined to be habitual truants, and their 

reclassification, when warranted.  These procedures will be developed by the 

Superintendent or his/her designee. 

 

 D. The studentôs principal is required to report to the Indiana Bureau of Motor Vehicles 

of the studentôs status as a habitual truant. 

 

 E. The student upon initial designation of being a habitual truant is entitled to the same 

statutory procedures as a student who is being expelled. 

 

 

Legal Reference:  I.C. 20-33-2-11 

 

 

 

 

** I.C. 20-33-2-11(b)(1) requires the definition of habitual truant to be a student 

who has more than 10 days of unexcused absences in a school year, which is in 

conflict with the definition in I.C. 20-20-8-8. This policy reflects the definition in 

I.C. 20-20-8-8. 
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8.5    TRANSFER TUITION STUDENTS  

 

The Board of School Trustees recognizes that a parent of a child must be a legal resident of 

the Benton Community School Corporation in order for the child to attend its schools. The 

Board recognizes it has the authority to accept transfer students and it is the intent of the 

Board that all applicable laws in regard to student transfers shall be strictly enforced. A 

transfer student is one whose legal settlement is not within the boundaries of the Benton 

Community School Corporation.  

Requests by parents, guardians, or custodians of Indiana students who do not reside in the 

Benton Community School Corporation but who wish to enroll their child in the school 

corporation will be considered for enrollment under the following conditions:  

 

1. A student requesting transfer shall complete the Application for Transfer of Non-

Resident Student and submit it to the Benton Community School Corporation 

Superintendentôs Office prior to April 1
st
.  Transfers will be considered on a yearly 

basis. 

 

2. The parent, guardian, custodian, or student agrees to provide his/her own 

transportation to and from the school.  

 

3. Capacity for each grade level in each building as determined annually by the Board 

of School Trustees will be a consideration as to whether the student will be admitted 

or a random drawing will be necessary to determine who will be accepted. A random 

drawing will take place in a public meeting of the school board when the number of 

eligible transfer applicants exceeds the capacity of the grade level. When determining 

capacity space needed for resident students, current transfer students, siblings of such 

students, and employeesô children will be taken into consideration.  

 

4. When applicable, the parents, guardians, or custodians agree to pay the transfer 

tuition in a timely manner as established by the Superintendent. 

 

Under no circumstances will a transfer student be accepted for athletic reasons. 

 

The building principal and superintendent shall deny a transfer request based on one or more 

of the following criteria: 

 

1. The student has been suspended or expelled for more than 10 school days in the 12 

months preceding the request for transfer.  

 

2. The student was suspended or expelled for possessing a firearm, deadly weapon, or 

destructive device in the preceding 12 months.  

 

3. The student was suspended or expelled for causing physical injury to a student, 

school employee, or visitor to the school.  

 

4. The student was suspended or expelled for violating a drug or alcohol rule.  
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Students transferring to this Corporation from other schools or school corporations shall be 

placed in those classes or at those grade levels for which their previous educational 

experiences appear to qualify them. The School Corporation reserves the right to change or 

modify such placements on the basis of later information, testing, or investigation. 

 

The Superintendent of Schools shall develop the operational procedures and forms 

necessary for the implementation of this policy. 

 

 

Legal References: I.C. 20-26-11-2 

    I.C. 20-26-11-6 

    I.C. 20-26-11-32 

 

 

 

PAYMENT OF TRANSFER TUITION : 

 

Employees who do not reside within the School Corporationôs boundaries, but who wish to 

enroll their child in the school corporation may apply for their child to be a cash transfer 

student. If the employeeôs child is enrolled, the employee will not be charged transfer tuition.  

Should the employment of a non-resident employee terminate for any reason after that 

employeeôs child has been accepted for enrollment under this policy, the child shall be 

allowed to finish the semester in which the employment ended.  The child will continue to be 

eligible to be a cash transfer student with the requirement that transfer tuition be paid.  

 

Legal Reference: I.C. 20-26-11-2 
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8.6 HEALTH ISSUES 

   

8.6.1 Administration of Medication at School 

 

No medication shall be administered to a student without the written and dated consent of 

the student's parent. The consent of the parent shall be valid only for the period specified on 

the consent form and in no case longer than the current school or program year.  

 

All nonprescription medicine to be administered to a student must be accompanied by a 

statement describing the medicine, the dosage, and the time for it to be administered to the 

student. USDA-approved topical, non-aerosol sunscreen products are exempt from this 

requirement. A school employee may assist in applying the sunscreen with written 

permission of the studentôs parent or guardian. A student may possess and use the above-

described sunscreen product while at school and at school events. 

 

All prescription medicine, including injectable medicine, and all blood glucose tests by 

finger prick to be administered to a student must be accompanied by a physician's 

prescription, a copy of the original prescription, or the pharmacy label. If the medication is 

to be terminated prior to the date on the prescription, the written and dated consent or 

withdrawal of consent of the parent is required. The written consent of the parent and the 

written order of the physician shall be kept on file. 

 

No student shall be allowed to keep medicine at school except as provided by state law. 

Any medicine to be administered to a student shall be brought to either the principal's or 

school nurse's office where it will be kept in a secure place. The medication will be 

administrated to the student by the school nurse or a person designated by the school nurse 

or designated by the school principal. 

 

Medication shall be administered in accordance with the parent's statement (in the case of 

nonprescription medicine) or the physician's order (in the case of prescription medicine) 

only by a school nurse or other employee(s) designated in writing by the school principal. 

All administration of medicine shall be documented in writing. Any designated employee 

who is responsible for administering injectable insulin or a blood glucose test by finger 

prick shall receive proper training from a practitioner or a registered nurse and such training 

shall be documented in writing by the practitioner or registered nurse and kept on file in the 

school building office. 

 

Unused medicine by a student may be sent home through the studentôs parent or an 

individual who is at least 18 years old and is designated in writing by the studentôs parent to 

receive the medication. Unused medicine may be sent home with the student only with the 

written permission of the studentôs parent.  

 

Low THC Hemp Extract 

 

Low THC Hemp Indiana law defines ñlow THC hemp extractò as a product: 
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1. derived from Cannabis sativa L., that meets the definition of industrial hemp; 

2. that contains not more than three-tenths percent (0.3%) delta-9-THC (including 

precursors); and 

3. that contains no other controlled substances 

 

Prior to school personnel administering a low THC hemp extract substance, in addition to 

the above requirements, the following criteria must be met: 

 

1. Parent/Guardian has provided the school with written permission to administer the 

product to his/her child and has verified that the product was acquired from a 

retailer that meets the requirements of state law; 

2. Product is in the original packaging and is UNOPENED; 

3. Studentôs health care provider has provided the school with a prescription to 

administer the substance which includes the dose, route and time of administration; 

and 

4. Product has been approved by: (1) the federal Food and Drug administration or the 

federal Drug Enforcement Agency as a prescription or over the counter drug or (2) 

meets the packaging requirements of state law. 

 

Low THC hemp extract substance must be in packaging that contains the information 

required by state law. A school nurse or other trained school personnel will determine if the 

packaging complies with the law prior to the low THC hemp extract being administrated. 

 

 

 

Legal Reference: IC 34-30-14 

   IC 20-33-8-13 

   IC 20-34-3-18 

   IC 20-34-3-22 

   IC 24-4-21 

   511 IAC 7-36-9 
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8.6.2 School Health Program 

 

The Board of School Trustees shall employ a school nurse or nurses who will be 

responsible to the building principal.  The nurse shall be registered in the State of Indiana.  

Experience shall not be a prerequisite for employment, but experience in the field of Public 

Health Nursing shall be preferred.  The nurse shall be responsible for the development of a 

sound school health program under the rules and regulations established by law,  State 

Board of Education, and the Indiana State Board of Health. 

 

The daily schedule of the nurse(s) shall be arranged with the principals.  The schedule shall 

be arranged to best meet the health needs of the individual schools and the grade levels 

therein. 

 

 

I.C. 20-34-3-6 
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8.6.3 Immunizations 

 

Immunizations -  Every child residing in Indiana shall be immunized against diphtheria, 

pertussis (whooping cough), tetanus, measles, rubella, poliomyelitis, mumps, hepatitis B, 

and chicken pox, meningitis, varicella.   A school that enrolls grade 6 female students shall 

provide each parent with information prescribed by the state department of health 

concerning the link between cervical cancer and the human papillomavirus (HPV) infection 

and that an immunization against HPV infection is available.  The parent of any female 

enrolled in grade 6 shall provide the school with a written statement not later than twenty 

(20 ) days after the first day of school stating that the student has received the HPV 

immunization, that the parent has decided not to have the student immunized, or that the 

parent chooses not to provide the information to the school concerning whether the student 

was immunized against HPV.  

 

 

I.C. 20-34-4 
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8.6.4 Wellness Policy on Physical Activity and Nutrition 
 

The Board of School Trustees of Benton Community School Corporation supports the 

health and well-being of the school corporationôs students by promoting nutrition and 

physical activity at all grade levels. 

 

In accordance with federal law, it is the policy of the Board to provide students access to 

healthy foods and beverages; provide opportunities for developmentally appropriate 

physical activity; and require that all meals served by the school corporation meet or 

exceed the federal nutritional guidelines issued by the U.S. Department of Agriculture. A 

Coordinated School Health Advisory Council will be formed and maintained to oversee 

these activities. 

 

The School Wellness Policy shall be made available to students and families by means of 

school registration, the student handbook and the corporationôs website. 

 

I. Coordinated School Health Advisory Council 
 

The board will engage students, parents/guardians, teachers, food service professionals, 

health professionals and other interested community members in developing, 

implementing, monitoring and reviewing corporation-wide nutrition and physical activity 

policies. A Coordinated School Health Advisory Council will be formed and maintained 

at the corporation level to oversee the development, implementation and evaluation of the 

school corporationôs wellness policy. 

A. In accordance with state law and federal law the school corporation will form and 

maintain a corporation level Coordinated School Health Advisory Council that 

includes at least the following: 

¶ Parents/Guardians 
¶ Food service director and staff 
¶ Teachers of Physical Education 
¶ Students 
¶ Health care professionals/Registered dietitians/School Nurse 
¶ School board members 
¶ School administrators 
¶ Any interested member of the public 
¶ Representatives of interested community organizations 

Other potential member of the Council include teachers, school nurses, teaching 

assistants, and community representatives such as recreation professionals, city planners, 

industry professionals and voluntary service workers. 

 

B. The Advisory Council shall meet at least annually to review nutrition and physical 

activity policies and to develop an action plan for the coming year. The Council 

shall meet as needed during the school year to discuss implementation activities 
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and address barriers and challenges. 

C. The Advisory Council shall report annually to the Superintendent and the School 

Board on the implementation of the wellness policy and include any recommended 

changes or revisions. 

D. The School Board will adopt or revise nutrition and physical activity policies based 

on recommendations made by the Advisory Council. 

 

II.  Nutrition  Education 

 

Nutrition topics shall be integrated within the comprehensive health education curriculum 

and taught at every grade level (K-12) according to standards of the Indiana Department 

of Education. Schools will link nutrition education activities with existing coordinated 

school health programs or other comparable comprehensive school health promotion 

frameworks. 

A. Health education will be taught by a licensed health education or Family and 

Consumer Sciences (FACS) instructors. 

B. The school corporation will provide nutrition education training opportunities to 

teachers and staff for all grade levels. 

C. Nutrition education will include lessons that cover topics such as how to read and 

use food labels, choosing healthy options and portion control. 

D. School staff will collaborate with community groups and organizations to provide 

opportunities for student projects related to nutrition (e.g., cultivating school 

gardens, reading food labels and maintaining a caloric balance between food 

intake and physical activity/exercise). 

E. Nutrition education resources will be provided to parents/guardians through 

handouts, website links, school newsletters, presentations and any other 

appropriate means available to reach parents/guardians. 

F. Nutrition educators will partner with school staff of the school food service 

program to use the cafeteria as a learning lab. Healthy items, such as salads and 

fruits, will be displayed prominently in cafeterias to make healthier choices more 

appealing. 

 

III.  Standards for USDA Child Nutrition Programs and School Meals 
 

The board will provide and promote the National School Lunch and Breakfast Programs 

to ensure that all students have access to healthy foods to support healthier choices and 

promote optimal learning. 

 

A. School Meal Content 
1. Meals served through the National School Lunch and Breakfast Programs will:  

¶ Be appealing and appetizing to children; 
¶ Meet, at a minimum, the nutrition requirements established by the 

USDA for federally funded programs; 

¶ Offer a variety of fruits and vegetables; 
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¶ 100 percent of the grains offered are whole grain-rich. 
2. All cooked foods will be baked or steamed. Proper procurement procedures 

and preparation methods will be used to decrease excess fat, calorie and 

sodium levels in food. 

3. The food services department will share and publicize information about the 

nutritional content of meals with students and parents/guardians. The 

information will be available in a variety of forms that can include handouts, 

the school website, articles, school newsletters, presentations that focus on 

nutrition and healthy lifestyles, and through any other appropriate means 

available to reach families. 
B. School Meal Participation 

1. To the extent possible, schools will provide the USDA School Breakfast 

Program to all students. 

2. Schools will inform families of the availability and location of Summer Food 

Service Program meals, in accordance with the Healthy, Hunger-Free Kids 

Act of 2010. 

C. Mealtimes and Scheduling 
1. School meals will be served in clean and pleasant settings. 
2. Students will have convenient access to hand-washing and sanitizing stations. 
3. Potable (drinking) water must be readily available at all mealtimes. 
4. Appropriate supervision will be provided in the cafeteria and rules for safe 

behavior shall be consistently enforced. 
D. Professional Development 

1.  Professional development and training will be provided at least annually to 

food service managers and staff on proper food handling techniques and 

healthy cooking practices. 

 

IV.  Nutrition Standards for Competitive and Other Foods and Beverages 
 

The Board will provide and allow foods and beverages that support proper nutrition and 

promote healthy choices in vending machines, school stores and concession stands, or as 

school fundraisers and classroom celebrations. 

 

A. Availability 
1. In accordance with Indiana Code 20-26-9-19, a vending machine at an 

elementary school that dispenses food or beverage items may not be 

accessible to students. 

2. Vending machines for school staff will not be accessible to students. 

3. Students and staff will have free, potable (drinking) water for consumption 

available in water fountains throughout the school building. 
B. Food as a Reward or Punishment 

1. School staff will not withhold food or drink at mealtimes as punishment. 

 

Fundraisers selling food items that do not meet the federal nutrition standards are 
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limited to two such fundraisers per school building per year. 

The Board will allow marketing in school buildings and on school grounds during the 

school day for only those food and beverages provided by the school that meet the 

federal nutrition standards. Marketing that promotes student health will be permitted in 

school buildings and on school grounds. 

 

V. Physical Activity and Physical Education 
 

The board supports the health and well-being of students by promoting physical activity 

through physical education, recess and other physical activity breaks; before- and after-

school activities; and walking and bicycling to school. Additionally, the board supports 

physical activity among elementary students by providing them with at least 30 of the 

recommended 60 minutes of physical activity per day. 

A. Physical Education K-12 
1. All students in grades K-12 will participate in physical education in order to meet the 

Physical Education Standards. Also, high schools will encourage students to take 

more than the courses of physical education required for all Indiana diplomas. 

2. Waivers will not apply towards the physical education courses required for a 

diploma. Credit flexibility in physical education will be limited to elective physical 

education courses. 

3. Physical education classes will have the same student/teacher ratio used in other 

classes. In Indiana, the ratio for a single school shall not exceed an average of 30 to1. 

4. The physical education program shall be provided adequate space and equipment to 

ensure quality physical education classes for students. 

 

B. Daily Recess and Physical Activity Breaks 
1. Each elementary school shall provide daily physical activity in accordance with 

Indiana Code 20-30-5-7.5. 

2. All elementary school students will have at least 1 period of active recess per day that 

is at least 20 minutes in length as recommended by the National Association for 

Sport and Physical Education (NASPE). This recess period will be outdoors when 

possible. If outdoor recess is not possible due to inclement weather, teachers will 

provide an indoor physical activity break in the classroom. 

3. All teachers will be encouraged to use physical activity breaks during classroom time 

as often as possible. 

4. Schools should discourage extended periods of inactivity (2 or more hours). During 

events such as mandatory school-wide testing, teachers will give students periodic 

breaks for moderate physical activity. 

C. Physical Activity Opportunities Before and After School 
1. Schools will offer intramurals, clubs, interscholastic sports and voluntary activities to 

increase opportunities for physical activity before and/or after school, taking into 

account student interest and supervisor availability. 

2. After-school enrichment providers will include physical activity in their programs, to 

the extent space and equipment allow. 

D. Physical Activity and Remedial Activities/Punishment 

1. Students will not be removed or excused from physical education to receive 

instruction in other content areas. 
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2. School staff will not use physical activity (e.g., running laps, pushups) or withhold 

opportunities for physical activity (e.g., recess, physical education) as punishment. 

E. Walking and Bicycling to School 

1. Where appropriate and safe, schools will allow walking and bicycling to school. 
2. To the extent possible, the school corporation will make improvements so it is safer, 

easier and more enjoyable for students to walk and bicycle to school. 

