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Governing Board Policy Handbook 
Special Services, Johnson County and Surrounding Schools 

 

POLICY SERIES 900:  MISCELLANEOUS 

 

Date of Board Approval:  June 18, 2014 

 
 
900.1 MISCELLANEOUS:   Moment of Silence  
 
In order that the right of each student to the free exercise of religion is guaranteed and the freedom of each 
student is subject to the least possible coercion from the state either to engage in or refrain from religious 
observation on school grounds, there shall be a daily observance of a moment of silence in each classroom or on 
school grounds of Earlywood Education Center. 
 
During the moment of silence, the teacher responsible for a classroom shall ensure that all students remain seated 
or standing and silent during the moment of silence and the students make no distracting display so that each 
student may, in the exercise of the student’s individual choice, meditate, pray, or engage in any other silent 
activity that does not interfere with, distract, or impede another student in the exercise of the student’s individual 
choice.   
 
This “moment of silence” is not intended to be and shall not be conducted as a religious exercise.  This policy 
precludes students from using the occasion to pray audibly or otherwise speak, singly or in unison.  Building 
principals and teachers must not allow or tolerate any coercion or overbearing by anyone to force other students 
to engage in or refrain from prayer or any other permitted activity under this policy. 
 
The student code of conduct applies to disruptive behavior during a moment of silence in the same manner as 
provided for in other circumstances of such behavior. 
 
The Executive Director may establish procedures to implement this policy. 
 
IC 20-30-5-4.5 

 
 
900.2 MISCELLANEOUS:   Display of Flag and Pledge of Allegiance  
 
Display of the United States Flag 
 
The United States flag shall be displayed in each classroom at Earlywood Education Center. 
 
Pledge of Allegiance 
 
Each building principal shall ensure that a daily opportunity is provided for students of the school corporation to 
voluntarily recite the Pledge of Allegiance in each classroom or on school grounds.  The building principal shall 
determine the appropriate time when school is in session for the recitation of the Pledge. 
 
A student is exempt from participation in the Pledge of Allegiance and may not be required to participate in the 
Pledge of Allegiance if: 
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a.  the student chooses not to participate; or 
b.  the student’s parent chooses to have the student not participate.   

 
Students who are exempt from reciting the Pledge shall remain quietly standing or sitting while others recite the 
Pledge and shall make no display that disrupts or distracts other students who are reciting the Pledge. 
 
During the Pledge of Allegiance, students who participate shall stand and recite the Pledge while facing the United 
States flag with their right hands over their hearts or in an appropriate salute if in uniform. 
 
The student code of conduct applies to disruptive behavior during the recitation of the Pledge in the same manner 
as provided for in other circumstances of such behavior. 
 
The Executive Director may establish procedures to implement this policy. 
 
IC 20-30-5-0.5

 
900.3 MISCELLANEOUS:    Service Dog Policy  

Special Services, Johnson County and Surrounding Schools acknowledge its responsibility to permit students 
and/or adults with disabilities to be accompanied by a “service animal” in its school buildings, in classrooms, and at 
school functions, as required by the American with Disabilities Act, subject to the following: 
 

1. All requests for an individual with a disability to be accompanied by a service animal must be 
addressed in writing to the Executive Director of Special Services, Johnson County and Surrounding  
Schools, and must contain required documentation of vaccinations.  This written request must be 
delivered to the Executive Director of Special Services, Johnson County and Surrounding Schools at 
least 10 business days prior to bringing the service animal to school or a school function. 

2. Owners of a service dog must provide annual proof of the following vaccinations:  DHLPPC 
(Distemper, Hepatitis, Leptospirosis, Parainfluenza, Parvovirus, and Coronavirus), Bordetella, and 
Rabies. 

3. Owners of service miniature horses must provide annual proof of the following vaccinations:  Equine 
Infectious Anemia (Coggins Test), Rabies, Tetanus, Encephelomyelitis, Rhinoneumonitis, Influenza, 
and Strangles. 

