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Personnel 
Code #2025 

 
 

CRIMINAL HISTORY INFORMATION – APPLICANTS AND CONTRACTORS 
 

 
To help ensure a safe environment and as required by state law, the Mill Creek 
Community School Corporation will obtain for each individual hired for employment that is 
likely to have direct, ongoing contact with children as a result of the individual’s position 
an expanded criminal history check and an expanded child protection index check.  The 
School Corporation will obtain an expanded criminal history check and an Indiana 
expanded child protection index check for each individual hired as an adjunct teacher or 
a driver of an appropriate vehicle, which is a vehicle owned or contracted by the school 
corporation with a seating capacity of not more than 15 people including the driver; such 
vehicle includes a car, truck, sport utility vehicle, minivan, or van.  The individual will be 
responsible for the cost to the School Corporation for obtaining the expanded criminal 
history check and the expanded child protection index check. 
 
The expanded criminal history check should be obtained by the Corporation prior to the 
individual beginning employment with the school corporation, and must be obtained no 
later than thirty (30) days after the individual’s employment begins. 

If more than one type of expanded criminal history check is available to the school 
corporation, the school administration shall evaluate all expanded criminal history 
check types to determine the comprehensive expanded criminal history check 
providing the most protection for students. The expanded criminal history check 
determined to have better protection for students will be utilized for purposes of this 
policy. 

The Indiana expanded child protection index check should be obtained by the 
Corporation prior to the individual beginning employment with the school corporation, and 
must be obtained no later than sixty (60) days after the individual’s employment begins. 
 
The School Corporation is prohibited from hiring or contracting with an individual who has 
been convicted of an offense which requires the revocation of a license under state law,  
or of an offense listed in state law, unless the conviction has been reversed, vacated, 
or set aside on appeal. 
 
School officials must communicate with all of the employment references and the most 
recent employer (if provided) of the applicant recommended for employment prior to the 
applicant being hired by the School Corporation. 
 
 
 
Each individual hired will 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 or the expanded child protection 
index check may be cause for termination of the applicant. 
 
For any volunteer coach who will be coaching an Indiana High School Athletic 
Association recognized sport for Grades 9 through 12 the Corporation will obtain an 
expanded criminal history check on the coach prior to allowing the coach to perform any 
coaching duties including practices for the Corporation.  The School Corporation will 
pay the costs for the expanded criminal history check for volunteer coaches. 
 
Any volunteer who may have direct, ongoing contact with children when performing 
services for the school must provide to the Corporation a limited criminal history check.   
An expanded criminal history check and expanded child protection index check may be 
required prior to beginning volunteer work for the Corporation.  The volunteer will be 
responsible for all costs associated with obtaining an expanded criminal history check 
and an expanded child protection index check.  However, the School Corporation will 
pay the costs by way of reimbursement for volunteers who are selected for service. 
 
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 Corporation limited criminal histories, expanded 
criminal history checks, and expanded child protection index checks for such 
employees.  The entity and/or the entity’s employees are responsible for all costs 
associated with obtaining the limited criminal histories, expanded criminal history 
checks, and expanded child protection index checks.  An individual who is working for 
such an entity may also be required to provide the individual’s limited criminal history, 
expanded criminal history check, and an expanded child protection index check to the 
school corporation upon its request to do so or to provide consent to the school 
corporation for it to request a limited criminal history, an expanded criminal history 
check, and an expanded child protection index check of the individual.  This provision 
also applies to an individual who has a contract to provide services to the Corporation.  
 
Any information obtained from any criminal history check and an expanded child 
protection index check is confidential and shall not be released or disseminated. 
 
All individuals or entities that have contracts for services with the School Corporation 
are required by state law to immediately report convictions of certain crimes 
enumerated in state law to the School Corporation.  The superintendent or designee is 
responsible for implementing regulations to notify the individuals, including volunteers, 
and the entities for contracted services of this duty.  In addition to the crimes listed in 
the state law, the notice shall also include the convictions of the “attempted” crimes 
listed in the law. 
 
 
 
 
LEGAL REFERENCE: I.C. 20-26-5-10 



    I.C. 20-26-5-10.5 
    I.C. 20-26-5-11 
    I.C. 20-28-5-8(c) 
    I.C. 20-26-14-9(b) 
 
Reviewed/Revised:  July 1997  Adopted:  August 13, 1997 
Reviewed/Revised:  March 2001  Adopted:  April 11, 2001 
Reviewed/Revised:  July 2009  Adopted:  August 12, 2009 
Reviewed/Revised:  June 2013  Adopted:  August 14, 2013 
Reviewed/Revised:  June 2016  Adopted:  July, 13, 2016  
Reviewed/Revised:  June 2017  Adopted:  July 12, 2017 (Emergency) 
Reviewed/Revised:  June 2018  Adopted:  July 11, 2018 (Emergency) 
Reviewed/Revised:  July 2019  Adopted:  July 10, 2019 (Emergency) 
Reviewed/Revised:  July 2022  Adopted:  August 10, 2022 (Emergency) 
Reviewed/Revised:  June 2023  Adopted:  July 12, 2023 (Emergency) 



Personnel 
Code #2026 

 
CRIMINAL HISTORY CHECKS – SCHOOL EMPLOYEES 

 
 
To help ensure a safe environment and as required by state law, the Mill Creek 
Community School Corporation will conduct an expanded criminal history check on 
each employee who is likely to have direct, ongoing contact with children as a result of 
the individual’s position once every five (5) years, including adjunct teachers and drivers 
of appropriate vehicles. which is a vehicle owned or contracted by the school 
corporation with a seating capacity of not more than 15 people including the driver; such 
vehicle includes a car, truck, sport utility vehicle, minivan, or van.  The superintendent 
will be responsible for determining the schedule for conducting the expanded criminal 
history checks on school employees.  The cost of an expanded criminal history check 
will be the responsibility of the employee unless otherwise collectively bargained with 
the exclusive representative of the employee. 

If more than one type of expanded criminal history check is available to the school 
corporation, the school administration shall evaluate all expanded criminal history 
check types to determine the comprehensive expanded criminal history check 
providing the most protection for students. The expanded criminal history check 
determined to have better protection for students will be utilized for purposes of 
this policy. 

The School Corporation may also conduct an expanded child protection index check on 
an employee every five (5) years. The school corporation will be responsible for the 
costs of obtaining the expanded child protection index checks on all employees. 
 
The School Corporation may conduct an expanded criminal history check on an 
employee when the Corporation has reason to believe the employee has been 
convicted of or charged with certain crimes enumerated in state law or an expanded 
child protection index check when the Corporation has reason to believe the employee 
is the subject of a substantiated report of child abuse or child neglect. 
 
Each employee 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 or the expanded child protection 
index check may be cause for termination of the employee. 
 
The School Corporation is prohibited from continuing to employ or contract with an 
individual who has been convicted of an offense which requires the revocation of a 
license under state law, or of an offense listed in state law, unless the conviction has 
been reversed, vacated, or set aside on appeal.  
 
Any information obtained from any criminal history check and an expanded child 
protection index check is confidential and shall not be released or disseminated. 



 
All school employees are required by state law to report to the School Corporation if 
they have been convicted during their employment of certain crimes enumerated in 
state law.  In addition, all individuals or entities that have contracts for services with the 
School Corporation are required by state law to immediately report convictions of 
certain crimes enumerated in state law to the School Corporation. The superintendent 
or designee is responsible for implementing regulations to notify the employees, 
including volunteers, and the entities for contracted services of this duty.  In addition to 
the crimes listed in the state law, the notice shall also include the convictions of the 
“attempted” crimes listed in the law. 
 
 
 
LEGAL REFERENCE: I.C. 20-26-5-10(f), (h), (i), and (j), and (k) 
    I.C. 20-26-5-11.2 
 
Reviewed/Revised: June 2017  Adopted:   July 12, 2017 (Emergency) 
Reviewed/Revised:  June 2018  Adopted:  July 11, 2018 (Emergency) 
Reviewed/Revised:  July 2022  Adopted:  August 10, 2022 (Emergency) 
Reviewed/Revised:  June 2023  Adopted:  July 12, 2023 (Emergency) 
 
 
 



























Personnel – Certified 
Code #2200 

 
Certified Teaching Personnel 

 
It shall be the policy of the Mill Creek Community School Corporation to recruit and select for 
employment the best qualified applicant for each position without regard to age, race, color, 
creed, religion, sex, gender, gender identity, national origin, cultural or economic status, genetic 
information, disability, or marital status.  
 
Qualifications and Employment: 
The employment of all classroom teachers shall be considered at such times as they are deemed 
needed and become available for employment.  The employee shall have such training and skills 
as may be required to successfully carry out the requirements of the position and must hold a 
valid Teacher’s License in the State of Indiana. 
 
The board directs the superintendent to use a committee interview process for positions as 
determined by the board which will include board members, teachers, staff members, parents, 
and community members.  The committee members will provide feedback to the principal or 
administrator on each interviewee.   
 
All teaching employees shall be recommended to the Board of School Trustees by the 
Superintendent, and approved by the board.  It shall be the discretion of the board to interview 
any employee recommended by the Superintendent prior to board approval.   
 
The board may reject the superintendent’s recommendation and ask that others be submitted. 
 
Legal Reference:  20 U.S.C 2000e et seq. 
       20 U.S.C. 621 et seq. 
       29 U.S.C. 794 
       IC 20-26-5-4.5 
 
Revised/Reviewed:  May 2021  Adopted:  June 9, 2021  

















 

Personnel 
Code # 2270  

 
VOLUNTARY CATASTROPHIC ILLNESS LEAVE BANK FOR 
CERTIFIED PERSONNEL OF THE MILL CREEK SCHOOLS 

 
Hendricks County 

 
Purpose: 

The purpose of the catastrophic illness leave bank is to relieve its members from 
undue financial burdens due to absence from work on a long-term basis due to 
illness, injury or incapacitation sufficiently severe that it would make their 
presence in school inadvisable. The extended sick leave policy is not designed to 
give unlimited sick leave to all teachers. Its primary purpose is to give a teacher 
substantial income protection in the event of a medical catastrophe. It is also 
designed to provide a maximum benefit to teachers who have utilized the regular 
sick leave days and personal days in a professional manner. 

