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Welcome to Franklin Community Schools! 
 

INTRODUCTION 
Our classified staff members are an integral part of Franklin Community Schools.  As a member of our team, you will be relied 
upon to provide a safe and secure learning environment for our children, preserve the property of the community, collaborate with 
other members of the team, and provide a positive experience to all that visit our buildings.  Our classified staff is one of the 
primary cornerstones when building the culture at FCS.  
 
This handbook contains valuable information that will help you understand the operation of our schools and become familiar with 
our employment policies and procedures. Thank you for being a part of our team!  
 
Mission Statement 
Together, we empower greatness in all learners through collaboration, dynamic partnerships, and rich experiences that develop a 
world-class learning environment. 
 
Vision  
Franklin Community Schools - where education is student-centered and innovative, and learners are inspired to become great! 
 
Beliefs 
In a safe and nurturing environment, students: 

● Learn at different rates and in different ways 
● Learn more effectively while actively engaged 
● Develop positive relationships with adults and peers 

 
Guiding Principles 
Individual Student Growth … Franklin Community Schools will provide learning experiences that maximize individual student 
potential. 
Communication … Franklin Community Schools will share and receive information in a clear, concise, and timely manner.  
Systemic Continuous Improvement … Franklin Community Schools will utilize a fluid process that engages stakeholders in 
defining, analyzing and evaluating possible solutions 
Collaboration … Franklin Community Schools will provide opportunities for teachers, students, support staff and administrative 
leaders to work together to achieve common goals 
Trust … Franklin Community Schools will build an atmosphere of confidence through an open and transparent environment.  
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PERSONNEL GUIDELINES 
 
Employee Responsibility 
It is the responsibility of each employee to become familiar with all rules and regulations set forth by Franklin Community 
Schools. This handbook is not intended to be an all-inclusive list of policies and procedures. The complete list of bylaws, policies 
and guidelines may be found on our corporation website at www.franklinschools.org. If you have any questions please discuss 
them with your immediate supervisor.  
 

Work Expectations 
1. Promptly report to work as assigned unless unavoidable personal business or personal or family illness make it 

impossible to report to work 
2. Dress appropriately for an educational environment. Employees are expected to maintain a clean and neat 

personal appearance and avoid extremes of dress and personal grooming which might be unsafe or that interfere 
with job performance or the learning environment of FCS.  

3. Communicate with staff, students, parents and community members in a considerate and courteous manner.  
4. Employees should not use FCS property (including but not limited to buildings, vehicles, equipment, office 

supplies, and other materials) for personal purposes 
5. Employees should follow the rules and guidelines set forth in the Acceptable Use Policy (AUP). Employees 

should use FCS e-mail for school purposes and limit personal use. FCS reserves the right to monitor the e-mail 
system to assure that it is being used for school purposes only.  

6. Commit to maintain a clean and safe work environment. Employees should report any unsafe or potentially unsafe 
situation or conditions to their supervisor immediately. Employees should follow all procedures for securing 
buildings and ensure designated doors are locked at all times. The issuance of building keys is limited in order to 
maximize facility security. If you are authorized to have a key, you will be held responsible for any unauthorized 
use of that key.  

 
Changes in Policy 
The Board of School Trustees expressly reserves the right to change any of our policies at any time, including those guidelines 
addressed in this handbook. We will notify employees of these changes by posting them on the Corporation website 
(www.franklinschools.org) or by other appropriate means. Changes will be effective on dates determined by the Board of School 
Trustees. If you are uncertain about any policy or guidelines, please contact your immediate supervisor or Human Resources.  
 
At Will Employment 
All classified personnel not covered by the terms of a negotiated agreement are hired as “at will” employees. At will status means 
either party (FCS or the employee) may terminate employment at any time for any reason. The Franklin Community Schools 
Classified Staff Handbook is not an employment contract.  
 
Equal Opportunity 
Franklin Community Schools practices equal opportunity in education and employment.  There shall be no discrimination against 
any employee on the basis of race, color, religion, sex, age, national origin, handicap, or past military service when hiring, placing, 
promoting, demoting, transferring, laying off, terminating, compensation, or selecting employees for training or other related 
programs. FCS will fully comply with provisions of the Americans with Disabilities Act of 1991 as amended.  
 
Probationary Period 
New classified employees serve a 60 calendar day probation period.  New employees will receive a performance review at the 
completion of the probationary period.  No benefits including leave time will be available to the probationary employee except 
membership in the Indiana Public Employees Retirement Fund (eligible employees only). Upon successful completion of the 60 
day probationary period, benefit time will be pro-rated based upon the employee’s hire date and eligibility as outlined in this 
handbook.  
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Hiring Procedures 
Open positions will be posted on the corporation website (www.franklinschools.org) and sent via email to all staff. Transfer 
requests should be made in writing to the contact person listed on the vacancy notice. You may be asked to complete or update an 
online application or resume. Internal candidates will be considered for the position based on qualifications, work performance, 
attendance, skills, and years of service. FCS reserves the right to transfer an employee from their current position or building at 
any time based on student enrollment or district needs.  
 
