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Centerville-Abington Community Schools 
 

District Mission: 
Centerville-Abington Community Schools, in partnership with families and the 
community, educates all students to be lifelong learners and responsible citizens. 

Vision: 

Educated for Success 

Guiding Principles: 

• Students are accepted as unique individuals who are capable of learning. 
• All staff members are involved in continuous improvement. 
• Schools are centers of learning, supported by students, parents, 

staff, and the community. 
• Schools provide a safe, caring, and respectful learning environment. 
• Schools foster a climate for understanding diversity and promoting 

personal responsibility. 
• Technology will continue to be used to support teaching and learning as a 

tool to foster inquiry, reflection, research, and problem solving. 
• Schools educate students to “learn how to learn” in an ever-changing world. 
• Using the state standards, schools provide a variety of educational 

experiences and resources for Pre-Kindergarten through Grade 12. 
• Schools promote wellness for students, staff, and the community. 

 
Corporation-Wide Goals 

 
 

 

 

 

 

 

 

 

 

 

 

Goal #1 
Exemplary Student 

Achievement 

Goal #2 
Responsible Citizens 

Goal #3 
Safe, Secure, and Healthy Environments 
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PURPOSE OF THE HANDBOOK 
 

It is the intention of the Centerville-Abington Community Schools (“CACS”) to comply with all 
local, state, and federal laws which are applicable. The policies contained in this Handbook apply 
to all CACS employees, except when in direct conflict with special employment conditions set 
forth by various statutes governing employment relationships. 

 
    This handbook should not be construed to create or be a part of a contract between CACS 

and any classified employee. The term “classified employee” or “classified staff” when used in this 
document refers to all non-certified school employees. The provisions contained herein may be 
amended or deleted at any time by the corporation.   

 
CACS is an "At-Will" employer which refers to the nature of the employment relationship which 
means that the employee may resign at any time and the employer may discharge an employee at 
any time with or without cause. No officer, agent, representative, or employee of CACS, unless 
otherwise designated by the School Board, has the authority to enter into any agreement regarding 
the term of your employment or that modifies the “at will” relationship.  

 
CACS reserves the right to revise, supplement, or rescind any policies or portion of the Handbook 
from time to time as it deems appropriate, in its sole and absolute discretion. These policies and 
procedures apply to all CACS employees, except when in conflict with special employment 
conditions imposed by appropriate authorities. 

 
While CACS believes these policies are accurate, they are only summaries, and any discrepancies 
between these summaries (such as insurance policies) shall be governed by the actual terms of 
the underlying, more detailed plan documents. While we believe this Handbook complies with all 
federal, state, and local laws, to the extent there is a conflict between the terms of this Handbook 
and requirements imposed by any applicable law or ordinance, CACS will fully comply with the 
law or ordinance. Should any provision in this Handbook be found to be invalid, such finding does 
not invalidate the entire Handbook, but only the subject provision. 

 
Please read the Handbook carefully and keep it available for future use. Should you have 
any questions about this Handbook, or regarding any other employment matters, please 
ask your supervisor or any member of management. It is very important that you have a full 
and complete understanding of CACS’s policies, practices, benefits, and rules. 



4  

EMPLOYMENT OF SUPPORT STAFF 
 
The Board shall approve the employment and establish the term of employment for each support 
staff member employed by this Corporation. 
 
All support staff employees not covered by the terms of a negotiated agreement are "at-will" 
employees. Their employment can be terminated with or without cause at any time. No other 
representative of the Corporation has the authority to enter into any agreement for employment 
for any specified period of time with a support staff employee. Non-Certified employees shall be 
considered members of the support staff. All applications for employment shall be referred to the 
Superintendent or his/her designee. 
 
Any support staff member's intentional misstatement of fact material to his/her qualifications for 
employment or the determination of salary shall be considered by this Board to constitute grounds 
for dismissal. Relatives of staff members may be employed by the Board, provided the staff 
member being employed is not placed in a position in which s/he would be supervised by the 
relative staff member. When appropriate, no candidate for employment as a support staff member 
shall receive recommendation for such employment without having proffered visual evidence of 
his/her certification or pending application for certification. 
 
The Superintendent shall prepare administrative guidelines for the recruitment and selection of all 
support staff. 
 

VOLUNTEER FIREFIGHTERS 
 
If a staff member is a volunteer firefighter and has notified the School Corporation in writing that 
s/he is a volunteer firefighter, the School Corporation may not discipline the staff member for: 
 

• being absent from duty by reason of responding to a fire or emergency call that was 
received prior to the time the staff member was to report to duty; 
 

• leaving his/her duty station to respond to a fire or an emergency call if s/he has prior 
authorization from his/her supervisor to leave duty in response to a call received after s/he 
has reported to work; However, when an emergency call is received while the staff member 
is on duty, the staff member should notify the principal before leaving so coverage for 
his/her class can be arranged. 

 
• an injury or being absent from work because of an injury that occurs while the staff member 

is engaged in emergency firefighting or other emergency response, provided the staff 
member's absence from work due to each instance of emergency firefighting activity or 
other emergency response does not exceed six (6) months from the date of injury. 