 

VI.  Staff Wellness 
 

The board supports the health and well-being of our staff by creating and promoting 

policy and environmental supports to provide physical activity and healthy eating 

opportunities. 

 

A. The school corporation will promote programs to increase knowledge of physical activity 

and healthy eating for faculty and staff. Presentations on health and wellness will be 

provided at least twice each school year. 

B. Schools will allow staff to use school facilities outside of school hours for activities such 

as group fitness classes, walking programs and individual use. 

C. Staff will be encouraged to participate in community walking, bicycling or running 

events. 

D. Physical education will be taught by a licensed physical education instructor. 

E. All staff involved in physical education will be provided opportunities for professional 

development focusing on physical activity, fitness, health and wellness. 

F. Schools will promote breastfeeding by making reasonable efforts to provide a private 

location for employees to express breast milk in accordance with IC 22-2-14-2. 
 

VII.  Evaluation 
 

Through implementation and enforcement of this policy, the corporation will 

create an environment that supports opportunities for physical activity and 

healthy eating behaviors. To ensure continuing progress, the corporation will 

evaluate implementation efforts and their impact on students and staff at least 

every three years. The board will notify the public of the results of the three-

year assessment and evaluation. 

 

The board designates the superintendent to ensure compliance with this policy 

and its administrative regulations. The superintendent is responsible for 

retaining all documentation of compliance with this policy and its regulations, 

including but not limited to each schoolôs three- year assessment and 

evaluation report and this wellness policy and plan. The superintendent will 

also be responsible for public notification of the three-year assessment and 

evaluation report, including any updates to this policy made as a result of the 

corporationôs three-year assessment and evaluation. 

 

LEGAL REFERENCE: 42 U.S.C. 1758b  
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8.7 ANIMALS IN CLASSROOMS  

 

Live animals, with the exception of fish in aquariums, are only to be in the school 

for educational purposes.  No live animal will be allowed to stay in a classroom 

longer than a semester or during an extended school break of more than two (2) 

days.  At no time will animals considered dangerous be brought into the 

classrooms.  Service dogs are permitted on school buses and in classrooms to 

perform the functions for which they are trained.  A dogôs laminated identification 

card may be requested for verification. 

 

When an animal is to be brought into a classroom, a note will be sent home with 

the students of that class notifying the parents that an animal will be present.  If 

known in advance, this will be done at the beginning of the school year.  Parents 

are to notify the teacher or principal if their student is allergic to the animal.  

Upon such notice, the principal will confer with the teacher and determine what 

options are available which may include changing to a different species with no 

allergy problems or not having an animal in the classroom.  The school will not 

reveal the name of the student with allergy issues to students or parents.  If, after 

an animal is brought into the classroom, the parent finds their student is allergic to 

the animal, the school will work with the parent and teacher to resolve the issue.  

If necessary, housekeeping will clean all surfaces in the classroom to remove any 

animal dander that may still cause an allergic reaction by the student. 

 

Examples of educational purposes where animals would be in the classroom are: 

1) Animals used in health class to demonstrate effects of different diets. 

2) Animals used in biology to show developmental changes or diversity. 

3) Eggs incubated to show development. 

 

Examples of educational purposes where animals are in the classroom for one day 

or less: 

1) Pets/animals brought into the classroom to allow students exposure to 

a variety of species. 

2) Pets/animals used to demonstrate obedience training. 

 

The principal, when requested by a teacher, has the authority to determine if it is 

appropriate to bring an animal into the classroom. 

 

Cleaning : Cages shall be cleaned by the teacher in charge of the animal, and not 

any student, on a routine basis to avoid offensive odors or pest issues.  Aquariums 

with fish are to be maintained by the teacher in charge of the aquarium, including 

cleaning as needed. 

 

When appropriate, teachers may allow student to handle and/or feed the animals. 

410 I.A.C. 33-4-7 
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8.8 STUDENT LOCKERS 

 

All lockers made available for student use on the school premises, including 

lockers located in the hallways, physical education and athletic dressing rooms, 

industrial education classrooms and art classrooms, are the property of the school 

corporation.  These lockers are made available for student use in storing school 

supplies and personal items necessary for use at school but the lockers are not to 

be used to store items which cause, or can reasonably be foreseen to cause, an 

interference with school purposes or an educational function, or which are 

forbidden by state law or school rules.  A student may not expect to have privacy 

in a locker or its contents. 

 

The studentôs use of the locker does not diminish the school corporationôs 

ownership or control of the locker.  The school corporation retains the right to 

inspect the locker and its contents to ensure that the locker is being used in 

accordance with its intended purpose, and to eliminate fire and other hazards, 

maintain sanitary conditions, attempt to locate lost or stolen material and to 

prevent use of the locker to store prohibited or dangerous materials such as 

weapons, illegal drugs, paraphernalia, or alcohol. 

 

Each school shall develop rules and procedures for the inspection and 

maintenance of school lockers. 

 

I.C. 20-33-8-32 
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8.9 RETENTION  

 

The Benton Community School Corporation does not allow the retention of any 

student who has successfully completed any grade, except upon the 

recommendation of the appropriate school personnel.  Under no circumstances 

may a student be retained for the sole purpose of improving the studentôs ability 

to participate in a school corporation athletic program. 

 

Fair competition and safety of participants is served best when students of 

approximately the same age participate at any one grade level; therefore, any 

student who repeats any grade in circumvention of this policy shall no longer be 

able to participate at the grade level in which she/he is currently enrolled.  The 

student will be classified in athletics as if she/he had not been retained.  For 

example, a seventh-grader who repeats the seventh grade will have to participate 

in eight grade athletics; this process continues until graduation. 

 

 

511 IAC 6.1-5-10 
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8.10 DISCLOSURE OF STUDENT LISTS 

 

The Board of School Trustees of the Benton Community School Corporation, in 

order to maintain the privacy of its students, prohibits the disclosure of any 

student list to any commercial organization that intends to use the list for 

commercial purposes. 

 

ñStudent listò is defined as a list containing the names and addresses of any or all 

students currently or formerly enrolled in the school corporation.  ñCommercial 

organizationò is defined as any entity that is a for-profit organization.  A 

commercial organization does not include any of the Armed Forces of the United 

States as defined by state law.  A commercial purpose is defined as any activity 

that is an attempt to solicit business or profit.  The superintendent shall establish a 

procedure to be followed by all corporation employees when a request for a 

student list is made by a commercial organization. 

 

Indiana law requires a high school to provide access to student directory 

information to recruiting representative of the military services.  Military services 

include the U.S. Air Force, the U.S. Army, the U.S. Coast Guard, the U.S. Marine 

Corps, the U.S. Navy, any reserve component of these military forces, any service 

academy of these military forces, the Indiana National Guard, and the Indiana 

Army National Guard.  Student directory information for purposes of this 

requirement is the studentôs name, address, and listed or published telephone 

number. A parent or student has the option to restrict the release of such 

information to the military servicesô recruiting representative upon written request 

to the high school principal at the end of the studentôs sophomore year in high 

school.   

 

 

 

IC. 5-14-3-4 (c ) 
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8.11 STUDENT DRIVING PRIVILEGES  

 

Transportation services for students are deemed adequate.  Students, who are 

licensed drivers, will be permitted to drive an automobile to and from school if a 

definite need has been established.  The Principal should issue permits to those 

who have justifiable reasons for driving and will have the duty to revoke this 

permission if there is any violation of traffic or safety laws or abuses of school 

rules and regulations.  A student with a driving permit must assume responsibility 

for the safety and conduct of any passenger. 

 

More detailed procedures are provided in the Benton Central Student Handbook. 
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8.12 WITHDRAWAL FROM SCHOOL  

  

The School Board affirms that, Indiana law requires attendance of each student 

until the student is 18 years of age. It is in the best interests of the students and the 

community at large that students complete an educational program that will 

increase their chances for a successful 

and rewarding life. 

 

Whenever a student wishes to withdraw from school, efforts should be made to 

determine the underlying reason for such action and the 

resources of the Corporation should be used, when and as appropriate, to assist 

the student in reaching career goals. Withdrawal requests shall follow procedures 

set forth in state law. 

 

The Superintendent shall develop procedures for withdrawal from school which: 

 

A.  make counseling services available to any student who wishes to 

withdraw, 

 

B.  make every effort to satisfy the student's future educational needs, 

 

C.  help the student define educational life goals and help plan the 

realization of those goals, 

 

D.  inform the student of the G.E.D., 

 

E.  Inform the student of Adult Continuing Education Programs, and 

 

F.  assure the timely return of all Corporation-owned supplies and 

equipment in the possession of the student. 
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8.12.1 Exit Interview  

  

Under Indiana law, any student who is at least sixteen (16) years of age 

but is not yet eighteen (18) years of age, may withdraw from school prior 

to graduation after an exit interview with the studentôs parent or guardian 

is conducted with the appropriate school employee.  The Board of School 

Trustees for the Benton Community School Corporation designates the 

following school personnel to conduct the exit interview of such a student. 

 

  High School 

 

1. Principal 

 

2. Assistant Principal 

 

3. Dept. Head, Guidance 

 

 

 --------------------------------------------------------------------------------------------------- 

 

 

  Jr. High School 

 

1. Principal 

 

2. Assistant Principal 

 

 

 

I.C. 20-33-2-28.5 
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8.13 HOMEWORK  

 

The Board supports teachers and administrators who are continually concerned 

that the purposes of homework lessons assigned for completion by students be 

carefully explained.  Homework can be a meaningful and positive activity with 

purposes related to any one or more of four major categories: 

 

1. Enrichment 

2. Reinforcement 

3. Preparatory 

4. Skill Development 

 

Enrichment assignments are normally those lessons in which all students may 

realistically enhance their personal growth and development.  Students are usually 

given great latitude regarding the topic and the scope of their reading and 

research.  Except for general teacher guidelines, the studentôs efforts may result in 

an original and creative lesson for that student. 

 

Reinforcement lessons are not generally assigned to all class members since 

individual students have a varying need for this type of homework.  In contrast to 

enrichment assignments, reinforcement lessons are generally on a daily basis and 

are also on a one-to-one basis with the teacher. 

 

Preparatory homework is normally intended to familiarize the student with a 

content or topic and to serve as a basis for subsequent activity. 

 

Skill development lessons are usually assigned to all students and are closely 

related to the regular current classwork.  Analysis of the weaknesses and strengths 

is noted regularly by the teachers.  The analysis is used to assist the student 

through teacher supervision of the initial student practice before an independent 

work is assigned. 

 

The Board expects that great care must continually be exercised by the teacher to 

permit students adequate personal time and time for physical and cultural 

development.  A length day of serious study followed by demands and pressures 

of excessive outside assignments may cause negative student attitudes to develop; 

therefore, homework assignments should be approached from a positive 

viewpoint so that they will enhance student success in school.  The age, 

capability, normal growth pattern of children and other demands on student time 

should be taken into consideration when assignments are administered. 

 

511 IAC 6.1-5-9 
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8.14 STUDENT RECORDS 

 

 Definitions 

A. Education Records: Education records consist of all official 

records, files, and data directly related to a student and maintained 

by the school.  Such records encompass all the material kept in the 

studentôs cumulative folder and include general identifying data, 

records of attendance and of academic work completed, records of 

achievement results of evaluative tests, health data, and 

disciplinary records.  Education records are the property of the 

school corporation, access to and correction being governed by this 

policy. 

 

  B. Exclusions: Education records shall not include the following: 

 

1. Data which relates to a student or groups of students but by 

which he or they cannot be identified; as, for example, by 

social security number, name, address, or names of 

relatives, these records generally being referred to as 

unidentifiable student records. 

 

2. Records kept in the sole possession of the maker and which 

are not accessible or revealed to other persons.  Such 

records may include grade books, notes on student work, 

transcripts of interviews, counselorôs notes and memory 

aids. 

 

3. Examples of student work product, such as art and 

vocational objects and written work. 

 

4. Communication privileged under IC 5-15-5.1-13 and 

information required to be furnished to law enforcement or 

social service agencies relating to suspected child abuse or 

neglect under IC 31-33-5-1. 

 

C. Parents:   Parents of a student shall include parents, guardians, and 

custodians. 

 

 Custody and Protection of Student Records 

  A. Place records are kept.     

Student records will generally be maintained in the cumulative 

record folders in the administrative offices of the school in which 

the student is currently enrolled.  With the consent of the 

Superintendent or his designee, a portion of student records may be 

kept in other places for reasons of effective school administration. 
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  B. Control of the records.   

Student records, in each place where they are maintained, shall be 

under the immediate control of the person in charge of the building 

who shall be responsible for carrying out this policy. 

 

C. Record of access to student records. 

Each individual student cumulative folder, and each student record 

maintained separate from the folder, shall contain a written form 

upon which any person examining such records shall indicate the 

following: 

 

1. The identity of such person. 

2. The specific record examined. 

3. Purpose of the examination. 

4. The date on which, or in the case of a person whose job 

within the school staff member, a party with written 

consent from the parent or student who is at least 18 years 

of age, or a party seeking directory information. 

 

 Access to Student Records 

  A. Right of access. 

A parent of a student who (1) is less than 18 years of age and not 

enrolled in a post-secondary institution, or (2) is a dependent 

student as defined by Section 152 of the Internal Revenue Code of 

1954, has a right to inspect and review such studentôs records or 

any part thereof.  A student has a right to inspect or review his or 

her records or any part thereof. 

 

  B. Manner of exercising such rights.   

Such right shall be exercised by presenting a written request to the 

office of the superintendent or his designee.  The request shall 

specify the specific records which the parent or student wishes to 

inspect or examine.  In the even the school cannot determine the 

exact records as described, the designated school employee shall 

immediately contact the parents or student by letter or otherwise, 

to determine the desired scope of records to be inspected. 

 

Such inspections shall be made during reasonable business hours 

determined by mutual agreement between the school employee and 

the parents or student.  A school official shall be present during 

any such inspection to assist in the interpretation of the records. 

 

C. Records involving more than one student.   

Where the records requested include information concerning more 
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than one student, the parents shall either receive for examination 

that part of the record pertaining to their child, or where this cannot 

be reasonably done, be informed of the contents of the part of the 

record pertaining to their child. 

 

 Access to Student Records by Third Parties 

 

A.   Access without the consent of the parents or student who is at least 

18 years of age or enrolled in a post-secondary institute.  The 

education records of any student shall be available to the following 

persons, or in the following situations, without the consent of the 

parents or student who is at least 18 years of age or enrolled in a 

post-secondary institution: 

 

1. School officials within the school corporation who have 

legitimate educational interests. 

 

2. Officials of another school system or institution of post-

secondary education where the student seeks or intends to 

enroll.  The parent or student will not be notified of the 

disclosure of education records to another school, school 

system, or institution of post-secondary education where 

the student seeks to attend or enroll.  The parent or student 

who is at least 18 years of age may receive a copy of the 

record that was disclosed upon request. 

 

3. Authorized representative of the Controller General of the 

United States or the Secretary of the Department of 

Education or other federal agency, and authorized 

employees of the Indiana Department of Education, 

provided, however, that except where collection of 

personally identifiable data is specifically authorized by 

federal law, any data or copies collected by such officials 

with respect to individual students shall not include 

information which would permit the personal identification 

of any student or their parents. 

 

4. Organizations conducting studies for, or on behalf of the 

school corporation for the purpose of developing, 

validating, or administering predictive tests, and improving 

instruction. 

 

5. Accrediting organizations in order to carry out their 

accrediting functions. 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

260 

 

6. Appropriate state or local officials in health or safety 

emergency where such officials need the information 

immediately to deal with a serious threat to the health or 

safety of students or other individuals. 

 

7. Where such information is furnished in compliance with a 

judicial order and pursuant to any lawfully issued 

subpoena, upon the condition however, that parents are 

notified of all such orders or subpoenas as soon as 

reasonably possible after they are received, and in any 

event no less than 24 hours before disclosure. 

 

Access to records with consent. 

 

Education records may be furnished to any other person with the 

written consent of the: 

 

1. The parent of a student who is less than 18 years of age 

unless the student is attending an institution of post-

secondary education, or 

 

2. The student who is at least 18 years of age or is attending 

an institution of post-secondary education. 

 

Such written consent shall specify the records to be released, the 

reasons the records are to be released, and to whom.  To the extent 

reasonable possible, the school corporation shall release 

information to persons on the condition that such persons will 

maintain the confidentiality of the information and will not reveal 

or disseminate the information to other persons. 

 

 Correction of the Student Records 

Parents shall have an opportunity for a hearing to challenge the content of 

their childôs education records to insure that they are not inaccurate or 

misleading or otherwise in violation of the rights of privacy or the 

constitutional rights of the child.  If the parents believe that such records 

should be corrected or some items deleted, they shall advise the 

superintendent or his designated representative, who shall provide them an 

informal conference.  In the event no agreement is reached, the parent 

shall have an opportunity for a hearing to correct or delete the record by 

filing a statement of the relief they request and a hearing shall be held 

thereon, and appeals taken, in the same manner as a charge brought under 

511 IAC 7-38-2. 

 

 Copies of Records 
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Copies of records may be provided at no charge to a (1) parent of a student 

under 18 years of age or dependent student as defined by Section 152 of 

the Internal Revenue Code of 1954, or (2) student who is at least 18 years 

of age or enrolled in a post-secondary institute of higher instruction, where 

such person is unable because of distance or other valid reason to 

personally inspect and review the education record.  Fees for all other 

copies shall be assessed at ten (10) cents per page for copies on pages not 

larger than 9ò x 14ò.  Fees for any other record shall be assessed at the 

actual cost of copying. 