Change in Employment Status 
When an employee changes from one job classification to another the probationary period will be waived with regards to awarded 
benefit time from FCS. The waiting period as set forth by the South Central Indiana School Trust and FCS for insurance benefits 
shall remain 60 calendar days from the first date of employment in a benefits eligible position. It is the employee’s responsibility 
to be aware of a change in benefits when moving from one classification to another. If there are any questions concerning benefits, 
employees should contact Human Resources.  
 
Conflict of Interest 
If you, your spouse, or any dependent (including dependents by marriage) receives any financial benefits as a result of doing 
business with Franklin Community Schools (other than the benefits you are receiving as a result of being an employee of FCS) 
you must fill out a disclosure form annually, which is available at the Administration Building.  
 
Inclement Weather/Emergency Closings and Delays 
If school is delayed due to inclement weather, reasonable caution should be taken for travel to work.  Your personal safety should 
not be at risk.  If you believe it is too dangerous to report to work, you must call your supervisor.  You may elect to use a personal 
day, vacation day or a day without pay.  If you arrive late to work, your timesheet will reflect your late arrival.  On days when 
school is cancelled, employees working less than 260 days are not expected to report to work but will be required to work on any 
make-up days.  Any classified employee assigned to work 260 days is expected to report to work as soon as possible.  If he/she 
chooses not to work, he/she must take a vacation day, personal leave day, or a day without pay. 
 
Procedures for Absences 
Employees are expected to report to work on time every day. Employees who are going to be absent or late are expected to contact 
their supervisor as soon as possible. Employees are expected to communicate when they expect to return to work. It is the 
employee’s responsibility to ensure that proper notification is given. Absenteeism or tardiness may result in disciplinary action 
including and up to termination.  
 
Holidays 
The Board authorizes the following paid holidays for classified staff members working 260 days per year on the date of said 
holiday(s):  President’s Day, New Year’s Eve, New Year’s Day, Martin Luther King Day, Memorial Day, July 4th, Labor Day, 
Thanksgiving (2 days), Christmas Eve, and Christmas Day. For paid Holidays that fall on Saturday or Sunday, the holiday will be 
observed on Friday or Monday. To receive Holiday pay, you must work the day before and the day after.  (Or use approved 
vacation, sick, or personal time.)  
 
The Superintendent may require a classified staff member to work on a holiday when, in his/her opinion, failure to do so would 
impair public safety.  
  
Disciplinary Procedures and Progressive Discipline 
Classified personnel may be subject to immediate termination or other disciplinary action without previous warning for engaging 
in any of the following actions: 
 

➢ Immorality 
➢ Insubordination 
➢ Substance abuse 
➢ Falsification of records  
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➢ Breach of employment duties 
➢ Failure to conform to the rules and regulations of the corporation 
➢ Incompetence 
➢ Other just cause 

 
All infractions will be dealt with in one or more of the following procedures according to severity: 

1. Coaching and/or Work Improvement Plan 
2. Verbal warning (documented with form) 
3. Written warning (documented with form) 
4. Final written warning (documented with form) 
5. Suspension without pay 
6. Termination 

Three (3) consecutive days of “no-call no-show” activity may result in an involuntary termination. 
 
Job Related Issues 
Good communication is a critical key to individual and organizational success.  If you have any questions about your work, if you 
are experiencing any job-related problems, or if you have a question or concern about any of our practices or policies, talk to your 
supervisor about it immediately.  It is your supervisor’s responsibility to listen to you and help you with job-related matters.  If the 
problem or concern is related to your immediate supervisor, contact Human Resources. 
 

SCHOOL BOARD POLICIES 
The following by-laws and policies should be used as a reference during your employment with FCS. It is the employee’s 
responsibility to read these policies and conduct themselves in accordance with them at all times. The complete listing of by-laws 
and policies can be found on the FCS website at www.franklinschools.org.  

➢ Employment of Support Staff - 4120 
➢ Equal Employment Opportunity - 4122 
➢ Drug Free Workplace - 4122.01 
➢ Disciplinary Actions - 4150 
➢ Substance Use/Abuse - 4170 
➢ Tobacco Use - 4215 
➢ Staff Dress - 4216 
➢ Weapons - 4217 
➢ Workplace Anti-Harassment and Complaint Procedure - 4362 
➢ Threatening and/or Intimidating Behavior towards Staff Members - 4362.01 
➢ Leaves of Absences - 4430 
➢ Family and Medical Leaves of Absence (FMLA) - 4430.01 
➢ Work Stoppage - 4531 
➢ Child Abuse or Neglect - 8462 
➢ School Visitors - 9150 

Note: It is the responsibility of every FCS staff member to report crimes and suspected child neglect and abuse.  
 