 
Structure: 

1.  The Bank will be operated on a Voluntary basis. A committee shall be formed to 
administer the Bank and to provide the information necessary to the corporation 
bookkeeping department. This committee shall be empowered to adopt the rules 
and regulations, and to make decisions required to administer the Bank so long as 
those rules, regulations, and decisions do not modify the agreement contained 
herein. This committee shall be titled the Mill Creek Voluntary Catastrophic 
Illness Committee (hereafter referred to as the (CIC). The CIC shall be composed 
of the following five persons, to be designated each year: 

 
A.  The Superintendent of the Mill Creek Community School 

Corporation, or his designee, an Administrator. 
 

B.  The president of the Mill Creek Classroom Teachers 
Association or designee, a teacher. 

 
C.  Three (3) Association members. These members are to be appointed by 

the President of the MCCTA and shall provide representation from the 
elementary, middle school, and the senior high levels.



  Page 2 

2. Should a vacancy occur on the CIC, or on the Appeals Board, a 
replacement for the vacant position shall be appointed by the 
authority making the original appointment, and from the level of the 
original appointment. 

 
3. One of the four Association CIC representatives will be selected to act as    

chairperson of the CIC. The President of the MCCTA shall designate the 
chairperson prior to the first meeting of the CIC. 

 
4. The CIC shall be responsible for developing the forms  needed to  

                              operate the Bank. 
 

5. All decisions of the CIC shall be made by a majority vote of  the entire  
committee. 

 
Effective Date: 

Voluntary enrollment will begin with the first day of school and end on 
September 30 of that school year. Teachers hired after this date will be given 
the opportunity to join. The new teacher shall have four (4) weeks to enroll. A 
confirmation of the date of the deduction will be sent to the teacher. 

 
Rules and Regulations: 

1. The Bank shall be established for all contributing licensed personnel of the 
Mill Creek Community School Corporation. Licensed personnel shall 
include teachers and administrators. 

 
 2. Participation is voluntary and any person wishing to participate in the 

Bank shall be required to donate one (1) day of his/her accumulated sick 
leave to the Bank. Additional days will be requested by the CIC as 
required by Rule and Regulation #3. 

 
 3. If the number of days in the Bank fall below thirty (30) days prior to May 31 

in any school year, each participant shall be required to donate one (1) 
additional day of his/her accumulated sick leave to the Bank. A 
participant not able to donate the additional day will be required to donate 
a day as soon as new sick leave is granted. 

 
 4.  A donation each year is not required by participating members unless 

the number of days falls below the minimum number as stated in Rule 3. 
New members will be required to donate one (1) day during their first 
year of voluntary membership. Donation of additional days shall follow 
Rule 3. 



  Page 3 

5. All days, once donated to the Bank, become the property of the, Bank. 
 
6. All requests to receive grants from the Bank must be submitted in 

 writing to the CIC on the prescribed Form. The earliest effective date shall 
be the date that the Form is received by the CIC. The CIC may waive 
written request if there are extenuating circumstances. 

 
7. A person shall not be able to withdraw days from the Bank until his/her own 

accumulated sick leave and business days are  depleted and a waiting period 
of five (5) days without pay is completed. 

 
8. Days granted from the Bank shall be used only at the discretion of the CIC. 
 
9. Any request for days from the Bank shall be acted upon by the entire CIC. 

The CIC shall review and recommend to the  Corporation Bookkeeping 
Department approval or denial of all  requests to draw on the Bank within 
five (5) working days after which such request is received by the 
committee. The CIC  shall also make its decision known to the applicant 
in writing within five (5) days after a decision is reached. 

 
10. All decisions of the CIC are subject to not more that one (1)  appeal to 

the Sick Bank Appeals. Board. 
 
11. If a request for the use of sick leave days is denied by the CIC, then the 

applicant may appeal the committee's decision to the Appeal Board within 
five (5) working days after the denial. All decisions of the Appeal Board 
must be a majority vote. If there is not a majority vote, the appeal will be 
denied. All decisions of the Appeal Board are final and binding. The Appeal 
Board will rule on any appeal within five (5) working days after receiving 
the appeal in writing. 

 
12. APPEAL BOARD: 

1.  An Appeal Board will be established composed of the following 
five persons: 

 
A. The Superintendent of Schools of the Mill Creek 

Community School Corporation or his designee. 
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B. The MCCTA President or designee. 
 

C. Three (3) members will be appointed by the MCCTA 
 President, one (1) from each level. 

2.  The MCCTA President, or designee, will act as chairperson of the 
Appeal Board. 

 
 13. The Bank is excluded from the grievance procedure. 
 

 14.  The CIC will review each case as required. The application shall be 
accompanied by a statement from the attending physician describing the nature 
of the disability and the approximate length  f the disability, if known. The 
medical review will be at the expense of the member. The CIC reserves the 
right, if necessary to limit the number of days granted. 

 
  15.  The maximum dollar expenditure from the Bank during the contract year 

cannot exceed 100 days X the substitute pay rate. If these amounts are 
reached at any time during the budget year, the CIC will meet and resolve the 
problem. 

 
 16.  A recipient of days from the Bank who stays in the employment of the Mill 

Creek Schools shall be required to repay one (1) day per year (or more if they 
desire) until all days have been repaid. 

 
A. If a participant remains an employee of the Mill Creek Schools and 

decides to withdraw from the Bank, any days  donated remain the 
property of the Bank, and any days owed the Bank shall be deducted 
the same as if the person was continuing to be an active member until 
these days are repaid. 

 
B. Repayment will begin with the school year immediately 

 following withdrawal of days from the Bank. 

17.  A recipient of days from the Bank who leaves the employment of Mill Creek 
Schools shall be required to repay all days in one of the following ways: 

A. The recipient will transfer any accumulated sick days to the Bank as 
payment of the loan, if sufficient to repay the loan. 
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B. The recipient will have the financial value of the remaining days 
owed deducted from his/her final checks at the daily rate of the 
substitute teacher at the time of his/her loan. The number of days 
repaid in this manner will be credited to the Bank. 

 
18. In consideration of the benefits of participating in the Bank, each applicant for 

membership in the Bank shall, as a condition to such application, agree in 
writing substantially as follows: 

 
"I specifically acknowledge and agree that the granting of days from the 
Voluntary Catastrophic Illness Bank shall be at the sole discretion of the 
Catastrophic Illness Committee or in the event of an appeal, the Appeal 
Board, and that all decisions of the Catastrophic Illness Committee or the 
Appeal Board will be final and binding. I further agree to abide by such 
decisions and to indemnify and hold harmless the Mill Creek Teachers 
Association, and the Mill Creek Community School Corporation, the 
Catastrophic Illness Committee, and the Appeal Board and all of their agents 
for any loss they may sustain as a result of any claim or legal proceedings I 
may bring against any of them with respect to a decision made by any of the 
them concerning this application."  

 
ANNUAL REPORT:  

 
1. An annual report of the Bank will be published on or before May 31 for each 

budget year the Bank is in operation. This report will be published by the 
President of the Association and approved by the Superintendent of Mill 
Creek Community School Corporation prior to publication. The report will 
include a statement of: 

 
1. The number of days contributed to the Bank 
2. The number of days remaining in the Bank 
3. The number of requests and number of approvals 

 





Personnel 
Code #2290 

 
 

TEACHER APPRECIATION GRANTS 
 

 
The Mill Creek Community School Corporation will distribute its Teacher Appreciation Grant 
monies received from the Indiana Department of Education to the teachers who meet the 
following criteria: 
 
Definitions: 
 
For purposes of this policy, the following shall apply: 
 
The term "teacher" shall include a professional person whose position with a school corporation; 
special education cooperative established under IC 20-35-5; cooperative career and technical 
education program, special education program established by an interlocal agreement under IC 
36-1-7;  joint program agreement established under IC 20-26- 10; or charter school requires a 
license (as defined in IC 20-28-1-7) and whose primary responsibility is the instruction of 
students in the classroom or virtual classroom. 
 
The term “license: refers to a document issued by the IDOE that grants permission to serve as a 
particular kind of teacher.  The term includes any certificate or permit issued by the IDOE. 
 
 

1. Employed in the classroom or directly provided education in a virtual classroom setting; 
 

2. Received a Highly Effective or an Effective rating on their most recently completed 
performance evaluation; and 
 

3. Employed on December 1st of the year the Corporation receives the Teacher Appreciation 
Grant monies. 
 

The School Corporation will allocate 0% of the total Teacher Appreciation Grant monies 
received to be used for supplemental awards to those teachers who received a Highly Effective 
or an Effective rating and who have less than five years of service as a teacher with the School 
Corporation. The amount of the individual supplemental award to be given to each qualifying 
teacher will be determined by the superintendent. 

 
The School Corporation will distribute its Teacher Appreciation Grant monies as follows: 
 

1. To All Effective Teachers: A stipend as determined by the superintendent 
 

2. To All Highly Effective Teachers: A stipend in the amount of  25% more than the stipend 
given to Effective teachers 



 
The School Corporation will distribute the stipends within 20 business days of the distribution 
date by the Indiana Department of Education of the Teacher Appreciation Grant monies to the 
School Corporation. 
 
Adoption:  July 12, 2023 (Emergency Adoption) 
 
LEGAL REFERENCE: I.C. 20-43-10-3.5 



Personnel – Classified 
Code #2310 

 
Hiring of Classified Employees 

 
Classified personnel shall have such training and skills as may be required to successfully carry 
out the requirements of the position. 
 
Classified personnel shall be directly responsible for the duties assigned to them by their 
immediate supervisor.  Chain of command for the supervision of personnel shall be found in the 
Personnel Handbook, in addition to specific information relating to the job description, 
qualifications, responsibilities, salary, and benefits. 
 
The board directs the superintendent to use a committee interview process for positions as 
determined by the board which will include board members, teachers, staff members, parents, 
and community members.  The committee members will provide feedback to the principal or 
administrator on each interviewee.   
 
All classified personnel shall be recommended to the Board of School Trustees by the 
Superintendent, and approved by the board.  It shall be the discretion of the board to interview 
any employee recommended by the Superintendent prior to board approval.   
 
