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Dear Staff,

You are cordially welcomed as a member of the larger Darlmgn  Co mmuni t y c®anmuali t ios tamidc t

you are extended best wishes and success in your fut
Board is pleasedtprovide this source of information pertaining to conditions of employment. This Employee
Handbook has been produced to assist employees in understanding their roles and responsibilities. It is intended to
be a handy reference of general personnel piwes and policies, and all employees are urged to become familiar

with its contents.

Copies of Board policies are avaiwwadatimgtorfkd2rwi.ugmdinr r e v i
the Dsstrict office.

The Darlington Community School District appreciates the services performed by all staff members on behalf of our
students. We know that through your efforts and dedication we will continue to provide an excellent educational
and workingenvironment.

Sincerely,

Dr. Denise Wellnitz
Superintendent

PREAMBLE

This Handbook is provided as a reference document for the DARLINGTON COMMUNITY
SCHOOL DI STRI CT6s (hereinafter referred to

The contents of this Handbook gmeesented as a matter of information onljhe plans, policies

and procedures described are not conditions of employment. The District reserves the right to
modify, revoke, suspend, terminate, or change any or all such plans, policies, or procedures, in
whole or in part, at any time with or without notice. The language which appears in this

Handbook is not intended to create, nor is it to be construed to constitute, a contract between the

District and any of its employees or a guaranty of continued mant. Except as may be
provided by a contrary provision in an applicable collective bargaining agreement or individual
written employment agreement approved by the School Baliremployment with the District

is at will and nay be terminated at anyntie for any reason, with or withooause and with or
without notice, at the option of the Districtthie employee

In case of a direct conflict between this Handbook, rules, regulations or policies of the Board and
any specific provisions of an indiwadl contract or collective bargaining agreement, the
individual contracbor collective bargaining agreemenill take precedence.

This Employee Handbook is intended to provide employees with information regarding policies,
procedures, ethics, expectasoand standards of the District; however, this Handbook should
not be considered all inclusiveCopies of Board Policies and Administrative Regulations are
available in each administrative office to all personnel and are on the District website at
www.dat i ngt on. k12. wi otussimpartard that eafhpempldyee ys aware of the
policies and procedures related to his/her positibhe rights and obligations of all employees

are governed by all applicable laws and regulations, includhumgnotlimited by enumeration,

the following: Federal laws and regulations, the laws of the State of Wisconsin, Wisconsin State
Administrative Code and the policies of the Darlington Board of Education.
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PHILOSOPHY OF EDUCATION
STATEMENT OF PHILOSOPHY AND OBJECTIVES

RATIONALE

Education is a precious asset of utmost value to an individual; however, an education is
not a commodity. One can neither purchase an educatiommdrecreceive it as a gift. And, in
the same sense, one cannot force an education on another.

Knowledge is necessary if a person is to become educated. But there is a difference
between an individual who is educated and one who is merely knowledg&akleducated
individual is the inquiring individual. The merely knowledgeable individual may or may not
possess intellectual curiosity.

The successful citizens of the decades ahead will be those individuals who have learned
how to learn. They will behbse individuals who understand the social, political, economic, and
scientific forces which affect them personally. They will be those individuals who understand
the business, industry, or institution in which they are employed. They will be thosd uativ
who are prepared for life in an era of rapid change. They will be our most independent and yet
most responsible citizens.

Furthermore, one must not confuse education with merely attending school, for education
is a lifelong process. The obtaininfan education depends largely on the learner.

The Darlington Community School District is dedicated to the objective of teaching
students in such a way that they will be able to continue learning after they graduate and no
longer have a school to agdisem. If a student learns to assume progressively more
responsibility for his own education, he will have made progress toward becoming an educated
person. (Policy #100.1)

PHILOSOPHY

The Darlington Community School District educational philosophy tve characterized by the
following statements.

1. The purpose of education is to develop the intellectual, personal, social, economic
and ethical capabilities of each student. Of special importance in a rapidly
changing world is the development of thquiring, creative mind and the
seltdirective individual.
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10.

Education in a democracy should be an individual process. Basic understandings,
knowledge, skills, and appreciations should be attained by each person.

An important aim of the schooliet devel op each individu
more and more responsibility for his own education.

Every area of human knowledge can make significant contributions to each
studentdés intellectual growth. Stude
paricipate in learning activities in the areas of humanities, mathematics, science,
practical and creative arts, and health and physical education.

Individual differences in learners may require that subject matter be adapted to the
needs and abilities dfie learners.

Subject matter fields are related. The interrelatedness of knowledge and subject
matter should be illustrated and demonstrated.

The conceptentered and problexgentered approach to acquiring knowledge is
an effective methodologicapproach.

Decisions regarding the grouping of students should take into consideration such
things as student interest, ability, level of maturity, intellectual development, and
age.

A school district should maintain a wholesome educational emaeanfor all
students.

Each student and each employee in a school district should be regarded as a
human being entitled to the respect and decency to which human dignity entitles
them. (Policy #100.2)

SeeBoard Policies 100.1 and 100.2
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Shouldinclement weather or other emergency situdtiprequire the District to close school(be
following procedures shall be followed:

Local television and radio stations will also be notified by 6:00 arras soon as practible.

Television: ChanneldNISC TV Channel 3 WKOW TV Channel 2WMTV Channel 15
Radio Stations: WEKZ 93.7 WGLR 97.7 WPVL 107.1 KIYX 106.1 WDMP 99.3 FM & 810
AM KDTH 1307

Employees are encouraged to monitor these TV and radio stations.

Security

In case of an emergency callYour Building Principal:

DEMS Lori Ann Nodorft 6087764021, option 5
DHS Aaron Lancaster 608776-4001, option 4
Or

District Adm inistrator Denise Wellnitz 608-776-2006 option 3
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Darlington Community Schools

Darlington High School Darlington Elementary/Middle School
11838 Center Hill Road 11630 Center Hill Road
Darlington, WI 53530 Darlington, WI 53530

Darlington Community Schools Employee Handbook Pagel3




Darlingto n High School Map

Rm 1 Mrs Cohen
Rm 2 Mrs Signer
Rm 3 Mr Hopkins
Rm 4 Mr Zee

W Rm 44 Rm 5 Mr Mathias
s Rm 33 Ag Shop Rm 6 Mr Solberg
'><A Ag Classroom Rm 43 g Rm 7 Mrs Fitzsimons
E N RR| RR] g oxrice Rm 8 Mr Whalen
I [] Rm 9 Mr Wirth
Rm 10 Mrs Aird
Muli Purpose |Rm 32 R 31 - R 30 - |FRm 29 Rm 28 - Woods Rm 27 - Music/Band Boider/Mamtenance] Rm 11 Mr Uppena & Ms Taylor
Room Weight Room | Metals Tech BEd |Art Rm 45 Rm 12 Mr Reichling
% Rm 13 Mrs Gavin
! Rm 14 Computer Lab
Rm 15 Ms Bummeister
7 |omee |stonge a5 Stage | | 37! ag Rm 26 - Kitchen Rm 17 Mrs Rielly
" |Boys Locker | Rm 39 ’ Rm 21 Miss Knellwolf
Staff Parking Room 34 1 Rm 22 Mrs Uppena >
Area ] [ iid Rm 23 Mrs Ortega/Miss Crist )
R 40 Rm 24 Mrs McConnell 4
T |mm
Rm 9 | [eits Locker
RR Room3b Gymmasum Rm 25 - Cafeteria Ilﬂchenl Rm 20 |
Storage Rm 10| RR| RR| RR|RR| R 24| R 23| R 22 Rm 19 - Auditorium
Rm 8 M IF Ron 41 M |F Rm 21
Storage 5 S
Rm 7
Library c RRA]
Rm G [R5 [Fm 4 |Am 3 |Rm 2 |[Rm 1 Main Office £ |rm 11|Rm 12| Rm 13|Am 14|Rm 15]M Rm 16| Rm 17|RAm 18
Teacher"s) E Cridance
AD | cont | Pncipal |workraom F

Math-Rms 1 & 2

Science -Rms 8, 9 & 10

Social Studies - Rms 3 & 12
English/Speech - Rms 17, 21 & 22
Drama/Vrite Post - Rm 22
Spanish-Rm 12

Phy Ed - 40/41 (Gymnasium)
Business Ed - Rm 15

Health - Rm 6

Band & Choir - Rm 27

Drivers Ed- Rm 29
Guidance - Rm 11
Weight Room - Rm

Industrial Arts - Rms 4, 28, 30 & 31
Special Education & Tutoring- Rms 5 & 23
Study Hall - Rms 25({Café) & 7(Library)

Ag-Rm 33
Art - Rm 29

32

% Drinking Fountains
RR = Restrooms
Hallw ays.

Rm 25 Cafeteria

Rm 26 Kitchen

Rm 27 Ms Haynes

Rm 28 Woods Room

Rm 29 Mr Bykowski/Mr Vamstad

Rm 30 Mr Doyle

Rm 31 Metals Room

Rm 33 Mr Lobdell

Rm 36 Benton Rose

Main Office Mr Lancaster
Mr Cohen, Mrs Buschor
& Mrs Zander
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Darlington Elementa ry/Middle School Map
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Darlington Community Schools District Office 608776-2006, ext. 3
Darlington High School Office 6087764001, ext. 4
Darlington Elementary Middle Scho6Glffice 608776-4021, exth
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DARLINGTON COMMUNITY SCHOOL DISTRICT
Organization Schematic

Electorate

Special Education Coordinato

Homeless Liagon

Board of Education

Assessment/Testing Coordinat

Gifted/Talented Coordinator
Readina Specialist

Superintendent

Bookkeeper
Administrative Assistant
Food Service Manager
Head of Maintenance
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January
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April
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QUARTERS

1st - 43 days
2nd - 46 days
3rd - 44 days
4th - 47 days

180 days

r ~ ~ r ~ ~
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August
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6 7 1 2
13 14 5 6 7 8 9
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November
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February
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May
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P 13 5 6 7 8 9
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Cc 27 19 20 21 22 23
26 H 28 29 30
HOLIDAYS

Labor Day - Sept. 3
Thanksgiving - Nov.
Christmas - Dec. 25
Good Friday - April 19
Easter - April 21
Memorial Day - May 27

el

EB Break - 1:30 release

T Team Collaboration - 1:30 release
C Curriculum Initiatives - 1:30 release
P Instructional Planning - 1:30 release
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T W T
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11 12 1

18 19 20
B B
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W 5
11
18
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H
\O
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A0 wo
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[Frd

14
21
28
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h
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# A

EC 12:30 Release P/T Conf. 1:00 PM - 8:00 PM
H Holiday/No School
B Break/No School
R Release at 11:20 AM
W Workday/Inservice

G High School Graduation
* Open House in Evening

This calendar is subject to change pending updates made by the School Board or die to emergencies.
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1.01 Definitions

A. Administrative EmployeesAdministrative Employees are defined as persons who are required to have a
contract undeg 118.24, Wis. Stats. and other supervisory administrative personnel designated by the District

B. Casual Employees Casual Employeeare defined as persons whe aot scheduled to work on a regular
basis and/or a student employee whose employment will terminate with the loss of his/her student statys.

C. Regular Employees Regular Employeeare defined as employees whihe District considersontinuously
employed working either a fiscal or school yeamtil the District, at its discretion, changes the status of th
employee

%)

1. Regular Fultime Employee Regular fulltime employesaredefined as one who worksore than
37 hours per week foa school yeaor more per year.

2. Regqular Partime Employee Regular partime employes aredefined asan individualwho works
August through Mayr more, buB7 hoursor lessper week

3. Exclusions A regular fulttime or regular paftime employeavhomdoes ot include casual,
substitute or temporary employees as defined inSaddion

D. SeasonaBummer SchodEmployees:Seasonal employees are those employees who are hired for a specific
period of time usually related to the seasonal needs of the Digir&timmer school employee is defined as
an employee who is hired to work for the District during the summer school seSsiommer school session
is defined as the supplemental educational program offered for District students pursuant to Department of
Public Instruction rules and regulations

1. If seasonafummer school session employment is available, the Distagtoffer seasonafummer
school employment to the applicable qualified regular school year employkedDistrict is free to
use outside viders to perform such work.

2. The terms and conditions of employment for seasonal/summer school session shall be established
the District at the time of hire. Unless specifically set forth by the District at the time of hire, work
performed bya reglar employee during a seasonal or summer school session shall not be used t
determine eligibility or contribution for any benefits, length of service or wage/salary.levels

E. Substitute EmployeesSubstitute Employeesre defined as persons hiredéplace a regulaamployee

n

SupervisorThe District wild. i de mpeiviogpo Nt 1t é ei edipVy o e &|0 S
description.

G. Temporary Temporary Employeesre defined as persons hired for a specific project for a specific length of
time. A temporary employee has no expectation of continued employment.

H. School YearJuly 1 through Juned®f any year.

I. Prep Time:A period when a teacher does not hamassigned teaching responsibility. Prep Time would
include lesson planningneeting with students or parents/guardians, grading, schoolwork, making phone calls t
parents, maintaining student records, ordering supplies and other activities related to teaching.

1.02 General Personnel Policies
This EmploymenHandbookis sutservient to and does not supede the provisions set forth istrict policies

Darlington Community Schools Employee Handbook Page2C




SECTION 2. EMPLOYMENT LAW

2.01 Employment of Minors

No one under eighteen (18) years of age will be employed without providing proper proof of his or her age. Minors
be employed only in accdance with state and ferhl laws and Btrict policies

2.02 Equal Opportunity

It is the policy of theDistrict that no person may be illegallijscriminated against in employment by reasotheir age,
race, creed, colodisability, pregnancymarital status, sexitizenship,national origin, ancestry, sexual orientation, arre
record, conviction record, military serviamgembership in the National Guard, state defense force or any other resery
component of the militarforces of Wisconsin or the United Statpslitical affiliation, use or nonuse of lawful products
off the employer's premises during nonworking hours, declining to attend a meeting or to participate in any
communication about religious matters or peditmatterstheauthorizeduse of family or medical leave or worker's
compensation benefits, genetic information, or any other factor prohibited by state or federal law.

Reasonable accommodations shall be made for qualified individuals with a disabiéisg such accommodations would
impose an undue hardship on fistrict. A reasonable accommodation is a change or adjustment to job duties or wq
environment that permits a qualified applicant or employee with a disabifigrtorm the essential funotis of a

position or enjoy the benefits and privileges of employrmeentparedo those enjoyed by employees without disabilities

Requests for accommodations enthe Americans with Disabilitiesct or under the Wisconsin Fair Employment Act
from curre employees must be made in writiimgaccordance with District policy

Policy 1300.2 addresses the Specific assurances with regard tedismmimination.

2.03 Equal Opportunity Complaints

TheDistrict encourages informal resolution of complaints unbir olicy. A formal complaintesolution procedure is
available, however, to address allegations of violations of the policy Dishct.