 

 Release of Directory Information 

The school corporation may release certain ñdirectory information,ò which 

means information contained in an education record of a student that 

would not generally considered harmful or an invasion of privacy if 

disclosed and which includes, but is not limited to, the studentôs name, 

address, parentsô names and their home and work telephone numbers, 

major field of study, participation in official recognized activities and 

sports, height and weight of members of athletic teams, dates of 

attendance, awards received, motor vehicle description (including license 

plate number), hair and eye color, race, sex, date of birth, height, weight, 

grade level, and other similar information, without consent to media 

organizations (including radio, television, and newspapers), colleges, civic 

or school-related organizations and state or local governmental agencies. 

 

Parents of a student less than 18 years of age or of a student who is at least 

18 years of age desiring to object to disclosure of any or certain of the 

categories of directory information should request a non-disclosure form 

to deny consent for release of all directory information, or he/she may 

selectively deny consent by circling those categories of directory 

information he/she does not wish released. 

 

Building principals shall ensure that parents are informed of their right to 

object to the release of directory information and that they have 14 

calendar days from the beginning of the school year in which to file an 

objection. 

 

20 U.S.C. 1232g 

511 IAC 7-38-2 
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8.15 ATHLETICS  

 

With respect to athletic activities that may require students remaining overnight 

due to planned or extenuating circumstances, the Superintendent of Schools shall 

have the responsibility to approve or deny such overnight activities.  Every effort 

should be made to obtain prior approval for overnights or as soon after the vent as 

possible from the Board of School Trustees. 
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8.16 SMOKING AND OTHER TOBACCO USE  

 

The Board of School Trustees for Benton Community School Corporation is 

dedicated to providing healthy, comfortable, and productive environment for 

students, staff, and citizens.  The Board remains committed to the notion of 

reducing involuntary exposure to tobacco smoke among students and staff.  The 

Board believes that it is the right of the nonsmoker to breathe clean air.  The 

Board believes that the use of tobacco products in a school building denies 

students, staff and visitors access to clean air, introduces a substantial health 

hazard to those persons, and interferes with learning and teaching.  (The Board 

further joins with the American Cancer Society, the American Lung Association, 

and the American Heart Association in promoting a tobacco-free young America.) 

 

The Board also believes that education has a central role in establishing patterns 

of behavior related to good health, and shall take measures to help students and 

staff to resist tobacco use.  A curriculum related to student tobacco use prevention 

shall be developed, introduced, and continued at the primary grade levels, and 

given even greater in-depth concentration at secondary levels, grades 7-12.  

Moreover, the Board recognizes and supports the positive impact and the 

importance of adult role-making for students during their formative years in a 

tobacco-free environment. 

 

It is the intent of the Board to create a " tobacco-free" school environment.  

Appropriately, the Board discourages the possession and/or the use of all tobacco 

products by students. 

 

The implementation of this policy, through the development of appropriate 

regulations, shall be designed primarily to enhance health and safety education for 

all students and staff, and to promote air cleanliness and all school buildings and 

all school-owned and contacted vehicles in which students, staff, and patrons 

travel to and from school events. 

 

DEFINITIONS 

1. Regular School Hours shall mean from the time students first 

arrive on school-owned property (or school bus) for the day until 

students leave school-owned property (or school bus) at the end of 

an instructional day. 

 

2. Tobacco Use shall mean " smoking, chewing, or maintaining 

tobacco in one's mouth to derive the effects of tobacco". 

 

3. Smoking shall mean " the burning of a lighted cigar, cigarette, 

pipe, or any other matter or substance which contains tobacco". 

 

IMPLEMENTATION 
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Employees and students are not permitted to possess or use tobacco 

products of any kind or in any form while: 

 

1. Inside school-corporation-owned buildings, with the 

exception of the bus garage. 

 

2.  Being transported to or from school events in school-

corporation-owned, contracted, or other authorized 

vehicles. 

 

Visitors shall not be permitted to possess or use tobacco products of any 

kind or in any form while: 

 

1.  Inside school-corporation-owned buildings, with the 

exception of the bus garage. 

 

2.  Being transported to or from school events in school-

corporation-owned, contracted, or other authorized 

vehicles. 

ENFORCEMENT 

The success of this policy will depend upon the thoughtless, consideration, 

and cooperation of tobacco product users and non-tobacco product users.  

All individuals share in the responsibility for adhering to and enforcing 

this policy.  Any individual who observes a violation of this policy is 

encouraged to report it in accordance with procedures contained in this 

policy and regulations. 

 

A.  Students 

Any violation of this policy by students shall be referred to the 

building principal or assistant principal.  Students who violate 

provisions of this policy shall be subject to the provisions of school 

board policies and student handbooks regarding student discipline. 

 

B.  Visitors 

 

1.  Visitors are requested not to use tobacco products in the 

presence of students on school property, or outside school-

corporation-owned buildings during regular school hours. 

 

2.  Visitors shall not use tobacco products inside school-

corporation-owned or contracted vehicles in the presence of 

students. 

3.  A visitor who is observed using tobacco products away 

from designated areas inside school-corporation-owned 

buildings shall be asked to refrain from such use. 
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4.  If a visitor fails to comply with a request to refrain from 

using tobacco products, he/she shall be referred to a 

building principal or other school corporation supervisory 

staff member who is responsible for the area in which or 

program during which the violation occurred.  The 

principal or supervisor shall make a decision on further 

action, which may include a directive to leave school 

property.  Repeated violations may result in a 

recommendation to the superintendent to prohibit the 

violator from entering school corporation property for a 

specified period of time.  If deemed necessary by a school 

official, an appropriate local law enforcement agency may 

be contacted to assist with enforcement of this policy. 

 

C.  Employees 

 

1.  All uses of tobacco products inside school-corporation-

owned buildings except the bus garage or inside school-

corporation-owned or contracted vehicles are prohibited at 

all times. 

 

2.  Any violation of this Policy or Regulation by an employee 

will be referred to his/her immediate supervisor. 

 

3.  An employee violating this Policy or Regulations will be 

asked to refrain.  If an employee fails to comply with a 

request to refrain from using tobacco products, he/she shall 

be referred to a building principal or other school 

corporation supervisory staff member who is responsible 

for the area in which or program during which the violation 

occurred.  The principal or supervisor shall make a decision 

on further action, which may include a directive to leave 

school property.  Repeated violations may result in a 

recommendation to the superintendent to prohibit the 

violator from entering school corporation property for a 

specified period of time.  If deemed necessary by a school 

official, an appropriate local law enforcement agency may 

be contacted to assist with enforcement of this policy. 

 

School principals or supervisors in charge of school buildings shall, on 

behalf of adult employees and visitors, post conspicuous signs that read, " 

TOBACCO USE IS PROHIBITED". 

 

 

IC 16-41-37 
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8.17 SPECIAL EDUCATION  

   

8.17.1  Suspension and Expulsion of Special Education Students 

   

  Suspension 

 

For students with disabilities, a temporary cessation of educational or 

related services constitutes a suspension.  Before a student can be 

suspended, the student must be afforded an informal hearing, wherein the 

student is entitled to a written or oral statement of the charges against 

him/her; if requested, a summary of the evidence against him/her; and an 

opportunity to explain his/her conduct.  This informal hearing shall 

precede the suspension of a student unless the nature of the misconduct 

requires immediate removal of the student.  For students with disabilities, 

suspensions shall not exceed five (5) consecutive instructional days or ten 

(10) cumulative instructional days in a school year. 

 

Expulsion 

 

Before a student can be expelled from school, the student and the student's 

parents shall be afforded the opportunity for a hearing before an appointed 

hearing examiner.  For a student with disabilities, the hearing must be 

preceded by a case conference committee meeting.  At such a meeting, the 

case conference committee shall review the students' behavior and 

determine whether the behavior is caused by, or is a manifestation of, the 

student's disability.  If the committee determines there is such a causal 

relationship between the student's behavior and the studentôs disability, the 

students may not be expelled.  If, however, the committee determines 

there is no causal relationship between the students' behavior and the 

student's disability, the expulsion hearing may be initiated.  In the event of 

the expulsion of a student with disabilities, educational and related 

services shall not cease.  The case covers committee shall determine the 

educational services that will be provided during the expulsion period. 

 

 

511 IAC 7-44-1 et seq. 
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8.17.2 Educational Surrogate Parent Policy 

   

The school corporation shall ensure that a pool of educational surrogate 

parents is available so that an educational surrogate parent may be 

appointed, when necessary, to protect the rights of students with 

disabilities.  An educational surrogate parent shall be appointed on the 

students' parents are unknown; when the whereabouts of the parents is 

unknown; when, after reasonable efforts the student's parents cannot be 

located; or when the student is a word of the State of Indiana.  The 

educational surrogate parent may represent the student in all matters 

relating to the identification, evaluation, educational placement, and 

provision of a free appropriate public education. 

 

Any person assigned as an educational surrogate parent shall not be an 

employee of a public or private agency involved in the education or care 

of the student, or have any interest that conflicts with the student.  The 

educational surrogate parent shall match the studentôs cultural and 

linguistic background to the extent possible and shall possess the 

knowledge and skills necessary to adequately represent the student. 

 

511 IAC 7-39-1 

511 I.A.C. 7-39-2 
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8.17.3 Least Restrictive Environment 

   

Students with disabilities, including those in public or private residential 

institutions and other care facilities located in the attendance area of the 

school corporation, shall be educated and participate in academic, 

nonacademic, and extracurricular activities with nondisabled students to 

the maximum extent appropriate.  The educational placement of students 

with disabilities shall be determined annually by a case conference 

committee and shall be based on the studentôs individualized education 

program.  The case conference committee shall also take into 

consideration any potentially harmful effect of a suggested placement on 

the student or on the quality of services needed. 

 

Unless the individualized education program requires some other 

arrangement, a student with disabilities shall be educated with the students 

chronological peers in the school the student would attend if nondisabled.  

Placement of students with disabilities in special classes or separate 

facilities shall occur only when it is documented by the case conference 

committee that education in general education classes, with the use of 

supplementary aids and services, cannot be satisfactorily achieved.  If 

necessary, a continuum of alternative educational placements shall be 

available to meet the individual needs of students with disabilities. 

 

511 IAC 7-42-10 
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8.17.4 Rights of Handicapped Persons 

 

It is the policy of the Board of Education that no otherwise qualified person shall, 

solely by reason of his/her handicap, be excluded from participation in, be denied 

the benefits of, or be subjected to discrimination under any program or activity 

sponsored by this Board. 

 

As used in this policy and any implementing regulations, " handicapped person" 

means a person who has, had, or is regarded or was regarded as having, a physical 

or mental impairment that substantially limits one or more of a person's major life 

activities and includes specific learning disabilities. 

 

Notice of the Board's policy on nondiscrimination employment and education 

practices shall be posted throughout the District, and published in any district 

statement regarding the availability of employment positions or special education 

services. 

 

Employment 

No employee or candidate for employment shall be discriminated against 

in recruitment, employment, promotion, training, or transfer solely 

because of his/her in handicapping condition. 

 

No candidate for employment shall be required to answer a question 

regarding a handicapping condition and no such candidate will be 

discriminated against on the basis of a handicapping condition that is not 

directly related to the essential function of the position for which he/she 

has applied. 

 

Reasonable modifications in scheduling and the allocation of duties, not 

directly affecting the instruction program, shall be made to accommodate 

employment conditions to the needs of handicapped persons. 

 

Facilities 

The educational program of this District shall be equally accessible to all 

students at each grade level.  Barrier-free access to school facilities shall 

be provided to the extent that no handicapped person is denied an 

opportunity to participate in a District program available to non 

handicapped persons.   

 

Program 

The Board directs that all reasonable efforts be made to identify unserved 

handicapped students of this District eligible for special education and/or 

related services.  A free appropriate public education shall be provided for 

each child determined to be in need of special education and/or related 

services.  Such a program of special education shall be provided in the 
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least restrictive environment and in barrier-free facilities comparable to 

those provided for non handicapped students.  To the maximum extent 

appropriate to the studentôs handicap, a handicapped student shall be 

placed in an educational setting with non handicapped or less severely 

handicapped students. 

 

No student will be denied, because of his/her handicap, participation in co-

curricular, intramural, or interscholastic activities or any of the services 

offered or recognitions rendered regularly to the students of this District. 

 

The due process rights of handicapped students and their parents will be 

rigorously enforced. 

 

Enforcement 

The superintendent is designated as Section 504 compliance officer.  A 

complaint regarding a violation of law and this policy in an employment 

decision shall be subject to a grievance procedure that provides for the 

prompt and equitable resolution of disputes.  The grievance procedure 

shall follow these steps: 

 

A.  The grievant will file a written complaint, stating the specific facts 

of his/her grievance and the alleged discriminatory act, with the 

section 504 compliance officer. 

 

B.  The compliance Officer shall make all reasonable efforts to 

resolve the matter informally at the administrative level most 

immediate to the complete. 

 

C.  In the event the complete cannot be resolved informally, the 

compliance officer will convene an informal hearing, no later than 

10 (ten) working days after the filing of the complaint, at which the 

grievant and the administrator responsible for the disputed action 

may present testimony and documents relevant to the complaint.  

Witnesses may be called and cross-examined.  Detailed minutes of 

the hearing will be made and kept; a copy of the minutes will be 

made available to each party.  Within 10 (ten) working days of the 

hearing, the compliance officer will provide a written copy of 

his/her determination to both parties. 
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8.17.5 Seclusion and Restraint Plan  

In Response to Indiana Code 20-20-40:  

Introduction:  

Every effort should be made to prevent the need to restrain or place students in 

seclusion. However, the School recognizes that at times it may become 

necessary for employees to use reasonable restraints and/or seclusion when there 

is an imminent risk of serious physical harm to the student or others. 

Restraint or seclusion should not be used as a means of punishment or 

convenience. All behavioral interventions used must ensure the right of all 

students to be treated with dignity and respect. 

A supportive school environment can greatly reduce, and in many cases 

eliminate, the need for restraint or seclusion. The School will use positive 

behavior intervention and support and conflict de- escalation strategies to 

eliminate or minimize the need for use of restraint or seclusion. School staff 

should promote and teach students appropriate behavior and should model 

appropriate behavior with their own conduct. 

This Restraint and Seclusion Plan applies to all students, not only students with 

disabilities. Any behavioral intervention, including any physical restraint or 

seclusion, must be consistent with any applicable behavioral intervention plan 

(BIP), or individualized education program (IEP), as well as with this restraint 

and seclusion plan. 

Nothing in this Plan prevents a school employee from stopping a physical 

altercation, acting to prevent physical harm to a student or another individual, or 

acting to address an emergency until the emergency is over, whether or not the 

school employee has received formal training on the use of restraint or 

seclusion. 

This Plan does not apply to Student Resource Officers (SROs) who may need to 

restrain or seclude a student while performing law enforcement duties. SROs 

will follow their own procedures and training when performing law enforcement 

duties. 

 

9 USE OF RESTRAINT  

9.6 Restraint shall only be used when a student is displaying 
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behavior that presents imminent danger of serious physical 

harm to the student or others. 

 

9.7 Restraint shall only be employed as a last resort when other less 

restrictive interventions are ineffective. 

 

9.8 Restraint shall only be employed by staff members who have received 

crisis intervention training by the school in the use of restraint 

procedures with the following exceptions: 

9.8.4 Other school personnel may employ restraint procedures only in 

rare and unavoidable emergency circumstances when fully trained 

school personnel are not immediately available. Untrained staff 

shall request assistance from trained staff as soon as possible. In this 

circumstance, restraint of the student shall be conducted in a manner 

as consistent with the techniques prescribed in crisis intervention 

training as possible. 

 

9.9 Restraint shall last only as long as is necessary for the student to 

regain behavioral stability, and the risk of injury has ended, 

usually a matter of minutes. 

 

9.10 The degree of restriction employed must be in proportion to the 

circumstances of the incident, the size and condition of the student, 

and the potential risks for injury to the student. 

 

9.11 Mechanical or chemical restraints are not authorized in school. 
 

9.12 Seclusion or restraint shall never be used in a manner that restricts a 

childôs breathing or harms the child. 

 

9.13 Every instance in which seclusion or restraint is used shall be 

carefully, continuously and visually monitored to ensure the 

appropriateness of its use and safety of the child, other children, 

teachers, and other personnel. 

10 WHEN RESTRAINT PROCEDURES SHALL NOT BE EMPLOYED  

 

10.6 Restraint shall not be used unless there is imminent risk of injury 

to someone by the student. 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

273 

 

 

10.7 A verbal threat or verbally aggressive behavior does not itself indicate 

an imminent risk of injury, and shall not result in restraint. 

