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WADISON
Penn-Harris-Madison School Corporation
Office Human Resources
Eduecational Services Cenfer — 55900 Bittersweet Road — Mishawaka, IN 46545

SUBSTITUTE TEACHER APPLICATION PACKET

This packet contains all the information and forms you will need to submif a substitute teacher application to the Pepn-Harris-Madison
School Corporation. READ ALY OF THE INFORMATION CAREFULLY befors completing the forms. Incorrect or missing
information will result in the delay of processing the application, In addition you are required to attend a substitute inservice before
becoming eligible to substitnte.

Your completed application packet should contain the following:
Completed Application
1. Goto http:/fwww.apslitrack com/phm/onlineapo/ to complete an application.
2.. Goto www.phmschools.org -~ Community — Become a Sub and print Substitute teachers Information packet.

Naotice regarding Criminal Background Check: It Is State Law that this check is done on all paid empioyees,
Federal (W-4) and stata tax forms (IN or MI as applicable).

Direct Peposit Authorization Form - All employees are required to direct deposit of their paychecks. Direct deposit is
open to the banking institution or credit union of your choice. You are required attach a voided check, if using a checking
aeeount or written confirmation from your institution,

Form -9 (You must bring with you the original documents of your choice to show us as verification.
Copy of your social security card {FRONT & BACK) —for payroll purposes,

Copy of your drivers lcense {FRONT) ~for payroll purposes.

EEOC Self Identification.

TRANSCRIPTS - A copy of your college/university transcript to verify that you have 80 credit hours. (These must be on
file BEFORE we can approve your license application online with the DOE.)

A copy of your Indlana Teaching License or a copy of your substitute certification. (instructions are included on the
process to 2pply for the substitute certification}. Please do not apply for a suhstitute certificate until you have submitted
your paperwork to our office,

Signed form stating that you understand that it is your responsibility to keep track of the number of days that you
substitute in all districts. (Retired teachers cannot be enrolled in the fund).
Teachers Retirement Fund Membership Qualifications
You are required to pay into Teachers Retiremeant Fund only when you meet the following 2 requirements:
» you zre certified by the Indiana State Board of Education
> you have obtained at least an associates degree; and
p  you teach at least 120 days in a year or 60 days in each of two years (this also includes time worked in
other corporations)
AUP (Administrative Guidelines Far 5taff Use Of Internet And Telecommunications):
You may be allowed intarnet access in soma but not all schools.

Signed forms stating you have recelved and read the following School Corporation Pellcies:
Anti-Harassment Policy,
Tobacco/Drug Free Workplace Policy
Substitute Teacher Handbook
Substitute InSarvice Video

Please ba sure to review the contents of the entire packet.

If you have guestions on the completion of this application packet, please call:

Tammy Gizewski at 258-9571 or email at toizewski@phom k12 Inns
Updated 7/16/2015 tg
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MADISON
To better serve the patrons of the Penn-Harris-Madison School
Corporation you are required to attend a mandatory Substitute
inservice to be eligible to substitute for PHM.

Inservices will be held on the following dates:

Fducational Services Center ~ Board Room
55900 Bittersweet Road, Mishawaka IN 46545

Augqust 11, 2075 oo creneen 2:00 p.m. — 3:30 pm.
September 9, 2015 1o 2:00 p.m. - 3:30 p.m.
September 22, 2015...civrcrimiininiieninns 2:00 p.m. - 3:30 p.m.
November 12, 2015 ..o, 2:00 p.m. — 3:30 p.m.
January 12, 2016 i 2:00 p.m. ~ 3:30 p.m,
February 9, 20161, 2:00 p.m. - 3:30 p.m.
March 22, 2016, 2:00 p.m. - 3:30 p.m.
APHI 19, 201610, 2:00 p.m. - 3:30 p.m.
May 10, 2016 .cvvvvrirecssssssrivnsesien 2:00 p.m. - 3:30 p.m.

It is hot hecessary to make 3 reservation.
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How do substitute teachers apply for a license?

The process for a substitute teacher is similar to applying for other types of licensure.

Go to hitps:/license.doe.in.gov

v You will first access LVIS ~Licensing Verification Information System~ (web address
above)

¥ create a profile if you do not already have one

v" Either create a New Application, The system will only let you create a new application for
a substitute permit even if you are renewing.

v In the sitbject area just put K-12 (kindergarten through 12” grade)

v" Complete the process and pay for the application. The system will accept a valid credit or
debit card. If you do not have either you can buy a debit card at any local store such as
Walmart or Meijer. You would then Ioad the card with the appropriate amount and use

this card for payment. _ {
v We will then verify your information.

¥ You will need to log back into LVIS when your certification is ready, Youmay go to the
right side menu and choose “VIEW/PRINT LICENSE” to print and either email or bring

a copy to our office

PLEASE NOTE: We cannot verify any licenses until your background check has been
completed and a copy of your transcripts are on file in our office.
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NOTICE REGARDING BACKGROUND INVESTIGATION

A cansumer report (backgrouad screening report) and/or an investipative consumer seport which may include
infermation concering your character, emmployment history, general reputation, personal characteristics, police
record, education, qualificalions, motor vehicle record, mode of living, and/or credit and indebtedness may be
obtained in connection with your agplication for and/or continued employment with the Penn-Fais-Madison
School Corporation. A consmmet report and/or an investigative consaumer report may be obiained at any
time during the application process or during your employment with the Penn-Harris-Madison School
Corporation. You have the right, upon written reguest made within a reasonable time after recefpt of this
notice, Lo request disclosure of the natore and scope of any investigative consmner report. Flease be advised that
the nature znd scope of the most common Form of investigative consumer report obtained with regard to
applicants for employment is an Investigation inlo your education and/or employment hisiory conducted by Safe
Hiring Solutions LLC, P.O. Box 203, Danville, IN 46122 888-215-8296.

AUTHORIZATION

By signing below, I, _ .. hereby voluntarily autliorize the Pent-Harris-Madison
School Corporation to obtain either a consumer or 41 invesligative consumer report about me from a consemer
reporiing agency acd to consider this information when making decisions regarding my employment and/or
continued employment at the Penn-Hamis-Madison Schoo! Corporation, Tunderstand that I have rights under
the Fair Credit Reporting Act, including rights discussed 2bove. This report may be delivered-in sither written or

electronic form.

Print Name (last, first, middle) Social Security Number

Date of ﬁhth MM/DDYYYY) Drivers License Number Drivess Liéense Stite
(For ID Purposes Only) ’ )

Ay other mames I bave bees known by:

Current Address:

Previous Addresses (Last 7 Years)

Signature Date

[ Check Far CA, MN or OK applicants anly, if you wonld Jike to teceive a copy of the consumer reportif one is obiained.



Para Informacion en espanol, visite www.consumerfinance gov/learnmore o escribe g la
Consumer Financial Protection Bureaw, 1700 G Street N.W., Washington, DC 20006,

A Summary of Your Rights Under the Fair Credit Reporting Act

The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, faimess, and privacy of
information in the files of consumer reperting agencies, There are many types of consutner
reporting agencies, including credit bureans and specialty ngencies (such as agencies that sell
information about check writing histories, medical records, and rental history records). Here is a
summary of your major rights under the FCRA. For more informaticn, including information
about additional rights, go to www.consumerfinance.gov/learnmare ox write to: Consmer
Financial Profection Burean, 1700 G Street N,W., Washington, BC 20006,

+ You must be told ifinformation in your file has heen used against you. Anyone whouses a
credif report or another type of consumer report to deny your application for credit, insurance, or
employment - or to fake another adverse action against yon— mnst fell you, and mnst give you
the nams, address, and phone number of the agency that provided the informalion.

*» You have the right to knaw what 1s in your file. You may request and obtatn all the
information about you in the files of 8 consumer reparting agency (your “file disclosure”). You
will be required to pravide proper identification, which may include your Social Security
number, In many cases, the disclasurs will be free. You are entitled to a free file disclosure iF:

» a person has taken adverse action against you because of information in your eredit report;

= you are the victim of identity theft and place 2 frand alert in your file;

« your file conlaing inaccurate information as a result of frand;

* you are on public assistance;

« you are unemployed bot expect to apply for employment within 60 days.

In additjon, all copsumers are eniitled to one free disclosure every 12 months upon request from
each nationwide credit bureau and from nationwide specialty consunter reporting agencies. See
www.constmerfinance, gov/leammere for additional information.

+ You have the right to ask for a credit score. Credit scores are numerical summmaries of your
credit~worthiness based on information from credit bureans. You may request a eradit score
from consumer reporting agencies that create scores or distribute scores used in residential real
property loans, but you will have to pay for it, In some imnortgape transactions, you will receive
credit score information for free fiom the mortgage lender.

* You have the right to dispute incomplete or iriaccurate information. If you identify
informetion in your file that Is incomplete or inaccurate, and reportit to the consumer
reporting agency, the agency must investigate unless your dispute is frivolous. See
www.consumerfinance.gov/learmmore for an explanation of dispute procedures.

= Consumer reparting agencies must correct or delete ingecurate, incomplete, or
unverifiable information. Inaccurate, incomplete or unverifiable information must be removed



or corrected, usnally within 30 days. However, a consumer reporiling agency may confinue to
report information it has verified as accurate.

» Consumer reporting agencies may not report outdated negative information. In most
cascs, A consumer reporting agency may nof report negative information that is more than-seven
years old, or bankruptcies that are more than 10 years old.

« Access to your file is limited. A consumer reporiing agency may provide information about
you only to people with 2 valid need —usually to consider an application with a creditor, insurer,
employer, landlord, or other business. The FCRA specifies those with a valid need for access.

« Yon must give your eonsent for regorts to be pravided to employers. A consumer reporting
agency may not give out information about you to your employer, or a potential employer,
without your written consent given to the employer. Written consent generally is not required in
the trucking industry. For more information, go to www.consnmerfinance. gov/leammore.

v You may Hmit “prescreened” offers of credit and insurance you get based on information
in your credit report, Unsolicited “prescresned” offers for credit and insurance must include a
toll-free phone number yon can call if you choose to remove your name and address from the
lists these offers are based on. You may opt-out with the nationwide credit bureaus at 1-888-567~

8688.

» You may seek damages from violators, If a consumer reporting agency, or, in some cases, a
nser of consumer reports or a farnisher of information {o a consumer reporting agency violates
the FCRA, you may be able'to sue in state or fedgral court. .

 Identity thefi victims and active daty milifary-personnel have additional rights. For more
information, visit www.consumerfinance. gov/learnmors. '



States may enforce the FCRA, and many states have their own consuiner reporting Iasws,
In sorne cases, yor may have more rights under state law., For more information, contact
your state or Iocal consumer profection ageney or your state Aftorney General. For

information sbout your federal rights, confact:

TYPE OF BUSINESS:
1.a, Banks, savings associalions, and credit unlons with tala! assels of
aver $10 hilion and thelr afillales,

t. Buch affillates thal ara not banks, savings assaclaians, or credit
urdons also should list, in addition fo [he Bureau!