 
The Corporation may require that the staff member present a written statement from the officer in 
charge of the volunteer fire department at the time of the absence indicating the staff member was 
engaged in an emergency call at the time of his/her absence. 
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The Corporation may require that the staff member who was injured while engaged in emergency 
firefighting or other emergency response provide evidence from a physician or other medical 
authority showing treatment for the injury at the time of his/her absence and a connection 
between the injury and the employee's emergency response activities. Any such evidence shall be 
retained in a separate medical file created for the staff member and treated as a confidential 
medical record. 
 

REQUIREMENTS FOR TITLE I PARAPROFESSIONALS 
 

Newly hired paraprofessionals – All paraprofessionals hired for a Title I supported program must 
have a secondary school diploma or its recognized equivalent and one of the following: 
 

• Completed two (2) years study at an institution of higher education; or 
 

• Obtained at least an associates degree; or 
 

• Met a rigorous standard of quality and demonstrate through formal State or local academic 
assessment: 

 
o knowledge of and the ability to assist in instructing, reading, writing, and 

mathematics; or 
o knowledge of and the ability to assist in instructing, reading readiness, writing 

readiness, and mathematics readiness, as appropriate. 
 
Existing paraprofessionals - All current paraprofessionals working for a Title I supported program 
must: 
 

• have a secondary school diploma or its recognized equivalent; 
 

• not later than January 8, 2006, meet the requirements for newly hired paraprofessionals as 
described above. 

 
Exceptions – These requirements do not apply to a paraprofessional: 
 

• who is proficient in English and a second language and serves as a translator primarily to 
enhance the participation of children in Title I programs; or 
 

• whose duties consist solely of conducting parental involvement activities. 
 

Paraprofessional duties – Paraprofessionals working for a Title I supported program may be 
assigned to: 
 

• provide one-on-one tutoring for eligible students during times when the 
teacher would not otherwise be instructing the student; 
 

• assist with classroom management, such as organizing instructional and other materials; 
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• provide assistance in a computer laboratory; 

 
• provide support in a library or media center; 

 
• conduct parental involvement activities; 

 
• act as a translator; 

 
• provide instructional services to students, if working under the direct 

supervision of a teacher; 
 

• perform limited duties beyond classroom instruction or that do not benefit program 
participants, so long as those duties are also assigned to non- Title I paraprofessionals. Title 
I paraprofessionals may not be assigned to more of these duties, proportional to their total 
work time, than the amount assigned  to similar non-Title I paraprofessionals in the same 
school. 

 
EQUAL EMPLOYMENT OPPORTUNITY 

 

The Board of School Trustees does not discriminate on the basis of race, color, national origin, 
sex ( ) (including sexual orientation and transgender identity), disability, age, religion, military 
status, ancestry, genetic information (collectively, “Protected Classes”), or any other legally 
protected category in its programs and activities, including employment opportunities. 
 
If a person believes that s/he has been discriminated against or denied equal opportunity or 
access to the Corporation’s programs, activities or services, including employment opportunities, 
the person may utilize the following complaint procedures as a means of reaching, at the lowest 
possible administrative level, a prompt and equitable resolution of the matter. 

 
ANTI-HARASSMENT POLICY 

 
Centerville-Abington Community Schools does not discriminate or tolerate harassment on the 
basis of a protected class including but not limited to race, color, national origin, sex, gender, age, 
religion, genetic information or disability in the programs or activities which it operates or the 
employment therein or admission thereto. This commitment applies to all School Corporation 
operations, programs, and activities. All students, administrators, teachers, staff, and all other 
school personnel share responsibility for avoiding, discouraging, and reporting any form of 
unlawful harassment. This policy applies to unlawful conduct occurring on school grounds 
immediately before, during, or immediately after school hours; in any school program or activity 
taking place in school facilities, on school transportation, or at other off-campus locations, such as 
at school-sponsored field trips or a training program; or using property or equipment provided by 
the school, including school-owned computers and the school’s computer network. 
 
The School Corporation has designated several staff members as coordinators of nondiscrimination 
and anti-harassment. The identity and contact information for these staff members 
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are listed below. The coordinators are responsible for monitoring and ensuring compliance with 
all non-discrimination and anti-harassment law. The coordinators shall document all reports of 
discrimination or harassment and establish a protocol for recordkeeping. Nothing in this procedure 
shall supersede or substitute an employee’s other mandatory reporting obligations including, but 
not limited to, reporting suspected child abuse and neglect and bullying. 
 
Title VI Coordinator 
(Jr High Principal) 
Brian Bellew 
765-855-5113 
bbellew@centerville.k12.in.us 
 
Section 504 Coordinator 
School Psychologist 
Jill Miller 
765-855-5132 
jmiller@centerville.k12.in.us 
 

Title IX Coordinator 
(Jr High Principal) 
Brian Bellew 
765-855-5113 
bbellew@centerville.k12.in.us 
 
Non-discrimination Coordinator 
(Jr High Principal) 
Brian Bellew 
765-855-5113 
bbellew@centerville.k12.in.us 

  
ACCOMMODATING INDIVIDUALS WITH DISABILITIES 

 
The School Board prohibits discrimination against any employee or applicant based upon 
disability. As such, the Board will not engage in employment practices or adopt policies that 
discriminate on the basis of disability, or otherwise discriminate against qualified individuals with 
disabilities in regard to job application procedures, the hiring, advancement or discharge of 
employees, employee compensation, job training, or other terms, conditions and privileges of 
employment. The Board further will not limit, segregate or classify applicants or employees in any 
way that adversely affects their opportunities or status because of disability. Additionally, the 
Board will not participate in any contractual or other relationships that have the effect of 
subjecting qualified individuals with disabilities who are applicants or employees to 
discrimination on the basis of disability. 