EMPLOYEE RECORDS 
Personnel Files 
All employee records are confidential and are protected by Federal law and the policies of FCS. There is limited access to all 
records. Employee records shall be available only to the employee and designated school officials. Designated school officials are: 
the Superintendent, Central Office Administrators, and other such individuals as authorized by law or FCS policies and guidelines. 
An employee may review the contents of his/her file by notifying Human Resources in writing.  
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Evaluation Procedures 
At least once a year, your supervisor will review with you a written evaluation of your performance.  If you are a new employee, 
your supervisor may review your progress more often.  You will receive a copy of your written evaluation.  The original written 
evaluation will be forwarded to Human Resources and placed in your personnel file. Employees may be eligible for a wage 
increase and other incentives based on their performance evaluation and other goals as set forth in the Compensation Model. 
(Appendix A)   
 
Employee Service Record (Time Reporting) 
All classified employees’ hours of work, as determined by job classification, will be reported each pay period (two weeks) to the 
corporation’s business office by the employee’s supervisor or department manager.  This report will be made on an individual 
service record for each employee as provided by the business office.  The record shall contain the following information:  

 
1. Personal data 
2. Job classification 
3. Hours worked on indicated days of pay period 
4. Vacation days or other leave days 
5. Lost time/Leave without pay 
6. Overtime hours 

 
Employees required to use a time clock system or Liquid Office should be aware that the time card or time sheet is a legal 
document and extreme care should be taken to ensure that the time worked is correct and reported only by the employee.  The 
practice of “punching in” another employee’s time card is strictly forbidden.  Classified personnel are to notify their supervisor or 
his/her designee at the earliest possible time in the event of not reporting for work. All personnel must have permission from their 
immediate supervisor to leave the job during the work day.When tardiness or absences are not properly reported to the appropriate 
supervisor or when tardiness or absences are not for valid reasons, appropriate disciplinary action may follow.  
 
Defined Seven (7) Day Work Week 
The defined seven (7) day work week begins at 12:00 am Sunday through 11:59 pm Saturday.  
 

Overtime Compensation 
Overtime is all time worked over forty (40) hours of work in a defined seven day work week. All overtime shall be paid at 
the rate of one and one-half (1 ½) times the regular hourly rate of pay. All overtime must be approved by a supervisor 
before it is worked with the exception of emergency situations. Note: Only actual work time counts toward the forty (40) 
hours of work. Time off for vacation, illness, family illness and personal business does not count toward the forty (40) 
hours of work.  

 
Compensatory Time 
FCS does not encourage compensatory time. Any additional hours worked above the regular scheduled day must be 
pre-approved by the immediate supervisor. All accrued comp time must be used within the same pay period from which 
the time is earned and prior to taking any leave time or vacation. 

 
Paydays/Direct Deposit 
Paydays are generally every other Friday. Please see the payroll schedule for specific dates (Appendix B ).  Direct deposit into 
your checking or savings account at the bank of your choice is required of all employees.  On pay dates, you will receive an 
electronic payment stub showing how much was deposited into the account(s) and how much was deducted for taxes, insurance, 
and other deductions. It is the employee’s responsibility to retrieve the payment stub via the Doculivery website at 
www.doculivery.com/fcsc  
 
If an employee has questions about his/her pay deductions or check distribution, he/she should first contact her/her immediate 
supervisor. If the supervisor is unable to answer the employee’s question, the employee should contact Human Resources.  
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Resignation 
If an employee wishes to terminate his/her employment with FCS, a written notice of resignation is expected ten (10) work days 
prior to the last work day. Employees are expected to return FCS property upon separation of service including badges, keys, 
uniforms and any other property belonging to FCS. Employees will be paid for any accrued vacation days, however, they will not 
be paid for any accrued sick, personal or bonus days unless they meet the requirement for retirement severance pay. Eligible 
employees who earned the bonus stipend through the Compensation Model package, shall receive the stipend on their final pay. 
 
Current enrollees in the FCS group insurance program will have the option to continue participation under the Consolidated 
Omnibus Budget Reconciliation Act (COBRA), for a period of eighteen (18) months at the enrollee’s expense.  
 
Retirement 
The retiring employee shall give a two week notice (minimum) of the intent to retire to their supervisor in writing. 
Eligible retiring employees and their spouses may elect to continue coverage with the group medical, dental, and life insurance 
program as per state law and South Central Indiana School Trust guidelines or if eligible for retirement as defined above.  The 
total cost of insurance coverage is paid by the retiree.  
 
Employees of the Franklin Community School Corporation are eligible for FCS retirement benefits when they reach one of the 
following categories: 

1. At minimum age 55 and 20 years of employment with FCS 
2. Your age at retirement plus your total years of creditable service equals a minimum of 85 or more 
3. The employee becomes disabled 

 
Retirement Severance 
Eligible retiring employees are entitled to additional compensation based upon the amount of accumulated sick leave days at the 
time of retirement.  The additional compensation shall be an amount equal to his or her daily pay as determined by the final annual 
salary multiplied by ½ the number of accumulated sick leave days not to exceed seventy (70) days.  Also, the corporation will pay 
$85.00 per year of service with FCS to full-time permanent employees.  
 
Change of Personal Status 
You must notify Human Resources if you have any changes in address, marital status, beneficiary, or in the number of dependents 
you claim.  You may need to fill out new tax forms, insurance change forms, and your health insurance coverage may change. For 
insurance purposes , you must report a change in status within 30 days of the qualifying event.  
 
Examples of a status change :  
➢ Marital status change  
○ Marriage 
○ Death of a spouse  
○ Divorce 
➢ Change to number of dependents  
○ Birth  
○ Adoption/placement for adoption 
➢ Dependent status change 
○ Dependent reaches age 26 
➢ Loss of coverage 
○ Employee loses other coverage (spouse’s coverage ends or medicaid/medicare eligibility ends) 
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WORKERS’ SAFETY 
 

Workers Compensation 
If you are injured on the job or become ill as a result of working conditions, you may be entitled to workers’ compensation 
benefits. These are different from your regular sick leave and health insurance benefits. Those employees who suffer a job related 
injury or illness must immediately report the injury or illness in the following manner.  