 

10.8 Destruction or damage to property does not constitute a risk of 

imminent injury unless in so doing a risk of injury to the student or 

others is created. 

 

10.9 When known medical or physical condition of the student would 

make the restraint procedures dangerous for that student (e.g. students 

with heart or circulatory conditions, asthma, etc.) they shall not be 

employed. 

 

10.10 Restraint shall never be used as a punishment or discipline, to 

force compliance with staff commands, as a means of coercion or 

retaliation, or as a convenience. 

 

11 USE OF SECLUSION 

11.6 Seclusion shall only be used when a student is displaying physical 

behavior that presents imminent risk of serious physical harm to the 

student or others, and the threat could be diminished if the student was 

in a safe environment away from other students and staff. 

 

11.7 Seclusion shall only be employed when other less restrictive 

interventions are ineffective. 

 

11.8 Seclusion shall only be used as long as necessary and shall be 

discontinued when the student is no longer an imminent threat to 

others. 

 

11.9 Seclusion shall only be employed by staff members who have 

received specific approved crisis intervention training in the 

use of seclusion procedures. 

 

11.10 Seclusion must be used only when the student can safely be 

transported to the seclusion environment by trained staff members 
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using appropriate techniques based on crisis intervention training. 

 

11.11 Time out procedures that do not constitute seclusion are permitted in 

school. 
 

11.12 All seclusion environments shall be inspected and shall: 

11.12.4 Be of reasonable size to accommodate the student and at 

least one adult. 

11.12.5 Be of reasonable size to permit students to lie or sit down. 

11.12.6 Have adequate ventilation including heat and air 

conditioning as appropriate. 

11.12.7 Have adequate lighting. 

11.12.8 Be free of any potential or predictable safety 

hazards such as electrical outlets, equipment, and 

breakable glass. 

11.12.9 Permit direct continuous visual and auditory monitoring of 

the student. 

11.12.10 Permit automatic release of any locking device if fire 

or other emergency in the school exists. 

11.12.11 If locked, shall be automatically released after five 

minutes or with any building wide alarm (such as fire, 

tornado or code red alarm). 

11.12.12 Shall meet current fire and safety codes. 

 

12 WHEN SECLUSION PROCEDURES SHALL NOT BE EMPLOYED  

12.6 When the substantial imminent risk of injury no longer exists. 

 

12.7 When known medical or physical condition of the student 

would make the seclusion procedures dangerous for that 

student (e.g. students expressing suicidal thoughts, students 

with heart or circulatory conditions, asthma, or other 

conditions). 

 

12.8 Seclusion shall never be used unless a staff member can 

continuously monitor the student for visual or auditory signs of 

physiological distress, and can communicate with the student. 
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12.8.4 Students shall be permitted to use the restroom upon request, and 

be escorted to and from the restroom. 

12.8.5 Students shall be provided water on request. 

 

12.9 Seclusion shall never be used as a punishment, or to force 

compliance with staff commands, as means of coercion or 

retaliation, or as a convenience. 

 

13 TIME -OUT 

Time-out is a behavior reduction procedure in which access to reinforcement is 

withdrawn for a certain period of time. Time-out occurs when the ability of a 

student to receive normal reinforcement in the school environment is restricted. 

Time-out shall be both developmentally and behaviorally appropriate and shall 

be short in duration. 

 

14 INFORMING PARENTS AND GUARDIANS GENERALLY  

All student handbooks shall include a statement similar to this: 

As a part of the emergency procedures in place in our schools, no student will 

be restrained and/or placed in seclusion by school staff unless the studentôs 

behavior poses an imminent risk of injury to him/herself or others. However, 

significant violations of the law including assaults on students and staff will be 

reported to the police. As soon as possible after any such use of restraint and/or 

seclusion, the parents or guardian will be informed when any of these actions 

have occurred and will be provided with a detailed account of the incident 

including the circumstances that led to the use of restraint and or seclusion. 

The Seclusion and Restraint Plan is available online at: www.benton.k12.in.us 

15 TRAINING  

15.6 Staff members who have regular direct contact with students 

will be provided with basic de-escalation training about conflict 

de-escalation procedures, the dangers of seclusion and restraint, 

and procedures for contacting fully trained and certified staff 

when behavioral crises occur. 

 

15.7 Basic de-escalation training will be recurrent and will be 

provided to new staff members. 

 

http://www.benton.k12.in.us/
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15.8 Refresher training will be provided on a regular basis, at least 

annually. 

 

15.9 A core group of appropriate personnel will be trained in each 

building in crisis intervention techniques which will include the 

use of seclusion and restraint procedures. 

 

15.10 The training protocol will include: 

4. Positive supports and behavioral interventions techniques; 

5. Conflict de-escalation techniques; 

¶ the safe use of seclusion and restraint; 

¶ steps to avoid the use of seclusion or restraint; 

¶ debriefing practices and procedures. 

 

15.11 The school will maintain documentation that includes the 

following information: 

3. The name and position of each person who has completed training; 

4. Who provided the training; 

5. When the training was completed; and 

6. What protocols and techniques were included in the training. 

 

16 REPORTING, DOCUMENTATION AND DEBRIEFING  

REQUIREMENT  

16.6 Immediately after the student has regained emotional and 

behavioral control following the use of restraint and/or seclusion, 

a staff member not involved with the incident shall examine the 

student to ascertain if any injury has been sustained during the 

seclusion or restraint. 

 

16.7 The building administrator or designee will verbally notify the 

parents and/or guardians as soon as possible on the day of the 

incident. In the instance in which the parent/guardians cannot be 

reached after a reasonable amount of time, messages will be left 

for them. 

16.7.4 The building administrator or designee will update the parents 

and/or guardians on the studentôs current physical and 

emotional state and, 

16.7.5 Will discuss strategies to assist the parents and/or guardians 
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in dealing with any residual effects of the incident. 

16.7.6 Offer the parents and/or guardians the opportunity to request 

a meeting regarding the incident of restraint or seclusion. 

 

16.8 Incident Report 

 

16.8.4 Staff involved in the use of seclusion or restraint will 

contribute to an ñIncident Reportò as soon as practical after 

the use of seclusion or restraint. 

16.8.5 The building administrator or designee will send a copy of the 

written report to the parents and/or guardians documenting the 

use of seclusion or restraint, and will place a copy of the report 

in the studentôs confidential file. 

16.8.6 A copy of the incident report shall also be sent to a 

designated administrator and other appropriate personnel for 

review. 

 

16.9 A minimum of the following will be included in the incident 

report created after each instance of restraint or the use of 

seclusion: 

16.9.4 The studentôs name. 

16.9.5 The racial/ethnic status of the student. 

16.9.6 The date and time of the incident. 

16.9.7 The duration of any seclusion or restraint; or the beginning and 

ending times of the restraint and/or seclusion. 

16.9.8 A description of any relevant events leading up to the incident. 

16.9.9 A description of any interventions used prior to the 

implementation of seclusion or restraint. 

 

16.10 Further, it is expected that each staff member involved in an 

incident will engage in a de-briefing or processing session(s) in 

order to determine what could have been done to prevent the 

future need for use of seclusion or restraint for this student 

specifically and for other students in similar situations. This may 

be done as a group. 

16.10.4 Components to be included in this session are outlined in the 

Staff Processing of Seclusion or Restraint form. 

16.10.5 The supervisor or designee will provide support to the staff 
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member and determine when the staff member shall return to 

his or her duties. 

16.10.6 The student, with assistance from staff, will process the 

event at the earliest appropriate time. 

16.10.7 The staff memberôs supervisor or designee shall complete and 

file the appropriate forms. 

17 ANNUAL REVIEW, PLANNING PROCESS AND OVERSIGHT  

17.6 A school corporation administrator (or designee) will be 

designated as the coordinator of data, planning and oversight of 

the use of seclusion or restraint procedures. 

 

17.7 The designated administrator shall annually review all 

individual and program-wide data associated with this policy 

including the following: 

17.7.4 Incident reports. 

17.7.5 Procedures used during restraint, including the proper 

administration of specific, approved restraint techniques. 

17.7.6 Preventative measures or alternatives tried, techniques or 

accommodations used to avoid or eliminate the need for the 

future use of restraint. 

17.7.7 Documentation and follow up of procedural adjustments made to 

eliminate the need for future use of restraint. 

17.7.8 Injuries incurred during a restraint. 

17.7.9 Notification procedures. 

17.7.10 Staff training needs. 

17.7.11 Specific patterns related to staff or student incidents. 

17.7.12 Environmental considerations, including physical 

space, student seating arrangements, and noise 

levels. 

 

17.8 Upon review of the data, the designated administrator shall 

identify any issues and/or practices that require further 

attention and provide written recommendations to the 

Superintendent of Schools for changes in policies or practices. 

 

APPENDIX & DEFINITIONS  
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Chemical Restraint: the administration of a drug or medication to manage a studentôs 

behavior or restrict a studentôs freedom of movement that is not a standard treatment 

and dosage for the studentôs medical or psychiatric condition. 

Crisis Intervention Training: training provided to selected staff members which 

addresses how to deal with aggressive, violent or out of control behaviors. It includes 

specific techniques for seclusion and restraint and could result in certification of the 

individuals who complete the training. 

De-Escalation: causing a situation to become more controlled, calm and less dangerous, 

thus lessening the risk for injury to someone. 

Employee or Staff: means all paid school staff, contract employees, consultants or any 

other agents of the school or corporation. 

Imminent: Likely to happen right away; within a matter of minutes. 

Mechanical Restraint: means the use of (1) a mechanical device (2) a material or (3) 

equipment attached or adjacent to a studentôs body that the student cannot remove and 

that restricts the freedom of movement of all or part of the studentôs body or restricts 

normal access to the studentôs body. The term does not  include mechanical devices, 

materials or other equipment used for: 

1. ensuring student safety in vehicles (for example, seat belt, harness or other 

safety equipment that is used to restrain a student during transport), 

2. compensation for orthopedic weakness or for the health and safety of a student 

due to medical concerns (for example, special chairs with trays or supports), 

when provided in written document such as an IEP or Section 504 Plan with 

specific recommendations by an Occupational or Physical Therapist, 

3. therapeutic supports or prompts (for example, weighted blankets, weighted 

vests, body socks, etc.) to help the student manage sensory needs, when 

provided in written document such as an IEP or Section 504 Plan with specific 

recommendations by an Occupational or Physical Therapist, 

4. or as prescribed by a licensed physician or other qualified health-care 
professional. 

 

Physical Restraint: physical contact between a school employee and a student in which 

the student unwillingly participates and that involves the use of a manual hold to restrict 

freedom of movement of all or part of a studentôs body or to restrict normal access to the 

studentôs body. The term does not include (1) briefly holding a student without undue 

force in order to calm or comfort the student, or to prevent unsafe behavior, such as 

running into traffic or engaging in a physical altercation, (2) physical escort, or (3) 

physical contact intended to gently assist or prompt a student in performing a task or to 

guide or assist a student form one area to another. 

 

Prevention and Conflict De-escalation Training: training which is provided broadly 
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to school staff on how to prevent, defuse and de-escalate potential behavior crisis 

situations. 

Positive Behavior Intervention and Support: a systematic approach that uses 

evidence based practices and data driven decision making to improve school climate and 

culture, and includes a range of systematic and individualized strategies to reinforce 

desired behavior and diminish reoccurrence of problem behavior to achieve improved 

academic and social outcome and increase learning for all students. 

Seclusion: means the confinement of a student alone in a room or area from which the 

student physically is prevented from leaving. The term does not include a supervised 

time-out or scheduled break, as described in a studentôs IEP or Section 504 Plan, in 

which an adult is continuously present in the room with the student to monitor for 

safety. 

Time-out: means a behavior reduction procedure in which access to reinforcement is 

withdrawn for a certain period of time. Time-out occurs when the ability of a student to 

receive normal reinforcement in the school environment is restricted. Time-out shall be 

both developmentally and behaviorally appropriate and shall be short in duration. If 

time-out is to be used on a regular basis, it must be documented in a studentôs IEP or  

Section 504 Plan. The use of self-directed or requested time-outs may be used, as well. 

Substantial risk: situation where there is serious, imminent threat of bodily harm and 

where there is the immediate ability to enact such harm. 

Staff Trained in Crisis Intervention: individuals who successfully complete and 

maintain certification in a training program that results in acquisition of skills to prevent 

restraints, evaluate risk of harm in an individual situation, use approved restraint 

techniques and monitor the effect of the restraint. 

Parent or guardian: the studentôs parent, legal guardian, surrogate parent or student 

over the age of 18 (unless adjudicated incompetent). 
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8.18 CHANGE OF GRADE PLACEMENT FOR STUDENTS IN GRADES  

K-8 

 

The Building Principals of the Benton Community School Corporation are 

authorized with the approval of the Superintendent to place any student in grades 

K-8 at a grade level which is commensurate with the childôs abilities and social 

development which would be conducive to the childôs success in school.  The 

parent(s) or guardian of any child whose grade level should be changed should be 

advised of this in a personal conference.  If a cooperative agreement cannot be 

obtained for an immediate change, the Principalôs may do so after the child has 

been enrolled in school for at least one grading period and the evaluations of the 

grading periods indicate that the need for a change in grade placement still exists. 
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8.19 POST-SECONDARY ENROLLMENT PROGRAM / ADVANCED  

PLACEMENT  

 

The district believes that students who are capable of and wish to pursue college 

level work while in high school should be permitted to do so. 

Information about the post-secondary enrollment program will be made available 

to students and their parents/guardians. 

 

Any student who wishes to participate in the postsecondary enrollment program 

must inform his/her counselor at least two months in advance. 

 

Any student in grades 9 through 12 may apply to any institution of higher 

education through the post-secondary enrollment program.  Academic credit 

granted for course work successfully completed by a student under this program 

may qualify as high school credit or credit at the institution of higher education in 

accordance with the contract for dual credit with the eligible institution.  A 

student participating in this program will still be considered as enrolled in the 

district and eligible for all high school activities. 

 

LEGAL REFERENCE: I.C. 21-43-4 

    511 IAC 6-10-4 
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8.20 STATEMENT OF STUDENT DISCIPLINE / CORRECTIVE  

 MEASURES ALTERNATIVES TO SUSPENSION AND EXPLUSION  
 

Conferences :  Teacher-student conferences should take place about any difficulty 

that might occur in the classroom.  If this proves ineffective in changing 

undesirable behavior, the student should be referred to the counselor or 

principal.  The principal will confer with any student when an act of 

misconduct is of a more serious nature or when repeated minor infractions 

have occurred. 

 

Probation ï A student may be placed on probation by the school principal for any  

act or misconduct or poor scholarship.  Probation involves the loss of all 

privileges including participating in all extra-curricular activities. 

 

Detention ï Students can be detained after school hours for good cause.  This type  

of penalty should only be invoked after the home has had 24 hours notice 

and after the building Principal has ascertained that undue hardship will 

not occur because of this detention.  The entire professional staff of the 

school should endeavor to make this experience constructive in nature for 

students who are so penalized by providing meaningful assignments and 

assisting in the supervision of students who are detained. 

  

 

School officials may find it necessary to discipline students when their behavior interferes 

with school purposes or educational functions of the school corporation. In accordance with 

the provisions of I.C. 20-33-8, administrators and staff members may take the following 

actions:   

 

1. REMOVAL FROM CLASS OR ACTIVITY - TEACHER:  

 

 a) A middle school, junior high, or high school teacher may remove a student 

from the teacherôs class or activity for a period of up to 5 school days  if the 

student is assigned regular or additional work to be completed in another school 

setting. 

 

  b) An elementary teacher may remove a student from the teacherôs classroom or 

activity for a period of up to one (1) school day if the student is assigned regular 

or additional work to be completed in another school setting. 

 

  c) If a teacher removes a student from class under a) or b) above, the principal 

may place the student in one of the following settings: another appropriate class, 

another appropriate setting, or alternative classroom setting. The student may not 

be placed back into the original class until the principal has a meeting with the 

teacher, the student, and the studentôs parents to determine an appropriate 

behavior plan for the student. If the parents do not attend this meeting within a 
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reasonable time, the principal may place the student in another class or 

educational setting. 

 

 2. SUSPENSION FROM SCHOOL - PRINCIPAL: A school principal (or 

designee) may deny a student the right to attend school and/or take part in any 

school function for a period of up to 10 school days. Students in grades 6-12 will 

serve their out of school suspension at the Benton County Court House.  

 

 3. EXPULSION: A student may be expelled from school for a period no longer 

than the remainder of the current semester plus the following semester. In cases 

where the student is being expelled for possession of a firearm, a destructive 

device, or a deadly weapon, the maximum length of the expulsion period is listed 

under the Grounds for Suspension and Expulsion, Section C and Section D. 

 

GROUNDS FOR SUSPENSION OR EXPULSION: 

 

The grounds for suspension or expulsion listed in Section A below apply when a student is: 

 

 a. On school grounds immediately before, during, and immediately after school 

hours and at any other time when the school is being used by a school group 

(including summer school); 

 

 b. Off school grounds at a school activity, function, or event; or 

 

 c. Traveling to or from school or a school activity, function, or event. 