 
Notice of the Board's policy on nondiscrimination in employment practices and the identity of the 
School Corporation's Compliance Officer(s) will be published on the Corporation's website, posted 
throughout the Corporation, and included in the Corporation's recruitment statements or general 
information publications. 
 

MANDATORY REPORTING REQUIREMENTS 
 
Centerville-Abington Community Schools is concerned with the physical and mental well-being 
of all children and will cooperate in the identification and reporting of suspected cases of child 
abuse and neglect in accordance with law. 
 
If a staff member has reason to believe that a student is the victim of child abuse or neglect, that 
staff member shall immediately make an oral report to the Department of Child Services (DCS) or 



8  

local law enforcement. After the report is made, the staff member shall immediately notify the 
building administrator if the building administrator was not with the staff member when the 
report 
to DCS or law enforcement was made. If appropriate, the building administrator may also 
immediately report to the Superintendent or designee. 
 
Information concerning alleged child abuse or neglect of a student is confidential information and 
is not to be shared with anyone other than the administration or the reporting agency. 
A staff member who violates this policy may be subject to disciplinary action. 
 

EMPLOYEE CONDUCT/DISCIPLINE 
 
The following work rules and principles of job performance are adopted as guidelines for 
monitoring behavior and exercising disciplinary actions. It is impossible to list all situations in 
which disciplinary action will be necessary. CACS employees are expected to follow procedures 
and guidelines set forth by CACS and the employee’s office/department policies and procedures. 
CACS reserves the right to issue discipline as necessary and may impose more severe discipline for 
any offense dependent on the severity on the offense. 

 
An employee may be subject to disciplinary action up to discharge for any lawful reason including, 
but not limited to, unsatisfactory work performance, excessive absenteeism, incompetency, 
immorality, direct disobedience to orders or instructions, breach of employment duties, willful 
neglect to conform to the rules and regulations of the schools, or physical inability to perform the 
essential functions of the job position. Such physical inability shall be determined by a competent 
physician to be named by CACS. 

 
All personnel will be evaluated annually. A copy of the evaluation will be discussed with each 
employee by the one doing the evaluating. Each employee will sign a copy of the evaluation 
indicating that it has been discussed with the employee. The employee will receive a copy of the 
evaluation. 
 

TERMINATION AND RESIGNATION 
 
A support staff member may be suspended or terminated, upon a majority vote of the School 
Board, for violation of the policies of the Board or for any reasons not otherwise prohibited by 
law. In such cases, the Board shall provide the employee any required procedural due process.  
 
Pursuant to State law, following submission of a resignation to the Superintendent, the employee 
may not withdraw or otherwise rescind that resignation. A notice of retirement is functionally 
equivalent to a resignation and thus falls within the meaning of the word "resignation" for 
purposes of this policy. The Superintendent shall inform the Board of the submission of that 
resignation at its next meeting. The Board may choose to accept that resignation, deny that 
resignation, or take any other appropriate action relating to the termination or suspension of 
employment of the support staff member submitting the resignation. A resignation, once 
submitted, may not then be rescinded unless the Board agrees. 
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JOB ABANDONMENT 
 
If an employee does not report to work or communicate the absence to his/her immediate 
supervisor or building administrator for three (3) consecutive days, CACS may terminate the 
employee due to job abandonment. CACS will try to make an effort to contact the employee prior to 
termination. 
 

DRUG FREE WORKPLACE 
 
The Board prohibits the unlawful possession, unlawful use, manufacture, distribution, or 
dispensing of any controlled substance or alcohol, or any drug paraphernalia, by any member of 
the Corporation's support staff at any time while on Corporation property or while involved in any 
Corporation-related activity or event. An employee who reports for duty or attends a Corporation-
sponsored function using a controlled substance or consuming alcohol is in violation of this 
prohibition. Any staff member who violates this policy shall be subject to disciplinary action in 
accordance with Corporation guidelines. 
 
The Superintendent shall establish guidelines that ensure compliance with this policy and that 
each staff member is given a copy of the standards regarding unlawful manufacture, possession, 
use, distribution, or dispensing of illicit drugs and alcohol by staff and informed that compliance 
with this requirement is mandatory. Such guidelines shall provide for appropriate disciplinary 
actions. 
 

USE OF TOBACCO BY SUPPORT STAFF 
 
For purposes of this policy, "use of tobacco" shall mean all uses of tobacco, including a cigar, 
cigarette, pipe, snuff, or any other matter or substance that contains tobacco, as well as electronic, 
"vapor," or other substitute forms of cigarettes. In order to protect students and staff who choose 
not to use tobacco from an environment noxious to them, and because the Board cannot, even by 
indirection, condone the use of tobacco, the Board prohibits the use of tobacco by support staff 
members at all times within any facility owned or leased or contracted for by the Board. 
 
Such prohibition also applies on school grounds, in all vehicles owned or operated by the Board, 
including, but not limited to, school buses, special purpose buses, vans, trucks, and cars and/or at 
any school-related event. The Superintendent and building principals shall ask an individual who 
is smoking in violation of this policy to refrain from smoking and cause to be removed from 
Corporation property an individual who is smoking in violation of this policy and fails to refrain 
from smoking after being asked to refrain from smoking. 
 