2, Ta lha exdent not inciuded io llent 1 abave;

-a. National banks, federal sevings associallons, and faderal branches
and federsl agencies of forsign banks

b. Stafe member banks, branches and agancles of iorsign banks {other
Ihan fedeca branches, federal sgencies, and nsured stale branches of
farelgn banks), commetelal landing conipanies cwned or confrofied by
foreion banks, and organizations operaling under seclion 25 or 25A of lhe
Foderal Resarvs Act

g. Nonmember [nsured Banks, insured Siate Branches of Foralgn
Banks, and [nsured state savings sssatlatlons

¢, Faderal Credit Unlons

3. Air carmers
A. Creditars Subjest Io Surface Transporialion Board

5, Credifos Subjest lo Packers and Slockyards Acl

6. Smazl] Business Invesiment Companies .

7. Brakets and Dealers

8. Federal Land Banks, Federal Land Bank.Assoclalions, Fadaral
Intermediste Credil Banks, esid Production Cradit Associallons

8, Relalers, Finance Companies,and All Othar Cradilors Nof Lisled
Above

CONTACT:

2, Bursau of Consumner Financial Proleclion
1700 G Straat NW

Washinglan, DC 20008

b. Fedaral Trade Commission: Consumer Responsa Cenler —~ FCRA
Washinglan, DC 20580
{877) 3624357

2. Oliice of the Complreler of the Currency
Customer Assistance Group

1301 McKinney Slrest, Suife 3450
Houston, TX77010-9050

b. federal Reserve Consumer Help Cenler
P.0. Box 1200
Minneapalls, M 655480

¢. FDIC Consumer Response Cenler
1400 Walnut Strest, Box /11
Kansps CRy, MO 64108

d. National Credit Union Administation

Cffice of Conspmar Protecllon {OCFP)

Division af Consumer Compliance and Dutreach (DCCC)
4775 Duke Stre={

Alexandiiz, VA 22314

Asst, Gonersl Counsal for Avialien Enforcement & Poczedings
Departmsnt of Transportation

400 Saventh Streei SW

Washlhgton, DC 20580

Office of Prozeedings, Surface Transgponalion Board
Depariment of Transporiation

1925 K Strael NWY

Washinalon, DG 20423

Nearest Packars and Stackyards Adminfsiration aren supervlsor

Associate Deputy Adminfsteator for Caplial Access

United States Small Busipass Adminisiration

408 Thitd Streat, SW, 8th Floor

Washlngtun, DC 20418

Securifles and Exchange Commissfan

100 F 5t NE

Washlnglon, DG 20543

Farm Gredit Adminizlration

1501 Fam Cradif Drive

Mobean, VA 22102-5080

FTG Regianal Offlsa For reglon in which tha crediior operales or
Fsdecal Trade Commlsslon: Consumer Resgense Center ~ FCRA
Washinglon, 0G 20580

{877) 382-4357



Form W-4 (2016)

Purpase. Complete Form W-4 <o that your empioyer
can withhold the carrect federal income tax from your
pay. Gonsidar completing a new Form W-4 each year

and when your persona} ar financial situation changes.

Exemption from withhelding. If you are exempt,
complete anly lines 1, 2, 3, 4, and 7 and sign the form
to vaiidate R. Your exempticn for 2016 expires
February 18, 2017, See Pub. 505, Tax Withholding
and Estimated Tax.

Note: If anather person can claim you as a dependent
on his or her tax return, you cannot claim exempticn
from withhalding if your income excesds $1,050 and
includes mare than $350 of uneamed income {for
example, interest and dividends).

Exceptions. An employee may be able te claim
exemption from withhoiding even if the emplayee is a
dependent, if the employee:

* s age 65 ar older,
* I5 blind, or

* Will claim adjustments to Income; tax credits; or
itemized deductions, on his cr her tax return.

The exceptions do not appiy to supplemental wages
greater than $1,000,000.

Basic instructions. If you are not exempt, complete
the Personal Allowances Worksheet below, The
worksheets on page 2 further adjust your
withholding aliowances based on itemized
deductions, certain eredits, adjustments to income,
or two-earners/multiple jobs situations.

Complete all worksheets that apply. Mowever, you
may claim fewer {or zerc) allowances. For regular
wages, withialding must be based on allowances
you claimed and may not be a flat amount or
percentage of wages.

Head of household. Generally, you can clalm head
of hausehold filing status on your tax return anly if
you are unmarried and pay more than S0% of the
costs of keeping up a home for yaurself and your
dependent(s) or other quailfying individuals. See
Pubs. 501, Exemptions, Standard Deduction, and
Filing Information, for information,

Tax credits, You can take projected tax credits into acoount
in figuring your allowable number of withhelding aliawances,
Credits for child or dependent care expenses ard the child
tax credit may be claimed using the Personal Allowances
Warksheet below. See Pub, 505 for information on
converting your ather eradits into withhalding ailowances.

Nonwage income. ¥ you have a large amount of
nonwage income, such as interest ar dividends,
consider making estimated tax payments using Form
1040-E5, Estimated Tax for Individuals, Otherwise, you
may owe additional tax, If you have pension or annuity
income, see Pub. 505 to find out i you should adjust
your withhiclding on Form W4 or W-4F,

Two earners or multiple jobs. If you have a
warking spouse or more than one job, figure the
total number of ailswances you are entitled to claim
on all jobs using worksheets from only one Form
Wed, Your withholding usually wilt be most accurate
when all allowances are claimed on the Form W4
for the highest paying job and zere allowances are
¢laimed on the others. See Pub. 505 for details,

Nonresident alien. If you are a nonresident alien,
see Netice 1392, Supplemental Farm W-4
Instructions for Nanresident Aliens, before
completing this form.

Check your withholding. After your Form W-4 takes
sffect, use Pub, 05 to see how the amount you are
having withheld campares to yeur projected total tax
for 2016. See Fub. 508, especlally if your eamings
exceed $130,000 {Single) or $180,000 (Marrfed).
Future developments. Information ahout any future

deveiopments affecting Farm W-4 (such as legislation
enacted after we release i) will be posted at www.irs.gaviwd,

Personal Allowances Worksheet (Keep for your records.)

A Enter“1” for yourself if no one else can ¢laim you as a dependent .
* You are single and have only one job; or

B Enter “4" if:

* You are married, have only one job, and your spouse does not work; or

A

w

* Your wages from z second jab or your spouse's wages (or the total of botn) are $1,500 or less.
€ Enter 1" {or your spouse, But, you may chooss to enter "-0-* if you are married and have sither a working spause or mare
than ane job. {Entering “-0-" may help you avoid having toe little tax withheld)) .

D Enter number of dependents (other than your spouse ar yourseif} you will claim on your tax return , o
E Enter *17 if you will file as head of household on your tax return (see conditions under Head of household abave)
F Enter “17 if you have at least $2,00C of child or dependent care expenses jor which you plan to claim a credit

MmO o

{Note: Do not include child support payments, Ses Pub. 503, Child and Dependent Care Expenses, for details.)
G Child Tax Credit (including additional child tax credit), See Pub. £72, Child Tax Credit, for more information.
= If yaur total Income will be less than $70,000 {($100,000 if married), enter “2" for each eligible child; then less “1” if you
have two to four eligible children or less “2” if you have five or more eligible children.
* I your tetal income will be between $70,000 and $84,000 $100,000 and $119,000 i married), enter "{” for each eligible child . . G
H  Add lines Athrough G and enter total here. (Note: This may be different from the number of exemptions you ¢laim on your tax retum.) » H

For accuracy,
camplete all
worksheets
that apply.

* If you plan to itemize or claim adjustments to income a
and Adjustments Worksheet on page 2.

eamings from ail jobs exceed $50,000 ($20,000 if married)
to avoid having too little tax withheld.

nd want to reduce yaur withhelding, see the Deductions

* If you are single and have more than one job or are married and you and your spouse both work and the combined
, see the Two-Earners/Multiple Jobs Worksheet on page 2

® If neither of the above situations applies, stop here and enter the number from fine ¥ on line 5 of Form W-4 below.

Separate here and give Form W-4 to your empioyer. Keep the top part for your records.

o W=4

Department of the Treasury
Internal Revenue Service

Employee’s Withholding Allowance Certificate

¥ Whether you are entitled to claim a certain number of allowances or exemption from withhalding is
subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS,

OME No. 1845-0074

2016

1 Your first name and middle initia

Last name

2 Your social security number

+ome adldress (number and street or rural route)

3 [:| Single |:| Married l:] Married, but withhold at higher Single rate,
Nate: |f married, bt legally separated, or spouse Is 2 nenvesident alien, check the *Single” box,

City or town, state, and ZIP code

4 If your last name differs from that shawn an your social sacurity card,
check here, You must call 1-800-772-1213 fora replacement card. » L—__l

5  Total number of allowances you are claiming (from line H abeve or from the applicable worksheet on page 2) 5
Additional amount, if any, you want withheld from each paycheck e e e e,
7 lclaim exemption from withholding for 2018, and | certify that [ meet both of the following conditions for exemption
* Last year ! had a right to a refund of all federal income tax withheld because [ had no tax liabliity, and
* This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.

[42]

If you meet both conditions, write “Exempt” here ,

6|3

7]

Under penalties of perjury, | declare that t have examined this certificats and, 1o the best of my knowledge and belief, it is true, correct, and complete.

Employee’s signature
(This form is not vaiid unless you sign it) »

Date »

8 Empleyer's name and address (Employer; Complete lines 8 and 10 anly if sending ta the IRS.)

9 Office code (optional) | 10 Empioyer identification number {EIN)

Far Privacy Act and Paperwork Reduction Act Notice, see page 2.

Cat. No. 10220C

Form W-4 2015



Farm W-4 (2016}

Page 2
Deductions and Adjustments Worksheet
Note: Use this warksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.
1 Enter an estimate of your 2016 demized deductions. These include qualifying home morigage inferest, charitable contributions, state
and local taxes, medical expenses in excess of 10% (7.5% if either you or your spouse was barn before January 2, 1952) of your
income, and miscellanecus deductions, For 2016, you may have fo reducs your itemized deductions if your income is over $311,300
and you are marrisd filng jointly or are a qualitying widow{er; $285,350 if you are head of household; $259,400 f you are single and
not head of housefold or a qualifying widowler); or $155,650 if you are married fling separately, See Pub. 505 for details . 1
$12,800 if married filing jointly or qualifying widow(er)
2 Enter $9,300 if head of household 2 $
$6,300 if single or married filing separately
3  Subtract line 2 from line 1. If zero or less, enter “-0-" e e e e e e e e 3 %
4  Enteran estimate of your 2016 adjustments to income and any zdditional standard deduction {sea Pub. 50%) 4 4
§ Add lines 3 and 4 and enter the iotal. (Include any amount for credits from the Converting Credits to
Withholding Allawances for 2076 Form W-4 worksheet in Pub. 505.) . 5 %
6  Enter an estimate of your 2016 nonwage income (such as dividends or interest) 6 %
7  Subtractiine & from line 5. If zero or less, enter *-0-" e e e e e 7 4§
8  Divide the amount on line 7 by $4,050 and enter the rasult here. Drop any fraction 8
9  Enter the number from the Personat Allowances Worksheet, line H, page 1 e 2]
10  Add lines 8 and 3 and enter the total here, If you plan to use the Twoe-Earmners/Multiple Jobs Worksheet,
also enter this {ctal on line 1 below. Otherwise, stop here and enter this total on Form W-4, line S, pagel 10
Two-Earners/Multiple Jobs Worksheet (See Two eamers or multiple jobs on page 1)
Note: Use this warksheet only if the instruetions under line M on page 1 direct you hers,
1 Enter the number from line H, page 1 {or fram fine 10 abave ¥ you used the Deductions and Adjustrments Worksheet) 1
2 Find the number In Table 1 below that applies to the LOWEST paying job and enter it here. However, if
yeu are married filing jointly and wages from the highest paying job are $85,000 or less, do not snter more
than "3" 2
3 [ffine 1 is more than or equal to line 2, subtract fine 2 from line 1. Enter the result hera (if zero, enter
“-0-"} and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . e 3
Note: [f line 1 is less than line 2, enter *-0-" on Form W-4, line 5, page 1. Complete lines 4 through 8 below to
figure the additional withhalding amount necessary to avoid a year-end tax bili.
4 Enterthe number from line 2 of this workshest . . . . . ., . . . . 4
5  Enterthe number from line 1 of this warksheet . . . . . . . ., . . 5
6 Subtractline 5 fromline 4 . e e e e e e e e e e e 6
7 Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here 7 %
8  MuKiply line 7 by line 6 and enter the result here. This is the additional annuzal withholding nesded 8 3
9 Divide line 8 by the number of pay periods remaining in 2016. Far example, divide by 25 if you are paid avery two
weeks and you complete this form on a date in January when there are 25 pay periads remaining in 2016, Enter
the result here and on Form W-4, line €, page 1. This is the additional amount to be withheld from each paycheck ¢ §
Table 1 Table 2
Married Filing Jointly All Cthers Married Filing Jointly All Others
If wages from LOWEST Enter on If wages from LOWEST Enter on If wages from HIGHEST | Enter on If wages from HIGHEST | Enteren
paying job ara— line 2 above | paying job are— line 2 above | paying job are— line 7 2bove | paying job are— line 7 above
$0 - $8,000 0 $0 - $9,000 0 $0 - 575,000 $610 30 - $38,000 $810
6,007 - 14,000 1 8,001 - 17,000 1 75,001 - 135,000 1,010 33,001 - 85,000 1,010
14,001 - 25,600 2 17,001 - 26,000 2 135,001 - 205,000 1,130 85001 - 185,000 1,130
25001 - 27,000 3 26,001 - 34,000 & 205,001 - 360,000 1,340 185,001 - 400,000 1,340
27,001 - 35,000 4 34,001 - 44,000 4 360,001 - 405,000 1,420 400,001 and cver 1,600
35,001 - 44,000 5 44,001 - 75,000 5 405,001 and over 1,600
44,001 - 55,000 6 75,001 « B5,000 8
55,001 - 65,000 7 B5,001 - 110,000 7
65,001 - 75,000 8 110,001 - 125,000 8
75,001 - 80,000 9 125,001 - 140,000 8
80,001 - 100,000 10 140,041 and sver 10
100,001 - 115,000 1
114,001 - 130,000 12
130,001 - 140,800 13
140,061 - 150,000 14
150,001 and aver 15