Policy 1300.3rovidest h e d icanplaintpooteduse.

2.04 Fair Labor Standards Act

Certain types of workers arearpt from the minimum wage and overtime pay provisions, including bona fide execy
administrative, and professional employees who meet regulatory requirements under the Fair Labor Standards Ac
[FLSA]. For norexempt employees, issues concerning avertcompensatory time off and minimum wage are fatnd
www.dol.gov/whd/flag Notification of rights under the FLSA is set forth in the employment poster sedtion
www.dol.gov/whd/regs/compliance/posters/flsa.htm

2.05 Family and Medical Leave Act

The District provides | eave in compliance with sta
policy, #600.16¢can be foundh the Darlington Community Schools Policy Handbotik addition, specific information
about the federal law is included belony other leaves of absence provided under District policiesaocurrently
with any leaves taken under state or federatifgand Medical Leave laws.

A. Notification of Benefits and Leave Right$he District poststhe text ofa required federaioticeregarding
federal FMLA employee entitlements and obligationthe district office and DHS and DEMS offices and
St af fdesofdaadhbuilding, where other required state and federal notices to employees aré&pkace
29 U.S.C. § 2619(a); 29 C.F.R. 8§ 825.300(a)(f)addition,as required by federal law,copy of thenotice
is included in Appendix A to thislandbookandcan also be viewed at this link:
http://www.dol.gov/whd/fmla/finalrule/FMLAPoster.pdf
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B. Eligibility Notice. When an employee requests FMLA leave, or wherikgict acquires knovedge that an
employee's leave may be for an FMigAalifying reason, thBistrict must notify the employee of the
employee's eligibility to take FMLA leave within five business days, absent extenuating circums&eees.
29 C.F.R. § 825.300(b).

C. Rights and Responsibilities Noticé heDistrict mustprovide written notice outlining specific obligations of
anemployeeeligible for federal FMLA whictexplainsany consequences of not meeting thobéigations
See?9 C.F.R. 8§ 825.300(c)The Districtuses a form created by th&S.DEPGT OF LABOR, Notice of
Eligibility and Rights & Responsibilities (FMLAD provide this information. A copy of a blank version of
this form can be viewed dittp://www.dol.gov/whd/fmla/finalrule/WH381.pdf

E. Designation NoticeTheDistrict also uses a form creatbg the Department of Labor toform employees in
writing whether leave requested under the FMLA has been determined to be covered undéithe U.8.
DePST OFLABOR, Designation Notice (Family and Medical Leave A&)copy of a blank version of this
form can be viewedtattp://www.dol.gov/whd/forms/WEB82.pdf See?9 C.F.R. § 825@0(d).

2.06 Immigration Law Compliance

The District is committed to employing only United States citizens and aliens who are authorized to work in the Un
States.Therefore, in accordance with the Immigration Reform and Control Act of 1986, employee®mpigte an-b
form before commencing work and at other times prescribed by applicable [xstrist policy.

2.07 Discrimination and Harassment

TheDistrict is committed to providing fair and equal employment opportunities and to providing a professional wor
environment free of all forms oflegal discrimination, including harassment. Thestrict shall not tolerate harassment
based on any personal characteridéscribed abovim section 2.02Harassment and other unaccepgactivities that
could alterconditiors of employmentor form a basis for personnel decisions, or interfere witkraployee's work
performance are specifically prohibitegkexual harassment, whether committed by supervisory esunpervisory
personnel, is unlawful and also specifig@rohibited. In addition, th®istrict shallnot tolerate acts of neamployees
(volunteers, vendors, visitors, etc.) that hthaeffect of harassingistrict employees in the workplacearassment can
occur as a result of a single incident or a patté behaviomwhere the purpose or effect of such behavior is to create a
intimidating, hostile oobffensive working environment. Harassment encompasses a broad rahysioél and verbal
behavior that can include, but is not limited to, the following:

A. Unwelcome sexual advances, comments or innuendos
B. Physical or verbal abuse

C. Jokes, insults or slurs directed toward the protected groups set forth(8boliecomments are unacceptable
whether or not the individual within th@otectedclassis presentn the workplace to overhear them and
whetheror not a member of a clagsofesses to tolerate such remarks)

D. Taunting based on personal characteristics described above intepdedole an employee; afuad

E. Requests for sexual favors used as a comditffeemployment or affectingny personnel decisions such as
hiring, promotion, compensation, etc.

All employeesare responsible for ensuritigat discrimination andarassment do not occur. It is the intent ofDisrict

to comply with both the lettesnd spirit of the law in making certailegal discriminationdoes not exist in its policies,
regulations and operationsnyone who believes that he or she has been the subject of discriminatanassment or
has knowledge of violations of this polisiall report the matter mccordance with established complaint procedures
(Policy 600.1Q AppendixB). All reports regarding employefiscrimination or harassment shall be taken seriously,
treated fairly and promptlgind thoroughly investigated. Indidal privacy shall be protected to the exigodsible. There
shall be no retaliation against any person who files a compiadr this policyThe District shall take appropriate and
necessary action to eliminate emplogscrimination or harassmentc#ons that result in discrimination on a basis not
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related to an empl thogsehat@re defeoninedpodharéssnremialhbe subjextrto disciplinary
action, up to and including dismissal.

All employees have a duty to report incidenf potential discrimination or alleged harassmetitédrimmediate
supervisor or designated equal employment offiégnployees who fail to peort incidents of potential discrimination or
alleged harassment, as described above fimawybject to disgilinary action, up to and including dismissél. addition,
supervisoryemployees who fail to respond to discrimination or harassowenplaints or to act on their knowledge of
violation of this policy will likewise besubject to disciplinary action, up aind including dismissal.

This policy and its accompanying procedures shall be published annuatlistrittlited to all staffDistrict staff will be
required to sign an acknowledgmenteceipt of the policy and procedure on an annual basis. Trahaigbe
conducted annually on this policy for all staff in District.

SECTION 3. GENERAL EMPLOYMENT PRACTICES AND EXPECTATIONS

3.01 District Expectations

TheDistrict expects its employees to produce quality wankintain onfidentially, work efficiently, andexhibit a
professionalrespectfuland courteous attitude toward other employees, parents, stuaimisistrators and Board
members The District expects employees to comply with all applicable Board policies, miek,job descriptionsand
legal obligations.

The District expects employeesdomply with the standards of conduct set out in Board polithésHandbook
administrative regulations, and with any other policies, regulations and guidelines thed iogies, requirements or
standards attendant to their statu®asrict employees. Violation of any policies, regulations and guidelines may resy
disciplinary action, including termination of employment.

The following delineation of employment gtices is for informational purposes and is not intended to be an exhaust
list of all employment expectations that may be found in other applicable Board policies, work rules, job descriptio
terms of thisHandbookand legal obligations.

3.02 Accident/Incident Reports

All accidents/incidents occurring dpistrict property, school buses or during the course of sefpahsored activities,
including field trips and other away events, are to be reported to the building pfinuipadiiate supervisommediatey.
Reports should cover property damage as well as personal injury. A completed accident repattitdrmay be found
in the Darlington Elementary/Middle School, High School or District offioesstbe submitted to the building principal
within twenty-four (24) hours or the next schedul8istrict workday, as appropriate. In the event of a walated
accident or injury, please see Beokkeeper in the District office.

3.03 Attendance

The District expects employees to make every effort to be presentiflor Bxmployees are expected to adhere to their
assigned scheduldn order for the schools to operate effectively, employees are expected to perform all assigned d
and work all scheduled hours during each designatelday, unless the employee haseived approved leav®reaks
and meal periods may only be taken during times designatechbg e m pbliilding adenihistrator and as further
specified in other parts of thisandbook Any deviation from assigned hours must have prior approval inem

e mp | o huigdmgasiministrator.

Employees who are unable to report to work dladitbw the applicable procedures for reporting his/her abseAng.

time spent not working during n e mp kcbeglided dag must be accounteddiorand Absentee/Sstitute form

using the appropriate reasonkhe District will monitor attendance and absence patterns. Theft of time and/or improy
modification of time worked records will be investigated and will result in disciplinary action up to and including
termination. Failure to notify the District of an absence and failure to report to work on suclodayresult in
disciplinary action up to and including terminatidrailure to return to work the day following the expiration of an
authorized leave of abseemayresult indisciplinary action antermination of employment.
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3.04 Bulletin Boards

The Employeshall provide a bulletin boaras a limited forunfor employees to post professional development
information and other apolitical literature that is directiyinected to employment at the District and is consistent with
District policy and applicable lawif a collective bargaining unit existda Association will be allowed to post items on
the staff loungebulletin board subject to the restrictions settfdrereinand as amended by the applicable collective
bargaining agreemenAll distributed and posted materials shall always be professional in appsbatinot contain any
derogatory comments about staff, parents, students or board membetsalhot be in contravention of any District
policy or law. The District Administrator and/or his/her designee shall be allowed to remove material from the bull
board(s) at his/her discretion.

3.05 Child Abuse Reporting

A. Except as provided under Wisconsin Sta&48.981,sub. (2m)any of the following persons who has
reasonable cause to suspect that a cbdlen by the person in the course of professional dhtieeen
abused or neglected or whosh@ason to believe that a chiggten by the person in the course of profession
duties has been threatened with abuse or neghect that abuse or neglect of the child will o¢aiallreport
as providedor below in section B school nurse, socialorker, professional counselor, school teacher
school administrateschool counselochild care worker in a child care center, or residentia canter for
children and youth a child care providem,alcohol or other drug abuse counsgdghysicaltherapista
physical therapist assistaah occupational therapist dietitian a speectianguage pathologist, an
audiologist, a emergency medical technicjamfirst responder aralpolice or law enforcement officer
including a police liaison officer

B. A person required to report shall immediately inform, by telephone or persdhallpplicabldistrict

administrative personnghe Lafayette @untySocial Service Department, and any other protective agency i

Lafayette Countyof the facts andircumstances contributing to a suspicion of child abuse or neglect or o
unborn child abuse or to a belief that abuse or neglect will occur.

C. Employees who are not mandatory reporters as set forth in paragraph A,aatzbwdo in connection with
their jobresponsibilitiehavereasonable cause to suspect that a child has been abused or negilgbted or
havereason to believe that a child has been threatened with abuse or neglect and that abuse or negleg
child will occur shall notify the immediatesupervisor or other administrative personnel of such alleged
abuse. [District Policy 600.9

3.06 Communications

TheDistrict is committed to praiding technology resources that allow employees to communicate effectively with al
employees in th®istrict. In theDistrict s ef f ort t o maintain current tech
cooperation is required of employees to use the following core software programs and technology resources

A. Electronic Communications

1. Electronic communications apeotected by the same laws and policies and are subjdw same
limitations as other types of media. Whaeating,using or storing messages on tiework, the user
should consider both the personal ramifications and the impact @rstiiet shoutl the messages be
disclosed or released to other parties. Extreme caution should behesedommitting confidential
information to the electronic messages, as confidentiality cdrengtiaranteed.

2. The District nay reviewemaillogs and/or messagasits discretion.Because all computéardware
digital communication devesand software belong to the Board, udease no reasonable expectation o
privacy, including the use a@dmail, textmessagand other forms of digitalommunicationse.g.
voicemal, Twi tter E, TFheuosedf h®idrietd s et echnol ogy and e
privilege which may be revoked at any time.
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3. Electronic mail transmissions and other use of0hies t eléctcohid@cemmunications systerar
devicesby empbyees shall not be considered confidential and may be monitored taharyy
designatedistrict staff to ensure appropriate use. This monitoring may incluateis not limited by
enumeration taactivity logging, virus scanning, and content scannigtticipation in computer
mediatedconversation/discussion forums for instructional purposes must be approvedibylum and
District administrationExternal electronic storage devices are subject to monitoring if use®isitict
resources.

B. Usea Responsibilities Network/Internet users (students dbidtrict employees), like traditional library users
or those participating in field trips, are responsible for their actions in accessing ava&itahleces. The
following standards will apply tollausers (students and employeesjraf Network/Internet:

1. The user in whose name a system account is issued will be responsible at &tirtimgsoper use.
Users may not access another person's account without vpetternssion from aadministrato or
immediate supervisor.

2. The system may not be used for illegal purposes, in support of illegal activitiesaoy other activity
prohibited byDistrict policy.

3. Users may not redistribute copyrighted programs or data without the vrttemissiorof the copyright
holder or designee. Such permission mustgezified in the document or must be obtained directly from
the copyright holdeor designee in accordance with applicable copyright |&igsrict policy, and
administrative regulations.

4. A usermust not knowingly attempt to access educationally inappropriate mafegialser accidentally
reaches such material, the user ninmshediatelyback outof the area on the Internet containing
educationally inappropriate material. Timger must then niéy the building administratoand/or
immediate supervisaf the siteaddress that should be added to the filtering software, so that it can b
removedrom accessibility.

@

5. A user may not disable internet tracking software or implement a private hgofesiture on District
computers or networks. Browsing history shall only be deleted by authorized staff or in accordance with

A

the Districtds technology department 6s direclt.i

C. Electronic Communications with StudentSmployees are prohibited frororomunicating with students who
are enrolled in th®istrict through electronic media, except as set forth herein. An employee is not subject to
this prohibition to the extent the employee has aepisting social or family relationship with the student.

For example, an employee may have agxisting relationship with a niece or nephew, a student who is the
child of an adult friend, a student who i s a roi
same civic, social, recreational,retigious organization. The following definitions apply for purposes of this
section on Electroni€ommunication with Students

AAut hori zed Personnel 0 includes cl assr odrectors@& a ¢ h e
instruction, oaches, campus athletic coordinators, athletic trainers, and angotpleryee designated in

writing by theDistrict Administratoror a campus principal.

ACommuni cated means t o c onweaycommurficatiomaa well @sdialogen d | i T

between two or more people. A public communication by an employee thatésgeied at students (e.g., a
posting on the empl oyeebds p enotacamanlinicaianchowever,theet wor
employee may be subject@ostrict regulatons on personadlectronic communications. Unsolicited contact
from a student through electiiormeans is not a communication.
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AEl ectronic mediaodo includes all forms of soci al
following: text messagig, instant messaging, electronic maiin@il), Web logs (blogs), electronic forums
(chat rooms), video shariWebsites (e.g., YouTub ), editorial comments posted on the Internet, and
social network sites (e.g., Faceb&okMySpacé& , TwitterE , LinkedInE ), and all forms of
telecommunication suchs landlines, cell phones, anélmbased applications.

D. Limited Electronic Communication with Student®\uthorized Personnel may communicate through
electronic media with students who are currently enrolledaistrict only within the following guidelines:

1. The employee shall limit communications to matters within the scope efthp | oy eeb6s pr
responsibilities (e.g., for classroom teachers, matters retaticigss work, homework, and tests).