The board may reject the superintendent’s recommendation and ask that others be submitted. 
 
Legal Reference:  IC 20-26-5-4.5 
 
Adopted:  July 6, 1994 
Reviewed/Revised:  June 2013  Adopted:  August 14, 2013 
Revised/Reviewed:  May 2021  Adopted:  June 9, 2021  













































            Personnel 
Code #3030 

            (Same as #2020) 
 

SEXUAL HARASSMENT POLICY 
MILL CREEK COMMUNITY SCHOOL CORPORATION 

 
I. THE POLICY 
 
 A. It is the policy of the Mill Creek Community School Corporation to maintain a learning and working 

environment that is free from sexual harassment. 
 
 B. It shall be a violation of this policy for any employee of the Mill Creek Community School 

Corporation to harass another employee or student through conduct or communication of a sexual 
nature as defined in Section II.  It shall also be a violation of this policy for students to harass other 
students or employees through conduct or communication of a sexual nature as defined in Section II.  
The use of the term “employee” also includes non-employees and volunteers who work subject to 
the control of school authorities. 

 
II. DEFINITIONS OF 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, when made by any employee to another employee, or when made by any student to any 
employee, or when made by any student to another student when; 

 
   1. Submission of such conduct is made either explicitly or inexplicitly 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 that particular employee or student; 

  5.  Such conduct is engaged in by volunteers and/or non-employees over whom the School 
Corporation has some degree of control of their behavior while on school property or sexual 
assault, dating violence, or stalking as defined in federal law. 

 
 B. Unwelcome Conduct of a Sexual Nature 
  1.  Conduct of a sexual nature 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 or student who has initially welcomed such conduct by active participation must 

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. 
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 C.  Examples of Sexual Harassment 
   Sexual harassment as set forth in Section II, (A) 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. 
 
 D. Specific Prohibitions 
  1. Administrators and Supervisors 
    a. It is sexual harassment for an administrator 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. 

    b. Administrators and supervisors who either engage in sexual harassment or tolerate such 
conduct by other employees shall be subject to disciplinary actions. 

 
  2. Non-administrative and Non-supervisory Employees 
    a. It is sexual harassment for a non-administrative and 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 actions. 

 
III.  SEXUAL HARASSMENT COMPLAINT PROCEDURES 
 
  A. It is the policy of the Mill Creek Community School Corporation to encourage persons who 
    believe that they are victims of sexual harassment to come forward with such claims.   
 

1. Any person who alleges sexual harassment by any employee or student in the School 
Corporation should use the reporting procedures set out in Title IX Sexual Harassment 
Investigation Procedures.   
 

    2. The right of confidentiality, both of the complainant and of the accused, will be respected 
      consistent with the School Corporation’s legal obligations and the necessity to investigate 
      allegations of misconduct and to continue to take corrective action when this conduct has 
      occurred. 
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IV. SANCTIONS FOR MISCONDUCT 
 
 A. A substantiated charge against an employee in the School Corporation shall subject such employee 
  to disciplinary action including but not limited to reassignment, suspension, or discharge. 
 B. A substantiated charge against a student in the School Corporation shall subject that student to 
  disciplinary action including suspension and/or expulsion consistent with the Student Code. 
 
V. FALSE REPORTING 
 
 Any person who knowingly files false charges against an employee or student in an attempt to demean, 
 harass, abuse, or embarrass that individual shall be subject to disciplinary action consistent with school 
 policy and the Student Conduct Code. 
 
VI. NOTIFICATION OF THIS POLICY 
  
 Notice of the policy will be circulated to all schools and departments of the Mill Creek Community 
 School Corporation and incorporated in each employee and student handbook. 
 
 
Reviewed/Revised: 1-94    Adopted:  7-6-94 
Reviewed/Revised: 5-02    Adopted:  6-12-02 
Reviewed/Revised:    6-13     Adopted:  8-14-13 
Reviewed/Revised:  June 2020  Adopted:  7-8-20 (Emergency) 
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STUDENTS 
#3400 

 
STUDENT DISCIPLINE RULES 

 
 
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, junior high, or high school teacher may remove a student from the teacher’s 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 teacher’s 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 in-school suspension. The student 
may not be placed back into the original class until the principal has a meeting with the teacher, the student, and the 
student’s parents to determine an appropriate behavior plan for the student. If the parents do not attend this meeting 
within a 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.  
 
 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 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, 
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. 
 
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. Low THC Extract as defined 
by state law is excluded from this rule. 



 
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 student’s 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. These products include e-cigarettes, vaping devices, any type of look-alike products or other related 
products or devices associated with tobacco or nicotine use or electronic nicotine delivery systems. 
 
15. Offering to sell or agreeing to purchase a controlled substance or alcoholic beverages. 
 
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. “Sexting” 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 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 board policy or administrative 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; 
 
 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 corporation’s acceptable use of technology policy or rules; 
 
 g. violation of the school corporation’s administration of medication policy or rules; 
 
 h. possessing or using a laser pointer or similar device. 
 
28. Possessing or using an electronic device (e.g. cellular phone, tablet computer, pager, digital camera, 
electronic equipment) in a manner which constitutes an interference with a school purpose or educational function, 
an invasion of privacy, or an act of academic dishonesty, or is profane, indecent, or obscene. In addition to being 
disciplined, students who use an electronic device in a manner which is inconsistent with this rule may have the 
device confiscated by school administration. Such device will be returned to the parent. 
 
29. 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. In addition to being disciplined, students who use an electronic 
device in a manner which is inconsistent with this rule may have the device confiscated by school administration. 
Such device will be returned to the parent. 
 
30. Any student conduct rule the school building principal establishes and gives notice of to students and parents. 
 
 
B. Bullying 
 
1. Bullying committed by students toward other students is strictly prohibited. Engaging in bullying conduct 
described in this rule by use of data or computer software that is accessed through any computer, computer system, 
computer network, or cellular telephone or other wireless or cellular communication device, is also prohibited. 
 
2. For purposes of this rule, bullying is defined as overt, unwanted, repeated acts or gestures, including verbal or 
written communications or images transmitted in any manner including electronically or digitally, physical acts 
committed, aggression, or any other similar behaviors that are committed by a student or group of students against 



another student with the intent to harass, ridicule, humiliate, intimidate, or harm the targeted student and create for 
the targeted student an objectively hostile school environment that: 
 
- places the targeted student in reasonable fear of harm to the targeted student’s person or property; 
 
- has a substantially detrimental effect on the targeted student’s physical or mental health; 
 
- has the effect of substantially interfering with the targeted student’s academic performance; or 
 
- has the effect of substantially interfering with the targeted student’s ability to participate in or benefit from the 
services, activities, and privileges provided by the school. 
 
3. This rule may be applied regardless of the physical location of the bullying behavior when a student 
committing bullying behavior and the targeted student attend 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 other students to a safe and peaceful learning environment. 
 
4. Any student or parent who has knowledge of conduct in violation of this rule or any student who feels he/she 
has been bullied in violation of this rule should immediately report the conduct to the [school administrator] who has 
responsibility for all investigations of student misconduct including bullying. A student or parent may also report the 
conduct to a teacher or counselor who will be responsible for notifying the [school administrator]. This report may be 
made anonymously.  
 

5. The [school administrator] shall investigate immediately all reports of bullying made pursuant to the provisions 
of this rule. Such investigation must include any action or appropriate responses that may be taken immediately to 
address the bullying conduct wherever it takes place. The parents of the alleged perpetrator and the targeted 
student(s) shall be notified of the reported bullying incidents within five business days of the report of such incidents 
and on a regular, periodic basis of the progress and the findings of the investigation and of any remedial action that 
has been taken. During the investigation, the school’s priority will be the safety of the victim. The investigation may 
include a determination of the severity of the bullying incident(s) and whether the transfer of the alleged perpetrator 
or victim to another school within the school corporation is warranted.  

 
6. The [school administrator] shall investigate immediately all reports of bullying made pursuant to the 
provisions of this rule. Such investigation must include any action or appropriate responses that may be taken 
immediately to address the bullying conduct wherever it takes place. The parents of the bully and the targeted 
student(s) shall be notified on a regular, periodic basis of the progress and the findings of the investigation and of any 
remedial action that has been taken.  
 
7. The [school administrator] will be responsible for working with the school counselors and other community 
resources to provide information and/or follow-up services to support the targeted student and to educate the student 
engaging in bullying behavior on the effects of bullying and the prevention of bullying. In addition, the school 
administrator and school counselors will be responsible for determining if the bullying behavior is a violation of law 
required to be reported to law enforcement under Indiana law based upon their reasonable belief. Such determination 
should be made as soon as possible and once this determination is made, the report should be made immediately to 
law enforcement. 
 
8. False reporting of bullying conduct as defined in this rule by a student shall be considered a violation of this 
rule and will result in any appropriate disciplinary action or sanctions if the investigation of the report finds it to be 
false. 
 
9. A violation of this rule prohibiting bullying may result in any appropriate disciplinary action or sanction, 
including suspension and/or expulsion. 



 
10. Failure by a school employee who has a responsibility to report bullying or investigate bullying or any other 
duty under this rule to carry out such responsibility or duty will be subject to appropriate disciplinary action, up to and 
including dismissal from employment with the school corporation. 
 
11. Counseling, corrective discipline, and/or referral to law enforcement will be used to change the behavior of 
the perpetrator. This includes appropriate intervention(s), restoration of a positive climate, and support for victims and 
others impacted by the bullying. 
 
12. Educational outreach and training will be provided to school personnel, parents, and students concerning 
the identification, prevention, and intervention in bullying.  Parents will be allowed to review any or all materials used 
in the school corporation’s bullying and/or suicide prevention programs. 
 
13. All schools in the corporation are encouraged to engage students, staff and parents in meaningful 
discussions about the negative aspects of bullying. The parent involvement may be through parent organizations 
already in place in each school. 
 
14. The superintendent or designee will be responsible for developing detailed administrative procedures 
consistent with the Indiana Department of Education guidelines for the implementation of the provisions of this rule. 
 
 
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 that is capable of expelling, designed to expel, or may readily be converted to expel a projectile 
by means of an explosion. 
 