Privacy Act and Paperwork Reduction Act Natice. We ask for the information on this
form ta eamy out the Intemal Revenue laws of the United States. Internal Revenue Code
sections 3402{{2) and 6109 and their regulations raquire you to provide this information; yaur
employer uses it to determing your federal incame tax withhalding. Fallure to provide a
properly completed form will result in your being treated as a single person who claims no
withholding allowances; providing fraudulent irformation may subject you to penalties. Routine
uses of this infermation Include giving it to the Department of Justice for civil and eriminal
litigatian; o cities, states, the District of Columbia, and U.S. esmmonwealths and possessians
for use in administering their tax laws; and 1o the Department of Heaith and Human Services
for use in the Nationa! Directory of New Hires. We may also disclose this infarmation ta other

return.

countries under a tax treaty, to federal and state agencies ta enforce federal rontax criminal See the Instrueticns far your income tax retum.
laws, or to federal law enfercement and Intelligence agencles to combat terrorism.

YYou are not required to provide the informalion requested on a farm that is subject to the
Faperwork Reduction Act unless the form displays a valid OME control number, Boaks or
recards relating to a form or its instructions must be retained as long as their cantents may
became material in the administration of any Intemal Revenue law. Generally, tax returns and
return information are confidential, as required by Code section 6103,

The average time and expenses required to complete and file this form wilt vary depending
on Individual circumstances, For estimated averages, see the instructions for yaur income tax

If you have suggestions for making this form simpler, we would be happy to hear from you.



State of Indiana
Employee’s Withholding Exemption and County Status Certificate

This form is for the empleyer's records, Do not send this form to the Department of Revenue,
The completed form should be returned to your employer.

Full Name Social Security Number or ITIN

Home Address City State Zip Code
Indiana County of Residence as of January 1: {See instructions)
Indiana County of Principal Employment as of danuary 1: (See instructions)

How {o Claim Your Withhelding Exemptions

1. You are entitled to one exemption. If you wish 1o claim the exXempton, BREEN ™" ... eeeeceesecers et oo seee oo
Nenresident aliens must skip lines 2 through 6. See instructions
2. If you are married and your spouse does not claim hisfher exemption, you may claim it, enter “1"....vr oo e s
3. You are allowed one (1) exemption for each dependent. Enter number claimed. ... vuree..n.
4. Additional exemplions are allowed if: (a) you and/or your spouse are over the age of 65 and/or
(b) if you andfor your spouse are legally biind.
Check box(es) for additional exemnptions: You are 65 or older [ or blind £J Spouse is 65 or older [] or blind [J
Enter the {ofal number of boxes checked....vviice e ee e

5. Add lines 1, 2, 3, and 4. ERter the O] NEIE v et cee e eess ettt eeee e et e e s
6. You are entitled to claim an additional exemption for each qualifying dependent (see INSHUGHONS ). cve et s ve s P

7. Enter the amount of additional state withholding (if any} you want withheld each pay peniod ... vrretanene e e eteenserarn
8. Enter the amount of additional county withholding (if any) you want withheld each pay petiod..............
| heraby declare that lo the best of my knowledge the above statements are true.

Signature; Dale:




Instructions for Completing Form WH-4
This form should be completed by ali resldent and nonresident einployees having income subjest lo Indiana state andfor counly Income lax.

your indlana county of residence and county of principal emplayment as of January

Print or type your full name, Soclal Security number or ITIN and home address. Enter
urrent year, enter 'not applicable’ on the line(s). If you move to {or work [n) another

1 of the current yeat. if you naeither lived nor worked In indiana on January 1 of the ¢
counly after January 1, your county slalus will not change uniif the naxt calendar tax year.
ly ane exemplion for withholding lax purposes, If you are g nonresident ailen, enter "1" on line

Nonresident alien limitation, A nonresident allen Is allowed ta clalm onl
are not a cltfzen of the United Stales and do not meel the green card test and the substantial

1, then skip to line 7. You are considered to be a nonresident allen If you
presence test (get Publicalion 519 from www.irs.gov for Information about these lests).

All olher employees should complete lines 1 through 7.

Lines 1 & 2 - You are allowed to claim one exemption for yourself and one for your spouse {If hefshe does nol claim lhe exemption for himfherseif). If a parent or legal
guardian claims you on thelr federal tax return, you may stll claim an exemplion for yourseff for Indiana purposes. You cannot clalm more than the carrect number of
exemplions; however, you ars permitted to claim a lesser number of exemptions if you wish additional withhalding to be deducted,

Line 3 - Dependent Exempiions: You are allowed one exemption for each of your dependents based on state and federal guidelines. To quallfy as your dependent, a person
must receive more than one-half of his/her support from you for the tax year and must have less than §$1,000 gross income durlng the tax year (unless the person Is your
child and Is under age 19 or under age 24 and a full-time student at [east during 5 manths of the tax year al a guailfied educatlonal Instltutlon),

Line 4 - Additlonal Exemptions. You are also allowed one exemplion each for you andfor your spouse if efther is 65 or alder and/ar blind.

Line 5 - Add the lotsl of exemplions claimed on lines 1, 2, 3, and 4. Enter the totat In the box pravided.

Lire 6 - Additlonal Dependent Exemptions. An additlonal exemplion is allowed for certain dependent children that are Included on line 3, The dependent child must be a

son, slepson, daughter, stepdaughter andfor faster child,

Lines 7 & 8 - If you wauld Hke an additional amount to be withheld from your wages each pay perlod, enter he amount on the line provided. NOTE: An entry on thls line
doss not obligate your employer to withheld the amount. You are still Hable for any addltional taxes due at the end of the tax year. If the emplayer does withhold the ad-
dltional amount, It should be submitted along with the regular state and county tax withholding.

You may file a new Form WH-4 at any time If the number of exemplions Increases, You must file a new Form WH-4 within 10 days If the number of exemptions praviously

clalmed by you decreases for any of the followlng reasons:
{a) you divorce (or are legally separaled from) your spouse for whom you have been claiming an exemplion or your spolse claims him/herseif on a separate Form WH-4;

{b) someone else takes over the support of a dependent you claim or you o longer provide more than one-half of the person's support for the tax year; or
{c} the person whu you clalm as an exemptlon will receive more than $1,000 of lncome durlng the tax year.

Penallies are Imposed for willingly supplying false information or information which woutd reduce the withholding exemptlion.




PENN-HARRIS-MADISON SCHOOL CORPORATION

=
& %”39& DIRECT DEPOSIT AUTHORIZATION FORM
WADISON

[ HEREBY AUTHORIZE PENN-HARRIS-MADISON SCHQOQOL CORPORATION to initiate credit
entries and to initiate, if necessary, debit entries for any credit entries made in error to my
account, and the Depository Institution to credit and/or debit the same to such account.

[ understand and agree that should the direct deposit be returned to Penn-Harris-Madison
School Corporation through no fault of the school corporation, payment to me will be delayed
until the school corporation can verify receipt of returned payment {up to 5 days).

EMPLOYEE FULL NAME: SS#:

SCHOOL: ) POSITION:

BANKING INSTITUTION NAME:

INSTITUTION'S TRANSIT/ABA #:

EMPLOYEE BANK ACCOUNT #:

Check ONE Account ONLY

Checking (Must attach a voided check or standard direct deposit form from your bank)
Savings (Must attach a standard direct deposit form from your bank)

EFFECTIVE PAY DATE: (Payroll must receive no later than 7 days prior {o pay date requesied)

T I A R e T T 1T TR e T e T LR 23T LT, ST DTG, ATy T, 1ot $ 1, g ar Ty Ty e s o0t e & ot e e po R o At 400 o o e e e e e
o S R R o B o T b e o s T B o s N L T T M, T e ] = L ey B .

This authority is to remain in full force and effect until Penn-Harris-Madison Schools has
-eceived written notification from me of its termination and new account information in
such time and manner as to afford Penn-Harris-Madison Schools and the depository
nstitution a reasonable opportunity to act on it.

Date Employee Signature
>ayroll fax # 574-268-9573

M TETSE R St 1. BT e s et e e e

-OR PAYROLL USE ONLY: Entered By:

Date Received: Effective Pay Date:

Revised 7722115



Employment Eligibility Verification USCIS

, Form 1-9
Departoten{ of Homeland Seemrily OME No. 1515-00:47

U S. szeushlp and Immigration Services t.xprmi\ pU3201G

= s S i e, ~ N e e = L e L i Y, T

bSTART HERE. Road Instructions carafolly hafore complefing this farm, The Instructions must be avallable durlng compietion of thls form,
ANTI-DISCRIMINATION NOTICE: [t is ilegal to discriminate agalnst work-authorized individuals. Employers CANNOT specify which

document(s) they will-accep! from an employee. The rafusal to hirg an individual because the decumentafian presented has a fulare
expiration dale may alsa canslitute illege) discrimination.

Section 1. Employee Information and Atfestation (Employees musl, gqmpfefa aad Sign Section T of Forrs 18 no fafer
than the first day of emnployment, but not before accepling ajob.offer)

b Tt

Lasl Name {Famfly Name) First Name {Given'Name) Middle Tnitial | Other Names Used {if any}

Addresa (Streat Aumber and Neme) Apt, Number | Gity or Town State Zip Code

Dale of Blrih fmmidadyyy) |U.S, Social Secuilty Number | E-mall Address
oM M

| aimn aware that faderal law provides {or imprisonment andlor fines for false statemenis oruss of false documents in
connestion with the caropletion of this form.

| attest, under penalty of perjury, that | am {check cns of the followlng):
[ A ditizen of the United Stales

[J A nenchizen naffonat of the United States (Ses fstructions)

Telephons Numﬁer

(] A tawiul parrianent resident (Allen Registration Number/USCIS Number):

] An alien authorized to work unfif {expiration dale, if applicble, mm/ddiyyyy) . Some aliens may wrila "N/A" i {6is field.
(See /nsiructions)

For afisns aulhorized fo worl, provide your Alian Ragistration Numbes/USCIS Numbsr OR Form -84 Admission Number:

1, Alien Regisiration Number/USCIS Nurnber; ) )
OR 3-0 Rarcode

Do Nof Writa iIn This Space
2. Form -84 Admission Mumber;

If you cbtained your admission number from CBP in connection with yaur arrival in the United
States, inciude tha following:

Foreign Passpor Number:

+ Gountry of Issuance:

Sarne aliens may write "N/A" on the Foreign Passpart Number god Country of lssuanice fields. {See insiructions)

Signalure of Employee:

Dale {mmdddiyyyy):

Preparer and/or Translator Certifi catmn (T a bs complated and sfgnad 'f$

-'}‘-elt_iémcf‘bﬁ a person olher than the
employesa.)