2. If an employee receives an unsolicited electronic contact from a sthdeist not within the
e mp | o praessiosal responsibilitig€e.g., for classroom teachers, matters relatinglass work,
homework, and testsjhe employee shall not respond te #tudent using any electronic media
except to addss a health or safety emergency.

3. The employee is prohibited from communicating with students through a pessci@inetwork
page; the employee must create a separate social network page
( Professionabaged) for this purpose. The parenistooy ele
access the employeebs professional page.

4. Only a teacher, coach, trainer, or other employee who has an extracurricular degnmaynicate
with students through text messagifhe employee may communicatdly with students who
participate in the extracurricular activity over which émeployee has responsibility.

5. Upon request from administration, an employee will provide the phone numbed(s), network
site(s), or otheinformation regarding the method(s) of electronic méldgaemployee uses to
communicate with any one or more currergtyolled students.

6. The employee continues to be subject to applicable state and federal lawgolicts,
administrative regulatius, including:

a prohibitions against soliciting or engaging in sexual conduct or a ronraf#tonship
with a student.

b. confidentiality of student recordiSeeDistrict Policy 700.1]

C. confidentiality of otheDistrict records, including edator evaluations, crediard
numbers, and privaemail addressefSeeDistrict Policy 1300.4

d. Upon written request from a parent, the employee shall discorgommunicatingvith
the parentd6s minor student ésbagimguognly othemia i
form of oneto-one communication.

e An employee may request an exception from one or more of the limitations above by
submitting a written request to his/her immediate supervisor.

E. Retention of Electronic Communicatioasd othelElectronic Media The District archives all norspam
emaik sent and/or received on the system in accordanceheibistrictt s adopt ed record
After the set time has elapsennailcommunications may be discarded unless the recoagbe relevant to
any pending litigation, pending public records request, or other good cause exists for retaailngcords.
(See District Policys00.13
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Employees who create pupil records via email need to ensure that pupil records are rettiequefard of
time specified by the pupil records lawor this reason, the District heavily discourages the usenaflas
the means to communicate about individually identifiable students.

Electronic Recording Employees shall not electronicaligcord by audio, video, or other means, any

conversations or meetings unless each and every person present has been notified and consents to being

electronically recorded. Persons wishing to record a meeting must obtain consent from anyone arriving
any such meetindemployees shall not electronically record telephone conversations unless all persons
participating in the telephone conversation have consented to be electronically reEbededorovisions are

not intended to limit or restrict electriw recording of publicly posted Board meetings, grievance hearings

late

and any other Board sanctioned meeting recorded in accordance with Board policy. These provisions are ni

intended to limit or restrict electronic recordings involving authorized inagiigs conducted bistrict

personnelor authorized agents of the Distriot,electronic recordings that are authorized by the District, e|.

surveillance videos, extracurricular activiti@sicemail recordings

. Compliance with Federal, State and Lidcaw: For all electronic media, employees are subject to certain
state and federal laws, local policiaadadministrative regulations, even when communicating regarding
personal and private matters, regardless of whether the employee is using pgvditicaequipment, on or
off District property. These restrictions include:

1. Confidentiality of student record§SeeDistrict Policy 700.113

2. Confidentiality of otheDistrict records, including educator evaluations and prieatail addresses
[SeeDistrict Policy 1300.2]

3. Confidentiality of health or personnel information concerning colleagues, uisetssure serves lawful
professional purposes or is required by |fee District Policy 1300.2]

4. Prohibition against harming others by knowingly magkialse statements aboutealleague or the
District. [SeeDistrict Policy 600.1Q

. Personal Web PageEmployees may not misrepresent bistrict by creating, or posting argontent tg any
personal or nofuthorized wesitethat purportdo beanofficial/authorizedvebsiteof the District. No
employee may purport to speak on behalf of the District through any personal or otaetmmzed
website.

Disclaimer TheDistrict's electronicsystens areprovided on an "as is, as available" basis. District does
not make anyvarranties, whether expressed or implied, including, without limitation, those of
merchantabilityand fithness for a particular purpose with respect to any services provided by the system
anyinformation or software containeldrein. TheDistrict does not warrant that the functionsservices
performed by, or that the information or software containethersystem will meet theystem user's
requirements, or that the systerifl be uninterrupted or errefree, or that defectsill be correctedOpinions,
advice, services, and all other information expressed by system users, infopnatiders, service
providers, or other thirgarty individuals in the systesare those of thmdividual or entityand not the
District. The District will cooperate fully with local, state, or federal officials in anyestigationconcerning
or relating to misuse of tHaistrict's electronic communications system.

Use of Electronic Communication (cell phon®ghile in the building during thenstructional day, from the
first bell to the last bell signifying the end of the instructional day, cell phones or any commurdeaiimmn
may not be usedAll cell phones or other communication devices must be kept with your personal

belongings, otheihtan on the person during instruction. Any employee who violates this practice may be

subject to discharge including terminatidror safety reasons, administrators will be allowed to carry their
cell phones on their person.
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3.07 Confidentiality

Pupil informaion employees obtain as the result of tleenployment with th District is confidential and protected by
law unless such information has been designated as pupiladiretzita as set forth in BoaRdlicy 700.11 (b) The law
and espect for our stientsrequirethat studentssues are only discussed with employees and parents who need to ki
theinformation.In addition to student information, confidentiality is expected in other dredisdingemployee or
District business informationAny requestsdr District records shall be referred to the appropriate administrator

3.08 Conflict of Interest

A conflict of interest is defined as any judgment, action or relationship that may lznefitploye®r another partyhe
employee isffiliated withbecause of h e e mpobsibion with theDistrict. Employeesarerequired tcavoid outside
activity that may compete or be in conflict witke best interests of thgistrict. Employees muddiscloseto their
immediate supervisanformation of any transactiaihat may be considered a conflict of interest as sodmeg&now the
facts No employeamay use his or her position to obtain financial gain or anything of substantial value for the priva
benefit of himself or herself or his or her immediate familyfooran organization with which he or she is associated.

3.09 Contracts and Conflict of Interest

No employee may negotiate or lat, or enter into a contract in which the employee has a privetecial gain or
interest, direct or indirect, if at the sanmad the employee is authorized or required by law to participate in the
employee's capacity asmemployee in the making of that contract or to perform in regard to that contract some offici
function requiring the exercise of discretion on the employegtsNo employee mayn the employee's capacity as
employee, participate the making of a contract in which the employee has a priivetecial gain oilinterest, direct or
indirect, or performs in regard to that contract some function requirngxércise of discretion on the employee's. part
SeédWis. Stats§ 946.13(1)(a) and (b).

3.10 Copyright

A variety of machines and equipment for reproducing materials to assist staff in catrythgir educational
assignments are available to staff in bo#inghhool and home settinipfringement on copyrighted material, whether
prose, poetry, graphic images, music audigagdeo or computeprogrammed materials, is a serious offense against
federal law, a violation dBoard policy and contrary to ethicgtandards required of staff. All reproduction of copyrights
material shall be conducted strictly in accordance with applicable provisions ahthi®oard Policy 600.12. All District
employees are expected to familiarize themselves with Board Policy6Qhlessot her wi se al | owe
federal law, permission must be acquired fromdigyright owner prior to reproduction of material in any form.
Employees are further advised that copyright provisions apply to all forms of digital nqagkations regarding
copyright shall balirected tdDistrict Library Media SpecialigtDistrict Policy 60012.)

3.11 Criminal Background Checks

All applying for a position are required to file in writing, in advance of employment on forms providied Digtrict, a
statement identifyingvhether the applicant:

A. Has been convicted ohg misdemeanor or felony in this state or any other stat®untry

B. Has been dismissad nonrrenewed or has resigned from employmentigu of a potential dismissal or
nontrenewal for any of the following causefailure to meet th®istrictt s per f or mance e
incompetence, inefficiencyeglect of dutyimmoral conductunprofessional conduct or insubordination.
knowingly falsifying informationor omitting requsted informatiorshall be grounds for termination of
employmentor refusal to consider for hire

Additionally, all persons applying for any position shall be required to:

1. Agree to the release of all investigative records to the Board for examinatibie fjorrpose of verifying
the accuracy of criminal violation information; and

2. Supply a fingerprint sample and submit to criminal history records checkstmbacted by the
Lafayette County Sherriffds Department.
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Employment will be offered pending tiheturn and disposition of such background checkso#dlrs of employment are
contingent upon the results of suchcheckhe Boar d shall only consider an
circumstances of the conviction are substantiaigted to the circumstances of the particular.job

3.12 Criminal Background Checks/Charges/Convictions for Active EmployeesObligation to
Report Criminal Record

EveryDistrict employee shall notify his/her immediate supervisor or administrator as soon akepbasibo more than
threecalendar daysfterany arrest, indictment, conviction, no contest or guilty plea, or other adjudication of the
employee for any felony, any offense involving moral turpitude, and any of the other offenses as indicated below:

A. crimes involving school property or funds;

B. crimes involving attempt by fraudulent or unauthorized means to obtain or alter any certificate or permi
would entitle any person to hold or obtain a position as an educator;

C. crimes that occur whiy or in part on school property or at a schepbnsored activity;

D. a misdemeanor which involves moral turpitude [e.g. an act or behavior that gravely violates moral sent
or accepted moral standards of the community]; or

E. a misdemeanor whickiolates the public trust.

The requirement to report a conviction or deferred adjudication shall not apply to minor traffic offenses. However,
offense of operating under the influence, revocation or suspension of license, and driving after revosasioansion
must be reported if the employee drives or operates a District vehicle or piece of mobile equipment or transports g
or staff in any vehicle.Failure to report under this section may result in disciplinary action, up to and including
termination. Such report shall be made as soon as possible, but in no circumstance niomeettedandar days after the
event giving rise to the duty to report. The District may conduct criminal hiatahpackgroundhecks on its
employees.A convicion of a crime shall not be an automatic basis for termination. The Digiiliconsider the
circumstances of the offense, and whether the circumstances of the offense substantiatithelaiecumstances of the
e mp | oy dredétermijing What dion, if any, should be taken against an employee iwleonvictedof a crime

during employment with the District:

If an employee is arrested during employment with the District, the District will determine whether the circumstanc
the offensesubstani al |y rel ate to the circumstances of the &g
relationship, the District may place the employee

investigation.

3.13 District Property

The District may supplyan employeavith equipment or supplies to asgsiseé employeén performing his/hejob duties.
All employeesare expected to show reasonable care foregypment issued and to take precautions for theft.
Employeesannot takeDistrict propertyfor personal use or gain. Any equipment, unused supplies, or keys issued m
returned priortd h e e mgastday ef eriptoyment, includingut not limited by enumeratioemployee
identificationbadges and the key fob for building®n District equipment borrowed for short teuse should be
returned the first work day after project completion

3.14 Drug-, Alcohol-, and TobacceFree Workplace
TheDistrict seeks to provide a safdrugfree workplace for all of its employees.

A. ProhibitedActs - Drugs and Alcohol The manufacturejistribution,dispensationpossession, use of or
presence under the influence of alcolmhalantscontrolled substances or substanregsesented to be such,
or unauthorized prescription medication, is pbiiedd on school premises or at schadiivities. Employees
of the school system shall not possess, use, or distribute any illicit dalgpbolic beverage as defined in

Darlington Community Schools Employee Handbook Page2$

ap

[ that

men

an

tudel

es of

oD n

st be




Wisconsin Statutewhile on school premises or whilesponsible for chaperoning d&nts on schoel
sponsored tripsin addition, theDistrict prohibits an employee from engaging in thanufacture,
distribution,dispensationpossessiomr use @ illegal drugs,controlled substances or unauthorized
prescription medicatioat any time ad in any locationeven wheréhe employee is not dbistrict premises
or on work time Any employeewho i ol at es t he Di str i maybedisGpinedp a
to and including discharg@ll school employees shall cooperate with law srdment agencies in
investigationgoncerning any violation of thjgrovision [SeeDistrict Policy #600.14 (a])

. Tobacco ProductsEmployees shall not use tobacco product®trict premises, irDistrict vehicles, nor in
the presence of studenat school or schooklated activities [See DistrictPolicy #600.14 (b). Employees
who violate this policy will be subject to disciplinary actiap,to and including termination from
employment § 120.12(20), Wis. Stats.

. DrugFree Awareness Pgoam As required by the Federal Drug Free Workplace A& [District shall
establish a drufyee awareness program to inform employees about the dangers of drug abuse in the
workplace, théDistrictb s p ol i cy of -fre@workplaad, any avable dugdaunsaing,
rehabilitation andif applicable)employee assistance abuse programs, and the penalties that may be imj
upon employees for drug abuse violatiodd US.C.8 702(a) (1)

. Reasonable Suspicion Testingll employees shall beequired to undergo alcohol and drug testing at any
time theDistrict has reasonable suspicion to believe that the employee has violalidttiod's policy
concerning alcohol and/or drugs. Reasonable suspicion alcohol or drug testing may be condurctedrevh
is reasonable suspicion to believe that the employee has used or is using drugs or alcohol prior to repd
duty, or while on duty, or prior to or while attending digtrict function on or offDistrict property The
District's determinatin that reasonable cause exists must be baseckcifispcontemporaneouagccurate
observations concerning the appearance, behavior, speech or body odors of the erpi@ieed
supervisor must make the observatioR&fusal to consent to testinglwisult in disciplinary action, up to
and including termination of employment.

. Additional Testing and Requirements Empl oyees required to mwildbese
required to underganydrug testingequired byrelevant lawBoard policy and administrative rules.
Furthermore, beforeorking for the District, alriver must complete and turntnh Ackndwledgement and
Acceptance obDriver Alcohol andDrug Testing Policy/Procedurés.

Notification of Conviction As a further condition of employment, an employebo is engaged in the
performance of a federal grastiall notify theDistrict Administratorof any criminal drug statute conviction
for a violation occurring in the workplace no later than three days after sudctammwVithin ten days of
receiving such notice from the employee or any other sourcine District shdl notify the federalgranting
agency of the conviction. Drtgree Workplace Act, 41 8.C. 702(a) (1) (D). Aftereceiving notice from
an employe®f a conviction for any drug statute violation occurring in the workplace, the District shall ei
(1) take appropriate personnel action against the employee, up to and including termination of employn
(2) require the employee to participate Saittorily in a drug abuse assistance or rehabilitation program
approvedor such purposes by a federsiate, or local health agency, law enforcement agency, or other
appropriate agency. 41 U.S.C. 703 [This notice complies with notice requirementednhydbe federal
Drug-Free Workplace Act (41 U.S. 702]. [See DistrictPolicy #600.14 (a), #600.14 (b).