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 
 
  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:  
 
   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 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 1) the unlawful 
activity may reasonably be considered to be an interference with school purposes or an educational function, or 2) 
the student's removal is necessary to restore order or protect persons on school property. This includes any 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 student’s 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 
 
Reviewed/Revised:  February 2014  Adopted:  March 11, 2014 
Reviewed/Revised:  June 2018  Adopted:  July 11, 2018 (Emergency) 
Reviewed/Revised:  June 2023  Adopted:  July 12, 2023 (Emergency) 
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Code #3415 

 
 

SCHOOL BUS VIDEO RECORDS 
 

It is the policy of the Board of School Trustees of the Mill Creek Community School 
Corporation to authorize the installation and use of video cameras to create a record of 
conduct on its buses.  Recorded information from these cameras [“bus videos”] showing 
students shall be treated as an “education record” when the video is used to discipline the 
student and shall not be produced outside of the school district except pursuant to a 
subpoena, court order or release in accordance with the Family Educational Rights & 
Privacy Act [“FERPA”, 20 United States Code 1232 (g), 34 CFR Part 99].  Bus videos 
showing employees engaging in conduct which violates school rules or state law shall be 
treated as personnel file information under the Indiana Access to Public Records Act. 
 
1.    Installation and Operation of Cameras 

a. Each school district bus with a capacity of sixteen (16) or more passengers may 
be equipped with a video camera capable of recording video and audio of the 
passengers, driver, and staff.   Cameras shall be activated and operated at the 
discretion of the Director of Transportation and may be in operation at all times. 

b. Cameras shall not be activated or deactivated by the driver of a bus during the 
transport of students; however, a driver may request that the Director of 
Transportation insure that the events on a particular route on a particular day be 
recorded. 

c. Safety arm cameras may also be added to the buses.  Each camera will be 
activated at all times the bus is operating on a public street or highway. 

2.   No Expectation of Privacy 
      All speech and conduct on a school corporation bus is subject to being recorded, 
      preserved, and examined by means of a bus video.  No person on a school corporation 
      bus shall have a legitimate expectation of privacy with respect to his/her conduct or 
      speech on a school corporation bus. 
3.   No Guarantee of Recording 
      By this policy, the school corporation does not guarantee that every bus will be 
      equipped with a video camera, that the video camera on a specific bus will be in 
      operation at a specific time, or that a video camera will record specific conduct or 
      expression. 
4.   Collection and Preservation of Bus Videos 

a. Bus videos shall be collected and maintained under the supervision of the Director 
      of Transportation or designee and may be released for re-use unless a written 
      request to preserve a specific bus video is received by the Director of 
      Transportation or designee within three (3) school days of the day the bus video 
      is made.  For purposes of calculating this three (3) day period, the day on which 
      the bus video is made shall not be counted.  The three (3) day period expires at 

3:00 p.m. on the third day.   



b. When the Director of Transportation receives a written request to preserve a bus 
video, the bus video shall be preserved for an additional thirty (30) calendar days. 
For purposes of calculating this thirty (30) day period, the day on which the 
Director of Transportation received the initial written request shall count as day 
one. If a written follow-up request to view/copy the bus video is not received by 
the Director of Transportation within this thirty (30) day period the Director of 
Transportation may release the bus video for re-use or destruction. 

5.   Production of a Bus Video Outside the School Corporation 
      a.  A bus video made pursuant to this policy may be used in support of the discipline 
           of a student or employee.   
  A parent/guardian of a student pictured on a bus video may be permitted by the 

      Director of Transportation to view a bus record if it has been preserved pursuant 
to Section 4 of this policy.  A person requesting production of a bus video for a    
non-school use shall produce a subpoena duces tecum issued pursuant to a “Third 
Party Motion to Produce” responded to in accord with Board Policy. 

6. Administrative Guidelines and Forms 
The Superintendent is authorized to adopt forms and administrative guidelines to 
implement this policy. 

 
 
 
 
Adopted:    July 27, 2005 
Reviewed/Revised:   May 2019 
Adopted:  June 12, 2019 (Emergency Adoption) 
Reviewed/Revised: May 2020 
Adopted:  June 10, 2020 (Emergency Adoption) 
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Video Surveillance Policy 
 

It is the policy of the Board of School Trustees of the Mill Creek Community School 
Corporation to authorize the installation and use of video cameras on district property to 
ensure the health, welfare, and safety of all, staff, students, and visitors to district 
property, and to safeguard district facilities and equipment.   
 
Video cameras may be used in locations as deemed appropriate by the superintendent. 
 
The district shall notify staff and students through student/parent and staff handbooks that 
video surveillance may occur on district property. 
 
Students or staff in violation of Board policies, administrative regulations, building rules 
or law shall be subject to appropriate disciplinary action. Others may be referred to law 
enforcement agencies. 
 
Recorded information from these cameras showing students shall be treated as an 
“education record” when the recording is used in the discipline of students and shall not 
be produced outside of the school district except pursuant to a subpoena, court order or 
release in accordance with the Family Educational Rights & Privacy Act [“FERPA”, 20 
United States Code 1232 (g), 34 CFR Part 99].  
 
Recorded information from these cameras showing employees engaging in conduct 
which violates school rule or state law shall be treated as personnel file information under 
the Indiana Access to Public Records Act.   
 
The Superintendent is authorized to adopt forms and administrative guidelines to 
implement this policy. 
 
Reviewed/Revised:   February 2020 
Adopted:  April 8, 2020 
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Records – Access and Public Disclosure 
 

The Superintendent, or his/her designee, shall be the records access officer and he/she 
shall assume responsibility for public records decisions. 
 
All requests for access to public records shall be made in person and received on regular 
business days and hours.  Requests must identify, on forms provided by the Corporation, 
the record for which disclosure is sought. 
 
State law provides certain records may not be released as the records are confidential.  
State law provides certain records may be released at the discretion of the records access 
officer.  If non-disclosure of the record is based upon one of the above reasons, the 
records access officer will certify the appropriate reason on the request form. 
 
Records may be inspected only at the office or location where they are regularly 
maintained. 
 
Fees for copies shall be in alignment with Indiana law.  Fees are payable before any 
record is duplicated and may be paid in cash or money order payable to Mill Creek 
Community School Corporation. 
 
With respect to records which are determined to be not available, the records access 
officer will certify upon the request form that the Corporation does not possess the record 
or that it could not be found after a diligent search, and return one copy of the form to the 
requestor. 

 
 

 
 Reviewed/Revised:  February 2014 Adopted:  March 11, 2014 
 Reviewed/Revised:  May 2020 Adopted:  June 10, 2020 (Emergency) 
 
 Board Policy #3720 – deleted and combine/revised with Board Policy #3710 
 
 



 
SEE NEXT POLICY        Code # 7110 
THIS HAS BEEN REVISED.         
         
 

 
 

INVESTMENT OF SURPLUS FUNDS 
 

 
Whenever there occurs a cash balance in any active fund which, though 

allocated to a specific use, is temporarily not needed, it is 
the policy of the Board that such a balance will be invested 
temporarily to the best advantage of the corporation in such 
securities as are permitted by law. 

 
To ensure that interim deposits will not remain idle, the Board will 

pass an annual resolution authorizing their investment by the 
treasurer. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reference Source: Burns IC-21-2-8-1 
    Accounting Manual - State Board of Accounts 
 
 
Adopted: December 7, 1994 
 
 
 



        Code # 7110 
 
 
 

INVESTMENT OF CORPORATION FUNDS 
 
 
 

The Board of School Trustees for the Mill Creek Community School 
Corporation supports and authorizes a safe and sound investment 
program.  Such a program is viewed as an important ingredient of 
sound fiscal management, the purpose of which is to secure a 
maximum yield of interest revenues to supplement other 
corporation revenues for the support of the educational program 
of the corporation.  

 
The treasurer for the Mill Creek Community School Corporation manages 

the various funds of the school corporation.  This includes the 
funds to which local and state tax dollars are received, as well 
as federal and community grant funds. 

 
The objectives, in priority order, of the investment program are: 
 
1. the safety of principal and funds, 
 
2. the liquidity of the portfolio sufficient to enable the 

 corporation to meet all cash flow and other operational 
 requirements, and 

 
3. the attainment of the highest rate of return through fiscal 

 and economic cycles, within the boundaries of statutory 
 constraints, cash flow requirements, and the primary 
objects  of safety and liquidity. 

 
Whenever there occurs a cash balance in any active fund, which, 

though allocated to a specific use, is temporarily not needed, 
the balance will be invested temporarily to the best advantage 
of the corporation in such securities as are permitted by law. 

 
INVESTMENT GUIDELINES 
 
A. Deposit Accounts 
 
 The treasurer may deposit funds only with the financial 

 institutions designated by the state Board of Finance as 
 depositories and by the local board of finance. 

 



B. Certificate of Deposits 
 
 Investments of this type will be made based on quotes  obtained 

first from depositories designated for the  corporation's 
geographical area. 

 
C. Maturity 
  
 Investments must have a stated maturity of not more than two 

 (2) years. 



Investment of Corportion Funds - continued 
 
D. Repurchase Agreements 
 
 The treasurer is permitted to enter into repurchase 

 agreements with designated depositories.  In general, the 
 collateral securities are restricted to interest bearing 
 obligations issued or fully insured or guaranteed by the 
 United States.  The collateral involved is not subject to 
the  two year maturity limitation. 

 
The treasurer shall prepare a monthly report summarizing the 

financial activities that occurred during the previous month. 
 
 
 
Adopted: March 5, 1997 
 
 
Legal Reference: I.C. 5-13-8-1 et seq. 
    I.C. 5-13-9-1 et seq. 
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STUDENT MENTAL AND BEHAVIORAL SERVICES RECORDS 

 
 
Student Mental and Behavioral Services Records 
 
Student Mental and Behavioral Services (SMBS) records are reports, notes, 
diagnosis, and/ or appointments relating to a student who was referred to by school 
officials to receive mental or behavioral services as provided by state law or under a 
school corporation’s memorandum of understanding with a mental or behavioral 
services provider and is receiving or has received mental or behavioral services and 
maintained by the school corporation. SMBS records are the property of the school 
corporation and are confidential medical records.   
 