1. Immediately notify your supervisor of injury or illness. If treatment is required, go to JMH Immediate Care / Occupational 
Health Facility. (U.S. Hwy. 31) If an employee is injured on the job and seeks treatment and/or long term care at a 
facility other than the one designated above, the employee may be responsible for the payment of medical claims 
and treatment. 

2. After notification to the immediate supervisor and obtaining treatment for the injury, the employee must notify the 
Operations Office either in person or by telephone at 346-8741 to ensure the proper forms are completed and sent to the 
insurance carrier, i.e. First Report Of Injury  form (Appendix C). This notification MUST be completed within two 
working days from the time of the injury or illness. Failure to comply with this timeline may cause the claim not to be 
paid by the insurance carrier. 

3. An employee who must be absent from duty due to a work-related injury/illness may choose to collect compensation from 
the Worker’s Compensation Insurance (when applicable) or from the use of his/ her sick leave days. If compensation by 
use of sick leave is chosen, then any payment sent to the employee by the Worker’s Compensation Insurance Plan must be 
deposited with the school corporation. Under no circumstance may compensation for any given day of lost wages exceed 
the employee’s normal daily rate. 

4. Employee must use Sick, Personal, Vacation time if they choose to be off and FCS can meet their restrictions. 
5. Where necessary, employees are responsible for timely filing of extensions. 
6. It is requested that follow up doctor appointments and therapy sessions be made outside of your shift hours. If this is NOT 

possible, please contact your immediate supervisor. 
 
Pesticide 
Pesticide Use at Schools Rule – 357 IAC 1-16 
The purpose of Rule 357 IAC 1-16  is to minimize the potential for pesticide exposure to students at schools. This rule is put in 
place to establish requirements for those who apply pesticides at schools, to establish restrictions on the use and storage of 
pesticides at schools, to establish a record keeping requirement for pesticides applied at schools, and to establish a parent, 
guardian, and staff registry and notification requirement for pesticides applied at schools.  Typical facility maintenance requires 
the use of pesticides from time to time. Effective pest management and appropriate landscaping maintenance and turf care involve 
the use of pesticides. Although we are not able to eliminate the use of pesticides completely, we will make every effort possible to 
apply these types of products during the summer months and/or during other extended break periods.  FCS is committed to the 
safety of all students and staff.  As part of the rule, FCS must provide 48 hours advance notice before applying pesticides. FCS 
will notify all registered parents, guardians, and staff members of these applications. To request notification you must register in 
the office at your school building.  The registry will ask for your name, phone number, and email address. You may request to be 
added to the registry at any time during the year.  For more information please contact our Director of Operations at 
317-738-5800. 
 
AHERA Notification 
Under the Asbestos Hazard Emergency Response Act (AHERA), Franklin Community Schools is required to notify, in writing, all 
parents, guardians, and staff, on an annual basis, each school year, and file a copy of the notice in the management plan. The 
notice must advise that the management plan is available for inspection, without cost or restriction during normal business hours. 
FCS will continue diligent efforts to manage and control existing asbestos containing materials. If further information is needed, 
contact our Director of Operations at 317-738-5800. 
 
Operations & Maintenance: 

1. 6-month surveillance inspections for all buildings containing asbestos materials. 
● Union Elementary – Boiler Room 
● Webb Elementary – Boiler Room, Floor Tile  

 

9 



2. Inspections are completed by an independent third party insuring the asbestos contained in the above listed buildings 
remains in safe condition for the occupants of such buildings. 

 
FRINGE BENEFITS 

Leaves and Absences 
Employees should refer to the benefit schedule for a complete outline of paid time off. Food Service employees should refer to 
your department outline.  
 

Sick Leave 
Employees may use sick days for the following purposes: personal illness, doctor/dental appointments, illness in the 
immediate family. (Immediate family will be defined as husband, wife, son, daughter, mother, father, or a relative living 
in the home) 

 
The Corporation renewal date for awarding sick leave is July 1st of each year. New employees to the Corporation will 
receive a pro-rated amount of sick days based upon their hire date, after completing 60 days of service, on the next 
scheduled pay date.You may accumulate a maximum of 140 sick days.  An amount of $25.00 per day will be paid for each 
day earned in excess of 140 days.  

 
At the conclusion of your work days between July 1 and June 30th of each year, an eligible employee who has not used 
any sick leave days (excluding donations to the sick bank) may elect to receive one day of pay instead of permitting the 
day to accumulate as sick leave. 

 
Sick leave is available on the following basis for eligible employees: 

Assigned Days Sick Leave 

Up to 212 days 7 sick days 

213 - 222 assigned days 8 sick days 

223+ assigned days 9 sick days 

260 assigned days 10 sick days 

  
Procedure to be followed for the use of sick leave: 
➢ Employees shall notify the appropriate supervisor as early as possible if unable to report for duty. 
➢  All sick days must be used before unpaid leave is granted under a medical leave.  