A

. Consequence for ViolatiorEmployees who violate he Di stri ct 6s policies
useshall be subject to disciplinasanctionsup to and including terminatidrom employment with the
District, and referral to approprialaw enforcement officials for prosecutio@ompliance with h e Di s
policies and ruless mandatory and is a condition of employmelntits sole discretion, the District may
allow an employee to undergo evaluationalcoholism or drug addicticeindsuccessfully complete any
recommendetreatmentin lieu of termination.
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3.15 False Reports

Employees may be disciplined for filing false reportstatements including but not limited to the followiagcident
reports attendance reports,n sur ance report s, -employment&icraemtfsik leate acyuestse n
student records, tax withholding forms and work reports

3.16 Financial Controls and Oversight

Theemployeeshalladhere to alinternal controlghat deter and monitoall fraud or financial impropriety in thBistrict.
Any person who suspects fraud or financial impropriety irDtistrict shall report the suspiciommediatelyto any
supervisor, th®istrict Administratoror designee, the Board President, or localdaforcement. Reports of suspected
fraud or financial impropriety shall be treated as confidential to the ep@emitted by law. Limited disclosure may be
necesary to complete a full investigation or¢comply with law.Each employee who supervises or prepBisfict
financial reports or transactions shall set an example of honest and ethical behavior and shall actively monitor his
area of responsibilitjor fraud and financial improprietyNeither the Board nor aryistrict employee shall unlawfully
retaliate against a person whagood faith reports perceived fraud or financial impropriety.

3.17 Fraud and Financial Impropriety

TheDistrict prohibits fraudand financial impropriety, as defined below, in the actions @drd membersemployees,
vendors, contractors, consultants, volunteers, and others seekirgintaiining a business relationship with District.

A. Fraud and financial impropriety shaiclude butis not be limited tahe following

forgery or unauthorized alteration of any document or account belongingDisthiet;

forgery or unauthorized alteration of a check, bank draft, or any other findociahent;
misappropriation of fads, securities, supplies, or otl¥strict assets, includingmployee time;
impropriety in the handling of money or reportingli$trict financial transactions;
profiteering as a result of insider knowledgeDidgtrict information or activities;

unauhorized disclosure of confidential or proprietary information to outside parties;

unauthorized disclosure of investment activities engaged in or contemplatedligttho

© N o o > w N PF

accepting or seeking anything of material value from contractors, vendothgopersons providing
services or materials to tigstrict, except as otherwise permittieg law orDistrict policy. SeeGifts
section ofHandbook section 3.19

9. inappropriately destroying, removing, or using records, furniture, fixturesjwpment
10. failure to provide financial records required by state or local entities;

11. failure to disclose conflicts of interest as required by laWietrict policy;

12. disposing of District property for personal gain or bereefi,

13. any other dishonest act redang the finances of thBistrict.

B. Fraud InvestigationsIf an employee is found to have committed fraud or financial improprietyigigct
Administratoror designee shall take or recommend appropriate disciplinary action, which may include
terminatbn of employment. Whecircumstances warrant, the BoaRlstrict Administrator or designee may
refer matters tappropriate law enforcement or regulatory authorities. In cases involving monetary loss t
District, theDistrict may seek to recover lost misappropriated funds.
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3.18 Gambling

Gambling on Districbwned or leased premisesusing District propertys prohibited at all timesGambling during the
workdayon oroff District property is prohibited

3.19 Gifts and Sale of Goods andServices

A. Gifts: Anemployeeorame mber of t he e mpl onayenetéacsepti dinacty driindirecty,
any gift, money, gratuity, or other consideratarfavor of any kind fom anyone other than tistrict that
a reasonable person wouldderstand was tiended to influencefficial action or judgment of the employee
in executing decisiomakingauthority affecting th®istrict, its employees or student shall not be
considered a violation of this policy for an employee to recemtertainment, foodefreshments, meals,
health screenings, amenities, foodstuffdy@verages that are provided in connection with a conference
sponsored by an established@cognized statewide association of school board officials or by an umbrel
affiliate organizdion of such statewide association of school board offid&iseptions to this policy are
acceptance of minor items, which are generally distributedl tty companies through public relations
programs. Teachers should accept only giftoken valuefom students Note: Immediate family shall
have the same definition as used in Section 11.01

The District encouragandividualsto decline gifts, gratuities or favors from any outside organization or
individual doing business or seekitggdo busineswith theDistrict. Gifts that are intended for the benefit o
theDistrict should be referred touilding administratofor proper processing under tbéstrictd s p o | i
gifts and solicitations and the terms&1£18.27 Wis. Stats.Gifts of nominal o of insubstantial value and
services offered for a reason unrelated to th
to influence a decision could be acceptedrger giftsto employeess an individuahnd giftsof more thara
nomiral or insignificant value should be graciously declinBtease refeto informationon conflicts of
interestand giftsand solicitationgn § 19.59 Wis. Stats

B. Sale of Goods and ServiceBlo District employee may receive for his or her personal beagfithing of
value from any person othdran his or her employinistrict to sell, promote the sale of or act as an agent
solicitor for the sale of any goods or services to any public school pupil while on the property of his or |
employing District or at an activityof his or her employin@istrict. § 118.12 Wis. Stats

3.20 Honesty

Honesty is a core value in tigstrict. Employees shallnot create any intentional inaccuracies verbally or on official
Districtdocumentsuch as time sheets, job apptions pupil recordsetc.

3.21 Investigations

A. Expectation ofCooperation In the event of ®istrict investigation or inquiry, everRistrict employee has an
affirmative dutyto provide to his/her supervisor(s) or any otbéstrict official assigned tanvestigate all
relevantand factual information about matters inquiedmbut, subject to the provisioimsparagraphiBo,
below. Employees failing to volunteer such informatidrall receive a directive from an administrator to
providethe requested infaration T h e e mp | o gomplywith thie airettivemayg coristaute

fii nsubordination, 06 a vdisoipliraty acton upttohaadtincluding térmiagon. g r

B. Investigation interplay with potential criminal condudt the alleged misconduatay constituteriminal
conductby the employegthe employesvill be provided &arrity warning. Garrity v. New Jersgyd85 U.S.
493 (1967)

C. Administrative LeaveThe District may place an employee on administrative leave, paid or udpdidy an
investigation into alleged misconduct by the employee.

Darlington Community Schools Employee Handbook Page32

f art

aor

D
Fan)

or
er




3.22 Licensure/Certification

Each employee who is required to be licensed or certified by lawprmstle the District witka copy of the current
license or certificatéo be maintainedh hisor her personnel fileEmployeesare expected to know tlexpiration date of
their license/certification and meet the requirements féicensureor certification in a timely mannet teaching
contract with any person not legally authorized to tehemamed subject or at the named sciwabid. All teaching
contracts shall terminate if, and when, the authority to teach terminates.

3.23 Nepotism
A

3.24 Operators of District Vehicles, Mobile Equipment and Persons Who Receive Travel
A.

D.
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Applicants for employment ithe District shall be selected without regard to a relationship by affinity or
consanguinity, whiclthey may have with a current employee of the Distagtept that the District may
refuse to hire or promote a person into a position when the position will report to an individual who is th
spouse of the person considered for hirpromotion, or when the position will report to an individwéth
whom the person has a relationshipalfignity or consanguinity In addition,to avoid possible conflicts of
interest, whichmay result from employment procedures, an employee who isaddgitaffinity or
consanguinity to another employee or applicant shall not participate in any decision to hire, retain, pror
evaluate or determine the salary of that person.

Definition: For the purposes of thidandbook a "relationship by affinityis defined as one that includes, bu
is not limited to, a relationship which an individual has with his or her spouse, designated partnén-fathe
law, mothefin-law, brothefin-law, sistefin-law, sonrin-law, daughtein-law, adoptive sibling, adoptive
child, adoptive parent, adoptive first cousin, a financial dependentaepmndent [for example sharing the
same place of residence]. A "relationship by consanguinity” is defined as a relationship which an indivi
has with a blood relative that extesni first cousin. The phrase "decision to hire" includes every aspect o
hiring process.

Employee Reporting RequirementShould a District employee be called upon to participate in a decisior
hire, retain, promote, evaluate, or determine thergalf a person related to him or her by affinity or
consanguinityas defined above, the employee shall refrain from participating in such decision and shal
instead delegate his or her decision making authority regarding that perserDisttict Admirstrator orhis
or herdesignee Should the District Administrator be called upon to participate in a decision to hire, reta
promote, evaluate or determine the salary of a person related to him or her by affinity or consanguinity
defined abovehe o she shall refrain from participating in such decision and shall instead delegate his o
decision making authority in regard to the employment status of that person (i.e., decision to hire, retai
promote, evaluate, etc.) to another employee of {h&il

Allowances or Mileage ReimbursemeAil employees who drive Bistrict streetvehicle, operate mobile
equipment, or receiveistrict travelallowance or mileageeri mbur sement must und
license record check.

Notice of Traffic Violations All employees who drive Bistrict vehicle, operate mobile equipment, or
receive aistrict travelallowance or mileage reimbursement must notify their imatedsupervisors
immediately ofanydriving citation or conviction of a traffic violatigmncluding citations or convictions
resulting from the operation of a personal vehi@apervisors receiving such notice vitimediately notify
the District Adminstrator Paymenbf any citations received whildriving aDistrict vehicle is the
responsibility of the driver

Commercial Driver's License (CDL)n addition to the notice requirements in paragraphb®ve and
pursuant to CDL Requirements, a CDLwdn must notify his/her employer, in writing amithin 30 days, of
a conviction foranytraffic violation regardless of the type of vehicle bedhiyen at the time of the violation.

Drivers All drivers of motor vehicles owned by tistrict and useddr the transportation of pupils shall be
under written contract with thBoard SeeWis. Stats§ 121.52(2).
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E. Personal Transportation Utilized for School Use

1. Car Insurance

Employees who transport students for school activities in their cars slglhdarmum insurance policy
limits of $500,000 combined single limit (CSL) liability, $250,000/$500,000 bodily injury and $100

000

property damage. A minimum of private car transportation will be utilized. Employees must notify anc

receive approval fronthe building principal prior to transporting students in private cars for sch

ool

activities. Such approval shalbe in compliance with all applicable state and federal laws and

administrative code provisions and shall include, but not be limited by eatiomtio, a review of the
empl oyee6s ahdanexamimation & theovehicl8ee Wis. Stats. 21.555.

2. All transportation will be done in accordance with Board policy.

3.25 Outside Employment

Outside employment is regarded as employment for easgtion that is not within thduties and responsibilities of the
empl oyeebs regul ar positi shalnatibe pnohibitéddronsholding enhploysnegrs dutsice
theDistrict as long as suckmployment does not interfere with assigjisehool dutieas determined by tHeistrict. The
Board of Education expects employees to devote maximum effort to the posittbictinemployed. An employee will
not perform any duties related to an outside job duegglar working hours dor professional employeeduring the
additional time that the responsibilities of hé s t positonrégsire; nor will an employee use abistrict facilities,
equipment or materials in performingtside work. When the periods of work are such that cenainirrgs, days or
vacation periodare duty free, the employee may use suctdofy timefor the purposes of neschoolemployment.

3.26 Personal AppearancéStaff Dress Code

District employes are judged not only btheir service but also btheirappearancel t i s t h e ct&lionghatr i
every e mppkasayce isoassstent with the high standards we set for ourselve®esdrect. Employeesre
expectedo present a weljroomed, professional appearance and to practice good pemggiede. Remember, to our
students, parents and the pubdimployeesepresent th®istrict.

The District expects that all employees are neat, clean, and wear appropriate dress for work that is in good taste and

suitable for the job at hand. The District willtiolerate dress or attire from school employees that the principal or
supervisor considers disruptive, inappropriate, or which adversely affects the educational atmosphere.

3.27 Personal Property

A. Liability: The District does not assume any responsibitityldss, theft or damages to personal property. In
order to minimize risk, the District advises employees not to carry unnecessary amounts of cash or oth
valuables. If employees bring personal items to wibidy are expected to exercise reasonable tware
safeguard them. The District is not liable for vandalism, theft or any damage to cars parked on school
property. The District carries no accident insurance or other insurance coverage for any loss or injury fq
which the District does not have legaspensibility.

B. Search of Personal Effects [Please see sect8®i 8f theHandbookor information on the Search of
District Propertyl Employees should have no expectation of privacy to items contained in plain view, f
example, but not limited by emerationtpaut omobi | es parked on t he Di
or within desks and cabinets, lockers, etc. Items not in plain view and contained within personal prope
e.g. purse, satchel, wallet, coat, backpack, etc., may be searcuwedrdance with applicable state and
federal law.

3.28 PersonnelRecords

An employee shall have the rigitreview certain personnel documenfson requesind consistent with the timelines and
content limitations specifieid Wis. Stat. § 103.1,%t leasttwo times per calendar yeawhile in the presence of the
administrator or his designe&he employee is entitled to examine any personnel documentsavhiased or which have
been used in determining that employee's qualifications for employmemiption, transfer, additional compensation,
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termination or other disciplinary action, aceftainmedical recordsThis examination must be accomplished in the
presence of the person officially charged byDsrict Administratorwith custody of thosdocuments No personnel
documentsnay be removed from the visual presence of the official custodiaemployeeshall have the right, upon
request, to receive copies of any documpatsitted to be reviewed pursuant to Wis. Stat. § 108xXc®&pt thosdelineated
in 8 103.13(6), Wisconsin Statutes, upon payment of the actual cost for making such Arcepyployee who is involved
in a current grievance against District may designate in writing a representative of the employee's union, collective
bargaining unit or other designated representatviaspect the records which have a bearing on resolution of the grieva

After reviewing his or her personnel records, the employee has the right to request that records he or she believes t
inaccurde or obsoletberemoved from his or her fildf the District denies the request, the employee has the right to filg
written statement and have that rebuttal attached to the disputed ré¢bedDistrict intends to release the disputed recor
to athird party, the District must also release the attached employee rebuttal statemettiiric phety. § 103.13(4) Wis.
Stats.

3.29 Personneli Student Relations

All District personnel will recognize and respect the rights of students, as establisheal lsfdte; and federal law.
Employees shall, at all times, maintain a professional relationshigxuiloit a professional demeanor in their interactio
with students. Further, employees sheftain from engaging in any actions or conduct of a sexdateéverbal or
physical) directedoward a student, including, but not limited to, sexual advaactsities involving sexual innuendo, or]
requests for sexual favors sexually explicit language or conversation. Employees shall not form inappropdatecs
romantic relationships with students, regardless of whether or not the student is 18 yelanspbdgees shall not use
profane or obscene language or gestiréise workplace.

The Board fully supports the right and desire of teachers to rimafaoper disciplinary atmosphere in all classrooms.
The Board further realizes that this is necessary if students and teachers are to realize maximum effectiveness in
cooperative goals of educational excellence.