I attest, under penalty of perjury, that | have asslsted in the sompietion of this form and that tu the best of my knewledge the
fnformation Is true and corrsck

Signaluse of Preparer or Translator: Dae frmiddi

[ ast Name (Family Neme] Firsl Name (Given Name}

Address (Sireal Nermber and Neme) Clly or Town Stale Zip Code

Form -9 03/08/13 N Page 7009
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Section 2. Employer or Authorized Represer}tétiye Review and Verification

({Empioyers or their authorized mpresenlative must complela and sign Saction.2 wiikfn 3 business days of the employee's it day of amployment. You
must physically examine one doctiment from List A OR examine & gombinalion.af ona dosument from List B and one document fronr Lisl G as lsted on
the "Lists of Accaplable Documents® on the nex! page of this form. For each dogument you review, record the fallewing Information: dacument fille,

issuing authorlly, decument number, gnd expiration date, if aay) . D T a L.

Employsa Last Nama, First Namo znd Mlddls Initlsl from g?cﬂun 1:

ListA aRrR ListB AND List ©
\dentlty and Employment Authorlzatlon Identity Employment Authorization
Documenl Tiile:! : Document-Tille: Dosument Title:
Isstiing Atiforityl = Issting Adlhnrlly:' Issuing Authoeity:
Doeument Humber: r Documeni Number: Dacument Nurber:
Expiralien Dale (i any) (it s): : Expiralion Dale (if anyj(mm/ddivyy)i Explraticn Dale (ikanw(mm/dcmm:

Docurmant Tille:

Issumg Pit_'ﬂiiori!y:.

RN R T e AT |

Docunien{ Number:

TRALFAT ol Tpe Tt

Expirativn Dale (;‘1" any}{mm/idddyy):
2D Barcode

Do NotWrite in This Spaca

Cocument Tile;

1ssuing Aulhotdly:

Te, T T2
a3 ea? Gl

Document Number;

Explration Dale {If sayh(mm/ddyyy): g

Gertification

| uttest, under penaity of perjury, that {1) [ have examined the document{s) presented by the abovoe-named employes, (2) the
above-listed document{s) appoar to be genuine and to relate to the employea named, and (3} fo the best of my knowledge the
employse Is authorized to work in the United States.

The omployee’s first day of soploymant {oun/ddfyyyy): {See Instructions for exemplions.)

Siynature of Employer o Aulhodzed Reprasentallve Dale {mm/éiddiyyyy) Tille of Bmplayer or Authorized Represantative
Last Name (Family Name} First Name (Given Nemg) ® Employer's Business or Organization Name
Emgployer's Business or Organfzatlon Addrass {Street Number and Name} |Clty or Town Stala Zip Codg

Seotion 3. Reveriication and Rehires (To be compleley dnd'signed by employer or authorized ranigsentalive.)
A New Name (if agplizebie) Last Nama (Family Name} First Name (Glven Name) Rliddle Inilial | B. Date of Rehire (if applicadls) fmm/ddiyyyi:

C. IFemployee's previous grant of esployment aulatizafion has expired, provide lhe Information far the document fom List A ar List C the emplayse
presentad that establishes current employmenl authorization In the space prayided below. i -
‘Document Number: . Expiration Dale fif any}{mmiddiyyyk

Oocument Title:

[ attasl, under panalty of parjury, that to the best of oy k};cwledge, this employée'is authorized to work in the Unlted States, and it
the emplayse presented document{s), the document{sj| have examined appsarto be genulng and to refate to the fndlvidual.

Bignalure of Emplayer of Autborfzed Representative: Dale fmm/ddyyyy): &rint Name of Employer or Autherized Representative:

Form -9 O3/08/13 N Pnae § of ¢
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LISTS OF ACCEPTABLE DOCUMENTS
All documenis must be UNEXPIRED

Employees may present one selectian fram List A

or a cornbination of one selection from Lisl B and ong seléction from List C.

LIBT A

Documents thal Establish
Both ldentity and
Employment Authorlzation

LISTB

Documents that Establish
Identity

LISTC

Documenis that Establish
Employmeant Authorization

AND

1. U.S. Pasapott or U.S. Passport Card

2. Pennanenrf Resident Card or Affen
Registration Recelpt Card (Form (551)

3. Fareign passpert thal contalns a

. Driver's license o ]D card issued by &

" photograph or Information such as .
"name, dale of birlh, gender, heighf; ave |’

Slate or ouilying possassion of he
United States providad if contains a

eolar, 2hd address

tamporary 1-554 stamp or tsmporary
|-551 printed rfetation on a machine-
readable imrmigrant visa

4, Employment Authorizetion Document
that contains a photograph (Farm
1756}

. 10 éard fssued by federal, state of fobat

gaveinmant agencies or entilias,

1. A Social Security Accaunt Number
card, untess {ha card inciudes cne of
Ihe following regiricllons:

- {1} NOT VALID FOR EMPLOYMENT

* (2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WWITH
DHS AUTHORIZATION

provided it contains a pholograph or
infarmation such 23 name, date of Eirth,
gender, helght, eye color, and address

3. School iD card with-a photegraph

2. Certification of Birh Abroad Issued
by the Depariment of Sfale (Form
F5-545)

§, Fora nonimmigrant alien authorized
lo work for a specific employer

. Voter's registration card

because of his or her status:

Certificalion of Report of Birth
issued by the Department af Stale
{Form DS-4380}

.5, Mifitary card or.draft record

a. Foreign passpart; and
b. Form 1-94 or Form I-84A that has

Mititary dependent's [D card

the foliowing: :
{1} The same name 23 tha passpork

. U.5. Coast.Guard Merchant Masiner

Card

and

Original or ceriflad copy of birth
certiiicals Issued by o Slale,
county, municipal authocity, of
lerritory of the Uniled Stales
bedring an official seal

Native American bribal document

(2) An endorsement of the allen’s 3
nonimmigrant statys as long as §i
that periad of-endorsament has

5. Naﬁve American frbaf documeant

Diriver's license Iastied by a Canadian

| & .S, Cifizen ID Card (Form :-187)

goverhmenl authority

not yet expired and the

proposed employment is nat I
panflict with any restriclions or
fimitations identified on the form, |&

For persons under age 18 who are
‘anable to present a document

fdentfication Card for Use of
Resident Gitizen in the United
States (Form 1175}

7.

fisted above:

8. Passpart from the Fedarated Slates of
Micronesla {FSM) or the Republic of-

10. Schoal record of reprt card

the Marshall Islands (RML) with Farm

11. Clinfe, doctor, ochdspiial record

|-84 or Form F84A indicaling
nonimmigrant ademisslon under the
Compact of Free Associalion Batwesn
the United States and the FSM or RMI

12, Day-cara or nursery schoa] record

| s Employmentauthbrjzatlon

dosument Issued by the
Department of Homelend Security

lllustrations of many of these ciocuménté appear in Part 8 of the Hapdbook for Employers {M-274),

Refer to Section 2 of the instructions, titled "Employer or Authorized Representative Review
and Verlfleation,” for mare information about acceptahle receipts.

Form -9 03/08/13 N

Pagp 9 of ¢




ENVIPLOYEE SELF-IDENTIFICATION OF RACE/ETHNICITY

Antl-Discrimination Notlee, it is urlawful for an employer to fuil or refuse to hire or discharge any individual, or
otherwise to discriminate againstagy individual with respect ta that Individual's terms and conditions of
employment, becouss of such individual’s roce, color; religion, sex, or national origin.

P-H- School Corporation is subject to certain governmental recordkeeping and reporting requirements
for the administration of clvil Hghts laws and regulations. in order to comply with these laws, we invite
applicants and employees to voluntarily salf-adentlfy their race and ethnicity. Submiséion of this
information Is voluntary, and refusal to provide It will not subject you to any adverse freatment. The
information will be kept confidential and may only be used in accordance with the provisions of applicable
laws, executive orders, and regulations, including those that réquire the information to be summarized
and raported to the federal government for civil rights enforcement. When reported, data will not

idantify any spedific individual,

NAME:

{Please Print}

DATE:

PLEASE ANSWER THE FOLLOWING QUESTION:

What is your race/ethnicity? You may mark only one hox.

[0  dispanic or tatino: a person of Cuban, Mexican, Puerto Rican, South or Gentral American,
or ather Spanish culture or nr:gm, regardless of race,

1 White (Not Hispanic or Latmc} a person having origins in any of the ongmai peoples of
Europe, the Middle East, or North Africa,

[ Black or African American {Not Hispanic or Latino): a person having origins in any of the
black racial groups of Africa.

[l Native Hawailan or Other Pacific Islander {Nat Hispanic or Latino): a person having
origins in any of the original peoples of Hawali, Guam, Samoag, or other Pacific Isfands.

[0 Asian {Not Hispanic or Latino): a person having arigins in any of the original peaples of

the Far East, Southeast Asia, or the Indian subcontinent, including, for example,

Cambodia, China, India, Japan, Korea, Malaysa, Pakistan, the Philippine Islands, Thailand,

and Vietnam,

American Indian or Alasks Native {Not Hispanic or Latino):.a persen having origins in any

of the original peoples.of North and South America (including Ceritral Amerlca), and who

maintains tribal affiliation or comrunity attachment,

[0  TwoorMore Races (Nat Hispanle or Latino): All persons who identify with more than
one of the above five races.

1 Decline to State: ¥ you choose ta not self—tdent(fy your race/ethnicity, the Federal
government requires PHM to determine this information by visual sumrary and/or other
aveilable information.

O



Indiana State Teachers Retirement Fund

TRF Substitute Teacher Eligibility Policy

Pursuant to Indizna Law, In order for substitute teachers to be members of the fund they must:
1. Be Certified by the Indtana State Board 'of Education (IC 20-5.1-3,2)

2, Have obtained st lzast an associates degree {IC 21-6.1-4-1
3. Teach at least one hundred, twenty {120) days in a year or at lesst sixty (60) days in each of two years

(550 IAC 2-4-3; IC 21-6.1-4-2) This-can be two non—consecu’cwa years and totaf days can be an
accumulation of days in one or more school dtstr]cts :

My signature below, indicates that | understand it is the responstbility of the substitute teacher to keep
a record of the number of days that they have taught. When the above indicated number of
accumulated days is reached it is the responsibility of the substitute to inform all of the school
corporations by who m he/she is employed of such information in order to be enro[]ed in the indiana

State Teacher Retirement Fund.

Substitute Teacher Signature

Date Signet

NOTE: Atthe time thaiyou reachthe: requ;red number of days, please contact our payroll departmem
for further instructions.

1/3/2014 tg



PENN-HARRIS-MADISON

ADMINISTRATIVE GUIDELINES FOR STATF USE OF INTERNET AND TELECOMMUNICATIONS
{Relnied 10 Bourd Poliey 7540)

STAKT USAGE GUIDELINES:
It is important to remember that the use of the Internet is 2 privilege, not a right. Any infraction of the following uszge
guidelines may result in the revocation of Inlernet privileges. .
1. All use of the Internet from Penn-Farris-Madison equipment and networks shall-be consistent with the policies and
mission of the district, .
2 Internet accounis are to be used only by the authorized owner of the account for authorized purposes.
3. Passwords must be guarded and protected, Users must oot share their password with anyone or let others use i,
4, Users shall not reveal their iome address or phone number or the addresses and pbone rumbers of others, Usets must
be cautious in responding to unsolicited online contact.
School Carporation Internet resources and accouals may not be used:
n, To access another person’s materials, information, or files without petmission,
b, ‘To access, upload, download, distribute, or transmit pornographic, obscene, abusfve, or sexually explicit
language or material, .
¢. To viclate any Jocal, state, or federn] statute,
d. To vandalize, damage, or disable the property of another parson or organization,
e. To violate copyright, or otherwise use another person’s intellectual property without his or her prior approval or

citation,
£ For commercial or for-profit purposes.
g. For extensive personal and private business,
h,  For preduct advertisement
i, To access “chat rooms”™ .
To subscribe to or solicit information which ineurs a cost,

J

6. Users shall not mistepresent other users on the network.

Electronic mail {e-mail) is not guaranteed to bs private.