SUPPORT STAFF DRESS AND GROOMING 
 
The School Board believes that support staff members set an example for the students in the 
School Corporation to follow. The Board authorizes the development of standards for staff dress 
and grooming that promote a professional educational atmosphere that gives consideration to the 
impact on the educational process and the diversity of the School Corporation's staff. 
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 When assigned to Corporation duty, all staff members shall: 
 

• be physically clean, neat, and well-groomed; 
 

• dress in a manner consistent with their support responsibilities; 
 

• dress in a manner that communicates to others a pride in personal appearance; 
 

• be groomed in such a way that does not disrupt the educational process or cause a health or 
safety hazard. 

 
The established standards for dress and grooming shall be upheld in a nondiscriminatory and 
uniform manner. 

 
PAYDAYS 

 

Classified employees are paid according to the payroll schedule as agreed upon by the School 
Board. The employee will be provided with a payroll schedule for the designated year. 
 

ATTENDANCE 
Employees who will be absent or late are expected to notify their supervisor as soon as possible 
and always before the start time of his/her workday. Supervisors will give classified employees 
instructions, names and numbers of cell phones and/or voicemail procedures that should be 
followed. Employees are expected to explain why they will be absent or late and when they expect 
to report to work. It is the employee’s responsibility to ensure proper notification is given. 
Supervisors should acknowledge receipt of the notification of absence. In absences over three (3) 
days, employees are required to report the status of their absence to their immediate supervisor 
and/or building principal. Poor attendance on the job may result in termination of employment. 
 

PAYDAYS AND PAYCHECKS 
 

Paydays are generally every other Friday. Hourly employees’ represent the work weeks of the 
previous payroll cycle. Advances in pay are not permitted. Questions about pay deductions or 
check distribution should be directed the deputy treasurer.  
Withholdings for Federal Income Tax, Social Security, State Income Tax, and Local Option Taxes 
are made in accordance with federal and state laws. If there is a change in dependency status or 
withholding levels, it is the employee’s responsibility to advise the deputy treasurer and complete 
new federal and state withholding forms.  
  

PAY CORRECTIONS 
 
CACS takes all reasonable steps to ensure that employees receive the correct amount of pay in 
each paycheck and that employees are paid promptly on the scheduled payday. In the unlikely 
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event there is an error in the amount of pay, the employee should promptly bring the discrepancy 
to the attention of the deputy treasurer, so corrections can be made as quickly as possible. 

 
PAY DEDUCTIONS/GARNISHMENTS 

 

No payroll deductions will be made from an employee paycheck unless authorized by the 
employee or required by law. When decreed by court order or state law, including past due taxes, 
CACS will deduct an amount determined by the court or the state from the gross wages of the 
employee. Employees are required to report changes in family status, address, or other 
information that could affect amount of deductions withheld. CACS is legally required to make 
certain deductions from each employee's paycheck, including federal, state and local income 
taxes. CACS must also deduct social security taxes on each employee's earnings. 

 
Questions concerning paycheck deductions and/or methods of calculation should be directed to 
the deputy treasurer. 
 

TIMEKEEPING 
 
Accurately recording time worked is the responsibility of every employee. Federal and state laws 
require CACS to keep an accurate record of time worked in order to calculate employee pay and 
benefits. Time worked is all the time actually spent on the job performing assigned duties. Every 
employee is responsible for accurately recording their time worked on CACS forms or time 
keeping machines. It is the responsibility of those employees who are required to maintain a 
timesheet, to properly record the time that he/she has worked during a payroll period. Any used 
earned paid time off, sick leave, compensatory time, or any other approved leave must be listed 
where indicated. At the end of the reporting period, the employee may be required to sign the 
timesheet, verifying its accuracy. 

 
No employee, except an employee in a supervisory position, may record the time of any other 
employee. Any omissions of starting and stopping times, as well as any deviation from regularly 
scheduled hours, must be approved, in advance, by the employee's supervisor. Falsifying time 
sheets may be cause for disciplinary action, up to and including immediate termination.  

 
OVERTIME 

 
No additional time shall be worked without prior approval of the staff member’s supervisor and no 
additional compensation will be paid without the prior approval of the Superintendent or his/her 
designee. This includes the working of additional hours for those individuals whose job description 
specifies less than forty (40) hours a week. 
 
Overtime will be paid at one and one-half (1 ½) times an employee’s regular rate of pay for hours 
worked in excess of (40) paid hours in a workweek. Paid benefit days are not part of a forty (40) 
hour workweek. Therefore, holidays not worked, vacation days, sick days, and 
personal/bereavement days are not included in the forty (40) hours workweek, and are not to be 
included in the formula to determine overtime. 
 



12  

Violation of the above policy will result in the following: 
 
1st offense – verbal reprimand by supervisor 
 
2nd offense – written reprimand by supervisor 
 
3rd offense – termination of employment 

 
PAID TIME OFF/LEAVES 

 
Leaves differ from absences primarily in terms of the length of time the support staff member is 
away from his/her assigned responsibilities. When not otherwise specified in a negotiated, 
collectively-bargained agreement, leaves shall be granted in accordance with the conditions 
established as follows: 

  
• All Non-instructional Employees 

  
o Duties, responsibilities, and working schedules of all non-instructional employees will 

be determined by the principals and/or Superintendent and will be part of the 
employees job description. 

  
o Hourly compensation will be determined annually by the School Board. 

  
o All employees are covered by Workmen's Compensation. 

  
o Working Year -- The working year is considered to be from July 1st through June 30th. 