3.30 Physical Examination
A. Examination Upon initial employment and thereafter, physical examinations shall be requDéstradt
employees in accordance with section 118.25 of the Wiscaasirtes. Freedom from tuberculosis in a
communicable form is a condition of employmebipon initialemployment, evidence that employees
are of sound health, sufficient to perform the essential functions of their assignment, is necessary to m
bindingthe offer of employment dhe initial contractas applicablewith the District.

B. Fitness for Duty The District may require a physical and/or mental examination at the expense
the Districtwherethe District has aeasonable doubt concerning the curedility of the employee
to perform the duties of his or her jaonsistentvith the limitations mposed by jpplicable state

and federal law Failure to comply with this reque

sufficiently sound health to perform duties assigned may result in discipline up to and including
discharge/termination.

Please refer t@istrict Policy 600.2

3.31 Political Activity

Employees may exercise thghits and privileges of argitizen in matters of a political nature consisteriih the
following restrictions:

A. No school employee shall, during hours for which aseceived, use any time for tbalicitation,
promotion, election, or defeat of argferendumcandidate for public officdegislation or political action

B. No school employee shall use in any way the classrooms, buildings, or pupils for the ptigntiséation,
promotion, election, or defeat of argferendumcandidate for public officglegislation or political action
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C. No school employee shall make use of school equipment or materials for the purpasstation,
promotion, election, adefeat of anyeferendumcandidate for public officdegislation or political action

3.32 Position Descriptions

Position descriptions are available for inspection for €xstrict employee.At a minimum, he descriptions will include
the job title and desiption, the minimungualifications and the essential functions of the positi@mployeesnust be
able toperform the essential functions of the pscription with or without reasonable accommodation

3.33 Severance from Employment
An employee's employme relationship shall be broken and terminated by:

A. terminationby the District, including nonrenewal;
B. voluntary resignationincluding retirement

C. failure to return to workollowing recall from layoffwithin twenty (20) calendar days of receipt of naito
do so

D. the employee having been on layoff for twel¥@)(consecutive months
E. failure to return to work the day following the expiratioraofauthorized leave of absenaad
F. job abandonmenincluding the failure to report to work or call in forawonsecutive days

3.34 Solicitations

Individuals, groups and organizations often wish to solicit employees to suggaoticallar activity or organization. This
solicitation may be charitable, political or fother purposesAll solicitations of employeemust be approveith advance
by the administratioand be consistent with Board Policy.

3.35 Student Code of Conduct andHandbook
The Student Code of Conduct addndbookis available onlinetwww.darlington.k12.wi.us

3.36 Teamwork

Providing a quality education fetudents and quality work experience for employemsolves teamworlamong all
employeesn theDistrict. Someimportant actions are:

Getting b know coworkers and their capabilities

Helping b create aespectfulpleasant, caring and enjoyable watmosphere

Making useof District technology to effectively communicate with all employeetheDistrict.
Making use ofDistrict technology in order to perform all job functions well

oo

Teamwork is demonstrated by showing respect, cooperation andsleiada altimes Serving as an effective team
member is a key component in accomplishingDistrictd s  mi, amdis aoregquirement for all District employees

3.37 Employee (Whistleblower) Protection

A. Complaint Procedurelf any employee of the Distiiceasonably believes that some policy, practice, or
activity of the District is in violation of law, a written complaint must be filed by that employee with the
District Administrator. If the complaint is about a practice or activity of the District Agin@tor, the
complaint must be filed with the Board President.

B. Purpose It is the intent of the District to adhere to all laws and regulations that apply to the District, and
underl ying purpose of this prlegalcosmpliance. Thessuppoot of @llu
employees is necessary to achieving compliance with various laws and regulations.
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C. Anti-Retaliation An employee is protected from retaliation only if the employee brings the alleged unlayvful

policy, practice, or actity to the attention of the District and provides the District with a reasonable
opportunity to investigate and correct the alleged unlawful policy, practice, or activity pursuant to the

Districtbds chain of command soribedbetomfs bnlyiavailablegoo | i ¢ i ¢

employees who comply with this requirement. The protection against retaliation that is described below

not limit the District from taking disciplinary or other employment action, including termination, against an

emd oyee where that discipline or employment adg

doe

ti

complaint under this policy. The District will not retaliate against an employee who in good faith has made a

protest or raised a complaint against s@uokcy, practice, or activity of the District, or of another individual
or entity with whom the District has a business relationship, on the basis of a reasonable belief that the
practice, or activity is in violation of law or a clear mandate dfipyolicy. The District will not retaliate

against an employee who discloses or threatens to disclose to a supervisor or a public body any policy,

practice, or activity of the District that the employee reasonably believes is in violation of lawl®oa r

regulation mandated pursuant to law or is in violation of a clear mandate of public policy concerning the

health, safety, welfare, or protection of the environment. Nothing herein shall limit or diminish an
empl oyeeds pr ot e atoifiing &comptaiatj onparticipatiegtinah invastigation or legal
proceeding, if such actions are protected by state and/or federal law.

3.38 Work Spaces, hcluding Desks, Lockers, etc.

Employees shall have no expectation of privacy with respect toeanyoit document stored in or on Distrisnedor
controlledproperty, which includes, but is not limited t@hicles desks, filing cabinets, mailboxes, lockers, tables,
shelves, and other storage spaces in or out of the classfmmordingly, the Distict may at any time and in its sole
discretion conduct a search of such property, regardless of whether the searched areas ouitgtusecdufe locked or
unlockedexcept as provided for under section 3.27, subsection B dfitimdbook

3.39 Work Made for Hire
Occasionally an employee has questions regarding the use of materials to be included indtheke@mmercial

materials. Such materials created by the employee may include lessongilfhsglevelopment presentations or tests/test

items. Any work prepared by an employee wittihne scope of his/her employment is owned byDistrict. Under
federal copyright lawghisisc al | ed f wor k Amemplayee fvith quediions regarding ownership or
copyrights ommaterials prepared within theage of his/her employment should consult with hisgwgrervisor

3.40 Workplace Safety

A. Adherence to Safety Rule#\l employees shall adhere Bistrict safety rules and regulations and shall
report unsafeonditions or practices to the appropriate superviboe safetyis an essential element of
having a safe workingnvironment.Employees should knotie following

Location of fire alarms
Location of fire extinguishers
Evacuation routesand
Whom to notify in case of fire

PwpdNE

Employees need to take paetions to prevent fires from occurring. In the event ffea the most important
task is to sound the alarm and clear the building. Emplastemdd not risk their safety in fighting fires.

B. Protection of Staff An employeeshall report all cases ofseultor injury sufferedin connection with
employmenin the performance of duties tiee District Administratoor his/her designee, wishall
acknowledge receipt of such report and keep the staff involved informed of action taken

1. Al nj ur y 0 calbdanmts angrhplowee caused by accident or disease in thenzarterof duties
by the employee.

polic

2 APerformance of dutiwistohime anlse damplecy @ed $ oa unte

and performedh the line of duty.
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C. Notification d Safety and Health Standard#/isconsin Satue 8 101.055 requires the Wisconsin
Department of Commerce to adopt and enforce safety and health standards that will provide protection to
public employees at least equal to that provided to private segudoysasunder standards promulgated by
federal Occupational Safety and Headministration (OSHA).A District employee who believes that a
safety or health standard is being violated, or that a situation exists which poses a recognized hazard likely
cause death or serious physical harm, may requeBigtrict to conduct an internal review of the matter.
Furthermore the employee may requesttheconsin Department of Commerimeconduct an inspection.
The District shall notliscriminate against alischarge any employee for exercising any right afforded by this
section. An employeanay file agrievance under Part |, sectidof thisHandbookandDistrict policy
1300.3to address the workplace safety issues as defined in subséctielow. Theemployee may, in
his/her discretiopalso filea complaint with the state Division of Equal Rights withiirty (30) daysif the
employee believes a violation of the first sentence of this paragraph ocGeesdVis. Stag 101.055
Public Employee Saty and Healthavailable athttp://commerce.wi.gov/sb/docs/SB
PubSectSafEmployeePoster9301.pdf

D. Weapons ProhibitianFirearms and dangerous weapons are prohibited proglkerty of the District. The
prohibition includesiangerous weapons afigéarms in vehicles on school propertyw enforcement
officers who areactingin their official capacities are the only persons excepted from this prohibition.
Firearms and dangaus weapons have the definitions set forth in the following statutory provisigiss:
STAT. 88119.25,120.13(1), 941.235, 948.60, 948.605, 948.61

E. Disaster PreparednesAll employees must become familiar with building procedures in the event of
emegency such as fire, tornadatruders, etc. When drills are staged, every staff member and student must
follow proper procedures.

3.41 Violence/Bullying in the Workplace

A. Expectations Violent behavior of any kind or threats of violence, eittieector implied, are prohibited on
District propertyand atDistrict spon®red eventsThe District will not tolerate such conduwy its
employeesformer employees, contractors, or visitofmn employee wh@ngages iwiolent behavior shall
be subject to disciplingraction up to and includinterminationand may alsodreferred to law enforcement

B. Definitions as Used Under this Section

1. Workplace Violence Behavior in which an employee, former emplayeentractoior visitor to a
workplace inflicts or threatens faoflict damage to property, serious harm, injurydeath to others at the
District or under the direct supervision of the District

2. Threat A communicated intent to infligthysical or other harm on any person or property

3. Intimidatiort Behavior or commnication that comprises coercion, extortion, duress or putting in fear.

4. Court OrderAn order by a Court that specifies and/or restricts the behavior of an individual. Court
Orders may be issued in matters involving domestic violence, stalking or hamgssmeng other types
of protective orders, including temporary restrainindeus.

C. Prohibited Behavior Violence in the workplace may include, but is not limitedhe following list of
prohibited behaviors directed at or by employeesupervsor orvisitor:

Assaultor battery

Blatant or ntentional disregard for the safety or wiedling of others.

Commission of a violent felony or misdemeanor.

Dangerous or threatening horseptayroughhousing

Direct threds or physical intimidation.

Loud, disruptve, profaneor obscendéanguageor gestureshat areclearly not part of the typicachool
district learningenvironment.

Physical restraint, confinement.

ogrwNE

~
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8. Possession of weapons of any kind on District property [pleasesten3.4(0.
9. Stalking.
10. Any other act that a reasonable person would perceive as constituting a threat of violence.

D. ReportingProcedure An employee whas the victm of violence, believes he/she Hmesen threatened with
violence, or witnesses an act or threat of violence towards argtsa shall take the following steps:

1. If an emergency exists and the situation is one of immediate danger, the employee shall contact the loc:
law enforcemenby dialing 91-1, and may take whatever emergency steps are availabbgparopriate
to protect hindherself from immediate harm, such as leaving the area.

2. If the situation is not one of immediate danger, the employee shall report the incident to the appropriate
supervisomwr his/her designeas soon apossible and complegWorkplacelncident Report Form

An employee who has receivadestraining order, temporary or permanagginst anndividual, who may
impact the employee at work [e.g. verbal or physical contact or proximity has been prohibited or restricted]
shall immediately supp a copy of the signed order thas/hersupervisor. The supervisor shall provide copies
to theother appropriate supervis@aad informother employees on an-aeeded basis.

E. Investigationand Investigatiofrindings The District will investigate all copiaints filed andnay
investigatan other situatias where no complaint was filbdit wasb r ought t o t he Di sjtr
Retaliation against a person who makg®adfaith complaint regarding violent behavior or threats of
violence made to him/hés also prohibited.

In appropriate circumstanceabge Districtwill inform the reporting individual of the results of the
investigation. To the extent possible, the Distrdl maintain the confidentiality of the reporting employee
and the investigatigrtbut may need to disclose results in appropriate circumsta@cgsin order to protect
individual safetyor to conduct an adequate investigationhe Districtwill not tolerate retaliation against any
employee whan goodfaith reports workplace vience.

SECTION 4. GRIEVANCE PROCEDURE

The District has adopted a grievance procedure to resolve grievances by employees concerning discipline, termination
workplace safety. A copy of that policy is contained in Appeof this Handbook.

SECTION 5. PAY PERIODS

5.01 Payroll Cycle
A. School Year Employees

1. Teachers an8upport StafPayrolt Employees will have their pay deposited directly into the financial
institution of their choice. Employees will be paid every two weeks during each month of employment
Teachers whoalnot file an authorization will be paid on a school year basis. For teachers who-elect bi
weekly pay periods, each check will be computed on the basis of 1/26 or 1/27 of the contractual amount
according to the districtbds pay day schedul €.

Accumulated namber of sick days, including the days in the current contract year, will be provided to
each teacher on the first paydiiyough the Employee Access software system.
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B. Calendar Year Employee#ll employeesscheduled to work the calendar yealt be placed on théwenty
six (26) payroll cycle

5.02 Direct Deposit Payment Method

All employees shall participate in a direct payroll deposit plaimect deposit statemenévailable onlineon each pay
day. Direct depaschanges may be madéer givingthirty (30) calendar days noti@e writing.

5.03 Definitions for Payroll Purposes Only
A. Day. A day shall run from 12:00 midnight (12:00 a.m.) to 11:59 p.m.

B. Week A week shall run from 12:00 midnight (12:00 a.m.) &ayuntil 11:59 p.m. the following Saturday.
C. Pay Period The pay periods shall begiuly Istandshall be comprisedvery two weeks of the calendar.

5.04 Salary Deferralsi Tax Sheltered Annuities (TSA

A. The District will maintain a TSA program withoutieg d t o t he empl oyeeds cu
contribution amounts. Empl oyees shalll have t
Service (IRS) Code 403(b) Savings Program and invest their money through salary deferratiesamd
other qualifying I RS Code 403(b)(7) invest ment

Vehicled).

B. The purchase of the annuity will be optional for the individual employee. The employee may
403(b) elective salary reductionshmet ax dol | ars (sal ary reduc
contributions)

C. Employes will be permitted to have their contribution remitted via payroll deduction to an Investi
Vehicle offered bya vendor listed as a Distriepproved endor, as rguired by the IRS Code and as directsg
by the Districtds plan document .

D. A vendor becomes a Distrigpproved endor by meeting the requirements set forth by the District wh
include, but are not limited tahe vendor signing a Distrigipproved HoldHarmless Agreement. The
District may ask for proof of vendor registration frone ttmployedo ensure a Distrietpprovedvendor has
been chosen. The total number of vendors shall be limited to no moré.thaat any time there are nog
active employe® contributing to a particular vendor, that vendorldb@kemoved from the Distrigpproved
vendor list.

E. The amount to be deducted is selected and the determination made wholly by the person chog
participate in the Savings Program.

F. Effective July 1, 2A.1 the District will mail monthly a papecheck tothe TSA vendor(s) the amount of th
salary deferral elected by the employel@ unforeseen circumstances, transmittals will be nmadiater than
fifteen (15) business days following the endtled month in which the amount would have been paid to
participant.