 

A violation by a student of a rule listed in Sections A and B is subject to a range of 

disciplinary consequences imposed by teachers or administrators intended to be progressive 

in nature and move to a more serious consequence with each violation of the same or similar 

rule. In recognizing that violations of certain rules and the resulting consequences will be 

dependent upon the age of the student, the number of prior violations and the severity of the 

violation, the principal of each building level shall develop the minimum and maximum 

consequences for each rule for their building that is to be approved by the board annually 

and published in the student handbook for each building. The appropriate consequence 

should be the least severe that will adequately address any danger to the student and other 

persons, prevent further disruption of activities, and promote student achievement. 

 

A. Student Misconduct and/or Substantial Disobedience 

 

Grounds for suspension or expulsion are student misconduct and/or substantial 

disobedience. The following rules define student misconduct and/or substantial 

disobedience for which a student may be suspended or expelled: 

 

1. Using violence, force, noise, coercion, threat, intimidation, fear, passive resistance, or 

other conduct constituting an interference with school purposes, or urging other 
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students to engage in such conduct. The following enumeration is only illustrative and 

not limited to the type of conduct prohibited by this rule: 

 

 a. Occupying any school building, school grounds, or part thereof with intent to 

deprive others of its use. 

 

b. Blocking the entrance or exits of any school building or corridor or room therein 

with intent to deprive others of lawful access to or from, or use of the building, 

corridor, or room. 

 

 c. Setting fire to or damaging any school building or school property. 

 

 d. Prevention of or attempting to prevent by physical act the convening or continued 

functioning of any school or education function, or of any meeting or assembly on 

school property. 

 

 e. Intentionally making noise or acting in any manner so as to interfere with the 

ability of any teacher or any other person to conduct or participate in an education 

function. 

 

2. Engaging in any kind of aggressive behavior that does physical or psychological harm 

to another person or urging of other students to engage in such conduct. Prohibited 

conduct includes coercion, harassment, bullying, hazing, or other comparable conduct. 

 

3. Engaging in violence and/or threat of violence against any student, staff member, 

and/or other persons. Prohibited violent or threatening conduct includes threatening, 

planning, or conspiring with others to engage in a violent activity.  

 

4. Causing or attempting to cause damage to school property, stealing or attempting to 

steal school property.  

 

5. Causing or attempting to cause damage to private property, stealing or attempting to 

steal private property.  

 

6. Causing or attempting to cause physical injury or behaving in such a way as could 

reasonably cause physical injury to any person. Self-defense or reasonable action 

undertaken on the reasonable belief that it was necessary to protect oneself and/or 

another person is not a violation of this rule.  

 

7. Threatening or intimidating any person for any purpose, including obtaining money or 

anything of value. 

 

8. Threatening (whether specific or general in nature) injury to persons or damage to 

property, regardless of whether there is a present ability to commit the act. 
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9. Failing to report the actions or plans of another person to a teacher or administrator 

where those actions or plans, if carried out, could result in harm to another person or 

persons or damage property when the student has information about such actions or 

plans. 

 

10. Possessing, handling, or transmitting a knife or any object that can reasonably be 

considered a weapon, is represented to be a weapon, or looks like a weapon.  

 

11. Possessing, using, transmitting, or being affected by any controlled substance, 

prescription drug, narcotic drug, hallucinogenic drug, amphetamine, barbiturate, 

marijuana, alcoholic beverage, intoxicant or depressant of any kind, or any 

paraphernalia used in connection with the listed substances. Also prohibited is the 

consumption of any of the stated substances immediately before attending school or a 

school function or event.  

 

a.  Exception to Rule 11: a student with a chronic disease or medical condition may 

possess and self-administer prescribed medication for the disease or condition if the 

studentôs parent has filed a written authorization with the building principal. The 

written authorization must be filed annually. The written authorization must be 

done by a physician and must include the following information: 

 

1. That the student has an acute or chronic disease or medical condition for 

which the physician has prescribed medication. 

2. The nature of the disease or medical condition requires emergency 

administration of the prescribed medication. 

3. The student has been instructed in how to self-administer the prescribed 

medication. 

4. The student is authorized to possess and self-administer the prescribed 

medication. 

 

12. Possessing, using, or transmitting any substance which is represented to be or looks 

like a narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, , 

alcoholic beverage, stimulant, depressant, or intoxicant of any kind. 

 

13. Possessing, using, transmitting, or being affected by caffeine-based substances other 

than beverages, substances containing phenylpropanolamine (PPA), stimulants of any 

kind, or any other similar over-the-counter products. 

 

14. Possessing, using, distributing, purchasing, or selling tobacco or nicotine-containing 

products of any kind or in any form. 

 

15. Offering to sell or agreeing to purchase a controlled substance or alcoholic beverages. 
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16. Failing to comply with directions of teachers or other school personnel during any 

period of time when the student is properly under their supervision, where the failure 

constitutes an interference with school purposes or an educational function. 

 

17. Failing to completely and truthfully respond to questions from a staff member 

regarding school-related matters including potential violations of the student conduct 

rules or state or federal law. 

 

18. Falsely accusing any person of sexual harassment, or of violating a school rule, and/or 

a state or federal law. 

 

19. Engaging in any activity forbidden by the laws of Indiana that constitutes an 

interference with school purposes or an educational function. 

 

20. Aiding, assisting, agreeing or conspiring with another person to violate these student 

conduct rules or state or federal law. 

 

21. Engaging in academic dishonesty, including cheating, intentionally plagiarizing, 

wrongfully giving or receiving help during an academic examination, and wrongfully 

obtaining test copies or scores. 

 

22. Taking, recording, displaying and/or distributing pictures (digital or otherwise), 

video or audio recordings without the consent of the student or staff member in a 

situation not related to a school purpose or educational function. 

 

23. Possessing sexually-related materials which include images displaying uncovered 

breasts, genitals, or buttocks. 

 

24. ñSextingò or using a cell phone or other personal communication device to possess 
or send text or email messages containing images reasonably interpreted as indecent 

or sexual in nature. In addition to taking any disciplinary action, phones will be 

confiscated and students should be aware that any images suspected to violate 

criminal laws will be referred to law enforcement authorities.   

 

25. Engaging in pranks or other similar activity that could result in harm to another 

person. 

 

26. Using or possessing gunpowder, ammunition, or an inflammable substance. 

 

27. Violating any rules that are reasonably necessary in carrying out school purposes or an 

educational function, including, but not limited to: 

 

 a. engaging in sexual behavior on school property; 

 

 b. engaging in sexual harassment of a student or staff member; 
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 c. disobedience of administrative authority; 

 

 d. willful absence or tardiness of students; 

 

 e. engaging in speech or conduct, including clothing, jewelry or hair style, that is 

profane, indecent, lewd, vulgar, or refers to drugs, tobacco, alcohol, sex, or illegal 

activity; 

 

 f. violation of the school corporationôs acceptable use of technology policy or rules; 

 

 g. violation of the school corporationôs administration of medication policy or rules; 

 

 h. possessing or using a laser pointer or similar device. 

 

28. Possessing or using on school grounds during school hours an electronic device, a 

cellular telephone, or any other telecommunication device, including a look-a-like 

device, in a situation not related to a school purpose or educational function or using 

such device to engage in an activity that violates school rules. This rule is not violated 

when the student has been given clear permission from a school administrator or a 

designated staff member to possess or use one of the devices listed in this rule. 

 

29. Any student conduct rule the school building principal establishes and gives notice of 

to students and parents. 

B. Bullying 

 

(a)  Bullying is prohibited by the School Corporation. Students who commit any acts of 

bullying are subject to discipline including but not limited to suspension, expulsion, 

arrest, and/or prosecution. 

  

(b)  Definition: ñBullyingò is defined as overt, unwanted, repeated acts or gestures, 

including verbal or written communications or images transmitted in any manner 

(including digitally or electronically); physical acts committed; aggression; or any 

other behaviors committed by a student or group of students against another student 

with the intent to harass, ridicule, humiliate, intimidate, or harm the targeted 

student, creating for the targeted student an objectively hostile school environment 

that: 

(1) places the targeted student in reasonable fear of harm to his or her 

person or property; 

(2) has a substantially detrimental effect on the targeted studentôs physical 

or mental health; 

(3) has the effect of substantially interfering with the targeted studentôs 

academic performance; or 

(4) has the effect of substantially interfering with the targeted studentôs 
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ability to participate in or benefit from the services, activities, or privileges 

provided by the school. 

  

Bullying does not include: 

 

Å participating in a religious event; 

 

Å acting in an emergency involving the protection of a person or property from an 

imminent threat of serious bodily injury or substantial danger; 

 

Å participating in an activity consisting of the exercise of a student's freedom of 

speech rights; 

 

Å participating in an activity conducted by a nonprofit or governmental entity that 

provides recreation, education, training, or other care under the supervision of one 

(1) or more adults; 

 

Å participating in an activity undertaken at the prior written direction of the 

student's parent; or 

 

Å engaging in interstate or international travel from a location outside Indiana to 

another location outside Indiana. 

  

(c)  Applicability: The School Corporation prohibits bullying in all forms. This policy 

may be applied regardless of the physical location in which the bullying behavior 

occurred, whenever the individual committing the bullying behavior and any of the 

intended targets of the bullying behavior are students attending a school within the 

School Corporation and disciplinary action is reasonably necessary to avoid 

substantial interference with school discipline or prevent an unreasonable threat to 

the rights of others to a safe and peaceful learning environment. The School 

Corporation prohibits bullying through the use of data or computer software that is 

accessed through any computer, computer system, or computer network. 

  

(d)  Education: All students will be required to receive information on anti-bullying 

measures that are grade level appropriate.  All staff members will be required to 

receive information on anti-bullying measures prior to the start of the school year.  

  

(e)  Reporting: Anyone who believes that a student has possibly been or is the victim of 

bullying is encouraged to immediately report the situation to an appropriate staff 

member such as a teacher, school counselor, or administrator (including the 

Superintendent). All staff who observe or receive a report of suspected bullying 

shall immediately notify a designated school administrator in charge of receiving 

reports of suspected bullying. If a staff member does not know who to make a 

report to, he or she should report directly to the building principal or 

Superintendent. Bullying reports to the Department of Child Services and/or law 
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enforcement must be made as required by law, such as when a staff member 

believes that a student is the victim of abuse or neglect. Any person who makes a 

report of bullying and requests to remain anonymous will not be personally 

identified as the reporter or complainant to extent permitted by law. The School 

Corporation will act appropriately to discipline staff members who fail to initiate or 

conduct an investigation of a bullying incident and for persons who falsely report an 

incident of bullying. 

  

(f)  Investigation: Once a report of suspected bullying is received by the designated 

school administrator, an expedited investigation shall follow. The investigation 

should be facilitated by the designated school administrator or other appropriate 

school staff. Information relating to the investigation will be gathered using means 

including, but not limited to: witness interviews, request for written witness 

statements, record identification and review, and an assessment of whether bullying 

occurred. The investigation will be initiated within one (1) business day of the 

report to the designated school administrator and will ordinarily be completed 

within thirty (30) calendar days. 

  

(g)  Intervention/Responses: If a report of suspected bullying is substantiated through an 

investigation, then the School Corporation shall take appropriate intervention and 

responses as consistent with policy and procedure. The School Corporation will 

take prompt and effective steps reasonably calculated to stop the bullying, remedy 

the bullying, and prevent the bullying from recurring. Interventions and responses 

include, but are not limited to: separating the bully and the target; follow-up school 

counseling for the target; bullying education for the bully; and prompt disciplinary 

action against the bully. These steps should not penalize the target of the bullying. 

Disciplinary actions against the bully may include, but are not limited to: 

suspension and expulsion for students; discharge for employees; exclusion for 

parents, guests, volunteers, and contractors; and removal from any office for 

governing body members. Also, if the acts of bullying rise to the level of criminal 

offense the matter will be referred to law enforcement. 

  

(h)  Parental Involvement: Parents are encouraged to be involved in the process of 

minimizing bullying. Parents should report suspected acts of bullying to an 

appropriate school official. In addition, parents of students suspected of bullying 

will be notified with a phone call or through other appropriate means of 

communication. Conversely, parents of students suspected of being the target of 

acts of bullying will also be notified with a phone call or through other means of 

appropriate communication. Parent notifications will occur in an expedited manner 

within one (1) business day after the designated school administrator receives the 

report of suspected bullying. Parents of students who are disciplined for acts of 

bullying will be involved in the disciplinary process consistent with the law and 

School Corporation policy. 

 

  I.C. 5-2-10.1, 20-20-8-8, 20-30-5-5.5, 20-33-8-0.2, 20-33-8-13.5, 20-34-6-1 
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C. Possessing A Firearm or A Destructive Device 

 

1. No student shall possess, handle or transmit any firearm or a destructive device on 

school property.  

 

2. The following devices are considered to be a firearm under this rule:  

 

  -  any weapon which will or is designed to or may readily be converted to expel a 

projectile by the action of an explosive; 

 

  - the frame or receiver of any weapon described above; 

 

  - any firearm muffler or firearm silencer; 

 

  - any destructive device which is an explosive, incendiary, or poison gas bomb, 

grenade, rocket having a propellant charge of more than four ounces, missile 

having an explosive or incendiary charge of more than one-quarter ounce, mine, 

or any similar device; 

 

  -  any weapon which will, or which may be readily converted to, expel a projectile 

by the action of an explosive or other propellant, and which has any barrel with a 

bore of more than one-half inch in diameter; 

 

  -  any combination of parts either designed or intended for use in converting any 

device into any destructive device described in the two immediately preceding 

examples, and from which a destructive device may be readily assembled; 

 

  - an antique firearm; or  

 

  - a rifle or a shotgun that the owner intends to use solely for sporting, recreational, 

or cultural purposes. 

 

3. For purposes of this rule, a destructive device is: 

 

 - an explosive, incendiary, or overpressure device that is configured as a bomb, a 

grenade, a rocket with a propellant charge of more than four ounces, a missile having 

an explosive or incendiary charge of more than one-quarter ounce, a mine, a Molotov 

cocktail or a device that is substantially similar to an item described above,  

 

 - a type of weapon that may be readily converted to expel a projectile by the 

action of an explosive or other propellant through a barrel that has a bore diameter of 

more than one-half inch, or 
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 - a combination of parts designed or intended for use in the conversion of a device 

into a destructive device. A destructive device is NOT a device that although 

originally designed for use as a weapon, is redesigned for use as a signaling, 

pyrotechnic, line throwing, safety, or similar device.  

 

4. The penalty for possession of a firearm or a destructive device: suspension up to 10 

days and expulsion from school for at least one calendar year with the return of the 

student to be at the beginning of the first semester after the one year period. The 

superintendent may reduce the length of the expulsion if the circumstances warrant 

such reduction. 

 

5. The superintendent shall immediately notify the appropriate law enforcement agency 

when a student engages in behavior described in this rule. 

 

D. Possessing A Deadly Weapon 

 

1. No student shall possess, handle or transmit any deadly weapon on school property.  

 

2. The following devices are considered to be deadly weapons for purposes of this rule as 

defined in I.C. 35-31.5-2-86:  

 

  - a weapon, taser or electronic stun weapon, equipment, chemical substance, or 

other material that in the manner it is used, or could ordinarily be used, or is 

intended to be used, is readily capable of causing serious bodily injury; 

 

  - an animal readily capable of causing serious bodily injury and used in the 

commission or attempted commission of a crime; or 

 

  - a biological disease, virus, or organism that is capable of causing serious bodily 

injury. 

 

3. The penalty for possession of a deadly weapon: up to 10 days suspension and 

expulsion from school for a period of up to one calendar year.  

 

4. The superintendent (shall immediately)(may) notify the appropriate law enforcement 

agency when a student engages in behavior described in this rule.  

 

E. Unlawful Activity 

 

A student may be suspended or expelled for engaging in unlawful activity on or off 

school grounds if the unlawful activity may reasonably be considered to be an 

interference with school purposes or an educational function, or the student's removal is 

necessary to restore order or protect persons on school property. This includes any 
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unlawful activity meeting the above criteria that takes place during weekends, holidays, 

other school breaks, and the summer period when a student may not be attending classes 

or other school functions. 

F. Legal Settlement 

 

A student may be expelled if it is determined that the studentôs legal settlement is not in the 

attendance area of the school where the student is enrolled.  

 

 

LEGAL REFERENCES: I.C. 20-33-8-1 et seq.  I.C. 35-31.5-2-86 

      I.C. 35-47.5-2-4  I.C. 35-47-1-5 
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8.21 SUSPENSION AND EXPULSION PROCEDURES 
 

SUSPENSION PROCEDURE 

 

When a principal (or designee) determines that a student should be suspended, the 

following procedures will be followed: 

 

1. A meeting will be held prior to the suspension of any student. At this meeting the 

student will be entitled to: 

 

 (a) a written or oral statement of the charges; 

 

 (b) if the student denies the charges, a summary of the evidence against the student 

will be presented; and, 

 

 (c) the student will be provided an opportunity to explain his or her conduct. 

 

2.  The meeting shall precede suspension of the student except where the nature of the 

misconduct requires immediate removal. In such situations, the meeting will follow 

the suspension as soon as reasonably possible following the date of the suspension. 