8. TMalicious use of the network to develop programs that harass other users or infiltrate a computer or
computing system and/or damage the sofiware comporents of a computer or computing system is
prohibited,

9, Listserv mail must be monitored daily and deleted from the personal mail directory to avoid excessive use
of fileserver hard-disk space.

10. Broadeast messages sent to the whole building or district contact list should be limited to information the
principal or building administrator deems necessary to be broadcast 10 all. In accordance with Articls TV,
Section'B of the negotiated agrezment, it is understood that the President and officers (to include bujlding
reps) of the Penn-Harris-Madison Education Association are petmnitted to use district e-mail for
communication purpases, subject to the laws of Indiana.

11, Be judicious when sending messages coritaining large files such as video clips fo multiple addresses. Large
files use a great deal of bandwidth and may affect system performance.

12. While it is permissible for employess to make personal use of e-mail and the Intermet, sound judgment must
be exercised so that use of e-mail or the Internet does not detract from work responsibilities,

From time to time, Penn-Harris-Madison will make determinations on whether specific uses of the network are
consistent with the acceptable use policy. Infringement on these guidelines will result in some, if not all, Joss of
Internet privileges and disciplinary action up-to and including termination.

A
-

=~

STAYF AGREEMENT: .

I heve read the Acceptable Use Policy and Administrafive Guidelines for Staff Use of Internet and Telesommunications
and agree o follow the policy and guidelines. :

Substitute’s Nanie (please print): . Job Group substitute teacher and/or pide

Subsgitute’s Signatwre | Datet




Re: 3213 STUDENT SUPERVISION & WELFARE POLICY

I acknowledge that T have viewed the student supervision & welfare information provided to
me, I further understand any violation pertaining to this policy will lead to disciplinary acticn

up to and including termination.

I acknowledge that I have received read and understand the information discussing Penn-Harris-
Madison Schoal Corporation’s policy 3213 related to Student Supervision & Welfare. I further

understand that violation of this policy will lead to disciplinary action up to and including

termination. l

Signed : "~ Date

Printed Name

Employment Position




3213 - STUDENT SUPERVISION AND WELFARE

Professional staff members because of their proximily to students are frequently confronted with situations which, if
handled incorrectly, could result n liahility to'the Corporation and personal fiability to the professional staff member. It is
the intent of the School Board to direct the preparation of guidelines that would minimize that possibility.

It is the responsibility of the Superintendent ko prepare administrative guidefines ta ensure the maintenance of the
following standards: .

A. Each professional staff member shall maintain a standard of care for sUpervision, control, and protection of
students commensurate with assigned duties and responsibilities, -

B. A professiona) staff member should not volunteer to assume responsibillty for duties.s/he cannot reasanably
perform. Such assumption carries the same responsibilities as assigned duties.

C. A professional staff member shall provide proper instructian-in the safety matters presented in assigned
course guides, ‘

D. Each professional staff member shall immediately repart to the principal any accident or safety hazard sthe
detects.

E. Each professional staff member shall immediately Teport ta the principal knowledge of threats of violence by
students.

FooA professional staff member shall not send students on any personal errands.

G. A professional staff member shall not assocfate or communicale with students af any time in a manner which
gives the appearance of impropriety, including, but not limited to, the creation or parficipation In any situstion
or activity which could be considered abusive or sexually suggestive or involve lllegal substances such as
tobaceo, aleshal, or drugs.

This provision should net be canstrued as precluding a professional staff member from associating with
studenls in private for legitimate or proper reasons.

H. IFa student comes fo a staff member lo seek advice or to ask guestions regarding a personal problem related
to sexual behavior, substance abuse, mental or physical-health, andfor family relationship, the staff member
may help the student make contact with certified or licensed individuals in the Cotparatien or community who
spedialize in the assessment, diagnosis, and treatmeht of the student's problem. Any staff member who
determines that a student is in need of services shall report the matter to appropriate authorities. Under no
circumstances should a staff member atternpt, unless properly licensed and autherized 1o do so, to counsel,
assess, diagnose, or treat the student's problem or behavior:

Parents are to be notified, unless the student réquests otherwise,

. A professional staff member shall not transport students in a private vehicle without the approval of the
principal. ’ '

J. A student shall not be required to perform work or services that may be detrimental to his/her health,

Pursuant o the laws of the State and Boa:rc:i Pdﬁéy 8462, eacﬁ professional staff member shall report to the proper legal
authorities immediately, any sign of suspected child abuse or neglect.

All professional staff members will receive annual in-service on proper supervision of students along with a copy of the
guidelines. Additional tralning may be required at the discretion of the Superintendant.

Most information concerning a child in school,. other than directory information described in Policy 8330, is confidential
under Federal and Stata laws. Any staff member who shares confidential information-with another person not authorized
to recelve the information may be subject to discipline. This includes, but is not limited te, information concerning
assessments, grades, behavior, family background, and alleged child abuse. This does not affect the obligation to report

suspected child neglect or abuse.

LG, 31-33-5

Revised 4{20/08
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MADISON

RE; 3122.01 - DRUG-FREE WORKPLACE

3215 - USE OF TOBACCO BY PROFESSIONAL STAFF

I acknowledge that I have receiv‘ed; rééd aﬁd understéhd the information regarding
Penn-Harris-Madison School Cérpoféﬁon’s'pélici% 3122.01, Drug-Free Workplace
and 3215 Use of Tobacco by Professional Staff.

up to and including termination,

Signed . Date:

Printed Name

—r—————

1 further understand that violation of these policies will lead to disciplinary action ||
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3122.01 - DRUG-FREL WORKTPLACT

The Schoo! Board believes that quality education is not possible in an environment affected by drugs. It will seek,
thetefore, to establish and maintain an educational selting which mests the requirements in the Drug-Free Workplace Act

and the Drug-Free Schools and Communities Act.

In compliance with the Act, the Board prohibits the manufacture, possessios, use, distribution, or dispensing of any
controlled substancs, including alcolol, by any member of the Corporation's professional staff'at any time while on
Corporation property or while involved in any Corporation-related activity or event. Any staff member who violates this
policy shall be subject to disciplinary action in accordance with Corporation guidelines and the teyms of collective

bargaining agreements.

The Superinterdent shall establish whatever programs and procedures are necessary to meet the Federal certification
requirements but which also comply or do net Interfere with collective bargaining agresments.

The Superintendent shall establish guidelines that sosare compliance with this policy and that each staff member is piven
a copy of the standards regarding unlawful possession, use, or distribution of illicit drugs and alcohol by stalf and
informed {hat compliance with this requirement is mandatory, Such guidelines shall provide for appropriate disciplinary
actions, if and when nseded, which comply with the 1erms of any negotiated agreement. - .

A USC 701 e sen,, Drug-Free Workplace Act of 1988
20U.8.C 32244

3215 - USE OF TOBACCO BY PROFESSIONAL STAFF

The Penn-Harris-Madison Board of Schocl Trustess recognizes that the use of tobacco presents a health hazard which can
have serious conseguences both for the user and the nonuser and is, therefore, of concern to the Board.

For purposes of éis policy, "nse of tobaceo" shall mean all uses of tobacco, including a cigar, cigarette, pipe, snuff, or any
cther matter or subsiance that confains tobacco,

In accordance with United States Federal and Indigna State Law, the use affobaceo products is prohibited in any of the
School Corporation buildings or vehicles and on any property awned or Jeased by the School Corporation.

The uss of tobacco products ia not permited at extracurricular activities fn any of the School Corperaticn buildings or
vehicles or any property owned or leased by the Penn-Harris-Madison School Corporation.

A.  Any violation of this policy by staff members will be referred to histher immediate supérvisor. The immediate
supervisor will review and utilize disciplinary procedures as outlined in collective bargaining agreements and/or
School Board policies and applicable State and Federal laws..

B. Building edministrators and dirsctors are instructed to includs information, which reflects the Tobacco Fres
Policy In building handbooks to professional staff members,

C. Employee participation in smoking cessation prograis is to be promoted for all Penn-Harris-Madison School
Corporation emplayees. Partial assistance for non-reimbursed sxpenses of up to $100 per employee involved in
such programs will be provided, as available, by the Superintendent. Information about smoking cessation
programs and assistance may be obtained from the school nurse or the Superintendent.

pD. Employees who use tobacco products away from school buildings, vehicles, or grounds shall be guaranteed
freedom from discrimination in all matters related to their job assighments, inclading evaluations of their

performance.

LC. [6-41-3720 U.5,C. 608] el scq.
U.8.0.0.E. Memoradurm, 1993
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Re; 3362 ANTI-HARASSMENT POLICY

1 acknowledge thet I have received read and understand the information diseussing
Penn-Harris-Madison School Corporation’s policy 3362 related to Anti-Harassment, I further
understand that violation of this policy will lead to disclpﬁnary actjon up to and including
termination. .
i
I
: {
| Signed ' Date
I Printed Name
Employment Position




ANTI-HARASSMENT

Genernl Pelicy Stafenzent

It is the policy of the School Board to matntain an education and work environment which ig free from all forms of
uatawsul harassment, including sexua) harassment, This commiitment applies to all Sehool Carporation operations,
programs, and acfivities. All students, administrators, teachers, staff, and all other school personnel share Tesponsibility
for avoiding, discouraging, and reporting any form of unlawful harassment. This policy applies to unlawful conduct
oceurring on school property, ot at another Iocation if such conduct ooeurs during an aefivity spouasored by the Board.

The Board will vigorously enforce its proliibition against harassment based on sex, race, color, national origin, religion,
disability, ar any other unlawful basls, and encournges those within the School Cotporation community as well as third
parties who feel aggrieved to seek assistance to rectify the problems, The Board will investigate all allegations of
harassment and in those cases where unlawfil harassment is substantiated, the Board will fake imunediale steps to end the
harnssment. Individuals who are found to have engaged in unlawful harassment will be subject to appropriate disciplinary

aefion,

Tor purposes of this policy, "Schoal Corporation community” means stdents, administrators, teachers, staff, and alf other
school personcel, including Board inembers, agents, volunteers, contractors, or other persons subject to the controf and

supervision of the Board,

Tor purposes of this poticy, "third parties” include, but are not limited to, guests and/or visitors on Scheol Corporation
property (e.5., visiting speakers, participants on oppositig athletic teams, parents), vendors doing business with, or seeking
to do business with, the Board, and other Individuals who come in contact with members of the School Corporation
community at schaol-related events/activities (whether on or off School Corparation property).

Other Vielations of the Anti-Harassment Policy

The Board will also take immediale steps to impose disciplinary action o individuals engaging in any of the following
prohibited acts:

A. Retaliafing against a person who has made a report or filed 4 complaint alleging harassment, or whe las

parficipated 25 a witness in @ harsssment investigation.

B, Filing a malicious or knowingly false report or complaint of harassment.

C. Disregarding, failing to lnvestigate adequately, or delaying investigation of allegations of harassment, when
responsibility for reporting and/or igvestigaling harassment charges comprises part of one's supervisory duties,

Definitions:

Sexunal Harassment

Pursuant to Title VII of the Civil Ri zhts Act of 1964 and Title IX of the Educational Amendments of 1972, "sexnal
harassment” is defined as:

Unwelcome sexual advances, requests for sexual fayors, and other verbal or physicel conduct of a sexual nature, when!

A. Submission to such conduct is made either implicitly or explicitly a term or condition of an indfvidual's

employment, or statns in a class, edneational program, or activity; )
B. Submission or rejection of such conduct by an individual i5 used as the basis for employment or educational

decisions affecting such individual;
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C,  Such conduct has the purpose or effect of interfering with the judividual's work or educational performance; of
creating an intimidating, hostile, or offensive working, and/or learning environment; or of inferfering with one's
ability to participate in oc benefit from a class or an educational program or activity.