Custody and Protection of SMBS Records 
 
Place SMBS Records are kept 
 
SMBS records are to be maintained in separate student files only and shall not be 
filed or maintained in the student’s permanent cumulative educational files.  
 
Control of SMBS Records 
 
SMBS records shall be maintained and secured in the office of the school official 
who is responsible for the referral process and parent conference under the school 
corporation’s procedures for referral of students to mental or behavioral services 
due to demonstrated repeated patterns of aberrant or abnormal behavior.  
 
Access to Education Records 
 
SMBS records of a student shall not be shared with other school officials who are 
not maintaining SMBS records of the student. 
 
 
 
Legal Reference: IC 20-34-3-21 
 
Reviewed:  April, 2020 
Date Adopted: June 10, 2020 
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 ALCOHOL AND CONTROLLED SUBSTANCE TESTING POLICY 
 FOR COMMERCIAL DRIVERS LICENSE (CDL) EMPLOYEES 
 
The Board of School Trustees for the Mill Creek Community School Corporation recognizes the 
critical and growing problem alcohol and controlled substance abuse poses to the transportation 
of it's students.  It is the policy of the school corporation to provide and maintain a safe, healthy 
and productive work environment for our drivers.  This policy applies to all drivers and 
applicants for driver positions for the school corporation who must have a Commercial Drivers 
License (CDL) to operate school vehicles. 
 
The use, possession, sale, purchase or transfer of any controlled substances except medically 
prescribed drugs on school property, while on school business, or while operating school 
vehicles and equipment, is prohibited.  Drinking alcoholic beverages during working hours, 6 
hours before reporting to work or having any measurable amount of alcohol in his/her system 
during working hours is prohibited, whether on or off school property.  Working hours include 
all breaks.  Off-duty use of drugs and alcohol is prohibited to the extent it affects a driver's 
attendance or performance and his/her ability to pass required DOT alcohol and controlled 
substance tests.  Any violation of this policy is grounds for termination as a driver for the school 
corporation and possible legal prosecution. 
 
Since physician-directed use of drugs can affect behavior and performance, drivers are 
encouraged to advise their supervisor whenever they are taking drugs for medical reasons.  
When such use of drugs adversely affects job performance or safety, it is in the best interest of 
the driver, co-workers, and the School Corporation that the driver takes sick or vacation days, or, 
if necessary, unpaid leave, in accordance with the School Corporation's leave policies. 
 
The execution and enforcement of this policy will follow set procedures to screen body fluids, 
conduct breath testing, and/or search all employee/applicants for alcohol and drug use, and those 
employees suspected of violating this policy who are involved in a U.S. Department of 
Transportation (USDOT) reportable accident or who are periodically or randomly selected 
pursuant to this policy.  The procedures are designed not only to detect violations of this policy 
but also to ensure fairness to each employee.  Disciplinary action will be taken as necessary. 
 
The Superintendent [Transportation Director] is authorized to implement this policy and 
program, including a periodic review of the program to address any problems, changes, and/or 
revisions of it, maintenance of all records required by the federal regulations, and determination 
upon Board approval of how the program will be accomplished, whether in-house, contracted, or 
by consortium. 
The Superintendent [Transportation Director] is responsible for communicating this policy to all 
drivers and is accountable for its consistent enforcement.  The Superintendent [Transportation 
Director] is designated to answer questions about this policy and all other matters involved in 
alcohol and controlled substance testing of CDL drivers. 
Drug and Alcohol Clearinghouse Checks for CDL Drivers 



-2- 

 
Prior to employment the school corporation will conduct a full query of the Federal 
Motor Carrier Safety Administration’s Drug and Alcohol Clearinghouse 
(Clearinghouse) to obtain information about the driver’s eligibility under federal 
rules to perform a safety-sensitive function. The school corporation will also contact 
prior employers where the applicant was a CDL driver for information to determine 
the driver’s eligibility to perform safety-sensitive functions. Prior employers’ 
inquiries will continue until January 2023. 
 
The school corporation will conduct a limited query of the Clearinghouse for current 
CDL drivers who are employees on at least an annually basis. If information exists 
in the Clearinghouse about a driver, the school corporation will conduct a full query 
within 24 hours to determine if the driver is eligible to perform safety-sensitive 
functions. If the school corporation fails to conduct the full query within 24 hours, 
the driver will not be allowed to perform any safety-sensitive functions until the full 
query is conducted and it is determined the driver may perform safety-sensitive 
functions.  
 
The school corporation will report the following information collected and 
maintained on each CDL driver to the Clearinghouse: 
 

1. A verified positive, adulterated, or substituted drug test result; 

2. An alcohol confirmation test with a concentration of 0.04 or higher; 

3. A refusal to submit to any test required by this policy or the CDL drug testing 
program; 

4. An employer's report of actual knowledge of the following: 

a. On duty alcohol use; 

b. Pre-duty alcohol use; 

c. Alcohol use following an accident; and 

d. Controlled substance use. 

5. A substance abuse professional (SAP) report of the successful completion of 
the return-to-duty process; 

6. A negative return-to-duty test; and 

7. An employer's report of completion of follow-up testing. 
 
 
 

SAFETY-SENSITIVE FUNCTION -- DEFINED 
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Performing a safety-sensitive function means a driver is considered to be performing a safety-
sensitive function during any period in which he or she is actually performing, ready to perform, 
or immediately available to perform any safety-sensitive functions. 
 
A safety-sensitive function is defined as: 
 
1. All time spent at a facility, or other property, or on any public property, waiting to be 

dispatched, unless the driver has been relieved from duty by the school corporation. 
 
2. All time spent inspecting equipment, otherwise inspecting, servicing, or conditioning any 

motor vehicle at any time. 
 
3. All driving time spent at the driving controls of a motor vehicle in operation. 
 
4. All time, other than driving time, in or upon any motor vehicle. 
 
5. All time loading or unloading a vehicle, supervising, or assisting in the loading or 

unloading, attending a vehicle being loaded or unloaded, or remaining in readiness to 
operate the vehicle. 

 
6. All time spent performing the driver requirements relating to an accident. 
 
7. All time repairing, obtaining assistance, or remaining in attendance upon a disabled 

vehicle. 
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PROHIBITED CONDUCT 
 
The following shall be considered prohibited conduct for purposes of this policy: 
 
1. No employee shall report for duty or remain on duty requiring the performance of safety-

sensitive functions while having an alcoholic concentration of .04 or greater. 
 
2. No employee shall be on duty or operate a commercial vehicle while the employee 

possesses alcohol. 
 
3. No employee shall use alcohol while performing safety-sensitive functions. 
 
4. No employee shall perform a safety-sensitive function within 6 (six) hours after using 

alcohol. 
 
5. No employee required to take a post-accident test shall use alcohol for 8 (eight) hours 

following the accident or until he or she undergoes a post-accident test, whichever occurs 
first. 

 
6. No employee shall refuse to submit to a post-accident, random, reasonable suspicion, 

return-to-duty, or follow-up alcohol or drug test. 
 
7. An employee is prohibited from reporting for duty or remaining on duty when the 

employee uses any controlled substance except when the use is pursuant to the written 
instructions of a physician who has advised the employee that the substance will not 
adversely affect their ability to safely perform their duties.  The employee must provide 
the school corporation with proof of such medical advice.  The transportation director can 
decide if the employee can remain at work or what work restrictions are necessary. 

 
8. Any employee who is using a prescribed drug or other medication which is known or 

advertised as possibly affecting or impairing judgment, coordination, or other sense, or 
which may adversely affect the employees ability to perform work in a safe and 
productive manner, must notify the transportation director prior to starting work.  The 
transportation director will decide if the employee can remain at work or what work 
restrictions are necessary. 

 
9. Ingestion of products that contain hemp will not be an acceptable explanation for testing 

positive for marijuana. 



-5- 

TESTING OF DRIVERS 
 
All drivers will be tested for alcohol and drugs in accordance with the USDOT-approved 
procedures when directed by the Superintendent [Transportation Director]. 
 
Drivers will be tested under the following circumstances: 
 
A. Pre-Employment 
 
 Under no circumstances will an individual be placed on the payroll without proof of a 

successful completion of a drug test.  Any individual who refuses to submit to such a test 
or has a positive controlled substance test result will not be considered for employment 
with the school corporation. 

 
B. Random 
 
 The school corporation will conduct random drug and alcohol tests.  The corporation will 

submit all employees’ names to a random selection system.  Random selections will be 
spread throughout the year.  The corporation will drug test 50% of the number of 
employees in each calendar year or at a rate established by the USDOT for the given 
year.  The corporation will alcohol test 25% of the number of employees in each calendar 
year or at a rate established by the USDOT for the given year. 

 
 If an employee is selected at random for either test, the superintendent [transportation 

director] will notify the employee.  Once the employee is notified, he or she must proceed 
to the designated collection site immediately.  If the employee does not go to the 
collections site as soon as possible after notification, such may be considered a refusal to 
test. 

 
C. Post-Accident 
 
 Drivers are required to submit to drug and alcohol testing as soon as possible following a 

"DOT" accident that involves  
 

1. A fatality; or 
 

 2. The employee receives a citation for a moving violation arising from the accident 
that involved: a) bodily injury to a person who, as a result of the injury, receives 
medical treatment away from the scene of the accident; or b) one or more motor 
vehicles incurring disabling damage as a result of the accident, requiring the 
vehicle to be transported away from the scene by a tow truck or other vehicle. 

 
 A driver who is subject to post-accident testing shall remain readily available for such 

testing.  Nothing in this section shall be construed to require the delay of necessary 
medical treatment or to prohibit the driver from leaving the scene of an accident for a 
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period necessary to obtain assistance in responding to the accident, or to obtain necessary 
medical care. 

 
 No driver required to take a post-accident alcohol test shall use alcohol for eight hours 

following the accident, or until he/she undergoes a post-accident alcohol test, whichever 
occurs first. 

 
 If a driver is seriously injured and cannot submit to testing at the time of the accident, 

he/she shall provide the necessary authorization for obtaining hospital reports and other 
documents that would indicate whether there were any drugs or alcohol in his/her system. 

 
 The results of a breath or blood test for the use of alcohol or a urine test for the use of 

drugs conducted by Federal, State, or local officials having independent authority for the 
test shall be considered to meet the requirements for post-accident testing if the results 
are obtained by the school corporation. 