Many employees will work less than the twelve (12) months. 
  

o Employment Arrangement -- All non-instructional employees are employed on a year-
to-year basis. 

  
• Bus Drivers 

 
o Sick Leave -- Bus drivers will receive five (5) sick days per year and one (1) personal 

day per year. If the sick days are unused, they will be allowed to accumulate to a total 
of forty-five (45) days. Sick leave may be used for serious family illness and death 
leave in the immediate family. 
 

o PERF -- All regular bus drivers will be covered by the Public Employees' Retirement 
Fund. The employee contribution will be determined by the PERF Board. 

 
• Part-Time Employees (less than 52 wks. x 37.5 hrs. wk. = 1950 hrs./yr) 

  
• Full-Time Employees (1950 hrs. or more each year) 
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o Additional Benefits for full-time, non-instructional employees. 
 

o Leaves (sick and others) -- Full-time employees will receive paid leave each year 
which may be used as sick leave, personal leave, or death leave. if the leave is unused it 
will accumulate as indicated below. Personal leave must be requested and approved in 
advance and is limited to two days per year. 

 
            12 month employees                            9 sick, 2 personal days accumulative to 90 days 
 
            10 - 11 month employees                    7 sick, 2 personal days accumulative to 55 days 
 

9 month employees                             5 sick, 2 personal days accumulative to 45 days 
  

o Life Insurance -- All full-time, non-instructional personnel will be eligible to 
participate in the Corporation group life insurance program. The Board will decide 
annually the amount of coverage available and the amount of premium to be paid by 
the Corporation. ($50,000) 
 

o Health Insurance -- All full-time, non-instructional personnel are eligible to participate 
in the Corporation group health insurance program upon request. The Board will 
decide annually the amount to be paid by the Corporation. 

 
o PERF -- All full-time, non-instructional personnel will be covered by the public 

Employees' Retirement Fund. The employee contribution will be three percent (3%) of 
their wages. The employer contribution will be determined by the PERF Board. 

 
o Holidays -- All full-time, non-instructional personnel will be paid for holidays that fall 

within their employment period as follows: 
 

 (1) 9 month employees - 4 paid holidays: Labor Day Thanksgiving Day, Good 
Friday and Memorial Day 
 

 (2) 10 month employees - 5 paid holidays: Labor Day, Thanksgiving, Christmas, 
Good Friday, and Memorial Day 

 
 (3) 11 month employees - 6 paid holidays: Labor Day, Thanksgiving, Christmas, 

New Year's Day, Good Friday and Memorial Day 
 

 (4) 12 month employees - 10 paid holidays: Labor Day, Thanksgiving, day after 
Thanksgiving, day before Christmas, Christmas Day, day before New Year's, 
New Year's Day, Good Friday, Memorial Day, and Independence Day 

 
 If the paid holiday should fall on a weekend, the nationally observed day will be 

honored. If there is no nationally observed day, the Superintendent will 
determine an alternate day to be the paid holiday. All support staff members 
shall be paid in full for approved holidays if such support staff members have 
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accrued earnings on their preceding and next-following scheduled work days 
before and after a holiday or were properly excused from attendance at work 
on either or both of those days. All support staff members will be paid for 
regularly scheduled hours, not to exceed eight (8) hours per day. 

 
 The Superintendent or his/her designee may require a support staff member to 

work on a holiday when, in his/her opinion, failure to do so would impair 
public safety. In this event, the support staff member will be paid his/her 
determined holiday pay, plus the overtime rate of one and one-half (1 1/2) 
times the employee's regular rate of pay for hours required to work on such 
holiday. 

 
• Benefits for 12-month employees -- All twelve (12) month, non-instructional employees will 

receive vacation days as follows: 
o After the first year 5 days 
o After the second year 7 days 
o After the third year 9 days 
o After the fourth year 11 days 
o After the fifth year 13 days 
o After the sixth year 16 days 

 
• This position will receive vacation days on July 1st of each year using the following schedule:  

Less than 1 year of service: Vacation days will be pro-rated by calculating total time of service 
(start date to June 30)                                                                                                                                                                

o 1 full year of service: 5 days                                                                                                                          
o 2 full years of service: 7 days                                                                                                                       
o Employee will receive 2 additional days each year thereafter until 16 total days are 

reached. 
• When an employee separates employment from CACS (voluntarily or through 

termination) all unused vacation days will be paid according to a prorated schedule as to 
days worked for that year. 

 
SICK LEAVE 

 
The Corporation reserves the right, on the advice of the support staff member’s physician, to specify 
the parent at which such leave shall commence, the length of time for which the leave shall continue 
after the disabling event, and the conditions of pay during such leave. It shall require disclosure of 
the anticipated disability and/or the continuing certification of a support staff member’s fitness to 
perform duties thereafter. 