G. Employees may choose to defer a specific dollar amount up to the amount permitted by law. The
reduction limit (402(g)(1) the age fifty (50) additional deferral (414(V)(2)(B i ) ) , and
provision(402(g)(9) for employees with fifteen (15) or more years of service may change annually.

H. The salary reduction limits will be adjusted from time to time to conform to statutory limits.

I. CatchUp Contributions

1. Documeat ati on will only be required where the
year are in excess of the 402(g) limits.
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2. The employee agrees to provide documentation certifying compliance with applicable IRS rules an
regulations fromhe Empl oyeeds TSA vendor within thirty

3. The District agrees to provide the employee, upon written request, with timely information available fron
t he Districtds r ec oabldthe empybeitocniakeicatchprdefarrals sar y t|o

J. Generdl

1. The employee shall be permitted to change the TSA amouwsnolor three (3)imes per calendar year
unless otherwise permitted by the Business Manager, provided he/she provides the District with gt lez
thirty (30) business daysotice prior to the econd payroll date of the monthStopping contributions
does not constitute a changelpon initial enrollment for new employegbe employee shall certify in
writing as requested by the District but no more tivemtimes per year (e.g., due to a change intiule
equivalency, absence, other deferrals, etc.), that the dollar amount of salary reduction withheld fro
compensation complies with the limits applicable to 403(b) TSA plan deferrals and does nottlexceed
amount permitted under Section 403(b), 415 and 402(g) of the IRS Code except as provided for below.

2.1l n no event shall t he e muhdey eredns(10e%0 ofttheighb wtyie e rt
compensation less payroll and other required déshs: Employee and employer contributions are
100% vested and neorfeitable at all times.

K. Salary Reduction Agreement:

1. Employees will be required to sign an agreement to authorize TSA deductions from maleided by
the TSA vendar The District,without the consent of the employee, is authorized to modify tlheysa
reduction agreementio comply with applicable legal requirements. The District will provide the
employeewith reasonable notice concerning any such modification.

2. The District will provide the employee with a dated and initialed copy of the authorized salary reduction
agreement once the employer acknowledges receipt of the modified salary reduction agreement.

3. Achange in a beneficiary designation shall take effect when the electioteigted by the Vendor.

4. The Employee acknowledges the District made no representation to the Employee regarding tt
advisability, appropriateness or tax consequences of any salary reduction agreement, participation in a
sheltered annuity, or the commpmy whi ch i ssues the annuity cpnt
salary reduction funds. The Employee agrees the District shall have no liability whatsoever for any los
solvency, operation or benefits provided by the TSA vendor.

SECTION 6. COMPENSATION AND EXPENSE
REIMBURSEMENT APPLICABLE TO ALL
DISTRICT EMPLOYEES

6.01 Mileage Reimbursement

TheDistrict shallreimburse employees an amoequal toforty-six (46) cents pemile to each employee
required by thd®istrict to drive his or her personal vehicle durthg course of performing duties for théstrict.
Forms to be used to report mileage shall be available iDifttect and Buildingoffices.
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7.01

7.02

7.03

8.01

8.02
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SECTION7. WORKERGS COMPENSATI ON

Worker's Compensation Coverage and Reporting Responsibilities

All employees shall be ceved by Worker's Compensation Insurance. Any employee who is injured on the job

shall report the injury to thBistrict office prior to seeking medical attention if at all possible. In the event of an

emergency, the employee shall notify his/her immediaipervisor within twentfour (24) hours after the
occurrence of the injury or as soon as practicablee employee shall fill oinaccident report forrm
Darlington Elementary/Middle, High School or District offices

Benefits While on Worker's Compensation

If any employee is injured whilgerformingduties for theDistrict, theDistrict shall continue to provide worker's
compensation insurancand the employee will be compensated in the following manner:

The employee will receive his/her workestampensation payment. No other leaves will be applied to fthe
worker's compensation leave. The employee, subject to the rules and regulations of the carrier, may be

eligible for longterm disability leave

InjuriesNot Covered by Workerodos Compensation

Sone types of injuries suffered while at work may negult in paymentundevor ker 6 s compensgat

Examples of nortovered injuries suffered at work include, but are not limited by enumetatitive following:

A. Injuries beause of a seihflicted wound
B. Injuries sustainedbetdas e of an empl oyeeds horseplay.
C. Injuries sustained while an employee does an activity of a strictly private nature.

SECTION 8. SICK LEAVE

Sick Leave Earned

A. Calendar Year Employee&ach employee shall be credited witle (1) day of paid sick leave per
month of employment to a maximum of twelve (12) days per contract year.

B. Professionataff Employees Each employee shall be credited with one (1) day of paid sick lead® pe
working daysof employment to a maximuwf twelve (12) days per contract year.

C. Support StafEmployees Each employee shall be credited with one (1) day of paid sick lea2@ per
working daysof employment to a maximum ofrelve (12) days per contract year.

D. Crediting of Sick Leave Sick leave though credited at the beginning of each fiscal year is vested only

upon completion of the work year. Any employee terminated or resigning will be credited only with
those days earned at the time employment is severed.

E. Parttime Employees Parttime employees will receive sick leave on a-mted basis based upon the
number of hours they are scheduled to work.

Sick Leave Use
A. Sick leave shall be paid for any absence from work due to the:

1. Personal illnessnjury or serious health calition of the employee;

2. lliness or injury of an employee's child under the age of eighteen (18) or age eightemro(d8)if the
child has a handicapping condition as set forth in Wisconsin AdministrativesgotienP| 11.02(23)

3. Serious heah condition ofa spouse, childjomestic partner grarent.

=



4. Medical or dental appointments for the employee and/or child that cannot be scheduled outside of t
employee's regularly scheduled work hours.

B. Definitions the following definitions applynder this section:

1. Child: means a natural, adopted, foster or treatment foster child, a stepchild or a legal ward who is
than eighteen (18) years of age or the individual is eighteen (18) years of age or older and cannot ¢
himself or heself because of a serious health condition. For the purposes of €@8pA (3), all
definitions in this paragraph apply except for age eighteen (18).

2. Parent means a natural parent, foster parent, treatment foster parent, adoptive parentnstepjemal
guardian of an employee or an employee's spoudemestic partner

3. Spouse means anraployee's legal husband or wife.

4. Serious Health Conditionmeans a disabling physical or mental iliness, injury, impairment or conditig
involving any of the following:

a Inpatient care in a hospital, nursing home, or hospice.
b. Outpatient care that requires continuing treatment or supervision by a health care provider.

5. Domestic Parthermeans a relationship betweisyo (2)individuals tha satisfies all of the following:

a. Each individual is at leastighteen (18years old and otherwise competent to enter into a contract.

b. Neither individual is married to, or in a domestic partnership with, another individual.

c. Thetwo (2) individuals are not related by blood in any way that would prohibit marriage Ender
765.(8, Wis. Stats.

d. Thetwo (2) individuals consider themselves to be members of each other's immediate family.
e. Thetwo (2) individuals agree to be responsible for eattteds basic living expenses.

f. Thetwo (2) individuals share a common residence. Two individuals may share a common residé
even if any of the following applies:

1). Only one of the individuals has legal ownership of the residence.

2). One or badh of the individuals have one or more additional residences not shared with the ot
individual.

3). One of the individuals leaves the common residence with the intent to return.

C. Sick Leave IncrementsSick leave may be allowed in incrementdalf days for teaching staff and
one hour per support statfess than one (1) hour increments maybe taken alishestionof the
principal.

8.03 Sick Leave Accumulation

Sick leavefor employees will accumulate for feilme and partime employees to a maximurh ti22days PartTime
employee8earned sick leavieours will reflect the hours based on the percentage of employment.
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8.04 Sick Leave and Longterm Disability

In the event an employee becomes eligible for benefits und®igtrect's long term disability ingrance program, the
employee will no longer receive paid sick leave.

8.05 Overused Sick Leave

If an employee were to leave the school system prior to the completion of his/her contracttberschool year for an
individual teacheand had used all sick leava sum equal to the sick leave days not earned would be deducted from
remaining pay.

8.06 Reporting Procedure- Doctor's Certificate

If at all possible, each employee shall be required to inform his/her supervisor pricadsomn as possikdéter his/her
normal daily starting time of his/her need to be absent for one of the reasons fdi@dlbove.Whenever the
supervisor deems such verification appropritite employee malye required to furnish thigistrict with a certificate of
illness signed by either a licensed physician owasepractitioner Such certificate should include a statement releasin

the

the employee to return to work and a statement as to whether any limitations or restrictions are placed upon the work

which may be performedNothing in this section shall be interpreted as limiting the District's ability to discipline or
discharge employees for excessive absenteeism.

8.07 Holidays during Sick Leave

In the event that a paid holiday falls within a period when an employee is onudatedrsick leave, it shall be charged as

a paid holiday and not deducted from the employee's earned sick leave.

SECTION 9. JURY DUTY LEAVES

9.01 Jury Duty Leave
Subjectta he provision on APayment f o mondccumelative paid leaverfad muchy

time as is required will be provided to an employee to serve on a jury for which he or she is summoned by the coyrt wh

such duty occurs during the employeeds work hours.
theenpl oyeeds regular work hours or work days.

9.02 Employee Notice

An employee must notify his or her immediate supervisor as soon as notice of jury duty is received. Also, the employe

expected to contact his or her immediate supervisor immediately upona&aomiof jury duty or when temporarily
relieved of jury duty.

9.03 Payment for Time Out on Jury Duty

An employee who is unable to report for work because of jury duty will be paid the regular hours he or she is schedulec

work. The employee will send a cop¥the check received from serving on the juryhieDistrict Administrator and/or

his/her designeand will be docked that amount (less any travel expenses received) on the next payroll. The employee

will not suffer any loss of benefits that would laied during this time (i.e. sick leave, health insurance, vacation, e
or loss of any salary adjustment to which the employee is entitled. The time required for any employee to serve o
duty will not be deducted from sick leave or vacation tiheeemployee has earned or will earn in the future.

SECTION 10. BEREAVEMENT LEAVE

10.01 Bereavement/Funeral Leave for a Death in the Immediate Family

In the event of death in an employee's immediate fagwiiich includes idaws), the employee shall be allowed per
occurrencefive (5) day(s) off work with pay. Such days shall be deducted fronh e e mpatcomulated&isk leave.
Immediate family includgthe spouse, parentdpomestic partnechildren, brother, sister, grandchildren, stefatives of
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the same relatiohgp as provided herein of the employee and his or her spdigte: domestic partner shall have the
same definition as used in Section 9.02, subsection B, subsection 5.

10.02 Bereavement/kineral Leave for a Deathof an Individual Outside of the Immediate Family

Employees shall be granteso (2) day(s) with pay per occurrence to attend funeralgmaindparentsaunts, uncles,
nieces, nephews, firstcousmasnd ot her i ndi vi dual s r e.sSuct dapsghall be deducted
from the emplog e @&csumulated sick leave.

10.03 Additional Bereavement Leave

In extenuating circumstances, additional days may be granted by the District Admingsttasdner designeeSuch
additional days, at the option of the employee, shall be deducted from theyeegphccomulated sick leavé the
employee wants paid leave

10.04 Part-time Employee

Parttime employees will receivieereavemerieave on a proated basis based upon the number of hours they are
scheduled to work The prerated amounshall be based on tlassumption that a futime employee works 2,080 hours
per year

10.05 Bereavement Leave Increments

Bereavement leawsill be allowed in increments ohehalf day with Administration approval, for friends or relatives
whichwill be deducted from accumulateidisleave.

SECTION 11. PERSONAL LEAVE

11.01 Personal Days Provided

A. Calendar Year Employee&mployees shall be entitled to upttoee (3)days of personal leave each
employment year.

B. SchoolYear Employees Employees shall be entitled to upttmee(3) days of persnal leave each
employment year.

e m

C. A fidayo of personal | eave is defined the same

increments as sick leaand shall be deducted from the empldgesick leave

11.02 Reasons for Personal Leave

Personal leavenay be used for compelling personal obligations which cannot reasonably be conducted outside of the

employee's workday.

11.03 Personal Leave Day Restriction

Personal leave daysill not be used to extend a holiday, vacatgimpping tripor school recessapiod. The personal
leave day will not be granted during thiestf or lastfive days of schoglon a parenteacher conference dayon in
servicéCMP days. Personal leave during these periods may be approved for personal bfsmigsnatters or legl
issueghat cannot be rescheduled for a different tanthe discretion ahe District Administratoor his/her designee
Personal leave shall not be used as vacadticaddition, personal leave shall not be used to attend Association
membership memgs or legislative rallies, to engage in job actions such as picketing or demonstrating, or to partici
activities designed to embarrass or discredit the District.

11.04 Approval of Personal Leave and theélotal Number of Employees on Personal Leave

A. A request in writing to th@rincipalshall be made as far in advance as possible, normally not less
two (2) days. Emergencies may delay the submitting of the written statement until the employee
to work.
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B. The Supervisoihas the right to approwe disapprove all requests.

C. No morethan three (3gmployees per building may take personal leave on any given day when schg
in session, unlegke District Administratoor building Principalgrants approval texceed the three (3)
enployee limit.

11.05 Part-time Employees

Parttime employees will receivigersonaleave on a proated basis based upon the number of hours they are schedu
to work. The prorated amount shall be based on the assumption thattarfalemployee works 2,080 hours per year

11.06 Personal Leave Increments
Personal leave may be allowed in incremerfitsneh al f day i ncrements or at the

11.07 Emergency Days
Emergency leave may be grantedti Principabr District Administrator and shall be chargedHheit sick leave.

SECTION 12. UNIFORMED SERVICES LEAVE

Pursuant to federal and state law, the District preveligible employees with leaves of absence without p
for purposes of federal service in the uniformed services or active state service. Eligibleeemgloguld
notify the District of the need for a leave of absence as far in advance as possible and should notify the

ol is

ed

ay

Dist

of the commencement date of the military leave and its expected duration. Eligible employees should a

provide the District vth a copy of any relevant military orders.

All rights and privileges regarding salary, benefits, status, and seniority shall be reserved to such employee

required by law.

An employee on leave shall notify the District of his/her intent to retummark in a timely manner following
his/her period of military service. Failure to notify the employer of his/her intent to return within a reasd

period may subject the employee to disciplinary action up to and including termination for unexcesed.aps

An empl oyeeds reemployment rights and benefits
or active state service shall be governed by any applicable federal and/or state laws.

Employees who have any questions about thgints under state and federal military leave provisions sho
speak withthe District Administrator.