 
If an employee is absent from work for more than five (5) consecutive days, a statement from a licensed physician is 
required before returning to work as well as the completion of the proper FML (Family Medical Leave) paperwork if 
eligible. 

 
Personal Leave 
Personal days are to be used for unforeseen obligations and situations not covered by sick leave or bereavement leave. 
Employees must notify the appropriate supervisor in advance and be granted authorization for the use of personal leave. 
 
Personal leave may not be requested the day before or following a school holiday, without special permission from the 
supervisor.  

 
The Corporation renewal date for awarding personal leave is July 1st of each year. New employees to the Corporation 
will receive a pro-rated amount of personal days based upon their hire date, after completing 60 days of service, on the 
next scheduled pay date.  
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Unused personal leave will accumulate as sick leave on July 1st of each year with the exception of classroom assistants. 
Personal days awarded to classroom assistants expire on June 30th and do not accumulate.  

 
Personal leave is available on the following basis for eligible employees: 

Assigned Days Personal  Leave 

Up to 235  assigned days 2 personal days 

Classroom Assistants 2 personal days 

260 assigned days 3 personal days 

 
Vacation Days 
Paid vacation days are granted only to 12 month employees, after the first year of employment has been completed.  The 
Corporation renewal date for awarding vacation days is July 1st of each year-based on your years of completed service at 
that time. (Depending upon the hire date of the employee, these days will be pro-rated on July 1, until the full allotment 
has been earned.) Employees must notify the appropriate supervisor in advance and be granted authorization for the use of 
a vacation day(s).  

 
You must use your vacation days by June 30th the following year, as they DO NOT rollover.  

 
Vacation days are available on the following basis for eligible employees: 

Years of Service Vacation Days 

Completion of 1 year 10 vacation days 

Completion of 5 years 15 vacation days 

Completion of 15 years 20 vacation days 

 
If employment is voluntarily severed, any accrued vacation days remaining on the last day of employment will be paid out 
on the final paycheck.  If an employee is involuntarily terminated for any reason the employee will NOT be eligible for 
payment of unused vacation days.  

 
Bereavement Leave 
Support staff employees may request to be absent a maximum of five (5) days within seven (7) consecutive calendar days 
of the day of death for each death in the immediate family.  The immediate family is interpreted to mean father, 
step-father, mother, step-mother, brother, step-brother, sister, step-sister, husband, wife, child, miscarriage, step-child, 
father-in-law, step-father-in-law, mother-in-law, step-mother-in-law, son-in-law, step-son-in-law, daughter-in-law, 
step-daughter-in-law, and any relative who at the time of death was living as a member of the household of the employee. 
Legal guardians and wards shall be counted as parents and children for bereavement leave purposes.  

 
Three (3) days of bereavement leave may be granted for grandparents, sisters -and brothers-in-law, grandparents-in-law, 
grandchildren, aunts, uncles, nieces and nephews.  One (1) additional day may be granted by the superintendent or 
designee in extenuating circumstances surrounding the need for additional bereavement leave days.  The employee 
affected by the death may request the additional day of bereavement leave, over and above the maximum of five (5), 
through a written request to the superintendent or designee .  Should an employee not use a total of five (5) days at the 
time of bereavement, two (2) days remaining of the five (5) bereavement leave days shall be available during the calendar 
year for the employee to settle estate matters.  One (1) day per calendar year shall be granted for funerals of close friends.  

 
Jury Duty  
Employees serving on a court-appointed jury shall be paid his/her normal daily rate for each day of jury service provided 
the employee repays to the corporation all pay received from the court for such jury duty except the reimbursement for 
mileage and/or meal expenses.  This includes being subpoenaed for a matter related to school business.  
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Voluntary Sick Leave Bank 
A sick leave bank for eligible, full-time employees, (including eligible bus drivers) has been established.  A minimum 
contribution of 1 sick day to the bank, at the beginning of the school year is required for participation.  Please see the rules 
of the sick leave bank for specific details.  

 
Leave Without Pay 
Leave without pay must have prior approval of the Superintendent or his/her designee.  

 
Family and Medical Leave 
Employees may find it necessary to take an unpaid leave of absence from work for certain personal or family medical 
reasons as provided in the Family and Medical Leave Act (FMLA) of 1993 (Appendix E).  To the extent an employee’s 
family or personal medical leave qualifies as a leave offered by the school corporation, such leaves will run concurrently.  
1. An employee is eligible for FML if they have worked for the corporation for at least twelve (12) months, and for at 

least 1,250 hours over the twelve (12) months prior to the leave request.  The total amount of FML is 12 weeks during 
any calendar year.  

2. An employee requesting a leave of absence under FML shall make written application to the Human Resources 
Department on the designated form at the administration building.  The request should be 30 or more days in advance 
of the start of the leave unless the leave is based on an emergency.  In the event of an emergency, the employee shall 
provide as much notice as possible.  Employees who request leave for planned medical treatment must try to schedule 
treatment to avoid disrupting the operation of the school corporation.  

3. An eligible employee will be granted unpaid FML leave for a serious health condition that makes the employee unable 
to perform his/her job.  FML leave and other available accrued leave will run concurrently.  Prior to returning to work, 
the employee must provide a statement from his/her healthcare provider that he/she is able to resume work.  