4. All service dogs must be spayed or neutered. 
5. All service animals must be treated for, and kept free of, fleas and ticks. 
6. All service animals must be kept clean and groomed to avoid shedding and dander. 
7. Owners of service animals are liable for any harm or injury caused by the animal to other students, 

staff, visitors, and/or property. 
8. The animal must be a dog or, in specific circumstances, a miniature horse.  No other species of 

animals, whether wild or domestic, will be permitted in schools as a “service animal.” 
9. The animal must be “required” for the individual with a disability. 
10. The animal must be “individually trained” to do work or a task for the individual with a disability. 
11. Special Provisions/Miniature Horses: Requests to permit a miniature horse to accompany a student 

or adult with a disability in school buildings, in classroom, or at school functions, will be handled on a 
case-by-case basis, considering: 
a. The type, size, and weight of the miniature horse and whether the facility can accommodate 
these features. 
b. Whether the handler has sufficient control of the miniature horse. 
c. Whether the miniature horse is housebroken. 
d. Whether the miniature horse’s presence in a specific facility compromises legitimate safety 
requirements that are necessary for safe operation. 

12. Removal of a Service animal:  A school administrator may ask an individual with a disability or his 
parents to remove a service animal from a school building, a classroom, or from a school 
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function if any one of the following circumstances occurs: 
a. The animal is out of control and the animal’s handler does not take effective action to 

control it. 
b. The animal is not housebroken. 
c. The animal’s presence would “fundamentally alter” the nature of the service, program, or 

activity. 
13. A service animal must have a harness, leash, or other tether, unless either the handler is unable 

because of a disability to use a harness, leash, or other tether, or the use of a harness, leash or 
other tether would interfere with the service animal’s safe, effective performance of work or 
tasks, in which case the service animal must be otherwise under the handler’s control. 

14. The school system is not responsible for the care or supervision of a service animal, including 
walking the animal or responding to the animal’s need to relieve itself. 
a. Students with service animals are expected to care and supervise their animals.  In the case 

of a young child or a student with disabilities who is unable to care for or supervise his 
service animal, the parent is responsible for providing care and supervision of the animal.  
Issues related to the care and supervision of service animals will be addressed on a case-by-
case basis at the discretion of the building administrator. 

 
Reference: 28 CFR Part 35 (as amended, 2010) 

 
 
900.4 MISCELLANEOUS:    Educational Surrogate Parent 
 
The school corporations that participate in the Special Services Cooperative have policies to ensure that a pool of 
educational surrogate parents is available so that an educational surrogate parent may be appointed, when 
necessary, to protect the rights of students with disabilities.  An educational surrogate parent shall be appointed 
when the student's parent(s) are unknown; when, after reasonable efforts, the student's parent(s) cannot be 
located; when the student is a ward of the State of Indiana; or when the student is homeless and not in the 
physical custody of a parent.  The educational surrogate parent may represent the student in all matters relating to 
the identification, evaluation, eligibility, educational placement, and provision of a free appropriate public 
education. 
 
Any person assigned as an educational surrogate parent shall not be an employee of a public or private agency 
involved in the education or care of the student, or have any interest that conflicts with the student.  The 
educational surrogate parent shall match the student's cultural and linguistic background to the extent possible 
and shall possess the knowledge and skills necessary to adequately represent the student. 
 

 

901.1 MISCELLANEOUS: Advertising in Schools 

The Governing Board recognizes that business and cultural organizations make available for public use much 
information which is of great value in advancing student education. Much of this information is not available 
through other sources. 

The Board also is aware, however, that schools are public institutions fully supported by taxes, and have a clear 
duty to protect students and their families from exploitation by private interests. 