SECTION 13. UNPAID LEAVES OF ABSENCE

13.01 Medical Leave

A. Employees requiring medical leave should also refer to Section 2.05 and Appermdithis Handbookfor
informationregarding leave under state and federal Family and Medical Leave laws. Any leave taken
any District leave policies shall run concurrently with any leave taken watdter and federal Family ang
Medical Leave laws

B. Application ProceduresAll requests for an unpaid medical leave of absence, other than emergencies
be submitted to the District at leasirty (30) days prior to the anticipated beginning of feave.Such
application will be reviewed and processed by the District Administeatdrshall be granted or denied i
his/her sole discretionThe request musttec compani ed by a physici anos
and anticipated duration of the leave. The District reserves the right to request interim statements f
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13.02 Child Rearing Leave
A.
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physician.The unpaid medical leave of absence shall not exceed one (1) calendar year, unless the em
eligible for longterm disability benefits as provided for undidwe current employee handbook the

bloye

employee is eligible for lonterm disabity benefits, the District shall grant an unpaid medical leave due to

disability through June 30 of the current year

Benefits During Leave

1. Length of service and other benefits shall not accrue during fekee under this policy

2. The employeanay continue health insurance during the leave of absence by remitting the full pre
amounts to the District. The continuati on
upon the healtimsurance carrier allowing such a bendfithe premium is not received by the first of th

miur
of
e

mont h, the employeebs insurance coverage shall

3. During the unpaid leave, the employee shall retain accumulated paid leave, but shall not accrue a

additional paid le#e during the unpaitbawe.

Admi ni strator or his/ her designee of -five ®®) dagsyppor
to the expiration of the leave. If the emypte does not provide such notice, he/she will be deemed to

. Placement upon Return from LeaveThe employee shall maintain communication with the Distrct

oy ¢
have

resigned from his/her position with the District as of the expiration date of the leave. Upon return from

leave of absence under tipislicy, the employee may be returned to his or henérposition, if available. If
the former position is not available as determined by the District, the employee shall be returned to a
equi val ent in terms of percentage of contract
incresed due to nonrenewal or layoff, whichever is applicable.

The employee shall be eligible to return to duty from an unpaid medical leave of absence when he/she|i

physically able provided:

1. The employee has previously indicated his/her intent to rétutnty following the expiration of the
medical leave.

2. The employee provides his/her physician's certification that he/she is able to return to work. The Di
reserves the right to designate anosichrssr phys
certification. If the two physicians' certifications are in conflict, a third mutually agreed to physician
issue a physician's certification. The third physician's certification will be binding on the parties. The
District willpay allcosta s soci ated with the second and t hi

Failure to Return after Expiration of Leavhkt the event the employee does not return to work following th
expiration of the leaveand subject to applicable legal restrictioms/shewill be deemed to have resigned
his/her position with the District and waived any and all rights to further employment by the District.

Interaction with FMLA. Employees requiring child rearing leave should also refer to Section 2d05
Appendix A of this Handbook for information regarding leave under state and fdemmily and Medical
Leave laws. Any leave taken under any District leave policies shall run concurrently with any leave

under state and federal Family and Mediceh\te lawsAny portion of the child rearing leave taken under

state or federal Family and Medical Leave laws shall be provided subject to all state and fede
requirements.

Application ProceduresThe employeeshall make written application for ampaid child rearing leave to the
District Administratorat leastthirty (30) days in advance unless thmployeds unable to provide such
notice due to medical reasowsn the case of an adoption, the teacher is unable to provide such advang
notice de to the placement requirements of the adoption process. The application for an unpaid child
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leave shall include acceptable medical or legal (for adoption) verification and the anticipated date of
beginning the leave and return to work. Suchiappbn will be reviewed and processed by Ehstrict
Administratorand shall be granted or denied in his/her sole discretion.

C. Duration of the Unpaid Child Rearing Leavéhe maximum lengtbf the leave shall bemited totwelve
(12) weeks Shorter lege ard/or an early return from the leave shall only be upon the mutual agreement
theemployeeand the Board.

D. Benefits during the unpaid child rearing leave

1. The child rearing leave is an unpaid leave.

2. During the unpaid child rearing leave, #mployeemay continue participation in insurance programs 4a
his/her own expense subject to approval of the carrier. If the premium is not received by the first of
mont h, the teacherdés insurance coverage shal

3. During the unpaid child rearingave, theemployeeshall retain accumulated paid leave, but shall not
accrue any additional paid leave during the unpaid child rearing leave.

E. Return from the Unpaid Child Rearingéve The employee shathaintain communication witthe District

the

Administ rat or or his/ her designee of thirty0) eagsmplionty e £ O ¢

the expiration of the leave. If the employee does not provide such notice he/she will be deemed to hay
resigned from his/her position with the Distras of the expiration date of the leave. Upon return from any
leave of absence, the employee may be returned to his or her former position, if available. If the formel
position is not available as determined by the District, the employee shall medetoia position equivalent
in terms of percentage of <contr ac treducedoeisceaseddee
to norrenewal and/or layoff, whichever is applicable.

13.03 Unpaid Leave of Absencéd For Other than Medical and Child Reaing Reasons

A. Application ProceduresAll requests for other unpaid leave of absence, other than emergencies, must b
submitted to the District &astthirty (30) days prior to the anticipated beginning of the leave. Such
application will be reviewednd processed by the District Administrator and shall be granted or denied i
his/her sole discretion. The unpaid leave of absence shall not exceed one (1) calendar year

B. Benefits During Leave

1. Length of service and other benefits $hak accrueduring such leave.

2. The employee may continue health insurance during the leave of absence by remitting the full pr
amounts to the District. The continuation
upon the health insurancergar allowing such a benefit. If the premium is not received by the first of
month, the employeebs insurance coverage sha

3. During the unpaid leave, the employee shall retain accumulated paid leave, but shall not accr
additioral paid leave during the unpaid child rearing leave.

E. PlacementiponReturn from Leave The employee shathaintain communication witthe District
Admini strator or his/ her designee thirty(30)dags e m
prior to the expiration of the leave. If the employee does not provide such notice he/she will be de
to have resigned from his/her position with the District as of the expiration date of the leave. Upot
return from any leave of absence, the employeelmagturned to his or her former position, if
available. If the former position is not available as determined by the District, the employee shall &
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returned to a position equivalent in terms
contract was reduced or increased duedwenewalor layoff, whichever is applicable.

SECTION 14. BENEFITS APPLICABLE TO ALL
EMPLOYEES

14.01 Cafeteria Plan/Flexible Spending Account

The District will provide an Internal Remae Service authorized cafeteria plan/flexible spending acfie8A{ under
applicable sections of the Internal Revenue Codd& 8106, 8125 and 8129) to permit employees teduce their
salary and contribute to an FSA to cover the following expenses

A. Payment of insurance premium amounts (IRTS);

B. Permitted medical expenses not covered by the insurance plan (IB&) ® a maximum dive thousand
($5,000)perplan year, September 1 through August 31 of each year.

C. Dependent care costs (IRC189) subject to the limitations set forth in the Internal Revenue Service Code.

Note: Pursuant to the Federal Health Care Reform Act the maximum amount allowable limit under this plan is
$2,500.00 beginning September 1, 2012.

Effective September 1, 20: An employee may designate, under the flexible reimbursement plan/cafeteria plan, a
maximum of two thousand five hundred dollars ($2,500) of eligible health and dental care expenses not covered b
insurance plan (IRS Codel®5, §125) per plan year

Payments and the designation of amounts to be contributied &mployee's account will Isebject to the procedures,

y the

rules and regulations of the plan's administrating agéreyprovision of this plan shall be contingent upon the continuance

of this benefit under the applicable Internal Revenue Code Se@i@0s, §106, 8125 and 8.29)

14.02 Dental Insurance

The Board shall provide dental insurance to eligible employees. The insurance carrier(s), progranyggrages will
be selected and deteined by the BoardEligibility for, and payment toward coverage for individual employment grou
are set forth in the applicable of theHandbookcovering such employees.

14.03 Health Insurance

The Board shall provide health insurance to eligible empiydée insurance carrier(s), program(s), and coverages Wi

be selected and determined by the Bodtfliibility for, and payment @yments toward coverage for individual
employment groupsra set forth in the applicable of theHandbookcovering suctemployees.

14.04 Liability Insurance
Employeesshall be covered for liability in accordance with the terms of the District's liability insurance policy.

14.05 Life Insurance

The Board shall provide life insurance to eligible employees. The insurance carriedsgngs), and coverages will be
selected and determined by the Board. Eligibility for, and payments tovesetage for individual employment groups
are set forth in the applicablep of theHandbookcovering such employees

14.06 Long-Term Disability
The Baard shall provide longerm disability insurance to eligible employees. The insurance carrier(s), program(s), &
coverages will be selected and determined by the Bddrgibility for, and paymenibward coverage for individual
employment groupsra st forth in the applicablegst of theHandbookcovering such employees.
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14.07 Wisconsin Retirement SystenfWRS) Contributions

The Board agrees to contri buisrequtede empl oher ésmpsbge
contributionas requied bystate statute requirements Under no circumstances sha
required WRS contribution.

14.08 Defined Ber€fit or Defined Contribution Post-Employment Benefit

Upon retirement, with at least twerkyo (22) years of service to tiarlington Community School District, teachers
will be paid thirty (30) dollars per day for each unused sick day accumulated to the maximum of 110.

PartTime staff will be paid their unused sick time based on the percentage of their employment.
Three spport staff employees will be eligible for the following benefit in any one year: Support staff having ten (10

years of service to the district will receive thirty ($30) dollars per day of accumulated sick days to a maximurfiva fifty

(55) days. Suppbstaff having fifteen (15) years of service to the district shall receive-fhigy($35) dollars per day of
accumulated sick ga to a maximum of eightfive (85) days upon leaving employment for any reason other than
termination.

14.09 COBRA Law Continuation of District Health Plan Participation

The District, pursuant to the Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) and state law, of]
employees the opportunitytoe mai n on t he District 6s h ethegtolp ratedneertaira
instances where coverage under the plan would otherwiseegnployees who have any questions about continuation
Health Plan participation should speak to Eligtrict Bookkeeper.

SECTION 15. WORK STOPPAGE

Employees of th®istrict shal not engage in, condone, assist or support any strike, slowdown, or sanction, or withh
full or in part any services to thsistrict. In the event of a violation of thiSection, theDistrict may take whatever
disciplinary action it deems appropriate to and including discharge
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SECTION 1. DISCIPLINE, TERMINATION AND
NONRENEWAL

1.01 Nonrenewal

Teaches employed inhe District are subject to nmnewal as prescribed in Sec. 118.22, Wis. Stastion 118.22 Wis.
State Stats dictates the nonrenewal date as on or before Milpidfenewal decisions are reviewable under the standard
and procedures setu t in the Districtods Gri evanAefthiBHaodboekd ur e,

1.02 Discipline and Termination

A teacher may bdisciplined oterminatedduring the term of an individual contrdot ficausé. Discipline ortermination
decisionar e revi ewabl e under the standards and procedur
in AppendixA of thisHandbook

1.03 Representation

Inthe event any employee is called to a meeting with representativesnétiiet for the purpose of issuing discipline o
discharge, or for the purpose of investigating circumstances which may lead to discipline or dischBiggidtishall
advise the employee of his or her right to representation prior to the meetitng. event theraployee chooses to have
representation, the meeting may be delayed, at the discretionikthet, until appropriate representation may be
obtained.If no Association representative is available, the employee may elect to proceed with the meadirgawith
Association representative, or may elect to waive his or her opportunity to meet, in which case the District may mg
decision without conducting an employee meetiNgthing in this provision prevesithe District from removing an
employee fron the work place if immediate action is required.

1.04 Disciplinary Materials

Copies of any disciplinary material(s) shall be provided to the employee before such rmaterisspondencis placed
in an employee's personnel file. The employee shall havapiatunity to reply to such materials and affix his/her rep
to said material.

SECTION 2. PROFESSIONAL HOURS/'WORKDAY

2.01 Normal Hours of Work

Teachers are professional employees as defined by the fedierehBor Standards Act and tiiéisconsin Municipal
Employee Riations Act,8111.70(1)(L), Wis. Stats.

Al t hough professional s6é work is not | imited t o daringy
which full-time employeeare expected to be at schaok considered to be eight (8) hours ¢y Monday through
Friday including a dutyree thirty (30) minute lunch periodl'he actual workday for each building shall be established
the Board.

2.02 Administratively Called Meetings

Staff Meetings Teachers are required to attend all mandadrginistratively called staff meetingddministratively
calledmeetings may begithirty (30) minutesefore the normal workday begins orthaty (30) minutedater than the
end of the normal workday. The number of staff meetings shall be estalflistreAdministration The administration
shall attempt to provide reasonable notice of all such meefiegshers who are required to attend administratively
called meetings will receive no additional remuneration, above their regularly paid satargteriding such meetings.

Other Administratively Called Meetings he notification and duratioprovisions ofsection2.02, subsection Aabove do
not include norsall they apply to meetings afdividualeducationaplansteams, the preparation ofdiwidual education
plans, parerteacher conferencedepartment meetings activities of similar nature, which are normally conducted at
other timesTeachers are required to attend such events regardless of the date, time or duration of said meetings.
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Teachers who are required to atteadhother administratively called meetings will receive no additional remuneratio
above their regularly paid salaries, for attending such meetings.

2.03 Attendance at School Events

Teachers are required to attend all detory administratively required school eveffits example, butotlimited to,

open house, parentteacher conferences, Individual Education Meetinfsg¢se events, though not limited by
enumeration, may be an open house, music program, art show @hefobistrict or building events that occur after the
normal workday Teachers wh@iave a cecurricular conflict or have prapproved coursework to attenthy be excused
at the discretion of thBrincipaland/or his/her designee&such conflict shoulddocommunicated to the applicable
administrator as soon as possible before the date of the open house.

2.04 Consultation with Parents

Each teacher shall consult with parents so that parents recognize the important role they play in shaping the attitu
their children and assume greater responsibility for the performance of their children and for the excellence of our
Such consultation may be in the form of phone contacts, home visitations, progress repersgrirappointments, etc.,

in additionto the scheduled parent/teacher conferences.

2.05 Emergency School Closures

In the eventhe Districtis closedor an individual building(s) islosedfull or partialday closuresnaybe made up at the
discretion of the District. The District shall, at a minimmake up all days/hours necessary to guarantee the receipt
state aids and/or necessary to meet the minimum annual school year requirements (days and hours) of the State
Wisconsin. Teachers shall not receive additional compensation in the ev@&istitict requires such day(tine to be
made up with or without pupilSOn CMP days where there is inclement weather and it is necessanyceithe start of
the school, staff may be asked to report to wdflschool is cancelled for state champitonrnament games, staff is not
required to report to school that day. The board may or may not require the time to be made up.

2.06 School Calendar

The school calendar shall be determined by the Board. The calendar shall cdri@éstayfs. The determinaitn of the
structure of the days, e.g. instructionatsarvice, workdays, etcshall be at the discretion of the Board.