 
FAMILY CARE LEAVE 

 
Any staff member of this Corporation may request a leave of absence for maternity or adoption. The 
length of the leave shall be governed by considerations for his/her health, the need for continuity in 
services, and the maintenance of qualified Corporation staff. 
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The Corporation reserves the right, on the advice of the support staff member's physician, to specify 
the point at which such leave shall commence, the length of time for which leave shall continue after 
the disabling event, and the conditions of pay during such leave. It shall require disclosure of 
anticipated disability or arrival of a child and/or the continuing certification of a support staff 
member's fitness to perform duties thereafter. 

 
MILITARY LEAVE 

  
Requests for military leave shall be made to the Superintendent. Military leaves shall be in 
accordance with the School Corporation’s statement of support for the guard and reserve units per 
United States Department of Defense Directive 1250.1. 
 
Requests for training leave may be made by those who are members of the State or National Guard, 
Naval Militia, U.S. Army, Naval, Air Force, or Marine Reserve, other organizations affiliated with the 
reserves or by order of the Governor of Indiana. Any staff member on such leave shall accrue 
seniority status during the period of leave. 
 
All support staff members shall make every effort to schedule his/her period of training when 
school is not in session. If the period of training occurs during a school session, the support staff 
member shall provide the Superintendent with the name of his/her supervisor in the reserves or 
the militia so that arrangements may be discussed as to the alternatives available if necessary in 
order to request a change in the service date. 

 
MILITARY FAMILY LEAVE 

  
The Board shall grant an unpaid leave of absence to a support staff member who has been 
employed for at least twelve (12) months and is the spouse, parent, grandparent, or sibling of a 
person who is ordered to active duty during one (1) or more of the following periods: 

  
• during the thirty (30) days before active duty orders are in effect 

 
• during a period in which the person ordered to active duty is on leave while active duty 

orders are in effect 
 

• during the thirty (30) days after the active duty orders are terminated 
 
The staff member may request to substitute any of his/her earned vacation, personal leave, or other 
paid leave except for paid medical or sick leave available for leave for any part of the ten (10) day 
period. 
 
The staff member who chooses to take this type of leave of absence shall provide notice including a 
copy of the active duty orders if available, to the Board of the date the leave is to begin. This notice 
is to be given to the Board at least thirty (30) days before the date on which the staff member 
intends to begin the leave, unless the active duty orders are issued less than thirty (30) days before 
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the date the requested leave is to begin. 
 
The Board may require verification of the staff member's eligibility for the leave. If the staff member 
fails to provide verification, the Board may consider the staff member's absence as being 
unexcused. The staff member must have worked at least 1,500 hours during the twelve (12) month 
period immediately preceding the day the leave begins. The leave of absence allowed each year may 
not exceed a total of ten (10) working days. 
 
After a staff member takes a leave of absence, the staff member shall be restored to: 

  
• the position the staff member held before the leave; or 

 
• a position equivalent to the position that the staff member held before the leave with 

equivalent benefits and terms of the negotiated agreement. 
 
The Board is not required to restore a staff member to a position described above if the Board 
proves that the reason the staff member was not restored to the position is unrelated to the staff 
member's exercise of his/her rights to request this leave. 
 
The Board shall permit the staff member to continue his/her health care benefits during the leave at 
the staff member's expense. 

 
PAID TIME OFF (Personal & Sick Days) 

 
When employment is terminated voluntarily or involuntarily, the employee will not be paid any 
unused PTO time that has accrued but has not been used as of the Termination Date. In 
accordance with Indiana law, CACS will deduct that amount from any pay due the employee upon 
separation. 

Use of Accumulated Sick Days 
 
Accumulated sick days are intended for when (1) an employee is medically unable to work due to 
a catastrophic illness, injury or health condition, and is not otherwise compensated by CACS or by 
worker's compensation or disability benefits; or (2) the employee has been approved for FMLA 
leave to care for a spouse, child or parent with a serious medical condition. The notification 
requirements and employee responsibilities for using accrued sick days are the same as they are 
for PTO. Accumulated sick days cannot be used as personal or vacation days. CACS reserves the 
right to restrict the use of accumulated sick days in the best interest of the corporation. 

 
Accumulated sick leave will not be paid out upon termination of employment, unless the 
employee qualifies for such pay pursuant to the Retirement Benefits Policy. An employee who 
uses all the accrued paid time off, including accumulated sick days, is not eligible for additional 
paid time off, unless the absence falls into another category of paid leave for which the employee 
is eligible. 
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DAYS OFF WITHOUT PAY 
 

Employees shall not be absent from their assigned duties beyond their accrued paid leave days 
except as specifically authorized by the building principal or his/her designee for emergency 
situations, subject to verification of the emergency situation. 

 
Authorized Days Off Without Pay under these circumstances is limited to three (3) days within a 
twelve (12) month period, unless approval for more time is granted by the authorizing 
Department Head. Days Off Without Pay means a workday on which the employee does not report 
to work and for which the employee either a) has no remaining paid leave to cover, or b) has 
requested that he/she not be paid and not have any accrued paid leave remaining. Employees who 
use Days Off Without Pay in a manner that is inconsistent with this policy will be subject to 
discipline up to and including termination of employment. 