4. An eligible employee will be granted unpaid FML to care for the spouse, child or parent of the employee if the family 
member has a serious health condition.  

5. An eligible employee will be granted unpaid FML for the birth of a child of the employee and to care for the child or 
for the placement of a child with the employee for adoption or foster care.  

6. An employee’s request for FML due to a serious health condition of the employee or family member must be 
supported by a certificate issued by a health care provider and recertification may be required on a reasonable basis. 
If such certification or recertification is not provided on a timely basis, the leave may be denied or discontinued until 
it is provided.  The school corporation may elect to obtain a second opinion of the existence of a serious health 
condition.  

7. As part of an eligible FML for a serious health condition of the employee or family member, intermittent or reduced 
schedule leave may be taken when certified by a health care provider.  Leave taken for the birth or placement of a 
child of the employee cannot be taken intermittently or on a reduced leave schedule.  The school corporation may 
elect to obtain a second opinion of the medical necessity for this type of leave.  

8. Employees who have requested intermittent or reduced schedule leave for planned medical treatment may be 
transferred temporarily to an available alternative position at the discretion of the school corporation.  The alternative 
position will not affect the benefits of the employee.  

9. Employees on an unpaid FML must use available sick and/or personal days. An employee returning from a FML will 
be returned to the same or similar position held prior to the leave or they may be placed in an equivalent position with 
equivalent benefits, pay and other terms and conditions of employment. Effective January 1, 2017, when an approved 
FML overlaps fiscal years, the employee shall receive benefit time as of July 1st. Exceptions to such restoration will 
include but not be limited to changes in the workforce such as layoffs or elimination of positions/departments 
resulting in no position to which the employee would be entitled if the employee had not taken the leave.  

10. During the FML to which eligible employees are entitled, eligible employees will continue to be defined as employees 
of the school corporation and will be eligible to participate in the various group insurance programs by paying their 
portions of the premium.  Contributions will be due monthly.  

11. Employees will not receive holiday pay for holidays occurring during any portion of a FML which is unpaid either 
because no paid leave is substituted for the unpaid leave or because all paid leave has been exhausted.  

12. An employee returning from FML must be able to assume all essential functions of his/her job upon return.  An 
employee must provide certification from a health care provider stating the employee is able to resume work as a 
condition to restoring the employee whose leave was based on the employee’s serious health condition.  
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13.Unless required otherwise by law, an employee granted FML who fails to return to work upon expiration of the leave 
will be classified as “voluntarily terminated.”   

Insurance 
 

Health Insurance 
The school corporation will provide a specific amount, per classification of employment, per year, toward the cost of the 
annual premium for eligible employees.  The school corporation’s contribution toward the cost of health insurance will 
cease when the employee terminates employment with the corporation.  Thereafter, the former employee exercises his/her 
options under the Consolidated Omnibus Reconciliation Act (COBRA) of 1985.  

 
Dental Insurance 
The school corporation will provide a specific amount per classification of employment, per year, toward the cost of the 
annual premium for eligible employees.  

 
Vision Insurance 
The school corporation will provide a specific amount per classification of employment, per year, toward the cost of the 
annual premium for eligible employees. 

 
Term Life Insurance 
Eligible employees will be provided a term life insurance policy and accidental death and dismemberment benefit.  The 
face value will vary depending upon the employee’s job classification.  The school corporation will provide a specific 
amount per classification of employment, per year, toward the cost of the annual premium of the basic life insurance plan 
for eligible employees.  

 
Employees who are eligible for basic life insurance may also purchase a supplemental life insurance policy.  Supplemental 
life insurance may also be purchased for a spouse and/or dependents.  *Subject to guidelines set forth by the South Central 
Indiana School Trust and FCS.  

 
Long Term Disability Insurance 
Eligible full-time employees will be provided a long term disability insurance policy that includes a minimum benefit of 
66 2/3% of base salary, subject to eligibility.  The school corporation will provide a specific amount per classification of 
employment, per year, toward the cost of the annual premium for eligible employees.  

 
Retirement Benefits 
Eligible retiring employees and their spouses may elect to continue coverage with the group medical, dental, and life insurance 
program as per state law and South Central Indiana School Trust guidelines or if eligible for retirement as defined above.  The 
total cost of insurance coverage is paid by the retiree.  
 
Employees of the Franklin Community School Corporation are eligible for FCS retirement benefits when they reach one of the 
following categories: 

4. At minimum age 55 and 20 years of employment with FCS 
5. Your age at retirement plus your total years of creditable service equals a minimum of 85 or more 
6. The employee becomes disabled 

 
403(b) Retirement Annuity 
Any employee may elect to have a portion of their gross pay sent directly to the chosen carrier to purchase a 403(b) 
retirement annuity.  FCS does not contribute to this benefit.  Please see Human Resources if you are interested.  