SECTION 3. PROFESSIONAL GROWTH

3.01 Requirement to Remain Current

All teachers shall engage in independent and aeffeets to maintain high standards of individual excellence. Such
efforts shall include keeping current in each specific and applicable area of instiBoaod established curriculum,
encouragi ng fbest Inaddiiion tomairdaomg kigh dtandaeds af excellehce for the students and
school, the teacher will make him/herself available during the contractual year and day to his/her colleagues for
assistance, to the District for services beyond those specifically required as psittexfindividual contractual duties,
and to the community as a valuable resource.

3.02 Professional Reimbursement Program
Teachers will be allowed to accumulatesirvice time during each year by attending programs, workshops, universit

des ¢
scho

Df
of

level classesand inservices after regular school hours and oncantracted days. When the accumulated time reaches

eight (8) hours or the equivalent of a workday it may be used in lieu of a scheduled disgivide day specified by the
Administration.

Teachers musibtainwritten approval for selelected irservice time from the building principals. University level
classes must be approved by the District Administrator. Attendance at any out of diseistide must be verified.
Acceptable irservicesaregenr al | 'y descri bed as those which extend
content or techniques, or that address state mandated or state encouraged directives or ceseriicss bf a different
nature may be used toward this provisidmew mutually agreed upon by the building principal and teacher.
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Teachers who presentgervice programs will be granted at leastadditional hour for every session presentéleéx in-

service must be submitted and fully approved on or before Febru&taff members will fulfill the eight (8) hours of

flex time prior to being paid additional staff development mor8ésf members whdo not completehie eight(8) hours
will be docked pay in half day increments appropriate to the numbersefwicehours not completed. Administrators
will not provide inservice on the designatedservice date.

3.03 Attendance at Workshops andV eetings

Teachers attending meetings and workshops, etc. at the approval of the Administration and/or Board may be reimburse

in whole or in part to cover travel, lodging, meals, and registration.

3.04 Visitations

Visiting days may be granted to teachers without loss of pay for specific use on professional visitation. Expenses
paid in whole or in part upon approval of the Adrstration and/or Board.

SECTION 4. Teacher Supervision and Evaluation

4.01 General Provisions

The Board and teachers view teacher evaluation as a continuing process for the purpose of improving instruction
assessing the individual performance of staff members.nibefis under this section:

A.iDaydo and ADays©O: The words Adayo and Adayso
holidays,weekends, etc.

B.AContinuing Teacher 0: A continuing teasihtaer i
District under a fulitime or paritime regular teaching contract.

C. New to the System Teacher: A new to the system teacher is a teacher who has taught less than three
in the District under a fullime or pardtime regular teachingontract.

4.02 Evaluators

Every teacher in the District will be supervised and evaluated by an administrator and/or his/her designee. The
administrator may be @ertified building principal, assistant principal, district administrator, or assistant district
administrator. The administrator may b®#strict employee or a naristrict employee who is a certified administrator.
Prior to the first student contact day, the District will provide the employees with their placement within the supervi
and evalusion rotation cycle. The District may modify this list at any time during the contract year. The employees
affected by the change will be notified in writing of any changes in the evaluation list.

4.03 Evaluation Process Conditions for All Employees
A. Basic Requirements

1. A new employee shall be formally evaluated at least two (2) time(s) during the first year of employme
The first evaluation shall consist of a {p@nference, observation and poshference. The first two
evaluations must be congpéd prior to February 1.

2. A continuing employee shall be formally evaluad¢the discretion of the Distridbut no less frequently
thanevery third school year

All required observidons must be completed by Magtl

may

and
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sion

All formal observation will be followed by a conference with the administrator. This conference will take

place withinten (10)working days of the actual observation.

5. Assistance, recommendations and directions may, at the discretion of the District, be provided to e
teacher in an attempt to correct professional difficulties observed.
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B. Acknowledgement of Receipt and Respon$ae teacher will acknowledge receipt of all documents related
to supervision and evaluation by signing and dating the document withibOeschool days. The teacher
shall have the right to attach a report with any remarks concerning the document(s). Acknowledging receip
does not imply agreement with all or part of the documents receiviatd; employee wishing to comment on
the evalation or who feels the evaluation was incomplete, inaccurate, or unjust, may reduce those comments
objectives to writing and have them attached to the evaluation instrument to be placed in the persénnel file.
teacher may attach aresponsetoanydecamt r el ated to this process |af
evaluation document(s) listed abovEhe file copy of the evaluation and any comments or objectives shall be
signed by both parties to indicate awareness of the content. The following statkatiebe part of the
instrument:

"The signatures do not indicate agreement or disagreement but merely certify that the observation and
conference as noted were held and that the opportunity was available for attaching written
clarification/objections athe time of signing."

The response must be initialed by the supervisor.

C. Copy of Evaluation Procedure#\ copy of the evaluation forms is included in th@ndbook in AppendixE.

D. Intensive SupportIntensive support is the supervision and eaabn procedure applied to continuing
teachers whose performance has not met expectations as of the most recent summative evaluation confere
Intensive support is designed to improve the overall performance of a veteran teacher whose overall
performarme has not met expectations. Continuing teachers whose overall performance has not met
expectations may, at the discretion of the District, receive intensive support or mayreaewad pursuant
to A 118.22, Wi s . St a timensive sufportiisoffeted) the pibcesstshall be tsd
follows:

12}
™~

1. Goal of Intensive SupportThe goal of intensive support is for the teacher to meet expectations. The
intensive support plan will be designed to meet the specific needs of the teacther pedormance
expectations of the District.

2. Content of Intensive Support I't may include a description |Jof
appropriate performance, a goal setting plan to help the teacher develop required skiiduke xth
supervisory activities including at least one evaluation, and a target date by which time the teacher|will
perform satisfactorily. The plan is not limited to, but might include, the following interventions: any
means of staff development definiedhe District staff development plan, observations and/or support by
experts outside the District, and/or peer coaching or mentoring.

E. Supervision and Evaluation of Nerthe-System TeachersNew-to-the-system teachers shall be subject tg
the prowsions of this subsection for three (3) complete contract years. Amthe system teacher under this
paragraph is a teacher who has taught less than three (3) years undiéme fadlparitime regular teaching
contract in the District.

1. Professioal Development New-to-the-system teachers may be required to spend up to the hourly
equivalent of one (1) work day, some prior to the beginning of school, without additional compensation
preparing professional and curriculum materials and lesson pteaddjtion to being oriented to the
District, evaluation practices and general expectations for their assignments.) The one (1) day shal
planned jointly by the mentor and administrators. The teachers shall be appointed by the District
Administrator.

be

2. Freguency of EvaluationNewto-the-system teachers shall be formally observed by the supervisor a
least once each year. The assigned supervisor will also conduct at least one classroom anecdotal |per
semester with newo-the-system teachers.

3. New-to-the-system teachers will complete a goal setting plan each year. New to the system teachers wt
are initial educators covered under Wisconsin Code Pl 34 are subject to the provisions set forth below ir
section F.
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F.

5.01 Teacher Assignments, Vacancies and Transfers
A.
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Initial Educator Professional Delopment Plan The individual teacher who holds an Initial Educator

License is responsible for developing a Professional Development Plan (PDP). The PDP must demonstrate

increased proficiency and professional development based on the Wisconsin EdacatardS. The Initial

Educator is also responsible for initiating an

(IERT) that is convened by the Initial Educator.

1. Mentor for Initial Educator and a teacher new to the District (whdshalcurrent Wisconsin teaching
license)

a. An initial educator will be provided a qualified mentor by the District. Any continuing teacher
interested in being considered for serving as a mentor must submit a letter indicating interest by
1 of each yar. When mentors are selected by the District, volunteers will be considered first. If
District deems that a suitable match cannot be made from the list of volunteers, the District may
contract other continuing teachers who are qualified mentors.Ditrict reserves the right to use
gualified persons who are not District employees or continuing teachers.

b. If a continuing teacher is selected as a mentor, he/she shall be paid a stipend of Four Hundred
($400.00) for the period served as a mentor (fAargust of the first year through October of the

o)

Apr
the

subsequent year) for an initial educator. Mentoring responsibilities and activities will be designed in

collaboration with the teacher, mentor and administration

SECTION 5. Teacher Assignments, Vacancies andransfers

Determination of Assignmenfleachers will be assigned or transferred byOtstrict Administratorof the
District and/or his/her designee

Assignment Preference Consideratidreachers may express initing to theDistrict Administratorand/or
his/her designetineir preferencef a) school; b) grade level; or gubject. If a teacher wishes to be

transferred to another position which may open duringtinemer, application for a transfer should be made

in writing to theDistrict Administratorand/or his/her designeén sofar as possible, consideration shall be
given these requests.

Job Posting:When a position becomes vacant or a new position is created, notice of such available position

wilbepst ed on tankWisbdnsiEmploymentvabsitesfor a minimum offive (5) days The
noticewill include the date of posting, the job requirements, classification, a description of the position
available, the work hours of the position, the rdtpay for the position, the anticipated start date and the
gualifications required for the position.

Process for Filling VacanciesAn employee who applies for a vacant position prior to the end of the post
period,and meets the qualifications fdwet positionwill be granted an interview for the position. The
District retains the right to select the most qualified applicant for any pasiti@nterm applicant refers to
both internal candidates and external candidates for the position.

Involuntary Transfers When theDistrict determines that an involuntary transfer nieanployee is necessary,
theDistrict will first providea conferencewvith the affectedeacherfollowed by a written notice from the

District Administratorand/or his/her desigeewhich will include the reasons for the transfém employee
who is involuntarily transferred shall suffer no loss of wages, hours, or other fringe benefit as a result o
transfer.

ng
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5.02 Employee Resignations

A. The t eiadwitiual codtmctshall ke considered bindinigy both parties.A resignation will be effective
when the board of education approves such resigndfidéor. any reason a teacher asks for release from th
cortract, it is understood that the District may seek damages for brett@hadntract. The following steps
should be followed by any teacher asking to be released from his or her contract:

1. The teacher must give the District notice that they intend on severing their contract with the D
Whenever possible, the teacharsngive such notice at least sixty (60) calendar days prior to the dat
employee desires the severance to occur.

2. The District may agree to accept the following amounts as an alternative to seeking actual dama
breach of contract

a. Three hundredl ol | ars ($300.00) i f t he the dapelobsjgeati@ of
contractor before July 1

b. Five hundred dollars ($500.00) if the “ebump
before August %L

c. Nine Hundred dollar¢ $900. 00) if the employeeods r &ditg
before the start of the school year.

d One thousand dol | ar s (edighatidh @ @ffe€ive)on ar dfter the start ef i
school year.

B. Any employee involatarily called into service by the United States government for militarywdilitpot be
expected to pay any damages for breach of contract.

5.03 Teacher Absence and Substitutes

When a regular teacher is to be absent from school and a substitute is neégdee résponsibility of the teacher to call
theprincipal or designeelf possible, such notification should be made the evening prior to the time of absence, or [
6:00 a.m. This will help to provide time for obtaining a substitute teacher.

5.04 Summaea School Assignments

When possible, summer school subjewits be made known on or befodene 1st All current teacherm the District
may appy for summer school positions in the same manner adiwirict teachers.Employees teaching summer classeg
shall be given a summer school session contract in accordance Mi8h?2g, Wis. Stats.

5.05 Extended Contracts

Additional contract days meye added to the contracted school calendar for teacher at the discretion of the District
Teachershall be compnsated for said days@te hundred and eighty ($180.00) dollabsays may be scheduled in full
or half day incrementsA day is defined as eight (8) hours with a thirty (30) minute duty free lunch break.

SECTION 6. REDUCTION IN FORCE, POSITIONS &
HOURS

6.01 Reasondor Reduction in Force

In the event the Board determines to redueenimber of positions (full noanewal) or the number of hours in any
position (partiahorrenewa), the provisions set fdutin this section shall apply.

6.02 Notice of Reduction

The Distri¢ will provide notice ofhorrenewalin accordance with the timelines set forth ih18.22, Wis. Stats. The
norrenewalnotice shall specifthe effective date of theorrenewa) the right to a private conferenoader §118.22,
Wis. Stats anavill refer the employee to the Reduction in Force provision inHaisdbook
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6.03 Selection for Reduction
A. Criteria(to be considered by the District in its discretion)

1.

B. The District will cooperate with thEmployeesn compiling a seniority list to beirculated by the
Association on an annual basis on or before October 1 ofyeachFinal determination of seniority will be
made on the basis ofraview of themost conclusive evidence of seniority at the time ofdleff notice.
This pointis made here to preclude argumentation basedpaibléshed list which mainadvertently be in
error.

1.

3.

6.04 Reduction in Hours Resulting in Norrenewal

Employees who amonrenewed and suatorrenewalresults in a reductioim hours shihnot lose any benefits they have
accrued. Benefits are defined as length of servicesishdeaveearned as an employee. Reduced in time employees g
be treated as patitme employees under thitsandbook

6.05 Reemployment Rocess

The reemployment process solely available to employees r@mewed underneath this section. It does not apply to
employees nonenewed based upon performance as set forth in Part Il, Section 1.

A. Reemployment PeriodEmployees nomenewed under this sectighall retain theeemployment

District Service This is measured by counting the number of school semesters taught in tiot dyist

continuous basis and under a regular contfatéacher receives a semester credit for each full semester

they teach.Interruptions of District servicby District approved leaves or layoffs will not be considered

to break the chain of semesservice in the District. Voluntary separation by legal resignation will be
considered as severance of service and loss of accumulated seniority. If a teacher voluntarily seve
service and then at a later date is rehired, hisiety earned senity will begin the semester he/she
starts teaching

Certification: Teacher certification and/or teacher certifiability will be basethedocumentation on file
with the District or that which can tpgovided/obtained by thieacher.

Educationaheeds of the DistrictEducational needs of the District will be those needsdiugicular
needs, program needs, educational needs at vayiads levels) aglentifiedand determinedybthe
Board throughhe administrative process in accord withconstitutecwuthorityin order to meet state
mandates.

Teacher relevant teaching experien@eacher relevant experiences will be thgsalifications and
experiences that best relate to the position(s) to be filledéstdct needs as deterngd by the Board.

Elementaryand MiddleSchool(K-8) - Teachers fronall buildingsmaybe considered, not just the
building in which thenorrenewalis necessary.

Senior High 9-12) - Teachers will be considered foorrenewalfrom within the department (see
definition 3, below) in which theorrenewalis deemed necegsyaAll teachers who teach two or more
periods within that department will be consideredrfomrenewal

Departments The term "department" shall mean the subject area in which the témotietrr during the
current school year. Examples of departtaemeMath, EnglishHistory, Sience, etc.The Board shall
in its discretion determinéé number and type of departments

options set forth hereifor a period of twelve (12) months after the employee's last day of work w
the District. Laid-off employees shall also retain the option to be recalled for a period2f 12
months if they meet the following criteri
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1) Have current licensure
2) Are certified in the area of need
3) Continued their educational knowledge of current best practices
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