 

3.  Following the suspension, the parent or guardian of a suspended student will be 

notified in writing. The notification will include the dates of the suspension, 

describe the student's misconduct, and the action taken by the principal.  

 

EXPULSION PROCEDURE 

 

When a principal (or designee) recommends to the superintendent (or designee) that a 

student be expelled from school, the following procedures will be followed: 

 

1. The superintendent (or designee) may conduct an expulsion meeting, or may 

appoint one of the following persons to conduct the expulsion meeting: 

 

  a. legal counsel 

 

  b. a member of the administrative staff who did not expel the student during 

the current school year and was not involved in the events giving rise to 

the expulsion. 

 

2.  An expulsion will not take place until the student and the student's parent are given 

notice of their right to appear at an expulsion meeting conducted by the 

superintendent or the person designated above. Failure to request and to appear at 

this meeting will be deemed a waiver of rights administratively to contest the 

expulsion or to appeal it to the school board. 

3. The notice of the right to an expulsion meeting will be in writing, delivered by 
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certified mail or by personal delivery, and contain the reasons for the expulsion and 

the procedure for requesting the meeting. 

 

4. At the expulsion meeting, the principal (or designee), will present evidence to 

support the charges against the student. The student or parent will have the 

opportunity to answer the charges against the student, and to present evidence to 

support the student's position. An attorney may not represent the student at the 

expulsion meeting, but the attorney may be available for consultation outside the 

meeting room during the course of the expulsion meeting. 

 

5. If an expulsion meeting is held, the person conducting the expulsion meeting will 

make a written summary of the evidence heard at the meeting, take any action 

found to be appropriate, and give notice of the action taken to the student and the 

student's parent. 

 

RIGHT TO APPEAL 

 

The student or parent has the right to appeal an expulsion decision to the school board 

within 10 days of the receipt of notice of the action taken. The student or parent appeal to 

the school board must be in writing. If an appeal is properly made, the board at the appeal 

hearing will consider the written summary of the expulsion meeting and the arguments of 

the school administration and the student and/or the student's parent. The board will then 

take any action deemed appropriate. 

 

 

 

LEGAL REFERENCE: I.C. 20-33-8-18 

    I.C. 20-33-8-19 
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8.22 CORPORAL PUNISHMENT  

 

The School Board acknowledges that conduct is closely related to learning, and 

that an effective instructional program requires an orderly school environment 

which is, in part, reflected in the behavior of students. 

 

The Superintendent, principal, administrative personnel, teacher or any other 

person designated by the Board is authorized to take such action in connection 

with student behavior as is reasonable or is necessary to maintain the ongoing 

operation of the school program. It is the policy of the Benton Community School 

Corporation to forbid corporal punishment as a means of disciplining students. 

 

Corporal punishment shall be defined as the infliction of pain upon a student's 

body by striking the student with a hand, a paddle, or other such instrument, as a 

penalty for doing something disapproved by the punisher. It is not intended by 

this policy to forbid force or physical restraint, such as that used 1) to protect 

someone from physical injury, including oneself; 2) to obtain possession of a 

weapon or other dangerous object; 3) to protect property from damage; 4) to gain 

the student's cooperation or attention, when such force or physical restraint is 

reasonable under the circumstances; 5) to prevent disruption of an educational 

function, when such force or physical restraint is reasonable under the 

circumstances; 6) as a planned part of a student's individualized education 

program. 

 

Such action shall be taken to help any student, to further school purposes, or to 

prevent interference therewith, including, but not limited to, counseling, parent 

conferences, rearrangement of class schedules, withdrawal from specific classes, 

requiring the student to remain in school after regular school hours, restriction of 

extra-curricular privileges, suspension or expulsion. 

 

Any case of disrespect, threat, disobedience, or assault upon any person while 

acting within the scope of school-assigned duties shall be promptly reported to the 

principal for consideration and disposition. 
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8.23 REPORTING THREAT OR INTIMIDATION AGAINST A SCHOOL  

EMPLOYEE  

 

In compliance with Indiana law, any employee who has knowledge of a school 

employeeôs being the subject of a threat or an act of intimidation shall report 

orally this knowledge to the building administrator and to the local law 

enforcement agency.  The building administrator upon receiving such a report 

shall also make an oral report to the local law enforcement agency.  

 

The law provides that any person who reports a threat or an act of intimidation 

against a school employee, or who participates in any judicial proceeding or other 

proceeding resulting from such report, is immune from any civil or criminal 

liability that might otherwise be imposed because of such actions, provided that 

the individual is acting in good faith. 
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8.24 POLICY ON TRANSFER OF ELEMENTARY STUDENTS  

 

With respect to transferring students from one school to another, the Board of 

School Trustees of the Benton Community School Corporation hereby sets the 

following requirements: 

 

1) Students who are enrolled in an elementary school outside their 

home district shall be allowed to remain in the receiving (host) 

school only after an annual review. 

 

2) If the addition of any student causes an increased cost to the 

district or deterioration of the educational program, the student will 

be denied admission.  The students with the earliest date of 

application will be admitted first, provided there is room.  In the 

event two or more applications are received on the same day and a 

limited number of spaces are available, the selection will be 

determined by a lottery of those applying on that day.  The lottery 

will be names pulled from a hat. 

 

3) Parents or guardians need to make yearly application for their 

student(s) in the office of the principal of the receiving (host) 

school prior to June 1 of each year.  If the application is not timely, 

the transfer will be denied. 

 

4) Final notice of acceptance will be made after school registration. 

 

5) It is understood that transportation is not provided for a student 

who transfers. 
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8.25 Random Drug Testing and Education Policy 

 

The Benton Community Schools Mission 
 

To assist in achieving the philosophy of the Benton Community School 

Corporation (BCSC) Board of School Trustees, the Random Drug Testing and 

Education Policy has been developed. Results of studies done in the community 

have shown that education alone is not effective in combating substance abuse. 

BCSC believes that a combination of a random drug testing policy and an 

education policy will help deter substance abuse. The school board has developed 

as its mission a commitment to provide a safe and secure educational environment 

for all students. As a means to achieve this goal, the board has created a policy 

dedicated to the detection, treatment, and prevention of substance abuse by 

students in grades 7-12. 

 

Student Groups 
 

The BCSC Random Drug Testing and Education Policy has been developed for 

students that are classified under the following groups: 

 

1. Student drivers 

2. Volunteer students (parent/guardians may volunteer their child for drug 

testing) 

3. Students who participate in the following activities: 

 

Competitive/Performance Activities: A school sponsored club/organization that 

competes against, or could compete against, other schools in an organized, 

recognized competitive circuit, or has a performance component directly related 

to the activity. Participation is voluntary and academic credit is not given as a 

result of participation. 

All Junior High and High School sports 

Any performance group that participates in competitions 

Any academic group that participates in competitions 

Any organization that performs 

 

Non-Competitive Activities: An organized activity in which participation is 

voluntary and academic credit is not given as a result of participation. This 

designation is given for school clubs and service organizations. It is assumed that 

these organizations exist throughout the school year. 

Non-competitive student clubs 

 

Co-Curricular Activities:  An activity in which participation is a required 

component of a junior high or credit-carrying high school course in which the 

student is concurrently enrolled. 
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Solo/Ensemble Festival 

Evening/Weekend Music Performances (through music classes) 

Out-of-school Music Rehearsals (through music classes) 

 

* New activities will be assigned to one of these three categories by the 

principal/administrative designee. 

 

This policy has been developed due to the concern for the safety and welfare of 

students as well as all others in the community. The policy was created by a 

committee of administrators, the athletic director, school board members, and the 

superintendent. 

 

Introduction  
 

The effective date of this program is August 2016. 

 

Purpose 
 

The purpose of this policy is to provide a program devoted to the detection and 

the prevention of illegal use of alcohol, tobacco, and illegal substances. This 

random drug testing and educational program is not intended to be disciplinary or 

punitive in nature. The purpose of this program is to prevent students from the 

illegal use of alcohol and drugs and to educate and direct students away from drug 

and alcohol use toward a healthy lifestyle. No student will be expelled from 

school as a result of the random testing under this policy. 

 

Drug Testing and Education 
 

For the safety and welfare of the students of BCSC, and to promote drug-free 

lives both during and following high school, BCSC adopts a random drug testing 

and education program for students in grades 7-12 who are involved in activities 

as stated. Consent to participate in the random drug-testing program is a 

prerequisite for a studentôs involvement in all student groups previously stated. 

Testing is a condition for involvement in these activities. Drug usage is 

incompatible with the training rules for athletes and cheerleaders. Drug usage 

increases the risk of injury to the user as well as to others. 

 

Likewise, student drivers are affected by drug usage. Slow reaction time, dulled 

senses, and impaired judgment are a lethal combination for student drivers. These 

factors compounded by a lack of driving experience create a deadly situation. The 

driverôs welfare, as well as the welfare of others, is compounded when under the 

influence of drugs. 

 

As part of the program, students will receive instruction in the dangers of drug 

and alcohol use. This random drug testing and education program is intended to 
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be a part of the studentôs physical and social education at BCSC. 

 

Consent Form 
 

It is mandatory that each student who wishes to participate in any covered 

activities stated sign and return the consent form prior to participation in any 

covered activity. Failure to submit the consent form will result in non-

participation. 

 

Each activity participant shall be provided with a consent form which must be 

signed and dated by the participant and by his/her parent/guardian. (Note: A 

student who is at least eighteen (18) years of age does not need a parent signature 

by law.) In so doing, the student is agreeing to participate in the random drug 

testing for Benton Community Schools. Completed forms must be turned into the 

Main Office during registration. If a student does not have a consent form on file 

and joins one of the student groups that is part of the random drug testing pool, 

then the student must turn in a consent form prior to being permitted to participate 

in the activity. 

 

Consent forms are valid for the studentôs entire Benton Central career, unless 

the student withdraws or the administration receives a written request to remove 

the student from the testing pool. New students (enrolling or re-enrolling) at 

Benton Central during the current year must sign a consent form prior to 

participating in any covered activity. 

 

Drug Education 
 

Each year, the administration of Benton Central Junior-Senior High School will 

present the Random Drug Testing and Education Policy to the students during the 

beginning of year meetings. The harmful effects and consequences of alcohol and 

other drug abuse will be highlighted. The process for the random drug testing will 

be explained, and the consequences student alcohol and drug use will be outlined. 

 

On the day of a random drug test, the principal/administrative designee will 

review the consequences for a positive test with all students selected from the 

pool prior to starting any collection. 

 

Testing Procedures 
 

The selection of participants will be done randomly by a designated collection 

agent and selection will be made from time to time throughout the school year. 

Testing may occur on any day. This variable schedule will keep students 

conscious of the possibility of being tested at any time during the year. Upon 

receipt of the consent form, each student will be assigned a number that will be 

placed in the random drawing. 
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The principal/administrative designee will keep the master list of student names 

and will provide a list of numbers (without names) to the designated testing 

company for their random selection. 

 

No student will be given advance notice or early warning of the testing. In 

addition, a strict chain of custody will be enforced to eliminate invalid tests or 

outside influences. 

 

Upon being selected for a drug use test, a student will be required to provide a 

sample according to the quality control standards and policy of the designated 

collection agent. Refusal to take the test will result in exclusion from participating 

in extracurricular/co-curricular activities or driving onto school property for the 

equivalent time as a positive test. Each refusal will be equivalent to an additional 

violation. 

 

Immediately after the specimen is taken, the student should return to class with an 

admit slip or pass with time he/she left the collection site. The 

principal/administrative designee must time and sign the pass. 

 

The specimens will then be turned over to the laboratory following chain of 

custody guidelines, and each specimen will be tested for alcohol, nicotine 

(excluding student drivers), and other drugs listed as controlled substances under 

the State of Indiana and may include ñperformance enhancingò drugs such as 

steroids. 

 

The laboratory selected must follow the standards set by the Department of Health 

and Human Services and be certified under the Clinical Laboratory Improvement 

Act (CLIA) and the Joint Commission of the Accreditation of Healthcare 

Organizations (JCAHO). 

 

Chain of Custody 
 

The designated collection agent will set up the collection environment, guarantee 

specimens, and supervise the chain of custody. 

 

The principal/administrative designee will be responsible for escorting students to 

the collection site. The student should bring all materials with him/her to the 

collection site and will not be allowed to go to a locker. 

 

Before the studentôs sample is tested by the laboratory, students will fill out, sign, 

and date a chain of custody form which is required by the designated collection 

agent. The chain of custody form signed by the student verifies that the sealed 

sample is his/hers, and they are releasing that sample to the certified collection 

officer. The student will also initial the specimen, verifying that it is his/hers. The 
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student should notify the school nurse or administrator that he/she is taking any 

medication. 

 

Results sheets will be locked and secured in a location to which only the 

principal/administrative designee will have access. 

 

Test Results 
 

This program seeks to provide needed help for students who have verified 

positive tests. The studentôs health, welfare, and safety will be the reason for 

preventing students from participation in extracurricular activities. A student is 

considered to have a positive test when: 

 

1. The lab testing company verifies that the test shows that drug residues are 

in a studentôs system. 

2. The student cannot produce a sample according to testing procedures. 

3. The student voluntarily admits to having drug residues in his/her body. 

4. The student withdraws his/her name to avoid the random drug test, then 

immediately signs another consent form to be reinstated to the student 

group in which he/she participates. 

 

The principal/administrative designee will be notified if a student tests positive. 

The principal/administrative designee will notify the student and his/her 

parent/guardian. The student or his/her parent/guardian may submit any 

documented prescription, explanation, or information which will be considered in 

determining a positive test. In addition, the student or parent/guardian may appeal 

by requesting that the same sample from the split specimen be tested again by the 

certified lab or an alternate lab of their choice, at a cost to the student or his/her 

parent/guardian. 

 

Consequences 
 

Information on a verified positive test result will be shared on a need to know 

basis with the studentôs coach or sponsor. The results of negative tests will be 

confidential to protect the identity of all students being tested. 

 

In case of co-curricular activities such as choir, band, and FFA, if the suspended 

activities constitute a portion of the studentôs grade, an alternative assignment will 

be given to maintain student progress with no academic penalty. 

 

Any student 18 years of age or older who tests positive for tobacco only will 

retain the privilege of driving to school. Any student who is ñvolunteer onlyò and 

tests positive will have his/her parent/guardian contacted. If the student then 

chooses to join a student group, they will serve the appropriate suspension prior to 
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gaining full participation rights. A student who participates in multiple activities 

and has a confirmed violation will have the appropriate penalty enforced for each 

activity (i.e. competing in two sports at the same time or clubs or organizations). 

Suspensions resulting from a violation occurring outside of a studentôs sport or 

activity season will be enforced at the beginning of their next season of 

participation in which they have previously participated. Penalties not completed 

will carry over from season to season and from school year to school year until 

fulfilled. 

 

In any extracurricular activity where the suspension will result in less than one 

event as calculated from the percent deduction, there will be a suspension from 

one event. All other fractional suspensions resulting from the percent deduction 

will follow standard conventions of rounding (i.e. 1.5 events = suspension from 2 

events; 1.49 events = suspension from 1 event) 

 

If it is proven that tampering or cheating has occurred during the collection, the 

student will become ineligible for all competitive and non-competitive 

extracurricular activities, co-curricular activities, athletics, and student 

driving/riding for one calendar year. This will be reported to the parent/guardian. 

 

It is understood that some young teens may make poor choices during their 

seventh and eighth grade years due to immaturity; therefore it is the policy of 

BCSC to start the ninth grade year with a clean slate. If a student has tested 

positive in seventh or eighth grade, he/she may participate in activities at the start 

of the ninth grade school year. 

 

A confirmed violation may result in the following restrictions: 

 

 
Competitive/Performance  

Activity Non-Competitive Activity Co-Curricular Activity 
Student Drivers 

(excluding 

nicotine violation) 

1st 
Violation 

Student is suspended for twenty-

five percent (25%) of the 
competitions or performances 

from the day that results are 

received that confirm a violation. 
 
If a student successfully 

completes a substance abuse 

program approved by the 
principal/administrative designee, 

the student can apply to the 

principal/administrative designee 
for a reduction in suspension to 

ten percent (10%) of the 

competitions or performances 
from the day that results are 

received that confirm a violation. 

Student is suspended from 

participation for a minimum of 

fifteen (15) school days (and 

corresponding weekends) from 

the day that results are received 

that confirm a violation. 
 
If a student successfully 

completes a substance abuse 
program approved by the 

principal/administrative 

designee, the student can apply 
to the principal/administrative 

designee for a reduction in 

suspension to ten (10) school 

days (and corresponding 

weekends) from the day that 

results are received that confirm 
a violation. 

Student is suspended from 

participation for a minimum of 

fifteen (15) school days (and 

corresponding weekends) from 

the day that results are received 

that confirm a violation. 
 
If a student successfully 

completes a substance abuse 
program approved by the 

principal/administrative 

designee, the student can apply 
to the principal/administrative 

designee for a reduction in 

suspension to ten (10) school 

days (and corresponding 

weekends) from the day that 

results are received that confirm 
a violation. 

Student is 

suspended from 
driving for a 

minimum of 

fifteen (15) school 

days (and 

corresponding 

weekends) from 
the day that results 

are received that 

confirm a 
violation. 
 