Sexual harassment may invalve the behavior of a person of efther gender against a petson. of he same or oppesite génder. Prohibited
acts that constitute sexual harassment may tzke a variety of forms. Examples of the kinds of conduct thal may constitute sexual

harassment include, buf are not limited fo

A.  Unwelcome sexual propositions, invitalions, solicitations, and flirtations.

B. Thysical assault.

C.  Theeats or insinuations that 4 person's employment, wages, academic grade, promotion, classroom work of
assigniments, academie status, participation in athletics or extra-curricular programs or events, or oilier
conditions of employment or education may be adversely affected by not submiting to sexual advances.

D. ‘Unwelcome verbal expressions of a scxual nature, including graphic sexual commentaries about a peyson's
body, dress, appearance, or sexval activities; the unwelcome use of sexually degrading language, joles or
innuendoes: unwelcotne suggestive or insulting sounds or whistles; obscene telephone calls.

. Sexually suggestive objects, pietures, videolapes, andio recordings or literature; placed fu the work or
educarional environment, which may embarrass or offend indiyiduals. ' ’

Unwelcome and inappropriate fouching, patting, or pifiching; obscens gestures.

A pattern of conduct, which can'be subile in nature, that has sexnal overtones and is intended Lo create or has
the effect of oreating discomfort and/or humiliation to another,

Remarks speculating about a person's sexual activities or sexual history, or remarks about one's own sexual
activities or sexual hislory. ’

Consensual sexual relationships where such relationship leads to favoritism of a student or subordinate
employes wilh whom the teacher or superior Is sexually involved and where such favoritism adversely affects

other students and/or employees.

2
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Not ali behavior with sexual connotations constitutes unlawful sexual harassment. Conduct must be sufficiently severe,
pervasive, and persistent such that it adversély affects an individual's emplayment or education, or such that it creates a
hostile or abustve emplayient or educational environment. '

NOTE: Any teacher, administrator, coach or other sehool authority, or sfaff member who engages in cerfain
sexnal conduct with a student may be disciplined up to and inelpding termination and may also be guilty of the
criminal charge of "sexual battery” as set forth in Indiana Code 35-42-4-8. In the case of  child under fourtesn
(14) years of age, the person may also be guilty of "child wolestiug" under Indiana Code 35-42-4-3. In the case of a
child between the ages of fourteen (14) and sixteen (16}, the person may also be guilty of "sexual misconduet with &
minot" under Indiana Code 35-42-4-9, The issue of consent is irrelevant in regard to the latier two (2) criminal
charges. Any employes accused of sexual r@Iatiens with a stndent may be placed on leave with pay until school
administrative proceedings are completed, Proven sexual relationships with 2 stodent regardless of the.zge of the
student will initiate the terruination process for the employee. - .

Ruce/Color Harassment

Prohibited recial harassment ocours when nowelcome physical, verbal, or nomverbal conduct is based upon an individeal's
race or color and when the conduct has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile; or offensive working, and/or Jearning environment; or of interfering
with one's ability to participate in or benefit from & class or an ecucational program or activity, Such bamassinent may
ocotr where conduct is directed at the characteristics of a person’s race or color, such as racial shurs, nicknames {mplying
sterectypes, epithets, and/or negative references relativé 1o racial customs. :

Religions (Creed) Harassment

Prolhiibited religious harassment occurs when unwelcome plrysical, verbal, or nonverbal conduct is based upen an
individual's religion or creed and when the conduct has the purposs or effect of interfering with the Individual's work or
educational performance; of creating an intimidating, hostile, or offensive working and/or learning caviropment; or of



interfering with one's ability to parlicipate in or benefTt from = class or an educational program or gelivity. Such
harassment may occur where canduct is directed atthe characteristics of a person's religious tradition, clothing, or

sunames, and/or involves religious slurs,

National Origin Harassment

Prohibited naiional origin harassiment oconrs when unwelcome physical, verbal, or nonverhal conduct is based upon an
individual's national origin and when the conduct has the purpose or effect of interfering with the individual's work or
educationa] performance; of creating an intimidating, hostlle, or offensive working and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such
harassment may ocsur where conduct is directed at the characteristics of a person's national origin, such as negative
comnients regarding customs, manner of speaking, Jauguage, surnames, or ethnic slrs,

Disability Harassment

Prohibited disability harassment occurs when anwelcoms physical, verbal, or nonverbal condact is based upon an
individual's disability and when the conduct has the purpose or eHect of interfering with the Individual's work or
educational performance; of creating an inlimidating, hostile, or offensive working andfor learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational program or activity. Such
harassment may occar where conduct is dirscted at the characteristics of a person's disabling condition; such as negative
comments about speech patterns, movemont, physical impaitments or defects/appearances, or the like.

Reports and Complaints of Harassing Conduct

Members of the School Corpo atioa community and thf.rd parhes are encouraged to promptly report incidents of harassing
conduct to an administrator, su pcrv:sor or other School Carporation official so that the Board may address the conduct

before it becomes severs, pervasive, or persistznt.

Members of the School Corporation community or third parties who believe they have been unlawlitlly harassed by

another member of the School Coyporation comnunity or 5 third party are entitled to utilize the Board's informal and/or
formal investigation and complaint processes, Initiating a complaint, whether formally or informally, will not adversely
affect the eomplaining individual's employment or partleipation in educational or extra-curricular programs. Individuals
should rmake every effort 1o file an informal or a formal complaint as soon as posszble after the conduct ocomrs while the

facts are known and potential witnesses are available.

The names and titles of the Anti-Harassment Complaint Coordinators with whom complaints of sexual and other forms of
unlawful harassment should be filed are set forih in the administrative guxdelmes which supplement this policy, The

names and titles of these individuals will be pubhshacl a:mua[ly

The Superintendent shall establish Adinindstrative Guidelines deseribing both a formal'and an informal process for
making a charge of harassment, a process for investigating claims of harassment, and a precess for rendering a decision
regarding whether the claim of harassment was substantiated. This Policy and the Administrative Guidelines will be
readily available fo all mewbers of the School Corpomtxon. community and posted in appropriate places thronghout the

School Corporation.

Any Board employee who divectly observes unlawful harassment of 4 studeit §s obligated, in accordance with this policy,
to report such observations to ote of the Complaint Coordinators. Thereafier, the Complaint Coordinator must contact (he
student if over age eighteen (18) or the student’s parants if under the age eighteen (16), to, advise she/them. of the Board's
intent to investigate the alleged misconduct, including the obligation of the Complaint Coordinator or designee to conduct
an investigation following all the procedures outlined for a formal cornplaint.



Coonfidentiality

The School Corporatiort will make reasonable efforts to maintain the corfidentiality of the parties involved in a
harassment investigation, Confidentiality, however, cannot be gnaranteed,

Tnformal Process for Addressing Complaints of Harassment

The administrative guidetines will include an informal complaint process to provide members of the School Corporation
comnunity or (hird parties who believe they are being unlawfully harassed with a range of options designed to bring
about a resolution of their concerns. Members of the School Corporation community or third parties who believe that they
have been unlawfully harassed are encouraged to initiate thelr complaint through this informal complaint process, but are
not required to do s, Those members of the School Corporation community or third parties who belisve that they have
boen unlawfully harassed may proceed immediately fo the formal complaint process and individuals who seck resolution
through the informal procedure may request that the informal process be telm:mted at any time to move to the formal

complaint process,

Formal Process for Addressing Complaintsof Harassment

The administrative puidelines will also include a formal complaint process. While the formal complaint process may serve
ag the first step to resolution of a charge of unlawful harassment, it is alse available in those circtunstances when the
informal complaint process fails to satisfactorily resolve a concern. Beeause of the aecd for flexibility, no specific time
lines are established for injtiating the formal complaint process; however, once the formal complaint process Is begun, the
investigation will be completed in a timely macoer (ordinarily, within thirty-one (31) calendar days of the complaint being

received).

Althongh not required, members of the School Corporation communify or third parties who feel they have been
unlawfully harassed should file a formal written complaint with the principal of their school building or with one (1) of
the Complaint Coordinators identified in the Administrative Guidelines, Oral complaints of harnssment witl be reduced to
writing by the individual receiving the complaint and the Complainant will be asked to verify the accuracy of the reported
charge by signing the document. Complaints received by a school building principal will be immediately reporied to the
appropriate Complaint Coordinator identified in the Aclimmstmnve Guidelines.

After a complaint is filed, the Complaint Coordinator or designee shall conduct & prompt and fimely Investigation. The

mveqﬁgation may includs interviews of the complainant, the individual accused of engaging in harassing behavior, and
any other witness who may reasonably be expected to have information relevant fo the situation, All interviewed parties
and witnesses will be provided an crppormmfy fo present any evidence thai they reasonably believe to be relevant ta the

situation.

At the conclusion of the jnvestigation the Comp laint Coordinator or designee will prepare and deliver to the
Superintendent a writtsn yeport swmmarizing the evidence gathered during the investigation and providing his/her
recamnendations regarding whether or not the comp]alut of unlawful harassment has been substantiated, The written
report must be based on the totality of the circumstances involved in the complaint, the nature of the alleged conduct, the
context in which the alleged conduct ocourred, and the ages and maturity of the individuals involved.

Upon review of the wrilten report the SuPermf:endent will either issue a final decfsion regarding whether or not the
complaint of unlawful harassiment was substantiated, or request thaf further investigation be conducted. A copy of
Superintendent’s action will be delivered o both the Complainant and the individual accused of the harassing conduct.

A Complainant who s dissatisfied with the Superintendent's decision may appeal it to the Board by submitting written
notice to the Superintendent within ten (10) days of the date of the Superintendent's decision, Upon receipt of a nofice of
appeal, the Bozrd shall meet in executive session at its next regularly scheduled meetxﬂg, which 15 scheduled to cceur at
least ten (1G) calendar days after the Supermiendent‘s receipt of the appeai notice, to review the complamt and the
summary of the investigation. Following the meeting, the Board will issue a decision efther affinning, mncﬁfymg, ar
rejecting the Superintendent's decision. The decision of the Board shall be final.



'The Complaint process set forth in the policy and in the administrative guidelines is not intended to intecfere with the
rights of a member of the School Corporation community or a third parfy to pursue a complaint of unlawiul harassment
with the United States Deparlment of Bdueation, Offics for Civil Rights, the Indiana Civil RightsCommission, or the

Equal Employment Opportunity Commission,

The Board reserves the right to investigate and resofve 2 complaint of repart of unlawful harassment regardless of whether
the member of the Sehool Corporation community or third party alleging the hara§sment pursues the complaint.

Sanctions and Moaiforing

The Board shall vigorously enforce its prohibitions ageinst unlawful harassment. While observing the principles of due
process, a violation of this policy may result in diseiplinary action up to and including the discharge of an employee or the
suspensian/expulsion of a student. All disciplinary action will be taken in accordance with applicable State law and the
torms of the relevant collective bargaining agreement(s), When imposing discipline, the Superintendent shall consider the
totality of the circumslanices involved in the matter, including the ages and maturity levels of those invalved. In those
cases where unfawfal harassment is not substantiated, the Board may consider whether the alleged conduct nevertheless
warrants discipline in accordance with other Board policies, consistent with the terms of the relevant collective bargaining

agreement(s).

Where the Board becomes aware that a pribr remedial action has been taker against a metmber of the School Corporation
community, all subsequent sanctions imposed by the Board and/or Superintendent shall be reasonably.calculated to

climtinate such canduct in the fidure. .

Edueation and Training

In support of this Anti-Harassment Policy, the Board promotes preventative sducational measuores to create greater
awareness of unlawfal diseriminatory practices, The Supgrintendent or desighes shall provide appropriate fraining to alt

imembers of (he Schoal Corporation community felated to the implementation of this policy and its accompanying
administrative guidelines. All training regarding the Board's policy and administrative guidelilies and harassment in

general will be age and content appropriafe.

1.C. 35-42-4-3, 35-42-4-8, 35-42-4-9
42 J.8.C. 2000d et seq.

42 U.8.C, 2000e et seq.

29 U.8.C. 621 et seq.

29 U.5.C. 794

42 U.5.C. 12101 et seq.

20 U.S.C. 1681 el seq.

42 US.C. 1983



SUBSTITUTE HANDBOOK

I acknowledge that I have received, read and understand the information

regarding Penn-Harris-Madison School Corporation's Substitute Handbook.