 
PERF 
The Public Employees Retirement Fund (PERF) is a state operated retirement system.  (Also known as the Indiana Public 
Retirement System INPRS)  The school corporation currently pays approximately 11.2% and eligible employees  pay 
approximately 3% of their salary income.  (FCS contribution is subject to change.)   
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Retirement Severance 
Eligible retiring employees are entitled to additional compensation based upon the amount of accumulated sick leave days 
at the time of retirement.  The additional compensation shall be an amount equal to his or her daily pay as determined by 
the final annual salary multiplied by ½ the number of accumulated sick leave days not to exceed seventy (70) days.  Also, 
the corporation will pay $85.00 per year of service with FCS to full-time permanent employees.  
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ACKNOWLEDGEMENT OF HANDBOOK 
 

THIS PAGE MUST BE SIGNED AND RETURNED TO THE HUMAN RESOURCES DEPARTMENT 
 
 

I, the undersigned employee, have received a copy of the Classified Staff Handbook for Franklin Community Schools.  I 
understand it is my responsibility to read these guidelines and to conduct myself in accordance with them at all times.  I further 
understand that it is only a general guide and that the provisions and/or terms may be changed and/or terminated at any time 
during my employment with Franklin Community Schools.  I understand that this employee handbook does not create nor 
constitute a contract of employment. 
 
The complete list of bylaws & policies as well as the most recent version of this handbook may be found on the corporation 
website (www.franklinschools.org).  I understand it is my responsibility to review these online documents.  
 
 
 
______________________________________________________ 
Print Name 
 
 
______________________________________________________ 
Date 
 
 
______________________________________________________ 
Employee Signature 
 
 
______________________________________________________ 
Position 
 
 
 
Cc:  personnel file 
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Compensation Model: Unit Structure 
  
  
  
  
  
  
  
  
  

  
  
  

  
Board Approved 5/12/14  
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Introduction 

  
Guiding Principles 
The purpose of this document is to assist the classified staff in understanding and developing the means in which units are earned 
within the compensation model. The units earned each year determine if the employee is eligible to receive an increase to their 
hourly wage or annual salary. 
  
The six guiding principles listed below provide the framework for the compensation model. Item numbers three and four are 
particularly relevant to the unit based structure. 
  

1. Financial solvency – Ability to meet annual budgeted expenditures when compared to annual revenues, all while 
adhering to  governmental compliance issues and Franklin Community Schools financial guidelines. 

  
1. Student growth and achievement – The pursuit of our targeted academic objectives and the accompanying qualitative 

and quantitative analysis of our return on investment. 
  

1. Fair, equitable, and defendable compensation structure – A just and impartial compensation structure for each 
employee group that reflects key variables such as performance, length of service,  and consistency with peer market 
compensation levels. 

  
1. Attracting and retaining quality employees – The ability to satisfy the needs of all employee groups as it relates to the 

quality of our entire operation.  This would include compensation levels, a respectful work environment, and opportunities 
for continued growth and recognition. 

  
1. Control and assessment strategy – A systematic method for gathering both quantitative and qualitative data in order to 

effectively assess programmatic usefulness and drive decisions on future spending. 
  

1. Positive work environment - Recognition that in order to attain our student achievement objectives we must foster a 
work environment where members of the team are united in our pursuit to deliver educational excellence. 

  
FCS understands the compensation model will not be the sole motivating factor for an employee; however, it is likely that quality 
employees will be attracted to FCS and remain productive employees if there is valuable and continuous growth. 
  
There must also be congruence between goals of the organization, strategies to achieve the goals, and the reward system that 
promotes behaviors of employees when goals are met. These essential elements must be in alignment for the rewards to be 
meaningful enough to affect behaviors positively. This means then, the employees of FCS must identify with the strategic goals 
and buy into the culture for it to be sustainable. This philosophy will help develop a robust unit based structure with both rigorous 
and attainable goals. 
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Unit Structure 
Description 
The goal for the compensation model is to reward excellence. Classified staff will be compensated based on performance in the 
following areas:  
  
A.    Evaluation 
B.     Years of Service 
C.     Attendance 
D.    Professional Development & Personal Growth 
  
A total of seven units are available annually. Six units are required to be eligible for a wage or salary increase. Employees can earn 
four units for a rating of “Highly Effective” or “Effective” on their evaluation. One unit each is available in categories B through 
D. 
  
Individuals earning an extra unit will be rewarded through the Total Rewards package. Units cannot move an employee more than 
one lane per year. Units do not carry over. Eligible employees earning the bonus stipend shall receive the stipend on their final pay 
upon resignation or retirement.  
  
Employees at the top of the scale who continue to earn six units annually will earn a $250 stipend. The annual stipend does not 
increase the employee’s hourly wage. 
  
Anyone hired after November 1, will not be eligible for an increase to their base wage. However, in an effort to reward our 
valuable new employees, FCS will provide a $150 stipend to eligible employees. The eligibility criteria are listed below. 
1)      Hired between November 1and December 1. 
2)      Received the end of the year performance evaluation, no later than April 1 
3)      Rated as Highly Effective or Effective on the performance evaluation 
Employees hired after December 1 will still receive an evaluation, but will not be eligible for a wage increase or stipend. 
  
Leadership/Community Support Unit Opportunity 
One additional unit may be earned in a Leadership/Community Support category. This unit is not tied to the compensation model 
outlined above. This unit will be rewarded separately, and cannot be used toward units needed to fulfill requirements of the 
compensation model. Only one unit will be awarded upon completion of 20 service hours. 
  