Drawing a definite line between what is acceptable for school use and what in not acceptable is impossible. 
Obviously, each situation must have individual consideration, and the judgment of responsible school officials must 
be the decisive factor. 
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The objectives of this policy are to: 

  A. provide for the use in the school informational materials from private sources which tends to 
strengthen the curriculum and benefit the students; 

  B. protect both students and their families from exploitation by commercial, organizations, and 
cultural interests; 

  C. encourage that as many Cooperative activities and programs may benefit from any proceeds 
received from advertising. 

It is the policy of the Board that the facilities, the staff, or the students of the Special Services Cooperative will not 
be used in any manner to advertise or promote, cultural, organizational or other non-school interest except that 
the Cooperative may: 

  A. utilize films and other instructional aids furnished by private sources when the advertising 
content is reasonable in the judgment of the Executive Director and the principal of the 
school involved; 

  B. cooperate through announcements and distribution of program materials with the 
community organizations that supplement the school program, such as Boy Scouts, Girl 
Scouts, YMCA, YWCA, et al., when such cooperation will not interfere with the school 
program; 

  C. permit participation on a student option basis in essay, art, science, and similar contests 
sponsored by the outside interests when such activities parallel the curriculum and 
contribute to the educational program; 

  D. release promotional materials for non-school athletic and cultural events only through 
appropriate school departments; 

  E. accept, but not actively solicit, limited advertising on extra-curricular activity schedules and 
programs at the discretion of the principal of the school involved; 

  F. permit other exceptions when, in the judgment of the Executive Director, students of the 
Cooperative will benefit. The Executive Director may, at his/her options, refer cases to the 
Board for decision. 

Governing Board Responsibility 

It is the responsibility of the Board to consider and decide all cases involving advertising referred to it by the 
Executive Director. All contracts for advertising will be reviewed and approved by the Board prior to their 
execution. 

Administration Responsibility 

It is the responsibility of the administration to: 

  A. evaluate and approve or disapprove all requests from the school professional staff and from 
outside interests for use in the school materials or programs involving advertising; 

  B. Refer to the Board all materials involving advertising, the use of which in the schools require 
Board approval in the judgment of the Executive Director. 
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Communication 

This policy will be communicated to: 

  A. teachers of the Cooperative; 

  B. all members of the administrative staff involved in the implementing the policy; 

  C. interested business or cultural organizations that desire to have their materials used in 
schools; 

  D. all interested parties. 

 

902.1 MISCELLANEOUS: Gifts and Contributions to Personnel 

The Governing Board considers the presentation of gifts to professional staff members by students and their 
parents an undesirable practice because it tends to embarrass students with limited means and gives the 
appearance of currying favor. 

Based on the foregoing premise, it is the policy of the Board that professional staff members may accept gifts of 
nominal value from students or parents. 

The Executive Director may approve acts of generosity to individual staff members in unusual situations. 

Upon the recommendation of the Executive Director, the Board shall consider, as appropriate, the presentation of 
token gifts to retiring members of the staff who have rendered outstanding service for an extended period of time.

 

902.2 MISCELLANEOUS: Staff/Student Participation in Community Events 

The Governing Board recognizes that the local community offers many programs and events that provide learning 
experiences which are not available in the schools and which can help students become more literate, cultured, 
productive human beings. 

The Board seeks to maintain continuing communication with those groups and organizations that enrich the life of 
the community and authorizes the Executive Director to cooperate with their leaders both in the use of 
Cooperative resources that can aid their efforts and ensuring that members of the staff and student body are 
made aware of education-related activities of these groups. Further, the Board encourages members of the staff to 
make their many talents and specialized knowledge available, as time permits, to enhance the quality of such 
community activities.

 

902.3 MISCELLANEOUS:  Public Complaints and Concerns 

Any person or group having a legitimate interest in the operations of this Cooperative shall have the right to 
present a request, suggestion, complaint, or concern relating to Cooperative personnel, the program, or the 
operations of the Cooperative. At the same time, the Governing Board has a duty to protect its staff from 
unnecessary harassment. It is the intent of this policy to provide the means for judging each public complaint and 
concern in a fair and impartial manner and to seek a remedy where appropriate. 
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It is the desire of the Board to rectify any misunderstandings between the public and the Cooperative by direct 
discussions of an informal type among the interested parties. It is only when such informal meetings fail to resolve 
the differences, shall more formal procedures be employed. 

Any requests, suggestions, complaints, or concerns reaching the Board, Board members, and the administration 
shall be referred to the Executive Director for consideration according to the following procedure. 