 
BEREAVEMENT LEAVE 

 

In the case of death in the immediate family of an employee he/she is entitled to be absent without 
loss of compensation for a period extending beyond such death for not more than the number of 
consecutive school days provided below: 

 
In the case of death of a: 

 
a. Spouse, child, stepchild, not more than five (5) days; 

 
b. Father, mother, son-in-law, daughter-in-law, grandchild, grandparent, father-in-law, 
mother-in-law, brother, sister, not more than three (3) days; 

 
c. Any other step relative or relative of the employee or the employee’s spouse not more 
than one (1) day. 

 
d. Any extension of allowed days off will require the Superintendent’s approval and the 
use of PTO days or days without pay if PTO is not available. 
If services occur on a non-workday (vacation, weekend, holiday), those days are included in the 
allotment. In the case of death of an employee of the school employer, time off for attendance at 
the last burial/memorial rites may be allowed to a limited number of other employees, such 
number to be consistent with the necessary operation of the school corporation as determined by 
the school employer. 

 
JURY DUTY 

 
Employees will be allowed time off for Jury Duty. Employees will be paid their regular rate for 
the time they serve on Jury Duty (hourly, daily, etc.). If an employee receives compensation for 
Jury Duty, they must submit documentation to the Central Office. The compensation will then be 
deducted through payroll.  
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 MILITARY LEAVE 
 

The School Board recognizes that military service by support staff members is a service 
benefiting the entire school community and the Board is committed to supporting this service 
by providing military leave to eligible support staff members. The Board reserves the right to 
establish conditions for leaves of absence for military service and reemployment in compliance 
with the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) as 
amended and Indiana law. 
 
As used in this policy, "military service" means the performance of duty on a voluntary or 
involuntary basis in a uniformed service of the United States, including: 
 
Federal active duty including Reserve and Guard members who have been called up; 
 

• Federal active duty for training; 
 

• Initial federal active duty for training; 
 

• Inactive duty drills and annual training; 
 

• State active duty for the Indiana National Guard; 
 

• Absence from work for an examination to determine a person's fitness for federal or State 
duty; and 

 
• Funeral honors duty. 

 
A support staff member on leave for military service shall receive compensation in accordance with 
applicable law during the period of leave and shall continue to accrue seniority subject to any 
applicable collectively bargained agreement during the period of leave for military service. Staff 
members on leave for military service are entitled to continued health insurance coverage as if they 
were not on leave during absences for drills and absences for annual training. During leave for drills 
and annual training of not more than fifteen (15) consecutive or non-consecutive days per calendar 
year the staff member shall be entitled to continue to receive their pay from the School Corporation 
and retain their military pay. 
 
For other absences for military service, a staff member may elect to continue health insurance 
coverage for the staff member and dependents under to the following conditions. For periods of 
up to thirty (30) days of military training or service, the staff member shall be required to pay 
only the normal staff member share of the premium for this continued coverage. For longer 
periods of military service, the staff member shall have the option to continue health insurance 
coverage by paying 102 percent of the full employer and employee premium. If the staff 
member elects to take this coverage, the right to that coverage ends on the earlier of the day 
after the deadline for the staff member to apply for reemployment or twenty-four (24) months 
after the absence for military leave began. A support staff member on leave for military service 
is entitled to all additional rights provided to support staff members for non-military leaves of 
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absence. 
 
A support staff member’s right to re-employment under USERRA is subject to a cumulative five 
(5) year total for all federal active duty except where the staff member’s military obligation is 
involuntarily extended. Annual training and drills for reserve component and National Guard 
members are not included in computing the service for purposes of the five (5) year cap. 
 
Where a support staff member has options as to when to take military leave, the staff member 
shall make every effort to schedule the leave to minimize the absence from their duties for the 
School Corporation. Support staff members shall include a copy of any applicable military 
orders in their application for leave for military service. The staff member shall submit notice of 
the need for this leave to the Superintendent or a designee as soon as the staff member learns of 
the need for the leave unless giving advance notice is impossible, unreasonable, or precluded by 
military necessity as determined by the Department of Defense. 
 
Credit for periods of leave for military service by support staff members for purposes of the 
Indiana State Teachers’ Retirement Fund shall be governed by the statutes applicable to that 
retirement fund and the rules adopted by the Fund. See Ind. Code 5-10.4-4-8(b). 

 
FAMILY AND MEDICAL LEAVE 

Per Board Policy D400, Centerville-Abington Community Schools (“Corporation”) will allow 
eligible employees to take leave for the following qualifying events in accordance with the Family 
and Medical Leave Act (“FMLA”) of 1993, as amended.  
1. Up to 12 workweeks of leave in a 12-month period for the following qualifying events: 

a. Birth of a child; 
b. Placement of a child for adoption or foster care; 
c. For the care of a spouse, child or parent who has a serious health condition; 
d. The serious health condition of the employee which prevents the employee from 
performing the essential job functions of his/her job; 
e. Because of a qualifying exigency arising out of the fact that the employee’s spouse, child, or 
parent is on covered active duty or called to covered active duty 

2. Up to 26 workweeks in a single 12-month period for the care of a covered service member 
with a serious injury or illness 

The corporation is prohibited from interfering with exercise of rights under the FMLA and 
retaliating against individuals for the use of FMLA leave. 