For purposes of clarity, the Leadership / Community Support category is highlighted by the following characteristics: 
1)      Lead, facilitate, or organize activities that engage our employees in enhancing the well-being of communities at large. 
2)      Lead, facilitate, or organize activities that address the greater needs of both community and children. 
3)      Lead, facilitate, or organize activities that position our employees as engines for community improvement. 
4)      Lead, facilitate, or organize activities that promote community and student welfare. 
5)      Lead, facilitate, or organize activities that guide and inspire long-lasting community improvement. 
Example: Leading a school-wide recycling program would be considered a leadership/community support activity; collecting the 
recycling items would not be. 
Example: Organizing and facilitating a walk/run to raise money for an organization such as KIC-IT would be considered a 
leadership/community support activity; signing up to walk/run in the event would not be. 
Example: Leading PTO meetings as an officer would be considered a leadership/community support activity; attending the 
meetings would not be. 
  
 This list is for reference purposes only, and is not all inclusive. Items should be discussed with your department manager, and any 
new items must be approved by your department manager and human resources prior to beginning an activity. Involvement in 
other communities shall count toward the number of hours completed. 
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Category Definitions 
The framework for achieving units in each of the categories is defined in the following section. The units earned in categories A, 
B, and C are standard for all support staff job classifications. The number of hours required to earn units in category D is 
consistent for all classified staff; however, there is a level of flexibility and autonomy built into this category. 
 
Evaluation 

1. Highly Effective or Effective Rating = 4 Units 
2. Anyone not receiving a rating of Highly Effective or Effective will not be eligible for an increase in pay regardless of the 

amount of units earned through other categories. 
3. Termination of employment may result for an employee who earns either an ineffective or improvement necessary rating 

for two consecutive years. 
  
Years of Service 

1. Each year of experience (FTE – 260 x .65 = 169 days) = I Unit 
2. Approved time off does not count against the number of days in the calculation of the 65% rule. 

  
Attendance 

1. 96% employee attendance rate = 1 Unit 
2. Attendance is based on April 1st – March 31st 
3. Excludes vacation, workers’ comp  and FMLA days. 
4. The calculation will be rounded to the nearest ½ day. 

(Example 1: 260 x .96 = 249.6 rounds to 249.5) Employee can miss no more than 10.5 days to be eligible for 1 unit. 
(Example 2: 184 x .96 = 176.64 rounds to 176.5) Employee can miss no more than 7.5 days to be eligible for 1 unit. 
(Example 3: 180 x .96 = 172.8 rounds to 173) Employee can miss no more than 7 days to be eligible for 1 unit. 

 
Education  and Professional Development 
Eight hours must be completed to earn one unit or the requirement to complete re-certification; whichever is greater. Department 
managers will provide final approval for completed program hours and values. 
  
The list below is not all inclusive; therefore, an employee may take a new idea to their supervisor for approval. Any new item 
must be approved by the department manager and human resources prior to beginning an activity. (See below for list of examples) 

1. Masters, Bachelors, or Associates Degree in a related field = 1 unit (must be earned within the current evaluation period) 

2.  Continuing Education Credits  (8 hours = 1 Unit) 
3. Professional Certification in a related field = 1 Unit (Must be approved by the department manager) 

a. ServSafe 
b. LPN 
c. RN 
d. IASBO Certificates 
e. Para Professional 
f. EPA - Refrigeration 
g. Playground Inspector 
h. CPO 
i. Pesticide Applicator 
j. Backflow Inspection 
k. Automotive / Diesel Mechanic 
l. CDL 

4. Specialized trainings in the following areas  (8 Hours = 1 Unit)  (Must be approved by the department manager) 

a. Technology Training 
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b. Leadership Academy 
c. Kitchen Equipment Use & Maintenance 
d. SFS/Education Module 
e. Chef’s Training 
f. Safety 
g. CPR & First Aide 
h. CPI 
i. OSHA 
j. MSDS 
k. Pesticide Use 
l. Universal Precautions 
m. AHERA 
n. Fire Extinguisher 
o. School Safety 
p. Bleachers 
q. Playgrounds 
r. Electrical 
s. Man Lifts 
t. Equipment / Tool Use 
u. Ladders 
v. Language / Communications 
w. Dibles 
x. Autism Training 
y. IPAD 
z. Kindergarten Screening 
aa. Human Resource Development (Ivy Tech) 
bb. Supervisor Training - Extended D.I.S.C 
cc. Conflict Resolution 
dd. Accountability 
ee. Diversity and Inclusion 
ff. Critical Thinking 
gg. Coaching Skills 
hh. Communication and Effective Listening 
ii. Time Management 
jj. Stress Management 
kk. Activating Change 
ll. Employee Engagement 
mm. Customer Service 
nn. Teamwork and Team Building 
oo. Productivity in the Workplace 
pp. Workplace Interactions and Collaboration 
qq. Project Management 
rr. Tools of Management 
ss. Custodial Equipment Training (Small & Large) 
tt. Floor Care Training 
uu. Chemical Use – Cleaners & Disinfectants 
vv. Small Engine Repair 
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APPENDIX B: Pay Dates 
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APPENDIX C: First Report of Injury Form 

 

 

22 



APPENDIX D: School Calendar 
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APPENDIX E: FAMILY AND MEDICAL LEAVE ACT 
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