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CPSC practices equal opportunity in education and employment.
No employee shall, on the basis of religion, race, color, national origin, sex, disability,
Age or any other basis prohibited by law, be excluded from participating in, be denied
the benefits of, or be subject to discrimination under any programs or activity, or in any

employment conditions or practices, conducted by the CPSC.

Board Approved:



CLINTON PRAIRIE SCHOOL CORPORATION

Our Vision
“United are we in empowering our students.”

Our Mission
“CPSC is committed to providing an environment built
by strong tradition for our students, including well
rounded educational opportunities, secure and

modern facilities, and the desire to make a difference
within and beyond the Prairie community.”

Our Beliefs
★ The safety and well-being of students and staff is our top priority
★ Students should be at the forefront of every decision
★ School should be a welcoming, nurturing environment for all
★ Staff will dedicate themselves to supporting student success
★ Students thrive from partnerships between school, home, and

the community
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NON-DISCRIMINATION POLICY STATEMENT

Clinton Prairie School Corporation is committed to equal opportunity and does not
discriminate on the basis of age, race, color, religion, sex, handicapping conditions, or
national origin including English proficiency, in any employment opportunity, educational
program, or student activity. No person is excluded from participation in, denied the
benefits of, or otherwise subjected to unlawful discrimination on such basis in any
employment practice, educational program, or student activity.

If you believe that the Clinton Prairie School Corporation or any of the Corporation’s
staff has inadequately applied the principles and/or regulations of (1) Title VI of the Civil
Rights Act of 1964, (2) Title IX of the Education Amendment Act of 1972, and/or (3)
Section 504 of the Rehabilitation Act of 1973, or the Americans with Disabilities Act, you
may present a complaint, which shall be referred to as a grievance, to one of the Civil
Rights Compliance Coordinators. Building Level violations should be reported to the
building principal. Corporation level violations should be reported to the superintendent.

Administrative Office/Corporation Staff

Scott Miller - Superintendent
Lisa Myers - People Operations Specialist
Randi Chambers - Administrative Assistant
Heather Lawson - Corporation Treasurer
Kurtis Camp - Director of Operations
Lori Jones - Director of Custodial Services
Jon Myers - Director of Technology
Jill Pollard - Director of Food Service
Robert Smith - Director of Transportation
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GENERAL INFORMATION

Calendar

District Calendars are posted on the district website: www.clintonprairie.com

Teacher Master Contract

The Master contract is posted on the district website: www.clintonprairie.com

Acceptable Use Policy and Guidelines

Acceptable Use Policy and Guidelines CPSC recognizes that use of the Internet and
e-mail is necessary in the workplace, and employees are encouraged to use the
Internet and e-mail systems responsibly, as unacceptable use can place CPSC and
others at risk. This policy must be followed in conjunction with other CPSC policies
governing appropriate workplace conduct and behavior. Any employee who abuses the
corporation’s provided access to e-mail, the Internet, or other electronic
communications or networks, including social media, may be subject to disciplinary
action up to and including termination. CPSC complies with all applicable federal, state
and local laws as they concern the employer/employee relationship, and nothing
contained herein should be misconstrued to violate any of the rights or responsibilities
contained in such laws. Questions regarding the appropriate use of CPSC's electronic
communications equipment or systems, including e-mail and the Internet, should be
directed to your building administrator or the information technology (IT) department.
CPSC has established the following guidelines for employee use of the corporation’s
technology and communications networks, including the Internet and e-mail, in an
appropriate, ethical and professional manner.

Confidentiality and Monitoring. All technology provided by CPSC, including computer
systems, communication networks, company-related work records and other information
stored electronically, is the property of CPSC. In general, use of the company's
technology systems and electronic communications should be job-related and not for
personal convenience. CPSC reserves the right to examine, monitor and regulate e-mail
and other electronic communications, directories, files and all other content, including
Internet use, transmitted by or stored in its technology systems, whether onsite or
offsite. Internal and external e-mail, voice mail, text messages and other electronic
communications are considered business records and may be subject to discovery in
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the event of litigation. Employees must be aware of this possibility when communicating
electronically within and outside the company.