Matters Regarding a Professional Staff Member 

 A. First Level 

  If it is a matter specifically directed toward a professional staff member, the matter must be 
addressed, initially, to the concerned staff member who shall discuss it promptly with the 
complainant and make every effort to provide a reasonable explanation or take appropriate 
action within his/her authority and Cooperative administrative guidelines. 

  This level does not apply if the matter involves suspected child abuse, substance abuse, or 
any other serious allegation which may require investigation or inquiry by school officials 
prior to approaching the professional staff member. 

  As appropriate, the staff member shall report the matter and whatever action may have 
been taken to the principal. 

 B. Second Level 

  If the matter cannot be satisfactorily resolved at the First Level, it shall be discussed by the 
complainant with the staff member's supervisor.   

 C. Third Level 

  If a satisfactory solution is not achieved by discussion with the supervisor or principal, a 
written request for a conference shall be submitted to the Executive Director. This request 
should include: 

 1. the specific nature of the complaint and a brief statement of the facts giving rise to it; 

 2. the respect in which it is alleged that the complainant (or child of the complainant) 
has been affected adversely. 

 Should the matter be resolved in conference with the Executive Director, the Board may 
be advised of the resolution. 

 D. Fourth Level 

  Should the matter still not be resolved, or if it is one beyond the Executive Director’s 
authority and requires a Board decision or action, the complainant shall request, in 
writing, a hearing by the Board. 

  The Board, after reviewing all material relating to the case, shall grant a hearing before 
the Board. 

Matters Regarding an Administrative Staff Member 

Since administrators are considered members of the Corporation's professional staff, the general procedure 
specified in "Matters Regarding a Professional Staff Member" shall be followed. 
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Matters Regarding a Support Staff Member 

The complaint is to be directed, initially, toward the person's supervisor, and the matter then brought as required 
to higher levels in the same manner as prescribed for "Matters Regarding a Professional Staff Member". 

Matters Regarding Corporation Services or Operations 

If the request, suggestion, complaint, or concern relates to a matter of Cooperative procedure or operation, it 
should be addressed, initially, to the supervisor or principal and then brought to higher levels of authority in the 
manner prescribed in "Matters Regarding a Professional Staff Member". 

Matters Regarding the Educational Program  

If the request, suggestion, complaint, or concern relates to a matter of Cooperative program, it should be 
addressed, initially, to the assistant director and then brought to higher levels of authority in the manner 
prescribed in "Matters Regarding a Professional Staff Member". 

Matters Regarding Instructional Materials 

If the request, suggestion, complaint, or concern relates to instructional materials such as textbooks, library books, 
reference works, and other instructional aids used in the Cooperative, the following procedure shall be followed: 

 A. The criticism is to be addressed to the principal, in writing, and shall include: 

 1. author; 

 2. title; 

 3. publisher; 

 4. the complainant's familiarity with the material objected to; 

 5. sections objected to, by page and item; 

 6. reasons for objection. 

 B. At the discretion of the Executive Director, any questioned subject and/or material may be reviewed 
by an advisory committee: 

 1. The committee shall consist of five (5) to seven (7) members appointed by the Executive 
Director. Committee membership shall represent the Cooperative professional staff, the 
administrative staff, and members of the community. 

 2. The committee shall convene and: 

 a. examine referred materials; 

 b. check general acceptance of materials by reading reviews and other sources; 

 c. weigh the merits and form opinions based on the material as a whole and not on 
information out of context; 

 d. consider the type of subject matter in the course, the maturity of the students, and the 
uses of material; 

 e. review other information deemed to be appropriate; 
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 f. interview appropriate staff; 

 g. meet to discuss the material and to prepare a written report; 

 h. forward a written recommendation to the Executive Director within ninety (90) days of 
formation of the committee. 

 3. After reviewing the committee's recommendation, the Executive Director shall render a 
decision and shall notify, in writing, the complainant and appropriate school personnel of 
his/her decision. 