I further understand that violation of any requirements or information
included in the handbook will lead to disciplinary action up to and including

termination.

Signed Date

Printed Name




Substitute Teacher
Handbook

Penn-Harris-Madison School Corporation
55900 Bittersweet Road
Mishawaka IN 46545

Revised 2/22/2016 tg
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INTRODUCTION

A substitute teacher’s service is an important contribution to our school system as well as to the development of
the students in whom all educators are so vitally interested. For this reason this handbook is dedicated to all the
teachers...past, present and future...who so cheerfully, willingly and efficiently respond to the call to serve in our
classrooms.

Because you have indicated an interest in substitute teaching in our school corporation, we hope this handbook
will serve as a guide to you, and that it will make the work a little more pleasant and effective. We want you, the
substitute, to feel that you are an important part of our staff...because your services are indispensable.

Michael Lureman
Director of Human Resources

Tamara A. Gizewski
Administrative Assistant for Human Resources
Substitute Services Coordinator
574-258-9571 — tgizewski @phm.k12.in.us

Donna Kelly
Receptionist
574-258-9557 - dkelly@phm.k12.in.us



REQUIREMENTS

Persons interested in substituting in the Penn-Harris-Madison Schools must complete the online application and
substitute packet located at www.phmschools.org. All substitute teachers must hold a valid Indiana Teaching
License or a Substitute Teacher’s Certificate. All Substitutes must also attend one of the provided inservices.

» APPLICATION FOR EMPLOYMENT

Every substitute teacher must fully complete a substitute teaching application online and the substitute
teacher packet.

Applications will be received any time during the year. Names will be added to the AESOP substitute
services system as they come in if all paperwork is completed and all requirements have been met.

Your name will be removed from the substitute list whenever you write, email or call to request that such
action be taken. Please indicate whether you want your name removed permanently or if you want to be
placed in an inactive file temporarily. If you are placed in the inactive file, it will be much easier for you to
be put back on the active list. You will not have to complete the application again and we would still have a
copy of your license/permit, criminal history report, etc.

» CERTIFICATION
The process for a substitute teacher is similar to applying for other types of licensure. Please see the
information provided in the packet. All substitute teachers must hold a valid Indiana Teaching License or a
Substitute Teacher’s Certificate. Penn-Harris-Madison must have a copy of one or the other in our files in
order for you to substitute teach. The only exceptions are if you hold a valid license in another state and
have applied for your Indiana License or Substitute Certificate or if you have just completed your student
teaching in a Penn-Harris-Madison school and have applied for your license. It is not necessary for you to
apply for a duplicate Substitute Certificate if you work at more than one school corporation in Indiana. You
are able to log into LVIS and print a copy of your license to give to us.

» INDIANA TEACHING LICENSE
Substitutes holding a valid Indiana Professional, Standard, Reciprocal, or Emergency Permit, issued by the
Division of Professional Standards or the Department of Education, are allowed by law to teach an
unlimited number of days in the school year.

» SUBSTITUTE TEACHING CERTIFICATE
If you already have a valid substitute certificate from an Indiana school corporation, PHM will honor a copy
of that certificate. We will honor theses certificates provided the applicant has successfully completed at
least sixty credit hours of college study.

The information for applying for your substitute certificate is included in the application packet. It is also
required of all applicants to have an expanded criminal history report. There is also a form enclosed for the
process. We will complete the criminal check in our office.

» IMMIGRATION LAW
Under the provisions of the Immigration Law, the Penn-Harris-Madison School Corporation must attest
that we have examined documents provided by the substitute teacher that establish both the applicant’s
identity and eligibility for employment. The substitute teacher must provide evidence of eligibility to be
hired by producing any of the document(s) on the LISTS OF ACCEPTABLE DOCUMENTS attached to
the form I-9.



» W-4 AND WH-4 WITHHOLDING TAX FORMS
The new substitute teacher must complete a W-4 Employee’s Withholding Exemption Certificate and a
WH-4 State of Indiana Employee’s Withholding Exemption and County Residence Certificate. The
substitute is required to keep these records up-to-date. If changes occur from year to year, it is the
substitute teacher’s responsibility to inform the Payroll Department in the Administration Building (258-
9559) of the changes.

CALLS FOR SUBSTITUTES
Calls made to you for your services as a substitute teacher will come either from the AESOP calling system, or
the school secretaries or principals. You may also get on the AESOP webpage to retrieve assignments.

Morning call out: 5:00 a.m. until one hour after the start of the job
Evening call out: 4:00 p.m. until 10:00 p.m.
LENGTH OF ASSIGNMENT

A full day of substituting is considered 7 ¥2 hours, with an unpaid Y2 hour lunch.
A half day of substituting is considered 3.5 hours or less.

A substitute teacher should be flexible. You may be asked to assume other instructional duties such as
supervising another class so that the teacher can participate in a staff development activity, tutoring individual
or small groups of students, working in the media center, or recess/lunchroom supervision. If you are
substituting at Penn High School or any of the three middle schools you may be asked to substitute during the
teacher’s prep time. As a substitute we are not required to give time for preparation of lessons.

RESPONSIBILITIES OF THE SCHOOL
The principal should see that the substitute teacher is given:
e A friendly welcome.
¢ An introduction to the office personnel and a neighboring teacher. Information about general building
procedures (hall duties, lunch room duties, emergency procedures, restroom privileges of students, location
of restrooms and teachers’ lounge, etc.)
e Information about procedures in case of injury to a student. Notice of any special activities for the day.

The regular teacher should:
e Leave a schedule of the day’s program clearly outlined including instructions on sending students to the

nurse or office, student use of the phone to call home and dismissal procedures.

Leave an up-to-date seating chart.

Leave lesson plans that the substitute can follow, with textbooks and materials clearly marked.

Leave notes about any special problems that a student may have and the names of students responsible

enough to assist the substitute with special duties.

e Have supplies available, textbooks accessible. If the teacher does not want certain supplies used, please
indicate this. Curriculum guides and courses of study should be available.

e Leave instructions concerning homework, grading of papers, oral work, privileges of students in the room
and work to complete during plan time.

EMERGENCY/CRISIS PLANS
Each classroom, in every school has a comprehensive plan to cover a number of emergency issues. The
following is a list of emergency plans:

e Fire evacuation plan Storm shelter plan
e Code blue Shelter in place

Each plan has instructions and responsibilities to insure safety for our students and staff. Take time to locate the
signs at the exit of the classroom and be familiar with exit routes.

A master copy of the crisis management plan is on file in the administrative offices. You may ask to review the
building plan or you may ask questions to clarify the procedures.
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RESPONSIBILITIES OF THE SUBSTITUTE TEACHER
» DRESS
Please dress in a professional manner, this sets a good example for the students.

» ETHICS
Substitute teachers are expected to maintain the same ethical standards as regular teachers. Gossip should not
be carried from the building or taken to the public. No materials or supplies are to be removed from the
building. Be overly cautious concerning conversations with students as remarks are sometimes
misinterpreted.

Substitutes should not be critical of the schools, principals, or the regular classroom teachers, as this leads to
a poor relationship between the staff and substitute teachers. Every effort should be made to follow the daily
lesson plans prepared by the classroom teacher. Such cooperation eliminates an interruption of the learning
process.

Do not use classroom phones or cell phones in class when students are present.

» ARRIVAL
Report to the principal’s office to introduce yourself to the principal and the secretary. It is a good idea to
arrive early enough to go over the days’ activities. Determine what activities or changes in the schedule are
planned for the day. If you find yourself in an unavoidable situation in which you may be late, please contact
the school immediately.

Check the correct procedure for:

e Reporting absences and tardiness.

e Clearing the building during fire drills or other emergencies.
e Making arrangements for lunchroom participation.

e Collecting monies during your assignment.

» LESSON PLANS
The regular classroom teacher is required to leave lesson plans for the substitute and they would like you to
follow the plans as closely as possible. Indiana State laws have changed significantly that continuing student
learning while the teacher is away is imperative.

» STUDENT ARRIVAL
When the students arrive it is a good idea to be at the door to greet them. Introduce yourself to them. Writing
your name on the board is a good idea. Keep the atmosphere of the room as normal as possible by following
the teacher’s lesson plans as closely as possible. Notify the principal immediately should an accident or
severe problem occur. Perform the regular teacher’s extra duties (lunchroom supervision, recess duty, care of
plants and animals, etc.). Grade papers and leave comments regarding the activities completed that day and
the assignments given, if possible.

» END OF DAY
Complete the day’s assignments by:
Leaving the teacher’s desk and room in order.
Returning equipment to the proper place.
Leaving notes for the teacher about the days’ accomplishments.
Leaving keys and materials in the office.
Check with the principal or secretary to see if your services are needed the following day.



» DISCIPLINE

If a discipline problem arises and the substitute finds he/she is unable to solve it, please refer the student to the
principal or designated person in charge. The substitute teacher should not use corporal punishment at any
time. A substitute teacher with much experience made the following statement:

“The substitute’s first objective is to gain the respect of the pupils.” This can be done by:
being prompt

being neat

being patient

being honest

having a sense of humor

being enthusiastic

having a definite objective

maintaining dignity

being flexible

HELPFUL HINTS FOR SUBSTITUTE TEACHERS

» FIRST IMPRESSIONS
Until you are thoroughly familiar with the atmosphere of any given school, it is best to avoid extremes. The
way you appear, the way you structure your teaching, and the way you relate to others will be less
conspicuous if the pattern follows the norm rather than either extreme. Inasmuch as your position involves
moving from school to school, adaptability and flexibility should be your strong characteristics. As the class
arrives, be friendly and understanding—but firm. Start out with a positive attitude. If you fully expect the
class to behave well, there is a likelihood that they will behave well. Students generally live up to what is
expected of them. Look at your assignment as fun and challenging, an opportunity for you to work with and
help young people. They can sense immediately whether you have their best interest in mind.

Greet the students at the door as they arrive for class. You will have to set the pace for the class within the
first five minutes. You should be positive, firm and pleasant. Sometimes a smile is all it takes. But you
should also have the courage of your convictions as to how the class work will progress. Once you have
announced plans for the day, you should not accept “we did that yesterday.” Instead, you can explain that
there is always more to learn and offer optional activities for those who finish early. Develop enough
confidence to avoid such crutches as, “your teacher says you have to do this.” The class will respect you more
if you stand on your own principles and make it clear that you are there to provide continuity in learning, not
to destroy it. If all of this is done in a good-natured manner, you may be surprised at how quickly the class
settles down to the business of learning. Students may resent a substitute who hands out mountains of work
just to keep things quiet, but they do prefer a day with some semblance of order and structure in which they
really accomplish something.

» STUDENT’S ATTITUDES
From the students’ point of view, seeing a substitute teacher in the classroom means that the day will, at least,
be “different.” If they do not know you, they do not know exactly how different it will be. So it is natural to
expect that the students, too, will be apprehensive.

In the primary grades, the young children may actually fear the new adult they see. Some may even cry. One
substitute who specializes in these grades maintains that honesty—Iliberally laced with kindness and
warmth—usually eases the situation. She tells the children honestly, “Your teacher is not feeling well today,
so I am here to be your teacher. I want you to help me.” If one child seems especially distressed, she will say,
“You sit near me and be my special helper.” Temporarily taking the child away from the group prevents the
apprehension from spreading. By the time they reach the upper elementary years, the students begin to dispel
their nervousness by testing the substitute. But even as they are seeking to find your limits, they are really
hoping that those limits are reasonable and that things will not be so very different from the usual. If you



combine fairness with firmness, you will reassure them that the day will not disintegrate into chaos and they
will usually cooperate.

Secondary school students have already had numerous experiences with substitute teachers, and most of them
will usually take no worse an attitude than that this is a day when you can take it easy and perhaps sit next to
a friend instead of according to the seating plan. Perhaps the crucial factors in their attitude are:

(a) knowing the substitute and knowing that the substitute expects learning to continue; (b) knowing that the
regular teacher leaves work and expects it to be done; and (c) knowing that the work will be checked by the
regular teacher. As one junior high student remarked, “If the substitute is decent to the class, the class will
usually be decent to the substitute.”