 
D. Reasonable Suspicion 
 
 The School Corporation is required to test for the use of alcohol and controlled 

substances upon "reasonable suspicion".  A reasonable suspicion test is required when 
based upon specific, contemporaneous, and articulable observation concerning the 
behavior, speech, body odor, or appearance of a driver while on duty are indicative of the 
use of alcohol and/or controlled substances.  A supervisor or the Transportation Director 
who is so trained in accordance with the USDOT regulations must witness the conduct.  
The mere possession of alcohol does not constitute a need for an alcohol test.  The 
witness must have received training in the detection of probable alcohol and drug use by 
observing a person's behavior.  The witness shall not conduct the alcohol test of the 
driver. 

 
 Alcohol testing is authorized only if the observations are made during, just before, or just 

after the period of the workday of the driver.  A written record shall be made of the 
observations leading to an alcohol and/or controlled substance test.  This record is to be 
signed by the supervisor who made the observations. 

 
 If a reasonable suspicion alcohol test is not administered within two hours following the 

observations, the witness shall prepare and maintain on file a record stating the reasons 
the alcohol test was not administered promptly.  In addition, if not administered within 
eight hours, all attempts to administer the test shall cease.  A record shall be prepared and 
maintained stating why the alcohol test was not administered. 

 
E. Return to Duty Testing 
 
 A return to duty test will be required for all employees who have violated this policy and 
is allowed to return to duty to perform safety-sensitive functions.  The employee may not return 
to duty until he or she passes a drug test and/or tests below a .02 for breath alcohol and the 
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medical review officer (MRO) or the substance abuse professional (SAP) and the school 
corporation have determined that the employee may return to duty. 
 
Drug and Alcohol Clearinghouse Checks for CDL Drivers 
 
Prior to employment the school corporation will conduct a full query of the Federal 
Motor Carrier Safety Administration’s Drug and Alcohol Clearinghouse 
(Clearinghouse) to obtain information about the driver’s eligibility under federal 
rules to perform a safety-sensitive function. The school corporation will also contact 
prior employers where the applicant was a CDL driver for information to determine 
the driver’s eligibility to perform safety-sensitive functions. Prior employers’ 
inquiries will continue until January 2023. 
 
The school corporation will conduct a limited query of the Clearinghouse for current 
CDL drivers who are employees on at least an annually basis. If information exists 
in the Clearinghouse about a driver, the school corporation will conduct a full query 
within 24 hours to determine if the driver is eligible to perform safety-sensitive 
functions. If the school corporation fails to conduct the full query within 24 hours, 
the driver will not be allowed to perform any safety-sensitive functions until the full 
query is conducted and it is determined the driver may perform safety-sensitive 
functions.  
 
The school corporation will report the following information collected and 
maintained on each CDL driver to the Clearinghouse: 
 

9. A verified positive, adulterated, or substituted drug test result; 

10.   An alcohol confirmation test with a concentration of 0.04 or higher; 

11.  A refusal to submit to any test required by this policy or the CDL drug 
testing program; 

12.  An employer's report of actual knowledge of the following: 

a. On duty alcohol use; 

b. Pre-duty alcohol use; 

c. Alcohol use following an accident; and 

d. Controlled substance use. 

13.  A substance abuse professional (SAP) report of the successful completion of 
the return-to-duty process; 

14.  A negative return-to-duty test; and 

15.  An employer's report of completion of follow-up testing. 
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F. Follow-Up Testing 
 
 Any employee who has returned to work following a violation of this drug and alcohol 

policy will be subject to follow-up testing.  At a minimum six follow-up tests will be 
required within the first 12 months following an employee’s return to work and less 
frequently during the next 4 years.  Employees will be tested in accordance with USDOT 
regulations and the recommendations of the SAP. 

 
 
 TESTING PROCEDURES 
 
The following testing procedures are to be strictly observed by any collection facility and/or 
laboratory contracted with by the school corporation in order to carry out its drug and alcohol 
testing program. 
 
Controlled substance testing procedures include the following: 
 
 1. Chain of Custody 
 
  Chain of custody is defined as procedures to account for the integrity of each 

urine specimen by tracking its handling and storage from point of specimen 
collection to final disposition of the specimen.  These procedures will require an 
approved chain-of-custody form. 

 
 2. Preparation for Testing 
 
  A. Use of tamperproof seal system designed in a manner that a specimen 

bottle top can be sealed against undetected opening and the bottle has a 
means for identification of the test subject, either by number or some other 
confidential manner. 

 
  B. Use of shipping container in which one or more specimens and associated 

paper work may be transferred and which can be sealed and initialed to 
prevent undetected tampering. 

 
 3. Specimen Collection 
 
  Specimen collection will be done at collection sites designated by the School 

Corporation. 
 
 
 
 4. Laboratory Analysis 
 
  Laboratory analysis of all specimens collected will be done by Midwest 

Toxicology under all federal guidelines. 
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Controlled Substance Testing Protocol 
 
Urine Collection Procedures: 

 
1. The testing procedure starts with the collection of a urine specimen. 

 
2. Collection procedures will follow the specific guidelines set forth by the USDOT as 

outlined in the published collection procedures guidelines. 
 

3. Employees will be directed to empty their pockets and display the contents to the 
collector. 

 
4. Employees will be allowed privacy during the collection process except as noted in 

number 5 below. 
 

5. Observed collections are required by USDOT if: 
 

a. The specimen is determined invalid and there is no medical explanation. 
 
b. The collector observes evidence of an employee's attempt to tamper with the 

specimen. 
 
c. The temperature of the specimen is out of range. 
 
d. The specimen appears to have been tampered with. 
 

6. Observed collections are required on return to duty and follow-up tests. 
 
7. As part of the collection process, the specimen provided will be split into two portions; a 

primary specimen and a secondary (split) specimen. 
 
8. If the employee is unable to provide 45 ml of urine, the DOT "shy bladder" rule will 

apply. The employee will have up to 3 hours to provide the required 45 ml, and may 
consume up to 40 ounces of fluids during this time period. The employee will be required 
to be monitored during the waiting period. 

 
9. After collection, the specimen will be submitted to a SAMHSA certified laboratory for 

testing. 
 
 
 
Laboratory Procedures:  
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Drug testing will be performed through urinalysis. Urinalysis will test for the presence of the 
following drugs or classes of drugs: 

 
1.  Marijuana metabolites; 
2.  Cocaine metabolites; 
3.  Amphetamines;  
4.  Opioids; and 
5.  Phencyclidine (PCP). 

 
The SAMHSA certified laboratory will perform initial screenings on all primary specimens. In 
the event that the primal specimen tests positive, a confirmation test of that specimen will 
automatically be performed. If the confirmatory test is positive it will be reported to the Medical 
Review Officer (MRO) as a positive. 
 
Validity Testing:  
 
The laboratory must also perform validity testing on each specimen received. The purpose of 
validity testing is to determine whether certain adulterants or foreign substances were added to 
the urine, if the urine was diluted, or if the specimen was substituted. The following will be 
measured: creatinine level, specific gravity, and pH. In addition, all specimens will be tested for 
known adulterants. An initial validity test is performed first, followed by a confirmation test as 
required. 
 
All laboratory results will be reported by the laboratory to a MRO designated by the Company or 
its agents. 
 
 
MRO Procedures:  
 
1. All tests results will undergo a review process by the MRO.  
 
2. Negative test results will be reported directly to the school corporation by the MRO.  
 
3. Positive, adulterated or substituted results will be handled in the following manner by the 

MRO: 
 
a. Before reporting a positive, adulterated or substituted test result to the school 

corporation, the MRO will attempt to contact the employee to discuss the test 
result. 

 
b. The employee is required to discuss the result with the MRO. The employee will 

be allowed to explain and present medical documentation to explain any 
permissible use of a drug. 

c. For adulterated or substituted results, the employee must demonstrate that he or 
she did produce or could have produced urine, through physiological means, a 



-11- 

specimen meeting the creatinine and specific gravity criteria of a substituted or 
adulterated specimen. 

 
d. If the MRO is unable to contact the employee directly, the MRO will contact the 

Superintendent [Transportation Director] who shall contact the employee and 
direct the employee to contact the MRO. Upon being so directed, the employee 
shall contact the MRO immediately or, if the MRO is unavailable, at the start of 
the MRO's next business day. 

 
e. If, after failing to contact the MRO within 72 hours after being instructed to do so 

by the Superintendent [Transportation Director], or if the employee cannot be 
contacted at all within ten (10) days, or the employee expressly declines the 
opportunity to discuss the test, the MRO may verify the test as positive or a 
refusal. 

 
f. In the MRO's sole discretion, a determination will be made as to whether a result 

is verified as positive, negative or considered a refusal. 
 

g. After any verified positive or refusal to test determination, the employee may 
petition the MRO to reopen the case for reconsideration. 

 
4. Diluted Specimens: If a specimen is reported diluted by the laboratory, the MRO will 

report this information to the Superintendent [Transportation Director].  The school 
corporation requires an immediate recollect for another test.  The result of this test will 
stand as the final result. 

 
Medical Information Disclosure: 
 
Pursuant to USDOT regulations, if, in the MRO’s opinion, any information provided may mean 
a medical disqualification or represent a safety hazard, such as the use of certain prescription 
drugs, the MRO must disclose this to the school corporation.  Individual test results for 
applicants and employees will be released to the school corporation and will be kept strictly 
confidential unless consent for the release of the test result has been obtained. 

 
 

Split Specimen Testing Protocol 
 

An employee may request that the “split” portion of his/her specimen by tested at a different 
SAMHSA laboratory if he/she was notified by the MRO that his/her test result was positive, 
adulterated or substituted.  The request must be made to the MRO within 72 hours of being 
notified of a verified positive, adulterated or substituted result.  The MRO will arrange for all 
procedures to be done in accordance with split specimen testing procedures. 
 
The cost of a split specimen test will be the responsibility of the employee.  The school 
corporation will withhold the amount of the cost of testing the split specimen from the 
employee’s pay unless other arrangements are acceptable to both the employee and the school 
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corporation.  If the employee makes a timely request to the MRO for the split portion to be 
tested, the MRO shall immediately make arrangements with the laboratory to initiate the process. 
 