Appropriate Use. CPSC employees are expected to use technology responsibly and
productively as necessary for their jobs. Internet access and e-mail use is for job-related
activities. Employees may not use CPSC's Internet, e-mail or other electronic
communications to transmit, retrieve or store any communications or other content of a
defamatory, discriminatory, harassing or pornographic nature. No messages with
derogatory or inflammatory remarks about an individual's race, age, disability, religion,
national origin, physical attributes or sexual preference may be transmitted. Harassment
of any kind is prohibited. Disparaging, abusive, profane or offensive language and any
illegal activities—including piracy, extortion, blackmail, copyright infringement and
unauthorized access to any computers on the Internet or e-mail—are forbidden.
Employees may not use CPSC's computer systems in a way that disrupts its use by
others. This includes sending or receiving excessive numbers of large files and
spamming (sending unsolicited e-mail to thousands of users). Employees are prohibited
from downloading software or other program files or online services from the Internet
without prior approval from the IT department. All files or software should be passed
through virus-protection programs prior to use. Failure to detect viruses could result in
corruption or damage to files or unauthorized entry into company systems and
networks. Every employee of CPSC is responsible for the content of all text, audio,
video or image files that he or she places or sends over the corporation's Internet and
e-mail systems. No e-mail or other electronic communications may be sent that hide the
identity of the sender or represent the sender as someone else. CPSC's corporate
identity is attached to all outgoing email communications, which should reflect corporate
values and appropriate workplace language and conduct.

Access to Buildings

Access to the building (evenings, Weekends, Holidays, or when school is not in
session) - Faculty members will be issued electronic key fobs for outside entry and keys
to their classroom and the building for which the teacher is assigned. Teachers may
enter the building outside of regular school hours. Teachers are not to use the building
for personal or recreational reasons without the permission from the building principal.
Children should be closely supervised anytime they accompany you in the building.
Teachers are not to give access to the building to anyone who is not a faculty member.
Teachers are not to be in possession of keys that are not designated for them.
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Private Business

Faculty members are not to conduct or promote private business during the school day
or on school property.

Money (Collecting money/financial transactions)

Teachers who collect money from students are required to keep accurate records.
Money collected should be turned into the building treasurer by the end of the day.
Money should not be held in a classroom overnight.

Fundraising

All fundraising requests must be submitted to the principal on the prescribed form. The
principal may approve fundraisers within the school building. Fundraisers involving the
outside community must have Superintendent approval. Complete and accurate records
of items sold, money submitted, and items returned must be kept by the sponsor.
Fundraising sponsors are responsible for receiving and recording payments prior to
submitting them to the treasurer for deposit. Do not leave money in desks or rooms
because you will assume liability for the money if lost or stolen. Promptly turn in all
payments to the treasurer for deposit

Confidentiality

Information concerning students gained as a professional educator must not be
discussed with the general public. Teachers should also be discrete in sharing
information concerning students with other faculty members. Information should be
shared only for pertinent educational reasons. Students' confidentiality is protected
under Federal Law (FERPA)

Child Abuse/Neglect Reporting

Child Abuse Reporting Under Indiana law any individual who has reason to believe a
child is a victim of abuse or neglect has the duty to report it. If you suspect a child is a
victim of abuse or neglect, you are required to report it immediately to the Department of
Child Services (DCS 1-800-800-5556) and/or the local law enforcement agency. You
should also make your direct supervisor or building principal aware. It is the
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responsibility of the CPSC to provide a safe, supportive, and responsive school
environment for all students.

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

Accident/Injury/Illness Reporting

Immediately notify the office if an injury occurs to a student or staff member. If students
or staff members become ill during the school day, they should be sent to the nurse’s
office. Always accompany or have someone accompany the person to the office. Do not
attempt to move a student or staff member who appears to be extremely ill. If the
situation requires immediate first aid, provide whatever immediate first aid can be
performed or secure another staff member to provide first aid. If the emergency requires
the assistance of first responders, staff members are authorized to call 9-1-1 and then
notify the school office. If an accident occurs, complete an accident report and give a
copy to the nurse and the principal.

Curriculum

Clinton Prairie School Corporation is not committed to any single method of teaching.
Successful teaching can be presented in many different forms that achieve student
growth and understanding. Experimentation and use of new techniques is encouraged if
based upon sound research findings and with the cooperation and approval of the
principal, department chairpersons and the Superintendent. Teachers are required to
maintain a written plan in terms of the semester organization of their work. The
curriculum, as defined in the Clinton Prairie Curriculum Guide and the Indiana
Department of Education state standards, shall be the basis for instruction in all classes.