 4. Complainant may appeal the Executive Director’s decision within thirty (30) days: 

 a. If appeal is to be made, the complainant must make appeal through the Office of the 
Executive Director and request permission to appear at a meeting of the Governing 
Board. 

 b. If no appeal is made within the prescribed time, the Executive Director’s decision will 
stand as originally rendered. 

No challenged material may be removed from the curriculum or from a collection of resource materials except by 
action of the Board, and no challenged material may be removed solely because it presents ideas that may be 
unpopular or offensive to some. Any Board action to remove material will be accompanied by the Board's 
statement of its reasons for the removal.

 

902.4 MISCELLANEOUS: School Visitors 

The Governing Board welcomes and encourages visits to school by parents, other adult residents of the 
community, and interested educators. But in order for the educational program to continue undisturbed when 
visitors are present and to prevent the intrusion of disruptive persons into the schools, it is necessary to invoke 
visitor controls. 

The Executive Director or principal has the authority to prohibit the entry of any person to Earlywood Education 
Center or to expel any person when there is reason to believe the presence of such person would be detrimental 
to the good order of the building. If such an individual refuses to leave the building grounds or creates a 
disturbance, the principal is authorized to request from the local law enforcement agency whatever assistance is 
required to remove the individual. 

The Executive Director shall promulgate such administrative guidelines as are necessary for the protection of 
students and employees of the Cooperative from disruption to the educational program or the efficient conduct of 
their assigned tasks.

 

902.5 MISCELLANEOUS: Volunteers 

The Governing Board recognizes that certain programs and activities can be enhanced through the use of 
volunteers who have particular knowledge or skills that will be helpful to members of the staff responsible for the 
conduct of those programs and activities. 

The Executive Director shall be responsible for recruiting community volunteers, reviewing their capabilities, and 
making appropriate placements. The Executive Director shall not be obligated to make use of volunteers whose 
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abilities are not in accord with Cooperative needs. Each volunteer who is in direct contact with students will be 
required to submit a Limited Criminal History Record Check. 

The Executive Director is to inform each volunteer that s/he: 

  A. shall agree to abide by all Board policies and Cooperative guidelines while on duty as a volunteer; 

  
B. will be covered under the Cooperative’s liability policy but the Cooperative shall not provide any type of 

health insurance to cover illness or accident incurred while serving as a volunteer, nor is the volunteer 
eligible for workers' compensation; 

  
C. will be required to report any personal arrests on the filing of criminal charges while serving as a 

volunteer. 

The Executive Director shall also ensure that each volunteer is properly informed of the Cooperative’s appreciation 
for his/her time and efforts in assisting the operation of the schools.

 

902.6 MISCELLANEOUS: Relations with Parents 

The Board believes that the education of children is a joint responsibility, one it shares with the parents of the 
school community. To ensure that the best interests of the child are served in this process, a strong program of 
communication between home and school must be maintained. 

The Board believes that it is the parents who have the ultimate responsibility for their children's in-school 
behavior, including the behavior of students who have reached the legal age of majority, but are still, for all 
practical purposes, under parental authority. During school hours, the Board, through its designated 
administrators, acts in loco parentis or in place of the parents. 

The Board directs that the following activities be implemented to encourage parent-school cooperation: 

  A. Parent-teacher conferences to permit two-way communication between home and school. 

  
B. Open houses in Cooperative buildings to provide parents with the opportunity to see the facilities, meet 

the faculty, and sample the program on a first hand basis. Each building in the Cooperative is 
encouraged to hold an open house annually. 

  
C. Meetings of parents and staff members to explain and discuss matters of general interest with regard to 

child-school, child-home, or child-school-home relationships. 

  
D. Special events of a cultural, ethnic, or topical nature, which are initiated by parent groups, involve the 

cooperative effort of students and parents, and are of general interest to the schools or community. 

For the benefit of children, the Board believes that parents have a responsibility to encourage their child's career in 
school by supporting the schools in requiring that the children observe all school administrative guidelines, and by 
accepting their own responsibility for children's willful in-school behavior, including participating in disciplinary 
actions when requested to do so by the school.

 