 
 

HEALTH INSURANCE 
 
Subject to the provisions of the Group Contract, classified employees who are actively employed 
at a regular full-time job for a minimum of 30 hours per week shall be eligible to apply for 
membership in the group health insurance plan within 30 days of his/her date of employment. If 
an employee elects to not enroll at the time of employment, the employee cannot apply for 
membership until the next enrollment period unless there is a qualifying event. Enrollment 
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period occurs October of each year. 
 
Applications for corporation sponsored health insurance must be received by the approved carrier 
within thirty (30) days of the hire date. Coverage will be effective the first day of the month 
following the carrier’s receipt of the application. 

 
WORKMAN’S COMPENSATION 

 
CACS provides a comprehensive worker's compensation insurance program at no cost to eligible 
employees. This program covers any injury or illness sustained in the course of employment that 
requires medical, surgical, or hospital treatment. Workers compensation eligibility and 
benefits are determined by state law. 

 
Subject to applicable legal requirements, worker's compensation insurance provides benefits after 
a short waiting period or, if the employee is hospitalized, immediately. While on worker’s 
compensation disability, employee benefits shall accrue. 

 
Any employee who sustains a work-related injury or illness should inform his or her Department 
Head immediately within 24 hours. No matter how minor an on-the-job injury may appear, it is 
important that it be reported immediately. This will enable an eligible employee to qualify for 
coverage as quickly as possible. 

 
As specified by Indiana worker’s compensation statutes, when a compensable injury renders an 
employee unable to work, compensation for lost wages is paid starting on the eighth (8th) day. 
However, on the twenty-second (22nd) day of disability the employee will receive compensation for 
the first seven (7) days. The first weekly installment of compensation is due fourteen (14) days 
after the disability begins. Not later than fifteen (15) days from the date that the first installment is 
due, the employer/carrier must tender to the employee an Agreement of Compensation, along with 
compensation due. If, however, the employer/carrier denies liability, a written notice of denial must 
be mailed within twenty-nine (29) days after the employer’s knowledge of the alleged injury. The 
employer may obtain an additional thirty (30) day period if it establishes that the delay is due to an 
inability to obtain the medical information necessary to make a determination as to liability. 

 
Certain injuries may be excluded from worker’s compensation coverage (e.g., employee 
intoxication, self-inflicted injuries, failure to use safety appliances, committing a violation of work 
rules, failing to obey a reasonable written or printed safety rule, knowing failure to perform a 
statutory duty). Neither CACS or the insurance carrier will be liable for the payment of worker’s 
compensation benefits or major illness/injury in-line-of-duty leave pay for off-duty injuries or 
illnesses that occur during an employee’s voluntary participation in any off-duty recreational, 
social or athletic activity sponsored or not-sponsored by CACS. 

 
While an employee is on worker’s compensation leave, he/she shall not be engaged in 
outside employment. During worker’s compensation leave employees may be required to submit 
periodic medical certifications on their serious health condition. Before returning to work, the 
employee shall provide medical certification from a health care provider verifying that he/she may 
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safely return to work. Worker’s compensation leave is designated as Family and Medical Leave Act 
(FMLA) leave beginning with the first day of leave. All such leave time used counts against the 
employee’s twelve (12) week FMLA entitlement. 

 
PUBLIC EMPLOYEE RETIREMENT FUND 

 

The Public Employees’ Retirement Fund (PERF) was organized in 1945 as a result of legislative 
action. The purpose of PERF is to provide retirement, disability and survivor benefits for its 
members. If you are considered an employee who works in a PERF-covered position for no less 
than 600 hours per year, you automatically become a member of PERF. 

 
PERF-covered employees are required by state law to contribute 3% of their gross wages to the 
Fund. Centerville-Abington Community Schools, as the employer, will contribute a percentage 
rate that is determined by the legislature. Upon termination, the employee’s share is refundable 
with interest, if the employee elects to withdraw from participating in PERF. You will receive 
from PERF a yearly statement of your contributions to the account from INPRS. 

 
RETIREMENT BENEFITS 

 

Non-certificated employees shall be entitled to benefits contained in employee handbooks or 
individual contracts, as applicable. Benefit schedules, collective bargaining agreements, employee 
handbooks, and employee contracts shall contain all benefits available to employees, including but 
not limited to sick leave, vacation leave, and any other type of paid leave. Employees will not be 
paid for any unused, transferred, or accrued sick leave days upon separation.  
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Centerville-Abington Community Schools 
Classified Employee Handbook 

 
This handbook is designed to supply information on corporation policy, guidelines, and 
information relative to employee health, safety, welfare, and conduct. Please read it carefully. 
Complete Board Policies may be access on the Centerville-Abington Community Schools’ website 
at (https://centerville.k12.in.us/). If you have any questions after reviewing the information, 
contact the Administration Office at 765-855-3475. 
 

Acknowledgement 
 
I have received the Centerville-Abington Community Schools Classified Employee Handbook and 
understand that it is my responsibility to review this handbook in its entirety. 
 
I understand that I am an at-will employee and the Centerville-Abington Community Schools 
Classified Handbook is not a contract of employment; therefore, it is subject to change. 
 
My signature below ensures that I agree to familiarize myself with the contents of the handbook.  
 
 
 

_____________________________________________________________ 
Employee Signature 
 
 

_____________________________________________________________ 
  Employee Printed Name 
 
 
_____________________________________________________________ 
  Date 
 
 
 
 
 
 
 
 
 
CC: Personnel File 

https://centerville.k12.in.us/
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