Request For Information

At various times during the school year, students, parents, fellow staff members and
administrators will request various information about students. All staff members are
expected to respond to personal, written, e-mail or voice mail inquiries regarding
grades, academic progress, student behavior, etc. from legitimate sources in an
expedient and professional manner. Expedient is defined as 24 hours unless the staff
member is absent from work for an excused reason, the school is on break, or the
weekend.
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TEACHER DUTIES, RESPONSIBILITIES AND EXPECTATIONS

Professional Duty Hours

Certified staff members are required to report to their building at the time prescribed by
the building administrator who will establish the hours for work. In general, the teacher
work day is defined as seven and a half (7.5) hours with a half hour duty free lunch.
When school has a two-hour delay, staff members are obligated to begin their
professional duties two hours later than the time established by the building
administrator for normal school days. The exception to this would be Professional
Development days that are based on a two hour delay schedule. Certified staff would
report at the regularly scheduled time to attend professional development activities. If
an exception for arrival or dismissal time is needed, the staff member should seek the
assistance of their building administrator.

Staff Absence

In order to report an absence you must go to the Frontline Absence Management
System Frontline Absence Portal to enter the absence. If the staff member knows of
the absence ahead of time, he/she must fill out the absence ahead of time and submit it
on Frontline. As much advance notice as possible of an absence is considered a
professional courtesy to colleagues. If a certified staff member does not enter their
absence, Secretarial staff will enter the absence as a personal day. Teachers may not
secure substitutes for themselves. Personal leave requests should be filed with the
building principal at least two (2) days prior to the time of the leave. In emergency
situations, The building principal should be contacted directly for approval. Personal
days may not be used to preclude or extend a schedule break or holiday unless
approved by the Superintendent.

Teacher Preparation - Substitute Teachers

It is the responsibility of the classroom teacher to prepare appropriate and meaningful
lesson plans for the substitute teacher. Building principals will establish the procedure to
be followed for leaving sub plans.
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Professional Dress

Staff members are expected to dress in a professional manner each day and present
themselves as positive role models for students. As a general rule, staff members
should dress a level above what is expected for students as specified in the student
dress code. In this way, staff members can be easily distinguished from the student
body. Should there be a question concerning a staff member’s attire, the administration
will hold a conference with the staff member.

Administrators may make exceptions for special concerns and spirit day

Professional Expectation

Staff members must conduct themselves in a professional manner that reflects
professionalism and a positive image of the School Corporation and the community. No
teacher shall spend contractual time doing work for any outside employment.
Advertising, sales, and/or solicitation is not permitted on Corporation property unless
otherwise authorized in writing by the Superintendent. Teachers may not indicate that
any individual business is sponsored by the Corporation.

Social Media

Teachers are prohibited from commenting upon or discussing school matters on social
media which are confidential under federal and state law. Teachers are allowed to
comment or discuss non-confidential school matters consistent with their First
Amendment rights; however, teachers are encouraged to be positive and use good
judgment in their comments and to understand that participants in social media may not
know whether a teacher’s statements reflect the official position of the School
Corporation.
Parents complete social media permission forms during registration. Teachers should
not post any pictures or videos of students whose parents have declined social media
permission during student enrollment.

Faculty Discipline

When discipline for faculty members needs to occur and statute permits, progressive
and corrective disciplinary measures will be applied, in most cases. Further guidance
can be found in the Collective Bargaining Agreement
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Interaction with Students

Staff interaction with students will remain professional at all times. All reported incidents
will be fully investigated and appropriate action taken. Staff members should contact
students through school email. Staff members should not call or text individual students.
Contact for school events and groups can be communicated in a group email to the
students or to individual parents. If a coach is using SMS or a messaging app to
communicate with students and parents, it is expected a group text will be used. Staff
may not befriend students on any social networking website. An exception to this
guideline is communicating with students who are relatives. Staff members are
reminded communication via a social networking site is a matter of public record.

Interaction with Parents

Staff communicate with parents on a regular basis and will document all written, phone,
or face-to-face contacts with parents. This documentation should include date, time,
contact, and a brief description of issues discussed. Documentation may be maintained
through email, Student Management System entries, or Teacher personal notes

Lesson Plans

Comprehensive lesson plans aid in the structure and delivery of highly effective lessons
in the classroom. As a result, it is very important that lesson plans are a reflection of
well thought out plans and how best to provide authentic hands-on learning for students.
Building principals will provide additional guidance for lesson plan expectations.

Classroom Appearance

Classrooms are to be kept in an orderly, clean fashion. It is the custodial staff’s
responsibility to maintain the classroom and its contents. If the teacher has personal
belongings in the classroom, understand the custodian will not clean these items and
will use care when cleaning, but are not responsible for their damage. Additionally, it is
not the responsibility of the school or corporation to store personal items for faculty
members more than the time necessary to relocate a classroom.

Teacher Evaluation

Teacher evaluation procedures will be presented by the school administration according
to the adopted corporation procedures.
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