» THE DISRUPTIVE CLASS
Every student is an individual, and every combination of students has a unique chemistry and set of reactions.
There is no absolute rule on how to deal with disruptions. Your disciplinary methods must often change from
one case to another, depending on how you appraise the situation. It is important for you to know that under
no circumstances may physical punishment be used to discipline a student. The most fertile soil for
budding misbehavior is a lack of adequate lesson plans. Nature abhors a vacuum,; if the students are kept busy
learning they will not resort to antisocial behavior. Your job is not merely to keep them quietly busy but to
guide learning. If only a few students are disrupting the class, it usually helps to isolate the leader, but not in
such a way that you give him a stage on which he can continue to draw attention.

If the entire class becomes so disruptive that learning cannot proceed, assistance should be sought from the
school administration. You should always remember that disciplinary problems arise most frequently when
students perceive that there is nothing better to accomplish. Your competence as a teacher and your ability to
interest a class in learning are your best defenses against behavior problems. Use your spare time to improve
your competence. Learn how to operate instructional equipment during a planning period. Use time between
classes to find out, from students and other teachers, what the class has been working on recently. If you are
assigned to one school frequently, obtain the principal’s permission to attend staff meetings so you can keep
abreast of policies and philosophies in that school. You have a decided advantage if you are reassigned to the
same school because of your competent performance—your task is easier when you know the students and
they know you.

Along with your competence, your next best assets should be an open mind and a sense of humor. You
should be ready to show the students from the start that you are interested in them. Be fair. Give the students
the benefit of the doubt. For example, if you see a student walking around the room in a high school class,
you are probably asking for a confrontation if you command, “sit down!” Ask the student, in a pleasant way,
why he or she is walking around. The chances are either that there is a good reason or that the student will
then sit down. Be reasonable. Respect the students and treat them as persons. Students of all ages are good at
reading your intentions. Your attitude and tone of voice let them know where you stand. When they see you
are not going to fight them, you begin to build rapport.

Substitute teaching can be a very satisfying job. If you can carry out your responsibilities in an atmosphere of
relaxation and enjoyment, you will go home each evening feeling that you have been successful. Your
interest in our schools and students is appreciated. If you have questions, please feel free to call the Human
Resources office, 258-9571, or the respective building principal.

RATE OF PAY

All substitute teachers and program assistants are paid $75 per day, or $37.50 per half day.

Substitutes are paid for the number of days indicated on the reports turned in by the school secretaries /
principals to the payroll office at the administration building every two weeks and payroll reports are also
generated from the AESOP system. Since pay stubs are located online, the payroll office should be notified
immediately of any address changes. All substitute teachers are required to participate in direct deposit of their
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paychecks. Direct deposit is open to any bank or credit union. Direct deposit forms are included in the
application packet

It is suggested that each substitute keep a record of the date, school and regular teacher’s name whenever he/she
works. You are also able to get this information from our AESOP system when you log in. Included in this
book is a blank copy of the Substitute Teaching Record form for your convenience. If there are any questions
about the amount received, the substitute should contact the Payroll Office at the Educational Services Center,
258-9559.
Long Term Substitute Assignments are school board approved to be paid as follows:
The first fifteen (15) days are paid at the $75 per day rate of pay.
Beginning on the 16™ day of the assignment the substitute will be paid as follows:
Substitute Permit - $105 per day
Indiana Teacher License (current) - $190.736 per day

PAYROLL DEDUCTIONS
Substitute teachers are subject to payroll deductions required by law. This includes Social Security Tax, Indiana
State Tax and Federal Withholding Tax.

TEACHERS RETIREMENT FUND MEMBERSHIP
According to Indiana law, in order for substitute teachers to be members of the Indiana State Teachers
Retirement Fund, they must:

1. Be certified by the Indiana State Board of Education (IC 20-6.1-3-2);

2. Have obtained at least an associates degree (IC 21-6.1-4-1); and

3. Teach at least one hundred twenty (120) days in a year or at least sixty (60) days in two years (550 IAC 2-
4-3; IC 21-6.1-4-2). This can be two non-consecutive years and the total days can be an accumulation of
days in one or more school districts.

It is the substitute teachers’ responsibility to keep a record of the number of days that they teach. When the
above indicated number of accumulated days is reached it is the responsibility of the substitute to inform all of
the school corporations by whom they are employed of such information in order to be enrolled in the Indiana
State Teachers Retirement Fund.

Substitutes who have already retired from TRF should not be reenrolled. No contributions should be made to
the fund unless they exceed the earnings limitation for retirees under IC 5-10.2-4-8. Retirees are responsible for
notifying TRF in this event.

SUBSTITUTE TEACHER EVALUATION
You will be evaluated in the following areas each time you substitute in a school:

Prompt arrival for assignments Interaction with students
Interaction with staff Ability to maintain order in the classroom
Following plans left by teacher Evidence of student accomplishments

Professional & appropriate behavior

Principals and teachers will provide us with on-going feedback on substitutes’ performance so that we can
insure that all persons working with the students of Penn-Harris-Madison are knowledgeable, responsible, and
properly licensed or certified so that they enhance educational opportunities for our students.

EXPANDED CRIMINAL HISTORY CHECK

The State of Indiana requires an expanded criminal history check on all new school employees. As the statute is
worded it indicates that all employees being paid by a school corporation must present an expanded criminal
history profile or apply for one through the school corporation. The form is enclosed in your packet. You will
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not be able to substitute until the criminal check is complete. This typically takes 24-48 hours. There are no
provisions for exceptions.

BOARD POLICY

During the course of his/her employment with the School Corporation, each professional/support staff employee
and substitute teachers shall be required to report his/her arrest or the filing of criminal charges against the
employee; and conviction of criminal charges to the Superintendent within two (2) business days of the
occurrence. The Superintendent shall obtain a review of each reported conviction and shall recommend
appropriate action to the Board considering the risk to members of the school community presented by the
continued employment of the convicted employee.

SCHOOL CANCELLATION /DELAY

It is the substitute teachers’ responsibility to check with local radio and television stations if there is a question
as to whether school will be delayed or cancelled due to snow, fog or other weather related problems. Please
listen to the weather forecast and news the night before and the day of your assignments so you do not make an
unnecessary trip to a building. Every attempt will be made to post such closings and delays on the AESOP
website.

ENERGY CONSERVATION PROGRAM
We at Penn-Harris-Madison School Corporation strive to conserve energy and to use energy in the most
efficient way possible. We are always continuing to find ways to cut our daily costs. We have been very
successful in the past with the help of all staff members. Please use the Five Simple Energy Action Items Listed
below to help while you are in our buildings:
1. Keep doors closed at all times.
2. Use minimal lighting when students are not present and turn lights off when you leave the room.
3. Close the blinds at night.
4. Computers, monitors, speakers, televisions and radios should be turned off every day when you
leave.
5. Maintain guidline set points for thermostats:
68-72 degrees in the heating season
74-78 degrees in the cooling season
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SUBSTITUTE TEACHING RECORD

SCHOOL GRADE OR NAME OF REGULAR DATE # OF AESOP
SUBJECT TEACHER DAYS JOB #
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(WHEN ON THE AESOP WEBSITE YOU CAN LINK TO MAPQUEST TO RECEIVE SPECIFIC DIRECTIONS)

Penn High School
56100 Bittersweet Rd
Mishawaka IN 46545
PH: 258-9500

FAX: 258-9543

Discovery Middle School
10050 Brummitt Road
Granger IN 46530

PH: 674-6010

FAX: 679-4214

Grissom Middle School
13881 Kern Road
Mishawaka IN 46544
PH: 633-4061

FAX: 633-2134

Schmucker Middle School
56045 Bittersweet Road
Mishawaka IN 46545

PH: 259-5661

FAX: 259-0807

Bittersweet Elementary
55860 Bittersweet Road
Mishawaka IN 46545
PH: 259-6341

FAX: 254-2866

Elm Road Elementary
59400 Elm Road
Mishawaka IN 46544
PH: 259-3743

FAX: 258-9384

Elsie Rogers Elementary
56219 Currant Road
Mishawaka IN

PH: 259-5231

FAX: 254-9087

Penn-Harris-Madison School Corporation Directory

Building Principal
Assistant Principal
Assistant Principal
Associate Principal
Associate Principal
Assistant Principal
Dean of Students
Dean of Students
Dean of Students
Administrative Secretary
Payroll Secretary &
contact for substitutes

Principal
Assistant Principal
Secretary
Treasurer

Principal

Assistant Principal
Assistant to the Principal
Secretary

Treasurer

Principal
Assistant Principal
Assistant Principal
Secretary
Treasurer

Principal
Secretary/Treasurer
Office Aide

Principal
Secretary/Treasurer
Office Aide

Principal
Secretary/Treasurer
Office Aide
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Steve Hope
Rhonda Jackson
Barb Schalliol
Duke Lines

Russ Shaw

Beth Zachary
Brad Boyd
Brandon Tugmon
Lucas Fry

Pam Hunsberger

Jessica Tomaszewski

Sheryll Harper
Troy Kauffman
Lesley Stoll
Trisha Frank

Nathan Boyd
Lavon Dean-Null

Christine Grossnickle

Cindy Glon
Karen Barcome

Sean Galiher
Kent Mikel
Kevin McMillen
Deb Pletcher
Maureen Munger

Bob Thompson
Fran Haughee
Tresur Pritz

Lisa Soto-Kile
Judy Marosz
Elnora Freeman

Christina Campbell
Rachelle Bradbury
Maureen Donat

8:25 am.-3:17 p.m.

9:05 a.m. — 4:00 p.m.

9:05 a.m. — 4:00 p.m.

9:05 a.m. — 4:00 p.m.

7:55 a.m. —2:20 p.m.

7:55 a.m. —2:20 p.m.

8:40 a.m. — 3:05 p.m.



Horizon Elementary
10060 Brummitt Rd
Granger IN 46530
PH: 679-9788

FAX: 674-8395

Madison Elementary
66030 Dogwood Rd
Wakarusa IN 46573
PH: 633-4531

FAX: 633-4987

Mary Frank Elementary
13111 Adams Road
Granger IN 46530

PH: 272-0340

FAX: 273-3806

Meadow’s Edge
Elementary

16333 Kern Road
Mishawaka IN 46544
PH: 255-9347

FAX: 968-6005

Moran Elementary
305 N Beech Road
Osceola IN 46561
PH: 674-8504
FAX: 674-4375

Northpoint Elementary
50800 Cherry Road
Granger IN 46530

PH: 271-8598

FAX: 968-6003

Prairie Vista Elementary
15400 Brick Road
Granger IN 46530

PH: 271-0055

FAX: 273-1846

Walt Disney Elementary
4015 Filbert Rd
Mishawaka IN 46545

PH: 259-2486

FAX: 257-8468

Principal
Secretary/Treasurer
Office Aide

Principal
Secretary/Treasurer

Principal
Secretary/Treasurer
Office Aide

Principal
Secretary/Treasurer
Office Aide

Principal
Secretary/Treasurer
Office Aide

Principal
Secretary/Treasurer
Office Aide

Principal
Secretary/Treasurer
Office Aide

Principal
Secretary/Treasurer
Office Aide
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Tressa Decker
Rita Szweda
Patti Mills

Ryan Towner
Elaine Truex

Debra Hildreth
Joyce Miller
Christine Jones

Jayson Snyder
Vicki Roush
Judy Sheyko

Frank Anglin
Martha Hilfman
Linda Beck

Diane Wirth
Barb Colburn
Lynn Killelea

Keely Twibell
Karen Hake
Susan Mater

Randy Williams
Michael Furnas
Amanda Tiffany

7:55 a.m. — 2:20 p.m.

7:55 a.m. - 2:20 p.m.

7:55 a.m. — 2:20 p.m.

7:55 a.m. — 2:20 p.m.

8:40 a.m. — 3:05 p.m.

7:55 a.m. — 2:20 p.m.

7:55 a.m. — 2:20 p.m.

7:55 a.m. — 2:20 p.m.