 

Alcohol Testing Procedures 
 
1. Testing Devices 
 
 Alcohol tests are to be conducted with only evidential breath testing devices (EBT's) 

approved by the National Highway Traffic Safety Administration (NHTSA) on their 
Conforming Products List (CPL).  The rules allow the use of EBT's for the initial 
screening test that is on the CPL, that does not meet the additional requirements for the 
confirmation test (e.g. sequential numbering and print-out capability). 

 
2. Test Administrators 
 
 Only a Breath Alcohol Technician (BAT) that has had proper training may administer 

breath alcohol tests.  Reasonable cause tests may not be conducted by the person making 
the determination that reasonable suspicion exists to conduct an alcohol test. 

 
3. Test Procedures 
 
 The BAT will perform an initial alcohol screen.  If the initial screen results in a Blood 

Alcohol Concentration (BAC) of .02% or above, a confirmation test is required.  Any 
tests resulting in a BAC of less than .02% will be considered negative.  The BAT will 
wait a minimum of 15 minutes, before administering the confirmation test.  Confirmation 
tests must be preformed within 30 minutes.  If the confirmation test indicates a BAC of 
.020 to .039, the employee shall be removed from duty for 24 hours or until his/her next 
scheduled on-duty time, whichever is longer.  Employees with test indicating a BAC of 
.04 or greater are considered to have engaged in prohibited conduct which may result in 
disciplinary action up to and including termination.  All alcohol tests shall be performed 
just prior to, during or just after performing a safety sensitive function. 

 
 

REFUSAL TO TEST 
 
Refusal to submit to the types of drug and alcohol test required by this policy will be grounds to 
discipline CDL employees.  A refusal to test include any of the following situations: 
 
1. Failing to appear for any test within a reasonable time after being directed to do so. 
 
2. Failing to remain at the testing site until the testing process is completed. 
3. Failure to provide a breath sample, saliva sample or urine sample as directed. 
 
4. Failure to permit, if the situation requires, the observation or monitoring of providing a 

urine specimen. 
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5. Failure to provide a urine, breath or saliva specimen within required time frames may be 

considered a refusal.  If an employee cannot produce a sufficient quantity of urine or 
breath, he/she will be directed to be evaluated by a physician of the corporation’s choice. 
 If the physician cannot find a legitimate medical explanation for the inability to provide 
a specimen, it will be considered a refusal to test.  In that circumstance the employee has 
violated one of the prohibitions of the USDOT regulations. 

 
6. Failure to undergo a medical examination or evaluation as directed by the MRO as part 

of the verification process or as directed by the transportation director as part of the “shy 
bladder” or “insufficient breath” situation. 

 
7. Failure or declining to take a second test as required by USDOT regulations. 
 
8. Failure to cooperate with any part of the testing process and/or conduct that would 

obstruct the proper administration of a test. (e.g., refusing to empty pockets when so 
directed by the collector or behave in a confrontational way that disrupts the collection 
process. 

 
9. For an observed collection, fail to follow the observer’s instruction to raise 

clothing above the waist, lower clothing and underpants, and to turn around 
to permit the observer to determine if any type of prosthetic or other devise 
that could be used to interfere with the collection process is present. 
 

10. Possession or wearing of a prosthetic or other devise that could be used to 
interfere with the collection process. 
 

11. Admission by the employee to the collector or the MRO that the employee 
adulterated or substituted their specimen. 

 
12. Refusing to sign step two of the alcohol testing form. 
 
13. A report from the MRO that the employee has a verified adulterated or substituted test 

result. 
 
 

CONFIDENTIALITY 
 
All information obtained in the course of testing of drivers shall be protected as confidential 
medical information.  No data concerning this information will be made a part of the employee's 
personnel file or will be provided to any other party without the direct written consent of the 
driver. 
 
Employees are entitled upon written request to obtain copies of any records pertaining to their 
use of alcohol or controlled substances, including any records pertaining to his or her alcohol or 
controlled substance tests. 



-14- 

 
The school corporation may release information as follows: 
 
1. Copies of the results of alcohol or drug testing to an identified person provided the 

employee has provided written consent. 
 
2. Copies of information requested by the Secretary of Transportation, and USDOT agency, 

or any state or local official with regulatory control over the corporation or its employees. 
 
3. The results of post-accident testing when requested by the National Transportation Safety 

Board as part of an accident investigation. 
 
4. Legal proceedings including lawsuits involving wrongful discharge action, grievances, 

administrative proceedings brought on by or on behalf of an employee and resulting from 
a positive DOT drug or alcohol test or a refusal to test, and/or criminal or civil actions. 

 
 

DISCIPLINARY ACTIONS FOR POLICY VIOLATIONS 
 
Drivers found to commit any conduct prohibited by this policy, including refusal to test, and/or 
testing positive for alcohol (.04 or greater) or for a controlled substance shall be prohibited from 
driving or performing a safety-sensitive function for the school corporation.  Such employee will 
be provided with the names, addresses, and telephone numbers of qualified substance abuse 
professionals (SAPs) who are approved by the school corporation.  To be able to return to duty 
the employee must complete the following steps: 
 

1. Complete an evaluation with a SAP. 
 

2. Complete any rehabilitation and/or evaluation required by the SAP. 
 

3. Be re-evaluated by the SAP and obtain written confirmation of satisfactory 
completion of all recommendations. 

 
4. Complete a return to duty test that is issued with a negative result. 

 
5. As a condition of continued employment, the employee will be required to submit 

to a minimum of 6 unannounced follow-up tests in the next 12 months after 
returning to work. 

 
Follow-up testing is separate from and in addition to the reasonable suspicion, post-accident, and 
random testing.  The schedule of follow-up testing shall be unannounced and in accordance with 
the instructions of the SAP.  The cost of any SAP evaluation, prescribed treatment and follow-up 
testing shall be paid for by the employee.  In addition, the employee will be subject to any school 
corporation policy dealing with the use of alcohol and controlled substances.  
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Drivers testing .02 or greater but less than .04 shall not drive or perform safety sensitive 
functions for the school corporation, nor shall the school corporation permit the driver to 
perform or continue to perform safety-sensitive functions, until the start of the driver's next 
regularly scheduled duty period, but not less than 24 hours following administration of the test.  
The driver also becomes subject to any other school corporation policy dealing with the use of 
alcohol and controlled substances. 
 
 

EDUCATIONAL MATERIALS 
 
The school corporation will provide education materials that explain the requirements of Federal 
Motor Carrier Safety regulations, consequences of violating the regulations, and the 
corporation’s policies and procedures with respect to meeting these requirements.  Materials will 
also be provided concerning the effects of alcohol and controlled substances use on an 
individual’s health, work and personal life.  Employees are required to attend an educational 
meeting to discuss the corporation’s policies and procedures and to review all materials covered 
by this policy.  Each employee is required to sign a statement certifying that he or she has 
received a copy of these materials.  The corporation will provide these materials to employees 
prior to the start of the testing required by this policy and to any employee who is hired or 
transferred into a position requiring a CDL. 
 
 
 TRAINING OF SUPERVISORS AND DRIVERS 
 
Supervisor Training: 
 
Transportation Directors and Supervisors are the key to a drug-free work environment.  At a 
minimum, the Transportation Director and Supervisors will receive basic training and orientation 
on: 
 

1. The identification of behavioral and physiological signs of alcohol and drug 
abuse. 

 
2. How to recognize, council and document employees whose performance has 

deteriorated. 
 
3. How and when to suggest and/or require the services of the Employee Assistance 

Program (EAP), or any other drug/alcohol assistance program. 
 
Driver Training: 
 
The drivers training program will consist of: 
 

1. Explanation of the effects and consequences of alcohol and controlled substance 
use on personal health, safety and work environment. 
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2. The manifestations and behavioral causes that may indicate alcohol and 
controlled substance use or abuse. 

 
3. Information and materials required by federal regulations. 

 
The training of both supervisors and drivers will be documented. 

 
 
 

RETENTION OF RECORDS 
 
The following records relating to the school corporation's drug and alcohol testing program are 
required to be maintained: 
 
(1) Records related to the collection process: 
    • Collection logbooks 
    • Documents related to the random selection process 
    • Calibration documentation for EBT's 
    • Documentation of Breath Alcohol Technician (BAT) Training 
    • Documentation of reasoning for reasonable suspicion testing 
    • Documentation of reasoning for post-accident testing 
    • Documents verifying a medical explanation for the inability to provide adequate breath or 

urine for testing 
    • Consolidated annual calendar year summaries 
 
(2) Records related to the driver's test results: 
    • Employer's copy of the alcohol test form, including results 
    • Employer's copy of the drug test chain of custody and control form 
    • Documents sent to the employer by the Medical Review Officer 
    • Documentation of any driver's refusal to submit to a required alcohol or controlled 

substance test 
    • Documents provided by a driver to dispute results of test 
 
(3) Documentation of any other violations of controlled substance use or alcohol misuse rules  
 
(4) Records related to evaluations and training: 
    • Records pertaining to substance abuse professional's (SAP's) determination of driver's 

need for assistance 
    • Records concerning a drivers compliance with SAP's recommendations 
 
(5) Records related to education and training: 
    • Materials on drug and alcohol awareness, including a copy of the employer's policy on 

drug use and alcohol misuse 
    • Documentation of compliance with requirement to provide drivers with educational 

material, including driver's signed receipt of materials 
    • Documentation of supervisor training 



-17- 

    • Certification that training conducted under this rule complies with all requirements of the 
rule 

 
(6) Records relating to drug testing: 
    • Agreements with collection site facilities, laboratories, medical review officers (MRO's), 

and consortia 
    • Names and positions of officials and their role in the employer's alcohol and controlled 

substance testing program 
    • Monthly statistical summaries of urinalysis  
    • The employer's drug testing policy and procedures 
 
All required records shall be maintained in a secure location with limited access.  Records shall 
be made available for inspection at the school corporation's central office within two business 
days after a request has been made by an authorized representative of the Federal Highway 
Administration. 
 