Drug and alcohol 

counseling is 
recommended. 
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2nd 
Violation 

Student is suspended for one-

hundred percent (100%) of the 

competitions or performances 

from the day that results are 
received that confirm a violation. 
 
If a student successfully 

completes a substance abuse 
program approved by the 

principal/administrative designee, 

the student can apply to the 
principal/administrative designee 

for a reduction in suspension to 
fifty percent (50%) of the 

competitions or performances 

from the day that results are 
received that confirm a violation. 

Student is suspended from 
participation for a minimum of 

ninety (90) school days (and 

corresponding weekends) from 
the day that results are received 

that confirm a violation. 
 
If a student successfully 
completes a substance abuse 

program approved by the 

principal/administrative 
designee, the student can apply 

to the principal/administrative 
designee for a reduction in 

suspension to forty -five (45) 

school days (and 

corresponding weekends) from 

the day that results are received 

that confirm a violation. 
 

 

 

Student is suspended from 
participation for a minimum of 

ninety (90) school days (and 

corresponding weekends) from 
the day that results are received 

that confirm a violation. 
 
If a student successfully 
completes a substance abuse 

program approved by the 

principal/administrative 
designee, the student can apply 

to the principal/administrative 
designee for a reduction in 

suspension to forty -five (45) 

school days (and 

corresponding weekends) from 

the day that results are received 

that confirm a violation. 

Student is 
suspended from 

driving for a 

minimum of 

ninety (90) school 

days (and 

corresponding 

weekends) from 

the day that results 

are received that 
confirm a 

violation. 
 
Drug and alcohol 

counseling is 

recommended. 

 
Competitive/Performance  

Activity Non-Competitive Activity Co-Curricular Activity 
Student Drivers 

(excluding 

nicotine violation) 

3rd 

Violation 

Student is suspended from 

participation in all 

competitive/performance 
activities for 365 days from the 

day that results are received that 

confirm a violation. 
 
Drug and alcohol counseling is 

recommended. 

Student is suspended from 

participation in all non-

competitive activities for 365 

days from the day that results 

are received that confirm a 

violation. 
 
Drug and alcohol counseling is 

recommended. 

Student is suspended from 

participation in all co-curricular 

activities for 365 days from the 
day that results are received that 

confirm a violation. 
 
Drug and alcohol counseling is 
recommended. 

Student is 

suspended from 

driving for 365 

days from the day 

that results are 

received that 
confirm a 

violation. 
 
Drug and alcohol 
counseling is 

recommended. 

4th 

Violation 

Student is suspended from 

participation in all 

competitive/performance 
activities for the remainder of 

his/her high school career. 
 
Drug and alcohol counseling is 
recommended. 

Student is suspended from 

participation in all non-

competitive activities for the 
remainder of his/her high school 

career. 
 
Drug and alcohol counseling is 
recommended. 

Student is suspended from 

participation in all co-curricular 

activities for the remainder of 
his/her high school career. 
 
Drug and alcohol counseling is 

recommended. 

Student is 

suspended from 

driving for the 
remainder of 

his/her high school 

career. 
 
Drug and alcohol 

counseling is 

recommended. 

 

Reinstatement 
 

Prior to regaining eligibility status in any category, the student must have obtained a 

negative test. 

 

Students who have a confirmed violation may report to the office to provide a new 

sample. The principal/administrative designee will send the new sample to the lab testing 

company for results. The student/parent/guardian will be notified by the 
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principal/administrative designee of the results upon receipt from the testing company. 

 

If a student/parent/guardian would prefer to have the student take the test at a different 

testing lab, the test will be the financial responsibility of the student/parent/guardian. The 

principal/administrative designee must receive the documentation directly from the 

testing company. Home/store purchased testing kits/results will not be accepted. This test 

must be an equivalent test (testing for the same substances that were tested for in the 

random drug test).  

 

Reduction of the length of suspension by the principal/administrative designee, within the 

suspension period, cannot occur until the school receives written documentation of the 

studentôs successful completion of a substance abuse program approved by the 

principal/administrative designee or a recommendation to return to the studentôs practice 

activities by the substance abuse counselor and approved by the principal/administrative 

designee. Counseling and subsequent treatment by non-school agencies is also the 

financial responsibility of the student/parent/guardian. 

 

 

BENTON COMMUNITY SCHOOL CORPORATION  

RANDOM DRUG TESTING AND EDUCATION PLEDGE  
 

As a student in the Benton Community School Corporation, I recognize and accept the 

fact that my participation is an opportunity for me to make a contribution to my personal 

development, my school, and my community. Representing BCSC in athletic, 

extracurricular, or co-curricular activities places responsibility on me. Many people, 

including fellow students, faculty, coaches, sponsors of clubs, and school officials are 

investing many hours of time to provide beneficial programs for my personal 

development. In consideration of this, I agree to live by and conduct myself in 

accordance with the following pledge: 

ǒ My conduct will reflect honor upon myself, my community, and my school at all 

times and in all places. 

ǒ I will keep myself mentally and physically alert so that I can contribute my best 

efforts and benefit my school, my community, and myself. 

ǒ I will not use tobacco, alcohol, or unlawful drugs while a student in BCSC. 

ǒ I will actively discourage the use of tobacco, alcohol, and drugs in order to 

achieve a drug-free environment in BCSC. 

 

RANDOM DRUG TESTING CONSENT FORM  
 

I have received and read a copy of the Random Drug Testing and Education 

Policy of BCSC. I understand the Random Drug Testing and Education Policy of 

BCSC. I desire to participate in this program and in competitive, non-competitive, 

or co-curricular programs in BCSC, or be a student driver, and hereby voluntarily 

agree to be subject to its terms. I accept the methods of obtaining samples, testing 
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and analysis of such specimens, and all other aspects of the program. I agree to 

cooperate in furnishing specimens that may be required from me to conform to 

the guidelines of the program. 

 

Consent is given pursuant to all State and Federal Privacy Statutes and is a waiver 

of rights to non-disclosure of such test records and results only to the extent of the 

disclosures authorized in this program. As a member, or parent of a member, of a 

student participating in competitive/performance, non-competitive, or co-

curricular programs in BCSC, or as a student driver or parent of a student driver: 

 

 
_________________________________________  ____________________________________ 

Student Name Printed (clearly)    Graduation Class (2017, 2018, etc.) 

 
_________________________________________  ____________________________________ 

Student Signature      Date 

 
 

_________________________________________ 

Custodial Parent/Guardian Name Printed (clearly) 
 

_________________________________________  ____________________________________ 

Custodial Parent/Guardian Signature   Date 
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 8.26 HOMELESS STUDENTS : ENROLLMENT RIGHTS AND  

SERVICES 
 

To the extent practical and as required by law, the corporation will work with 

homeless students and their families to provide stability in school attendance and 

other services.  Special attention will be given to ensuring the enrollment and 

attendance of homeless students not currently attending school.  Homeless 

students will be provided corporation services for which they are eligible, 

including Head Start, Title I, special education, bilingual education, vocational 

and technical education programs, gifted and talented programs and school 

nutrition programs. 

 

Homeless students are defined as lacking a fixed, regular and adequate nighttime 

residence, including: 

 

    1.  Sharing the housing of other persons due to loss of housing or economic 

hardship;  

    2.  Living in motels, hotels, trailer parks or camping grounds due to the lack 

of alternative adequate accommodations;  

    3.  Living in emergency or transitional shelters;  

    4.  Are abandoned in hospitals; 

    5.  Awaiting foster care placement;  

    6.  Living in public or private places not designed for or ordinarily used as a 

regular sleeping accommodations for human beings;  

    7.  Living in cars, parks, public spaces, abandoned buildings, substandard 

housing, transportation stations or similar settings; or 

    8.  Are migratory children living in conditions described in the previous 

examples. 

 

The superintendent shall designate an appropriate staff person to be the 

corporation's liaison for homeless students and their families. 

 

To the extent feasible, homeless students will continue to be enrolled in their 

school of origin while they remain homeless or until the end of the academic year 

in which they obtain permanent housing.  Instead of remaining in the school of 

origin, parents or guardians of homeless students may request enrollment in the 

school in the attendance area the student is actually living.  Attendance rights by 

living in attendance areas, other student assignment policies, or intra-district 

choice options are available to homeless families on the same terms as families 

resident in the school corporation. 

 

If there is an enrollment dispute, the student shall be immediately enrolled in the 

school in which enrollment is sought, pending resolution of the dispute.  The 

parent, guardian, or unaccompanied youth shall be informed of the corporation's 
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decision and their appeal rights in writing.  The corporation's liaison will carry out 

the dispute resolution as provided by state rule. 

 

Once the enrollment decision is made, the school shall immediately enroll the 

student, pursuant to corporation policies.  If the student does not have immediate 

access to immunization records, the student shall be admitted under a personal 

exception.  Students and families should be encouraged to obtain current 

immunization records or immunizations as soon as possible, and the corporation 

liaison is directed to assist in this process.  Records from the student's previous 

school shall be requested from the previous school pursuant to corporation 

policies.  Emergency contact information is required at the time of enrollment 

consistent with corporation policies. 

 

Homeless students are entitled to transportation to their school of origin or the 

school where they are to be enrolled.  If the school of origin is in a different 

school corporation, or a homeless student is living in another school corporation 

but will attend his or her school of origin in this corporation, the two school 

corporations will coordinate the transportation services necessary for the student, 

or will divide the costs equally. 

 

The corporation's liaison for homeless students and their families shall coordinate 

with local social service agencies that provide services to homeless children and 

youths and their families; other school corporations on issues of transportation 

and records transfers; and state and local housing agencies responsible for 

comprehensive housing affordability strategies.  This coordination includes 

providing public notice of the educational rights of homeless students in schools, 

family shelters and soup kitchens.  The corporation's liaison will also review and 

recommend amendments to corporation policies that may act as barriers to the 

enrollment of homeless students. 

 

Legal Reference: 42 U.S.C. Section 11431 
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8.27 SOCIAL NETWORKS   - STUDENTS 

 

Social networks refer to a group of websites and tools on the Internet which 

support collaboration and sharing of opinions, insights, experiences and 

perspectives.  The content within them, and the functionality of that content, is 

managed and regulated by the user community itself and not the provider of the 

network or a third party institution.  Typical examples of social networks are 

blogs, wikis, podcasts, message boards, and social networking sites themselves 

such as Facebook, MySpace, Twitter, LinkedIn and many others. 

 

The corporation provides access to social networks strictly for educational 

purposes toward the support of the corporationôs educational goals and allows 

their use only for the value they may provide in the context of assigned 

educational exercises.  Students must follow these guidelines when using social 

networks:  

 

¶ Any students using social networks must be directly supervised by a 

teacher or other staff member who is aware of and approves of their 

attempt to access such a site. Only sites not blocked by the corporation 

technology department may be used.    

 

¶ Students shall not reveal their name or personally identifiable information 

to, or establish relationships on the Internet unless a parent or teacher has 

coordinated the communication.  

 

¶ Students who utilize social networking for educational purposes shall be 

aware of and familiar with privacy options on the social networking site, 

and shall set those options to limit access to personal information to 

ñfriendsò only.  

 

¶ Students and parents shall be aware, however, that privacy options alone 

can never fully protect personal information. If a student shares personal 

information with ñfriends,ò those friends may share that information with 

others. With this in mind, students shall carefully consider what 

information is posted online.  

 

¶ Teachers and other adult staff have been advised NOT to ñfriendò students 

on social networking sites. Students are given the same advice toward 

teachers. Remember that teachers are ethically and legally bound to report 

any activity in which a student may be breaking the law or may be in 

danger of hurting him/herself or others.  

 

¶ All policies and guidelines regarding student behavior in general apply 

when using social networks, including all guidelines under the 
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corporationôs Internet Safety Policy and all corporation rules relating to 

harassment, bullying and behavior disruptive to the educational 

environment. 
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8.28 SUICIDE AWARENESS AND PREVENTION  

Benton Community School Corporation (BCSC) recognizes that suicide is one of 

the leading causes of death for Indiana youth.  This policy is meant to increase 

child suicide awareness and prevention.  BCSC believes there must be a 

partnership between families, the community and BCSC. 

 

To that end, BCSC cooperates with the community to communicate information 

concerning suicide prevention services that are available.  Further, information 

regarding crisis intervention referral is available to students, parents, and BCSC 

employees. 

 

BCSC provides counseling services for students and families related to suicide 

prevention. 

 

BCSC recognizes the relationship between suicide and its relationship to drug and 

alcohol use and bullying.  The plan, training, and any other program authorized 

under this policy shall increase awareness of this correlation.   

 

BCSC shall ensure BCSC employees meet training requirements consistent with 

Indiana law on suicide prevention and awareness.  The training will address 

warning signs and tendencies that may evidence a student is considering suicide. 

 

Consistent with Indiana law, the Superintendent or his/her designee shall develop 

a plan to assist survivors of attempted suicide and to assist students and BCSC 

employees to cope with a suicide or attempted suicide.  The Superintendent or 

his/her designee may develop any other program or activity appropriate to 

increase awareness and prevention of child suicide.   

 

I.C. 20-26-5-34.4 

I.C. 20-26-3-6 
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9.1 SELECTION OF BOOKS, PRINTED MATERIALS, AND AUDIO -

VISUALS 

 

1.  Materials should be chosen which are interesting and enlightning to 

students of the community.  Materials shall not be excluded because of the 

race, nationality, or the political or religious views of the writer. 

 

2.  There shall be the fullest practical provision of material presenting all 

points of view concerning the problems and issues of our times, 

international, national, and local; and materials of sound factual authority 

shall not be prescribed or removed because of partisan or doctrinal 

disapproval. 

 

3.  Censorship of materials shall be challenged in order to maintain the 

school's responsibility to provide information and enlightenment. 

 

Interpreting these principles more specifically in the selection of materials, the 

following will apply: 

 

1.  We believe is the right and responsibility of teachers and librarians to 

select materials which are carefully balanced to include various points of 

view on any controversial subject. 

 

2.  Since materials are selected to provide for the interests and needs of the 

school community and the school program, they will be selected 

cooperatively by teachers, supervisors, principals, and librarians.  

Sometimes students will assist in this function. 

 

3.  Selection of materials will be assisted by the reading, examination and 

checking of standard evaluation aides, such as standard catalogs, book 

review digests and audio-visual selection aids. 

 

4.  Two basic factors, truth and art, will be considered in the selection of 

materials.  The first is factual accuracy, authoritativeness, balance and 

integrity.  The second is a quality of stimulating presentation, imagination, 

vision, creativeness, style appropriate to the idea, vitality and distinction. 

 

5.  Materials for each library and materials center shall be examined to select 

those in which the presentation and the subject matter are suitable for the 

grade and in relation to both the curriculum and to the personal interest of 

pupils and teachers. 

 

Books and materials meeting the above standards and principles will not be 

banned, but materials of an obscene nature or those advocating the overthrow of 

the government of the United States by force or revolution shall not be 
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recommended for purchase. 

 

Criticisms of materials should be submitted in writing to the Superintendent.  The 

Board of Education will be informed.  Allegations thus submitted will be 

considered by a committee of the faculty which will be appointed by the 

Superintendent.  This committee will be knowledgeable in the subject matter field 

of the book or material challenged and the challenged book or material will be 

judged by the committee as to its conformity to the aforementioned principles.  

Availability of the book or materials involved will be suspended pending a 

decision in writing by the above committee.  Appeals of this decision may be 

made through the Superintendent to the Board of Education for final approval. 
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9.2 FIELD TRIPS  

 

The Benton Community School Corporation recognizes that today's education 

often necessitates experiences outside the classroom.  These experiences, in the 

form of field trips are to be encouraged when they provide a better opportunity for 

learning than can be found in the regular classroom.  Field trips are to be 

classified as: 

  

1.  Curricular field trips. 

  2.  Supplemental field trips. 

 

 Curricular field trips are those which are directly related to those units of study in 

 the classroom at the time, or will actually serve as a unit of study.  A classroom 

 teacher of the students involved will be responsible person in charge during such  

field trips. 

 

Proposals for curricular field trips are to be submitted to the Superintendent or his 

designee for initial approval two weeks prior to date of trip.  Approval will 

depend upon: 

 

1.  Pertinence and value of such an experience to students. 

2.  Time and expense in reaching the destination. 

3.  Effect upon the school. 

4.  Effect upon the students total school program. 

 

The building principal on behalf of interested teachers, will submit requests for 

transportation service within the means of financial resources. 

 

Bus transportation will be available for other types of trips for tours, which are 

enriching or supplemental, but are not directly or immediately pertinent to 

curriculum.  The expense of operation and drivers salary will be borne by the 

participants.  Sponsors or supervisors must be teachers, and requests for bus 

transportation must be submitted by the building principal.  Written parental 

permission for each participating student must be on file in the principal's office 

prior to any type of field trip.  Any trip which extends into more than a single day 

must be approved by the Board of Trustees.  Field trips that are out of state must 

be approved by the Board of Trustees.     