 
 
LEGAL REFERENCE:  49 C.F.R. Part 382 
 
Reviewed/Revised:  March 2014  Adopted:  April 8, 2014 
Reviewed/Revised:  April 2014  Adopted:  May 9, 2018 (Emergency) 
Reviewed/Revised:  January 2020  Adopted:  February 12, 2020 (Emergency) 
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         Code #6800 
         Health and Welfare Services 
            

 
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 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 dog’s laminated identification card may be requested for verification. 
 
Therapy dogs are not “Service Animals” and students are not permitted to bring them into corporation 
schools.  Staff members, community members, and parents may be permitted to bring a certified therapy 
dog into corporation schools with approval by the Superintendent (designee) and adherence to 
administrative guidelines.   
 
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 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 affects 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, teacher may allow student to handle/or feed the animals. 
 
LEGAL REFERENCE:  410 IAC 33-4-7 
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DATE ADOPTED:  January 11, 2012 
Reviewed/Revised: July 2018  Adopted: August 8, 2018 (Emergency) 
Reviewed/Revised:        February 2023  Adopted: March 8, 2023 (Emergency) 
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Administrative Guidelines for School-Based Therapy Dogs 
 
The Superintendent (designee) may approve a staff member or Corporation-approved program using a 
therapy dog for the benefit of students and/or staff. At least twenty instructional days prior to the therapy 
dog’s arrival, the staff member or Corporation-approved program must apply for approval with the 
building principal. The staff member or program staff who seek approval will be designated the 
“handler.”  Under no circumstances may a therapy dog be brought into corporation schools without prior 
approval. 
 
The Superintendent (designee) will consider requests for therapy dogs using the following criteria: 
• If the therapy dog is part of a planned curriculum or therapy program for students and/or staff. 
• If the handler has demonstrated their commitment to the therapeutic program and the therapy dog. 
• The therapy dog will not interfere with the employee’s primary job responsibilities. 
• If the therapy dog can be appropriately utilized for therapeutic purposes while considering the needs of 
other students, such as allergies or fear of dogs. 
• If the building already has a therapy dog. 
• The number of students who may utilize the therapy dog, especially if a large-scale traumatic event has 
occurred or there is a particularly stressful time for students. 
• The handler can provide documentation that the dog has completed appropriate training, certifications, 
and liability insurance. 
• Any other factor deemed appropriate by the Superintendent (designee). 
The Superintendent’s (designee’s) decision is final. They may place parameters on the therapy dog, 
including but not limited to where the dog is permitted in the building, how long the dog may be in the 
building, and who may have interaction with the therapy dog. If the Superintendent (designee) approves 
the therapy dog, they may revoke its approval at any time for any reason. 
 
The therapy dog must be housebroken, under the control of its handler, have a tether, and be appropriately 
clean and groomed. The therapy dog must be free of fleas and ticks and be vaccinated per veterinarian 
standards for the age and breed of dog. 
 
The handler is responsible for caring for and supervising the therapy dog, which includes toileting, 
feeding, watering, grooming, and veterinary care. The handler is responsible for the therapy dog after 
school hours and during breaks from school.   
 
Prior to accessing school facilities/school sponsored activities, the handler and/or program are required to 
show proof of sufficient liability insurance on the therapy dog program and that the dog who is entering 
the school/attending the sponsored activity is covered under the insurance policy. A handler and/or its 
program is deemed the owner of the therapy dog and is liable for any damage, injury, or harm done by the 
therapy dog to other students, staff, visitors, and/or property. The handler and/or program may be charged 
for damage, injury, or harm caused by the therapy dog. 
 
Responding to other students' and staff members' health concerns 
When the Corporation receives notification that a staff member is seeking a therapy dog in their 
classroom/building for curricular or therapeutic purposes, or an individual with a disability plans to bring 
a service animal into the school building, a written notification will be sent home to other staff members 
and parents/guardians of students in areas affected by the animal informing them of the type of animal 
that will be coming into the classroom. Staff and parents will have a reasonable period of time to notify 
the principal of health-related or other concerns that may be aggravated by the animal’s presence. 
 
If a parent or staff member responds with a concern about the animal, the principal and individual may 
discuss options for accommodating the student or staff member with health concerns. For students with 
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an existing Section 504 plan or IEP for a condition that substantially limits a major life activity, the 
student’s team will collaborate to determine how to accommodate the student’s health concern. 
 
Except where required by law, an animal shall not be permitted if documented health concerns of a 
student or staff member cannot be reasonably accommodated. If an animal is brought into the classroom 
and a student or staff member suffers a previously unknown health condition, the teacher and/or principal 
shall discuss the situation with the student’s parents/guardians or staff member to determine if an 
evaluation is appropriate and/or if accommodations are necessary. 
 
The Corporation will take all necessary steps to accommodate students and staff pursuant to Federal law 
and other legal obligations. 
 
Definitions 
 
A “handler” of a service dog is typically the individual with a disability. The Corporation shall permit a 
student with a disability to serve as the handler of their own service dog in school and shall not require the 
student (or their guardian) to provide a third-party handler for the service dog. 
 
A “therapy dog” is a dog trained to provide therapeutic or mental health support to many individuals 
(with or without disabilities), such as social workers or therapists using therapy dogs when a traumatic 
large-scale event occurs. Therapy dogs are requested by Corporation staff members or Corporation-
approved program and approved by the Superintendent (designee).  The owner of a Therapy Dog is the 
“handler.” 
 
A “tether” is a harness, leash, or other tether. 
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Checklist and Affirmation 
 
Name of Therapy Dog/Program______________________________________ 
 
Name of Handler__________________________________________________ 
 
Requested Begin & End Dates____________________ 
 
__  The handler has provided documentation that the dog has completed appropriate training, 
certifications, and liability insurance. 
 
__ The handler has provided documentation that the dog has certifications. 
 
__ The handler can provide documentation of liability insurance and the dog who is entering the 
school/attending the sponsored activity is covered under the insurance policy. 
 
__ Notification of the Therapy Dog program to teachers, staff, students, and parents at least 20 days 
prior to the beginning of the program start date.   
 
__ Reasonable accommodations are discussed and implemented accordingly. 
 
__ The handler demonstrates their commitment to the therapeutic program and the therapy dog. 
 
__ The therapy dog will not interfere with the employee’s primary job responsibilities. 
 
__ The therapy dog is housebroken, under the control of its handler, has a tether, and is appropriately 
clean and groomed. The therapy dog must be free of fleas and ticks and be vaccinated per veterinarian 
standards for the age and breed of dog. 
 
__ The handler is responsible for caring for and supervising the therapy dog, which includes 
toileting, feeding, watering, grooming, and veterinary care. The handler is responsible for the therapy dog 
after school hours and during breaks from school.   
 
__ The handler and/or its program is deemed the owner of the therapy dog and is liable for any 
damage, injury, or harm done by the therapy dog to other students, staff, visitors, and/or property. The 
handler and/or program may be charged for damage, injury, or harm caused by the therapy dog. 
 
As the Handler of the Therapy Dog/program, I affirm the aforementioned list of items. 
 
__________________________________  ________________________________  
Signature of Handler     Superintendent (Designee) - Verification 





























































Business Management 
Code #7412 

 
Fixed Asset Management Policy 

 
The Board of School Trustees shall maintain a fixed-asset management policy.  The fixed asset 
management system shall maintain sufficient information to permit the preparation of year-end 
financial statements in accordance with the generally accepted principles and adequate insurance 
coverage. 
 
Fixed assets are defined as those tangible assets of Mill Creek Community School Corporation 
with a useful asset life in excess of one (1) year and an initial cost equal to or exceeding five 
thousand dollars ($5,000) and these assets are to be monitored in the fixed asset system.  Groups 
of items of lesser value, which are purchased at one time for one building, will be recorded as 
one total item. 
 
All fixed assets will be entered on State Board of Accounts Form 369 and will be kept on a 
separate form for each individual building.   
 
Fixed assets that are leased/purchased and assets which are jointly owned shall be identified and 
recorded in the fixed asset system. 
 
The superintendent shall develop administrative guidelines to ensure proper purchase, transfer, 
and disposal of fixed assets as defined in this policy. 
 
 
 
Reviewed/Revised:    April 1997 
Adopted:   May 7, 1997 
Reviewed/Revised:  April 2014 
Adopted:   June 10, 2014 
Reviewed/Revised:    December 2019 
Adopted:   February 12, 2020 































Business Management #7431 
 

Pandemic/Epidemic Events – Use of Face Masks 
 

 
The Board of Trustees of the Mill Creek Community School Corporation recognizes 
that a pandemic/epidemic outbreak is a serious threat that stands to affect 
students, staff, and the community as a whole. With this consideration in mind, the 
Board establishes this policy in the event the school corporation is affected by a 
pandemic/epidemic outbreak. At all times the health, safety, and welfare of the 
students shall be the first priority. 
  
Planning and Coordination 
  
The Superintendent shall designate one or more staff members to serve as a liaison 
between the school corporation and local and state health officials. This designee is 
responsible for communicating with health officials to identify local hazards, 
determine what crisis plans exist in the school corporation and community, and to 
establish procedures to account for student well-being and safety during such a 
crisis. The designee shall work with local health officials to coordinate their 
pandemic/epidemic plans with that of the school corporation. 
  
With fiscal concerns in mind, the School Corporation may purchase and store 
supplies necessary for an epidemic/pandemic outbreak, including but not limited to: 
disinfectant products, face masks, water, examination gloves, and other supplies as 
recommended by health officials. 
  
The Superintendent shall develop procedures and plans for the emergency closure 
or reopening of schools in the event of a pandemic/epidemic outbreak. For the 
reopening of schools, the plan must address the use of personal protection 
equipment such as face masks, other face coverings, hand sanitizers, and gloves. 
 
Use of Face Coverings and Masks 
  
When the emergency plan for pandemics or epidemics including provisions for 
continued or returning instructional activities wherein students and staff will be in 
school buildings, the plan’s provisions concerning the use of face masks by students 
and staff will be followed. To the extent it can obtain supplies, the School 
Corporation will provide face coverings or masks to students and employees who do 
not have their own face covering or mask. 
  
When face masks or face coverings are provided for through state or federal 
agencies, the students will not be charged a fee for use of the face masks.   
 
 
Reviewed:  June 2020 Adopted:  July 8, 2020 (Emergency) 










































