 

When a group is requesting an overseas field trip they must make a presentation 

to the school board for approval at least 18 months in advance of the scheduled 

trip.  In said presentation the group must supply the school board with proof  that 

the travel companies being used have at least a $30 million dollar liability 

insurance policy. 
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9.3 REPORTS TO THE BOARD 

 

The Board expects that continuous curriculum studies and evaluations will be 

carried on at all levels of the schools and may require reports from the 

Administration or other personnel. 
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9.4 TEACHING OF CONTROVERSIAL ISSUES  

 

 Teachers should use the following criteria in dealing with controversial issues. 

 

1. The treatment of the issue must be within the range of the  

knowledge, maturity and competence of the students and pertinent 

to the curricular assignment of the teacher. 

 

2. There should be study materials and learning aids available from  

which a reasonable amount of data pertaining to different aspects 

of the issue may be obtained. 

 

3. The issues should be significant ones which concern considerable 

numbers of people, are related to basic principles, or at the moment 

are under consideration by the public and the mass media. 

 

4. The teacher has the responsibility to present the facts on all aspects 

of the issue.  He/she does have the right to express his/her opinions 

so long as the students know they are the teacherôs opinions and 

not authoritative answers or solutions. 

 

Teachers should exercise tact and diplomacy in handling those unexpected issues 

which present themselves during normal classroom discussions.  If possible, 

discussions should be deferred until proper preparation has been made; however, 

no sincere request from a student for an answer to a question should be ignored 

indefinitely, nor should the student be made to feel embarrassed for having posed 

the question. 
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9.5 RIGHT TO INSPECT CERTAIN NON -ACADEMIC  MATERIALS  AND 

ACADEMIC MATERIALS  

 

The parent or guardian of a child enrolled in a school within the Benton 

Community School Corporation shall be entitled to inspect any and all 

instructional materials which will be used in connection with a survey, a personal 

analysis, or an evaluation which is not a direct part, or is a direct part of the 

academic instruction. Instructional materials include teachers' manuals, curricular 

materials, student texts, films, other video materials, tapes or other materials, or in 

connection with instruction on human sexuality.   

 

Any complaints arising under this policy may be submitted in accordance with the 

policy for parental [public] complaints about Curriculum or Instructional 

Materials (Policy 10.3) 

 

 

 

LEGAL REFERENCE: I.C. 20-30-5-17 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

320 

 

 

 

 

9.6 EQUAL EDUCATIONAL OPPORTUNITY  

 

The School Corporation is committed to a policy of educating all its students for a 

life in which they can develop an awareness and appreciation of the 

achievements, problems, and aspirations of all people in a culturally diverse 

society. 

 

The School Corporation shall help children from diverse backgrounds to gain the 

knowledge, skills, and determination that will enable them to reach their highest 

potential. 

 

The School Corporation shall establish and maintain an atmosphere in which all 

persons can develop attitudes and skills for effective, cooperative living. It shall 

 both practice and teach: 

 

A.  respect for the individual, regardless of economic status,   

  intellectual ability, race, creed, color, religion, sex, or age; 

 

B.  respect for cultural difference, 

 

C.  respect for economic, political, and social rights of others; and 

 

D.  respect for the rights of others to seek and maintain their own 

identities. 

 

The School Corporation shall continue to promote good human relations by 

removing all vestiges of prejudice and discrimination in employment, assignment, 

and promotion of personnel; in location and use of facilities; in curriculum 

development and instructional materials; and in the availability of programs for its 

students. The School Corporation shall continue to re-examine thoroughly all 

parts of the curriculum to make sure that it emphasizes positive human 

relationships. The instructional materials used in the schools shall accurately 

portray the history, contributions, and culture of the various ethnic groups in our 

society. Children from minority groups must be helped to establish their identity 

with their own groups as well as with the total society. 

 

It is essential that staff, students, parents, and citizens become aware of the human 

relations concerns in school and community. The administration of the School 

Corporation shall develop programs which will increase the awareness of 

students, parents, and citizens of cultural diversity and further programs which 

humanize the classroom. 
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The School Corporation shall continue to re-examine its policies and procedures 

to determine their effect on individual and group behavior and to make whatever 

changes are necessary to improve human relations. 
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9.7 RELIGION IN THE CURRICULUM  

 

The School Board believes that an understanding of religions and their effects on 

civilization is essential to a sound basic education and to appreciate a pluralistic 

society. Curriculum may include, as appropriate to age and grade levels of the 

students, instruction about the religions of the world. 

 

The Board acknowledges the degree to which a religious consciousness has 

permeated the arts, literature, music, and issues of morality. The instructional and 

resource materials approved for use in the Corporation schools frequently contain 

religious references or concern moral issues that traditionally have been the focus 

 of religious concern. That such materials may be religious in nature shall not, by 

itself, bar their use by the Corporation. The Board directs that professional staff 

members employing such materials be neutral in their approach and avoid using 

them to advance or inhibit religion in any way. 

 

The Board recognizes that religious traditions vary in their beliefs and doctrines 

regarding the natural world and its processes. The curriculum is chosen for its 

place in the education of the Corporation's students, not for its conformity to 

religious principles. Students should receive unbiased instruction in the schools, 

so they privately may accept or reject the knowledge thus gained, in accordance 

with their own religious beliefs. 

 

The Superintendent shall prepare administrative guidelines regarding observances 

and activities which have religious overtones.  
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9.8 GUIDANCE PROGRAM  

 

The guidance program shall be incorporated into the educational programs of the 

schools to aid students in making informed and responsible decisions and in 

utilizing effective decision-making processes. The guidance program of each 

school shall be supervised directly by the school principal. The Superintendent 

shall have ultimate accountability for the operation and effectiveness of the 

Corporation's guidance program. It shall provide for the participation of all staff 

members and others who help students acquire the insights and knowledge they 

need to become autonomous, mature members of adult society in a democratic 

nation. 

 

The primary purpose of the guidance program shall be to assist students in 

learning to make their own decisions concerning life's many choices--personal, 

educational, and vocational. It is anticipated that before completion of high 

school, each student will strive to reach the point of maturity where the student 

will be well equipped to make important decisions affecting his/her life. A 

program of guidance and/or counseling shall be offered to all students. 
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9.9 HOME BOUND INSTRUCTION  

 

The School Board may provide, pursuant to rules of the State Department of 

Education, individual instruction to students of school age who are not able to 

attend classes for an extended number of days due to accident or illness. 

 

 Documentation of the enabling conditions shall be done by a physician licensed 

to practice in this State who shall: 

 

A.  certify the nature of the medical disability, 

 

B.  state the probable duration of the confinement, and 

 

C.  certify the student's ability to participate in an educational   

  program. 

 

 Applications must be approved by the Director of Special Education. 

 

The program of home bound instruction given each student shall be in accordance 

with rules of the State Board of Education with such exceptions as may be 

recommended by the school physician or Case Conference. Teachers shall hold an 

Indiana teaching certificate appropriate for the level of instruction for which the 

assignment is made. 

 

Instruction may be withheld when: 

 

A.  the instructor's presence in the place of a student's confinement 

presents a hazard to the health of the teacher, 

 

B.  a parent or other adult in authority is not at home with the student 

during the hours of instruction, or 

 

C.  the condition of the student precludes the student's benefit from 

such instruction as determined by the instructor. 

 

511 IAC 7-42-12 
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9.10 VOCATIONAL EDUCATION PROGRAM  

 

The Board shall provide classes of appropriate vocational instruction and, where 

this is not feasible, shall make arrangements through membership in the Wildcat 

Creek Career Cooperative to provide the desired instruction when it is available in 

nearby schools or industry. 

 

Wherever possible, actual work experience will be incorporated into vocational 

and technical programs. As appropriate, actual work experience will take the form 

of cooperative work-study. In all instances, programs providing practical work 

experience shall be organized and conducted solely for the purpose of providing 

the students with a valuable training experience. 
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9.11 SUMMER SCHOOL 

 

The School Board may conduct a summer program of academic instruction, End 

of Course (ECA), IRead or ILERAN+ remediation, and driver's education for 

resident students of this Corporation and such other students as the Board may 

admit. 

 

Summer school instruction, if offered, shall be designed to: 

A.  improve learning skills, 

 

B.  enrich student understanding and knowledge of a specific   

  academic area, 

 

C.  enable students to explore new academic areas, and 

 

D.  give junior high school and senior high school students the 

opportunity to take required courses in the summer. 

 

In order to support a program of summer instruction, the Board will: 

A.  employ teaching and administrative staff, 

 

B.  purchase appropriate books, materials, supplies, and equipment as 

appropriate; 

 

C. make available school facilities as required, and 

 

D.  provide necessary custodial services. 

 

Students who may have met or exceeded the End of Course (ECA), IRead or 

ILEARN+ achievement standards for his/her grade level but who, in the opinion 

of the teacher and building principal would benefit from the End of Course 

(ECA), IRead or ILEARN+ Summer Remediation Program may be recommended 

for the program by the student's teacher and building principal. However, such 

students are not subject to End of Course (ECA), IRead or ILEARN+ retesting 

and retention requirements.  End of Course (ECA), IRead or ILEARN+ 

remediation class size may not exceed ten (10) students. 

 

With regard to transportation, the Board accepts responsibility for all resident 

students mandated for End of Course (ECA), IRead or ILEARN+ remediation and 

accepts responsibility for disabled students if their case conference so determines.  

The Superintendent shall be responsible for developing administrative guidelines 

for the operation of the summer program which shall be consistent with Board 

policies and not conflict in any way with the administration of the regular school 

sessions of the Corporation. 

I.C. 20-30-7-1 et seq. 
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9.12 EVALUATION OF THE INSTRUCTIONAL PROGRAM  

 

The Board of School Trustees shall rely on the Superintendent to provide 

continuous evaluation of the educational program and instructional processes. 

 

The Board may participate with the professional staff in such evaluation; it also 

may arrange for evaluations to be conducted by outside agencies. 

 

The purposes of evaluation of instruction shall be: 

 

A.  to determine educational needs and provide information for 

planning, 

 

B.  to indicate instructional strengths and weaknesses, 

 

C.  to check on the suitability of programs in terms of community 

requirements, 

 

D.  to show the relationship between achievement and the system's 

stated goals, and 

 

E.  to provide data for public information. 

 

Appropriate research studies shall be reviewed periodically to determine recent 

trends and developments in evaluation techniques. 

 

The Superintendent shall maintain a calendar of assessment activities and shall 

make periodic evaluation reports to the Board during the school year. 

 

Assessment results obtained under this policy shall not be used for comparison 

purposes except as required by statute and Indiana Department of Education 

administrative guidelines or as needed for internal purposes, as authorized by 

the Superintendent or Board. 

 

511 IAC Article 6.2 

 

 

 

 

 

 

 

 

 

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

328 

 

9.13 QUALITY OF MOV IES 

 

Only movies which adhere to a high moral standard and are acceptable by the 

entire student body are to be utilized for student convocations.  Prior to a movie 

being utilized for the above purpose, it must be previewed by the administration 

and a committee selected by the administration composed of members of the staff 

and student body. 
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9.14 STUDENT SUBMISSION TO SURVEYS, PERSONAL ANALYSIS OR 

EVALUATIONS OF SCHOOL CURRICULUM  

 

No student shall be required without prior written consent of the studentôs parent 

or guardian or prior consent of a student if the student is an adult or is 

emancipated, to submit to a survey, a personal analysis, or an evaluation not 

directly related to the academic instruction which reveals information concerning: 

 

1.  political affiliations, 

 

2.  religious beliefs or practices, 

 

3.  mental or psychological conditions that may embarrass the student 

or his/her family, 

 

4.  sexual behavior and attitudes, 

 

5.  illegal, anti-social, self-incriminating or demeaning behavior; 

 

6.  critical appraisals of other individuals with whom the student has a 

close family relationship, 

 

7.  legally recognized privileged or confidential relationships, 

including a relationship with a lawyer, physician or minister; or 

 

8.  income (except as required by law to determine eligibility for 

participation in a program or for receiving financial assistance 

 under a program). 

 

Any consent form used in compliance with this policy must state the contents and 

nature of the personal analysis, survey or evaluation. 

 

20 U.S.C. 1232h(b) 
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9.15 EDUCATIONAL OPTIONS  

 

The School Board recognizes the need to provide alternative means by which 

students achieve the goals of the Corporation. 

 

An optional plan to meet the recognized educational needs of a student shall be 

approved by the Superintendent. The Superintendent shall direct the principal to 

prepare a plan when necessary of educational options for use in meeting special 

needs. 

 

Such options may include, but not be limited to, tutorial programs, independent 

study, cadet teaching, correspondence courses, educational travel, mentorship 

programs, summer school, early college entrance, etc. 

 

Credit may be granted to the student upon completion of the program. 

 

511 IAC 6-7-7 
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10.1 SCHOOL NEWSPAPER AND YEARBOOK ADVERTISEMENTS  

 

School newspapers and yearbooks will not accept advertisements from businesses 

or organizations whose main products and/or services are the sales of alcohol or 

tobacco products.  Businesses that sell alcohol and tobacco products as their 

primary source of income, such as taverns and liquor stores, are examples of 

businesses that will be denied the opportunity to advertise in the school 

newspaper/yearbook. 

 

In addition, businesses or organizations that offer products or services of a sexual 

nature as their main source of business are likewise not permitted to advertise in 

the school newspapers/yearbooks. 

 

All school newspaper or yearbook advertising is subject to the approval of the 

sponsor, the principal, and, in the event of a controversial ad, the superintendent.  

The school publication staff and the school administration have the right to edit, 

cancel, or refuse any advertisement that does not meet the standards of the 

newspaper/yearbook, or is found unsuitable for publication. 

 

The school publication staff and the administration have the right to set the words 

ñPaid Advertisementò above and below any advertisement appearing as an 

editorial or news matter. 
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10.2 PUBLIC COMPLAINTS ABOUT CURRICULUM AND 

INSTRUCTIONAL MATERIALS  

 

 Public Complaints about Curriculum 

 

The Board recognizes its responsibilities to, and the rights of, citizens who 

are concerned over controversial issues or materials.  These rights include 

the right to expect the impartial presentation of controversial issues, the 

right to secure information from school officials, and the right to file 

formal protests with the full expectation that they will receive a courteous 

and prompt reply.  Individual citizens do not have the right, however, to 

suppress the study or examination of issues about which they hold strong 

opinions or beliefs. 

 

Instructional materials will not be excluded because of the nationality, 

race, and political or religious views of the writer or producer.  Materials 

presenting all points of view concerning the problems and values of our 

times will be selected.  They shall be of sound and authoritative factual 

matter, and shall not be removed from the shelves solely because of 

partisan or doctrinal reasons.  However, instructional materials of an 

obscene nature or that advocate the overthrow of the government of the 

United States by force or revolution will not be recommended for 

purchase.  The final approval of all materials selected is the responsibility 

of the Board. 

 

The Board has developed and has approved a procedure for receiving 

complaints courteously and will take steps to make a proper reply to the 

complainant.  If resolution of the problem seems unlikely at the building 

level, either party is encouraged to refer the matter to the superintendent 

for his review. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



Benton Community School Corporation 

Board Policy Manual and Administrative Appendix/Forms Appendix 

 

334 

 

10.3 VISITORS IN THE SCHOOLS  

 

The School Board welcomes and encourages visits to school by parents, other 

adult residents of the community, and interested educators. But in order for the 

educational program to continue undisturbed when visitors are present and to 

prevent the intrusion of disruptive persons into the schools, it is necessary to 

develop and implement procedures. 

 

The Superintendent or building principal has the authority to prohibit the entry of 

any person to a school or to expel any person when there is reason to believe the 

presence of such person threatens the good order of the school. If such an 

individual refuses to leave the school grounds or creates a disturbance, the 

principal is authorized to request from the local law enforcement agency whatever 

assistance is required to remove the individual. 

 

Rules regarding entry of persons other than students, staff, and faculty upon 

school grounds or premises shall be posted conspicuously at or near the entrance 

to such grounds or premises if there are no formal entrances, and at the main 

entrance to each school facility. 
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10.4 CONFIDENTIALITY AGREEMENT FOR VOLUNTEERS  

 

 

    CONFIDENTIALITY AGREEMENT   

 

 

I, ________________________________________, agree to follow all laws and  

 (printed name of volunteer) 

 

guidelines regarding confidentiality of information that I encounter as a volunteer 

in the Benton Community School Corporation.  Such information may be related 

to students and their families, student behavior issues, student grades and other 

test scores, class assignments, medical conditions of students and their families, 

staff, confidential matters of the school corporation, and any other matter 

considered to be confidential. I also understand that making a personal photocopy 

of any school documents that are confidential will constitute a violation of this 

Confidentiality Agreement.  

 

I understand that if I violate this Confidentiality Agreement, I may be denied the 

privilege of volunteering in Benton Community School Corporation buildings and 

at school events. 

 

 

 

______________________________________ _____________________ 

(Signature of Employee)    Date  

 

______________________________________ _____________________ 

(Signature of Building Principal)    Date 
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10.5 COMMUNITY EDUCATION AND RECREATION  

 

The Board of School Trustees will make an effort to provide educational and 

recreational programs to the community.  The Superintendent will review the 

educational and recreational needs and recommend necessary personnel and 

programs to meet those needs. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 




